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RESOLUTION NO. 196 

A RESOLUTION OF THE CITY OF UNiVERSITY PLACE, 
WASHINGTON, AMENDING RESOLUTION NO. 161 
ESTABLISHING PERSONNEL POLICIES & PROCEDURES, 
AMENDING VARIOUS SECTIONS OF THE PERSONNEL 
POLICIES & PROCEDURES 

WHEREAS, the City of University Place adopted Resolution No. 161 on 
December 15, 1997 repealing Resolution No. 33 and establishing policies and 
procedures relating to human resource administration, including general 
employment practices, policy administration, attendance, compensation and 
performance review, benefits, employee responsibilities and conduct, training, and 
discipline and termination; and 

WHEREAS, the City Council wishes to amend these Personnel Policies and 
Procedures as guidelines for City employees; 

BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF UNIVERSITY 
PLACE, WASHINGTON, AS FOLLOWS: 

Section 1. Personnel Policies Amended. The Personnel Policies and 
Procedures are amended as shown in Attachment A, included by reference as part 
of this resolution. 

Section 2. Effective Date. This Resolution shall take effect immediately 
upon signing. 

ADOPTED BY THE CITY COUNCIL ON NOVEMBER 2, 1998. 

Attest: 

,~d< -~ £ 22 Cec, 
Susan Matthew, City Clerk 
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~~ ebbieKtOSOWski, Mayor 
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Attachment A 
To Resolution No. 196 

(2) If you experience or witness any job-related harassment, or believe you 
have been treated in an unlawful, discriminatory manner, promptly report 
the incident to your supervisor, department head, or the City's designated 
Equal Employment Opportunity (EEO) officer -- the Human Resources 
Manager. Supervisors should report all complaints to the Human 
Resources Manager as soon as they are received. 

(3) All complaints will be investigated promptly by the Human Resources 
Manager. Upon receiving a complaint from the employee, the supervisor 
or the department head, the Human Resources Manager shall notify the 
department head, initiate an investigation within 24 hours and upon 
completion of the investigation recommend to the City Manager whether 
further action should be taken. If the investigation shows the accused 
employee did engage in harassment, appropriate disciplinary action will 
be taken, necessary to stop any further harassment and to return to a 
professional work environment, up to and including termination. 

(4) Both the employee filing the complaint and the alleged offender shall 
receive either a verbal or written response that contains the findings of 
the investigation and any action taken. Unless extra time is needed for a 
thorough investigation, the response will normally be given within thirty 
(30) days of the date the complaint was received. 

(5) The City prohibits retaliation of any kind against an employee or member 
of the public for filing a good faith complaint under this policy or for 
assisting in a complaint investigation. Any employee who retaliates or 
provides false information regarding a complaint may be subject to 
disciplinary action. 

2.07 SER'JICE OF PROCESS ON EMPbOYEES 

It is the 13elisy ef the City ef University Plass te systernatisally ferwara 13ersenal 
surnrnens te ern13leyees in a rnanner Whish reasenal:lly strives te 13retest ern13leyee 
senfiaentiality. Exse13tiens te this 13elisy insluae surnrnens ana sul:l13eenas relatea te an 
inaiviaual's ern13leyrnent with the City. A surnrnens is a signea netise fer a 13ersen te 
a1313ear in seurt te answer a legal astien against hirn/her. A sul:l13eena is a legal 13resess 
whish sernrnanas a witness te ap13ear ana testify. 

The City Clerl('s Offise will be the resei\•ing 13eint fer 13ersenal surnrnens affesting City 
ern13leyees. All surnrnens servers will be airestea te the City Clerk's Offise. If, 
hewe•Jer, a server insists en leaving the surnrnens at a aifferent site frern U1e City Clerk's 
Offise ana/er a surnrnens is e13enea l:ly serneene ether than the intenaea resi13ient, the 
City Clerk's Offise rnust l:le netifiea irnrneaiately. The City ef University Plass will asse13t 
13ersenal surnrnens auring regular business heurs enly. 
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U13eR delivery ef a 13eFSeRal suFRFReRs eR a City ef lJRi•Jersity Plase eFR13leyee, aR 
eFR13leyee freFR tl=ie City Cleri{'s Offise (l=ierel:ly referred le as "desi§Raled 
re13reseRtali•1e") 'Nill staFR13 tl=ie dale aRd tiFRe reseived aRd will verify tl=ie iRleRded 
resi13ieRt's eFR13leyFReRI status. If a SUFRFReRs er sul:l13eeRa is reseived iR HuFRaR 
Reseurses wl=iisl=i is ef a l:lusiRess Rature related le aR iRdividi,ial's eFR13leyFReRt •Nitl=i tl=ie 
City, tl=ie server sl=iall l:le seRI te tl=ie iRdividual de13arlFReRt fer servise. 

If tl=ie defeRdaRI is asti>1ely eFR13leyed, tl=ie desi§Rated re13reseRtati••e will seRtast tl=ie 
iRdividual, advise RiFR er l=ier ef a delivery wl=iisl=i reEJuires l=iis er l=ier si§Rati,ire aRd will ask 
tl=ie eFR13leyee te seFRe te tl=ie City Clerk's Offise. The City Clerk's Offise FRay ask a 
su13erviser le el:ltaiR tl=ie reEJuired si§Ralure aRd 13revide tl=ie suFRFReRs le the eFR13leyee. · 
Tl=iis will l:le deRe eRly after iRilial seRlast freFR tl=ie City Clerk's Offise witl=i tl=ie eFR13leyee. 
The desi§Rated re13reseRtative '""ill iRslude a letter witl=i tl=ie desuFReRts ei<13laiRiR§ tl=iat 
tl=ie City was reEJuired l:ly law te asse13t tl=ie suFRFReRs eR tl=ie eFR13leyee's l:lel=ialf aRd tl=ial 
the eFR13leyee FRay wisl=i te seek le§al ad•1ise. Tl=ie desi§RateEI re13reseRlative '""ill el:ltaiR 
tl=ie eFR13leyee's si§Rature eR tl=ie letter le verify resei13t ef tl=ie desi,iFReRts. 

If tl=ie City l=ias Re reserd ef tl=ie eFR13leyee, er reseres sl=iev1 that tl=ie 13eFSeR is Re leR§er 
eFR13leyed l:ly tl=ie City, tl=ie desi§Raled re13reseRtalive will •1erify tl=ie eFR13leyFReRt status 
'Nill=i the HuFRaR Reseurses blivisieRR er tl=ie FiRaRse bli•1isieR. If the Hi,iFRaR Reseurses 
blivisieR er tl=ie FiRaRse blivisieR is uRal:lle te •1erify eFR13leyFReRt er verifies tl=iat tl=ie 
13erseR is Re leR§er a City eFR13leyee, tl=ieR tl=ie desi§Rated re13reseRtative "viii seRd a 
letter, RetifyiR§ tl=ie 13laiRtiff's attemey ef tl=ie situatieR, aRd reti,im tl=ie eri§iRal 13a13eFS via 
serlified FRail. 

If tl=ie defeRdaRt is astively eFR13leyed l:ly the City l:lut is teFR13erarily uRavailal:lle due te 
vasatieR, traiRiR§, FRedisal leave, els., tl=ie desi§Rated re13reseRtative will FRail tl=ie 13a13eFS 
via serlified FR ail te tl=ie 13laiRtiff's attemey tl=ie FRerRiR§ ef tl=ie seseRd full l:lusiRess day 
after resei13t ef tl=ie 13a13ers. Tl=ie desi§Rated re13reseRtalive will alse im:luEle a letter 
RetifyiR§ tl=ie 13laiRtiff's atterRey ef tl=ie s13esial sireuFRstaRse that 13resludes delivery ef tl=ie 
13a13ers. 

After delivery ef tl=ie suFRFReRs te tl=ie eFR13leyee er RetifisatieR ef ReR delivery te tl=ie 
13laiRtiff's attemey, tl=ie desi§Rated re13reseRlali••e will kee13 a ee13y ef tl=ie eFR13leyee's 
verifiealieR ef resei13t er a se13y ef tl=ie RetifisatieR ef ReR delivery iR a file eRtitled 
"Servise ef Presess eR EFR13leyees." 

2.08 EMPLOYEE PERSONNEL RECORDS 

Access to an employee's personnel file is limited to the City Manager, Human 
Resources, the employee's immediate supervisor and department head. The personnel 
file contains such items as the employee' s job application, job description, benefit 
enrollments, emergency numbers and contacts, salary information, disciplinary actions, 
and letters of commendation. 
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