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1.1 WELCOME TO THE PORT OF PORT TOWNSEND

On behalf of our Port Commission and your colleagues, welcome to the Port of Port Townsend. The
Port is a remarkable organization in Jefferson County and working as a team, we are stewards of some
truly unique properties, keepers of a strong maritime culture and enablers of a vibrant working
waterfront.

Each of us contributes directly to the Port’s success, and | hope you will take pride in both your work
and in being a member of this team.

The purpose of this Personnel Manual is to establish policies and expectation for the Port’s
employees. The Manual outlines the programs and benefits available to eligible employees. It also
clarifies expectations for performance and behavior while working with the Port of Port Townsend.

Please familiarize yourself with the contents as soon as possible, you will find it will answer many
guestions about your employment with the Port. If, after reading this Manual, you have questions or

comments, you are encouraged to discuss them with your supervisor or Human Resources.

| hope that your experience here at the Port of Port Townsend will be a challenging and rewarding
one and wish you every success.

Welcome aboard!

Eron Berg, Executive Director
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1.2 PORT OF PORT TOWNSEND HISTORY

Who We Are and What We Do

From our offices at the Boat Haven Marina in Port Townsend, we own and operate a diverse group of
facilities, including:

Boat Haven Marina

Port Townsend Boat Yard & Industrial Area

Point Hudson Marina & RV Park

Herb Beck Marina in Quilcene

Jefferson County International Airport

Boat launches at several sites around eastern Jefferson County

Union Wharf and City Dock in downtown Port Townsend

Short’s Farm in Chimacum

Home to many of the best boat building and maintaining craftspeople in the world, many of the
marine trades businesses located within our facilities specialize in working with wooden boats of all
eras. Others do much of their work with more modern materials and leading edge technologies. In
addition to our maritime and aviation business centers, we are responsible for economic development
at our locations in Jefferson County.

The Port of Port Townsend was established by vote of the people on November 4, 1924. The port
district includes all of Jefferson County and operates as a municipal corporation under Title 53 of the
Revised Code of Washington (RCW). The powers of the Port district are directly vested in its Port
Commission. This three-member Commission is the district’s policy making and regulatory body. The
Commission is responsible for making decisions concerning discretionary policies and operations of
the district in both internal and external matters. Port commissions are independent of the cities and
counties in which they are located.

The Port Commission hires and supervises the Executive Director who is delegated authority to
manage all aspects of the Port’s day-to-day operations.
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1.3 PORT OF PORT TOWNSEND MISSION STATEMENT

Mission Statement

The Mission of the Port of Port Townsend is to serve the citizens of Jefferson County by responsibly
maintaining and developing property and facilities to promote sustainable economic growth, provide
community access to Port facilities and services, and protect and maintain our environment,

community resources and maritime heritage.
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1.4 PURPOSE/OVERVIEW

The following are guidelines, which are set up as examples and a general listing of employment
requirements of the Port of Port Townsend. They are not all inclusive nor a complete statement of
policy. Employees may leave the Port for any reason without legal obligations. Except as otherwise
provided, the Port also reserves the right to terminate employees for any reason it deems necessary,
and each person’s employment is for no specific term. Nothing contained in these guidelines shall in
any way create a contract or quasi-contract of employment or establish any term of employment, nor
in any way be construed as a waiver of the relationship of “employment at will,” except for employees
under union contract. Except as provided by the union contract, the Port retains and shall always have
the complete, absolute and unequivocal right to set wages, terms of employment and to hire and
discharge all employees at its sole will and discretion with or without cause.

Overview

The intent of these guidelines is to recognize that the Port will employ the most suitably qualified
people available; that the tenure of the employee will depend upon the needs of the Port, effective
performance, good conduct and continuing fitness for the position; and that each employee will be
prepared and expected to perform at optimum level.

Further, the purpose of these guidelines is to facilitate efficient service to the Port of Port Townsend,
and hence to port tenants, patrons, guests and the general public; provide a system of equitable
personnel management; and provide the employees of the Port a reasonably consistent, clearly
defined set of rules.

It is recognized however that these guidelines will be considered broad in scope and that a reasonable
approach will be taken on a case-by-case basis by the appropriate authority to equitably solve specific
problems or situations.

This policy recognizes that the Executive Director or other employees may also operate under an
employment contract. If there is a conflict of provisions between this policy manual and the
employment contract, the most favorable provision shall apply to the employee.

Appointments

It is recognized that the Port Commission is the governing body of the Port of Port Townsend. The
Port Commission, under the provisions of RCW 53.08.170 and 53.08.270, appoints a full-time
Executive Director answerable to the Commission. Per RCW 53.36.010 the Commission has appointed
the Finance Director to serve as the Port Auditor. All staff members serve under the direction of the
Executive Director.
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The Executive Director may authorize the establishment of full-time and part-time staff positions as
deemed necessary and shall have the authority to fill such positions. Only the Executive Director is
authorized to modify employees’ at-will status if they are not represented employees. Only the Port
Commission, by taking action, is authorized to modify the Executive Director’s at-will status, subject
to contractual rights and obligations set forth in applicable employment agreements.
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1.5 EMPLOYMENT CLASSIFICATION AND CATEGORIES
Subject to the terms of any collective bargaining agreement, the following definitions apply:

Exempt: An individual who is exempt from the overtime provisions of the Fair Labor Standards Act
(FLSA) because he or she is classified as an executive, professional or administrative employee, and
meets the specific criteria for the exemption. With some limited exceptions, exempt employees must
be paid on a salary basis.

Nonexempt: An individual who is not exempt from the overtime provisions of the FLSA and is
therefore entitled to overtime pay for all hours worked beyond 40 in a workweek (as well as any state
overtime provisions). Nonexempt employees may be paid on a salary, hourly or other basis.

Salaried: An individual who receives the same salary from week to week regardless of how many hours
are worked. Exempt employees must be paid on a salary basis, as discussed above. Nonexempt
employees may be paid on a salary basis for a fixed number of hours or under the fluctuating
workweek method. Nonexempt employees paid a salary must still receive overtime in accordance
with federal and state laws.

Hourly: An individual who receives an hourly wage for work performed. Generally, such individuals,
because of the method of payment, are classified as nonexempt and are subject to the overtime
provisions of the FLSA. Exempt computer professionals may also be paid on an hourly basis, as could
those exempt under the professional exemption, such as teachers, lawyers, doctors, and still retain
their exempt status.

Full-time Employees: Full-Time employees are scheduled to work at least 40 hours per week on a
regular basis.

Part-Time Employees: An employee who is scheduled to work less than 40 hours per week.

Temporary Employees: An employee employed to meet short-term needs or seasonal workloads.
Temporary positions will not exceed employment of five (5) months in any calendar year. Based on
the Port staffing needs, these positions can convert to full-time, regular employee status, though it
must be continuous with no break in employment with the Port in order for their start date to be the
date of start as a temporary employee.

Intern Employee: An employee who is a student and who intends to continue as a student at a high
school, college, or vocational school. The Port position shall relate to the school program and work
hours are to be compatible with school schedule. Interns may be paid or volunteers.
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Regular Employee: An employee who has completed a trial period and works for the Port on a
regularly scheduled basis. Fringe benefits shall be available to regular full-time employees, the timing
of which may depend on whether exempt or non-exempt; details can be obtained from Human
Resources.

Volunteers: A person donating his or her labor by his or her own free choice for the benefit of the
Port without receiving anything of value in exchange for the service — not money, trade of products
or services, or anything else of monetary value.

The Port may provide volunteers with “maintenance and reimbursement” for necessary actual

expenses. Such expenses may include meals and/or transient sleeping quarters while performing
assigned or authorized volunteer duties.
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1.5 A Probation

For all Port employees, regular, full-time, part-time, temporary, exempt, and non-exempt, there is a
6-month probationary period upon hire. At the Port’s discretion, this period may be extended by an
additional 6-months. During this period, the Port reserves the right and exclusive discretion to

discharge any person in the Port’s employ, with or without cause.

Similarly, there is a 6-month probationary period for employees who are promoted to ensure the
promotion is the right fit. If the Port determines the promotion is not suited to either the Port or the
employee, the employee may be returned to his/her previous position, with or without cause.
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2.1 HOURS OF WORK, OVERTIME AND COMPENSATORY TIME

The normal hours of work at the Port of Port Townsend are from 8:00 a.m. to 4:30 p.m., with a 30-
minute lunch break Monday through Friday or such other days for employees staffing offices open six
or seven days per week. Flexible working schedules can be adopted to accommodate the
requirements of the individual employee and/or the Port but require prior approval of the Executive
Director or his/her designee. These terms and conditions of employment apply, unless covered by a
collective bargaining agreement.

Part-Time employees will work a schedule designated by the Executive Director or his/her designee.

Non-Exempt employees receive a fifteen (15) minute break for each four (4) hours of work as near as
possible to the midpoint of the four (4) hour period.

All overtime requires prior approval of the employee’s supervisor. All Non-Exempt employees are
eligible for overtime.

Hourly employees shall be compensated for additional hours worked with a pay rate of time and
one-half for each hour, or portion of an hour in 15-minute increments, worked overtime. This includes
employees working in excess of 40 hours per week or over eight (8) hours in one day if they are non-
exempt full-time regular employees.

Call-out Pay: Non-Exempt employees who are called to work after they have left Port property will
be paid at least two (2) hours at the overtime rate beginning as of the time they return to the work
site and ending at the time of leaving Port property.

Compensatory (Comp) Time: Employees may take paid comp-time off at the rate of one and one-half
hours per hour of overtime worked in lieu of overtime pay. Comp-time accrual and usage must be
approved by the employee’s supervisor. Comp-time will not be allowed to accrue beyond a 40-hour
maximum. Comp-time can be carried over from month-to-month. All comp-time not used by the end
of the calendar year in which it was earned will be paid to the employee as of their rate of pay in effect
on the last payroll of the calendar year. Comp-time should be used before vacation time. Details and
procedures on the earning and use of Comp-time can be obtained from Payroll.
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2.1 A Salary

Salary grades and levels are fixed by the Port Commission in accordance with the Union Contract for

union-represented staff positions.

The Executive Director may, in his or her sole discretion, review and adjust the salary of both exempt
and non-exempt employees annually, or as deemed necessary, based upon efficient service,
continued improvement, special merit and/or changes in the general cost of living. Salary increases
for non-union employees are set by the Executive Director. See Exhibit H for evaluation form.
Employee evaluations should be performed annually on or around the hire anniversary date with the

Port.

The Port Commission sets the salary for the Executive Director.
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2.1 B Pay Period

All employees shall be compensated on a regular basis on or around the 3™ and the 18" of each
month. In the event that payday falls on a Saturday, payday will be the preceding Friday. In the event
that payday falls on a Sunday, payday will be the following Monday. In the event that payday falls on
a holiday, payday will be the following day. Timesheets must be submitted to Payroll by the timesheet
due date; this schedule is updated annually and provided to all employees. Timesheets must be signed
by supervisors before submitting to Payroll. Improper timesheet reporting may lead to delayed pay
and disciplinary action.
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3.1 HoLIDAYS
The Port of Port Townsend follows the schedule noted below:

January 1, New Year's Day

3rd Monday in January, Martin Luther King Day
3rd Monday in February, President's Day

Last Monday in May, Memorial Day

June 19, Juneteenth

July 4, Independence Day

1st Monday in September, Labor Day
November 11, Veteran's Day

4th Thursday of November, Thanksgiving Day
The Friday following Thanksgiving

December 25, Christmas Day

Day adjacent to Christmas Day, set by the Executive Director
Two (2) days, employee’s choice
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3.1 A Paid Holidays

Any above recognized legal holiday falling on a Saturday will be observed on the preceding Friday. Any
such holiday falling on a Sunday will be observed on the following Monday, unless otherwise directed,

in advance, by the Executive Director.

Regular, temporary and seasonal non-exempt employees who work on a designated holiday shall be
paid for the hours worked on such holiday at one and one-half (1 1/2) times their regular rate of pay

per hour, in addition to their holiday pay.

Regular part-time employees will be paid for holidays if the holiday is part of the regular work

schedule.
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3.1 B Unpaid Holidays

Unpaid Holiday for Reasons of Faith or Conscience:

Employees are entitled to two unpaid holidays per calendar year for a reason of faith or conscience
or an organized activity conducted under the auspices of a religious denomination, church, or religious
organization.

The employee may select the days on which he or she desires to take the two unpaid holidays after
consultation with his or her supervisor. If an employee prefers to take the two unpaid holidays on
specific days, then the employee will be allowed to take the unpaid holidays on the days he or she has
selected unless the absence would unduly disrupt operations, impose an undue hardship, or the
employee is necessary to maintain public safety. The term “undue hardship” is defined in WAC 82-56-
020.

If possible, an employee should submit a written request for an unpaid holiday provided for by this
section to the employee’s supervisor a minimum of two (2) weeks prior to the requested day.
Approval of the unpaid holiday shall not be deemed approved unless it has been authorized in writing
by the employee’s supervisor. The employee’s supervisor shall evaluate requests by considering the
desires of the employee, scheduled work, anticipated peak workloads, response to unexpected
emergencies, the availability, if any, of a qualified substitute, and consideration of the meaning of
“undue hardship.”

The two (2) unpaid holidays allowed by this section must be taken during the calendar year, if at all;
they do not carry over from year to year.
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3.2 A Sick Leave

Sick leave provides eligible employees with a measure of financial protection by allowing time off with
pay for temporary absence due to illness or injuries. Sick leave is provided at the rate of eight (8) hours
for each full month of employment for regular employees with an assignment of 40 hours per week.
Regular employees with an assignment of less than 40 hours per week shall be granted credits on a
pro rata basis. Credits may be accumulated and carried over to succeeding calendar years with no
limit to hours. Temporary employees earn one (1) hour of sick leave for every 40 hours worked.

Employees shall be allowed to use paid sick leave up to the amount of their earned sick leave credits
under the following circumstances:

e The employee’s own illness, injury or health condition;

e To accommodate the need for medical diagnosis, care or treatment of a health condition, or
preventive medical care;

e The employee’s care for a family member with illness, injury or health condition, or care for
family member who needs medical diagnosis, preventive care or treatment. (Note: family
members include an employee’s child (whether biological, adoptive, foster, stepchild, or child
for whom employee stands in loco parentis, is a legal guardian for, or is a de facto parent and
regardless of age or dependency status); parent (whether biological, adoptive, in-law, de
facto, stepparent, legal guardian or person who stood in loco parentis to employee when
employee was a child); spouse or registered domestic partner; grandparent; grandchild; or
sibling);

e Anabsence due to closure of the Port’s offices by order of public official for any health-related
reason, or where the employee’s child’s school or day care is closed for such a reason; and

e Absences covered by the Domestic Violence/Sexual Assault/Stalking leave policy.

Notice of Sick Leave Use. An employee must notify his/her supervisor of the need to use sick leave as
soon as the need for leave becomes known. At a minimum, employees should provide notice of a sick
leave absence at least 30 minutes before the employee’s scheduled shift, unless such notice is not
practicable.

Verification. The Port may request a statement from a health care provider or other documentation
to verify the appropriate use of sick leave as permitted by law, provided that for nonexempt
employees: (i) certification may only be required when an employee uses more than three (3)
consecutive work days of sick leave; (ii) an employee will have up to 10 calendar days to provide the
required documentation; (iii) if requested, documentation need not disclose the nature of the medical
condition causing the need.

No provision in this policy shall restrict the Port’s ability to cooperate with a workers’ compensation
program for an employee's return to work when such program is in the interest of the Port and
approved by the workers’ compensation program.

Page | 23



At the time of voluntary separation of employment by the employee, unused accrued sick leave shall
be paid out to him or her, per the following schedule:

Months of Consecutive Employment Amount Paid

1-60 25% of current sick leave balance
61-120 35% of current sick leave balance
Over 121 50% of current sick leave balance

All payments are subject to 500-hour maximum accrual.

Sick leave accrual pay outs will not be paid to employees who are terminated for cause according to
the above schedule. However, if a terminated employee is reinstated and returns to the Port within
12 months, up to 40 hours of accrued sick leave will be reinstated depending on the employee’s
balance upon termination. If an employee was terminated for cause with 40 hours or more of accrued
sick leave, the reinstatement balance will be, at the most, 40 hours, depending on the employee’s
balance upon termination. If the employee was terminated for cause with less than 40 hours of
accrued sick leave, that amount of sick leave shall be reinstated.
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3.2 B Vacation Leave

Vacation leave is accrued monthly for regular employees on the basis of years of service as follows:

Years of Service Hours Accrued Per Month
0-3 years 6.66 hours (80 hours/year)
4-5 years 8 hours (96 hours/year)

6-7 years 10 hours (120 hours/year)
8-10 years 11.66 hours (140 hours/year)
11-15 years 13.33 hours (160 hours/year)
16-20 years 15 hours (180 hours/year)
20+ years 16.66 hours (200 hours/year)

Part-time employes shall accrue vacation leave prorated based on hours worked, and years of service.

The accrual rates shall change (according to the above schedule) on the employee’s anniversary date
of employment with the Port.

All regular employees may accrue vacation leave credits up to 320 hours. All hours in excess of 320
hours on the employee’s anniversary date will be forfeited unless an extension is approved by the
Executive Director.

Employees with over 80 hours of accrued vacation leave may cash in accrued leave at their regular
pay rate if they have taken the required minimum vacations and have at least 40 hours of leave
remaining. Minimum vacation is 40 hours per year for years two (2) through five (5) and 80 hours per
year after year five (5).

Vacations shall be scheduled at times mutually agreed upon between the employee and the
supervisor within the scheduling requirements of the Port. Employees will submit vacation request
forms for approval at least two (2) weeks prior to the desired date and the Port will reply within four
(4) working days of the request. This applies to vacations of two (2) or more days.

Regular employees upon separation from employment with the Port after six (6) consecutive months
of service will be paid the value of vacation leave credits earned up to the 320-hour limit.

In the event of the employee's death, all accrued and unused vacation leave credits shall be paid to
the employee's beneficiary subject to the 320-hour maximum accrual explained above.

Supervisors must encourage employees to take their regular leave but should arrange vacation
schedule to ensure that important Port services are not interrupted.
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3.2 C Bereavement Leave

Bereavement leave shall be authorized and paid to regular employees for a maximum of five (5) days,
not to exceed 40 hours per occurrence, per calendar year on the death of a member of the employee's
immediate family, which is defined as follows: husband, wife, registered domestic partner,
grandparent, parent, child, grandchild, brother, sister, mother-in-law, father-in-law, and step

relations of the same degree.

Bereavement leave shall be non-accumulative and shall not be deducted from the employee's

accumulated sick or vacation leave.
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3.2D Emergency Leave

Emergency Leave will be charged against vacation leave credits accumulated by the employee.

Emergency leave may be used by an employee under the following general conditions:

The problem must have been suddenly precipitated; or must be of such a nature that preplanning is
not possible or that preplanning could not relieve the necessity for the employee's absence.

The problem cannot be one of minor importance or mere inconvenience but must be serious.

If both of the foregoing conditions exist and the employee does not have sufficient vacation leave,
the employee may take leave without pay, if approved by the Executive Director.
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3.2 E Declared Emergencies and Severe Weather Conditions

During times of unusual inclement weather or disaster, the Port will continue to operate and provide
services unless the Port notifies Employees otherwise.

The Executive Director or designee has the right to make decisions regarding emergency closures in
the best interests of safety. In the event of a Port-designated office closure, Employee emergency
contact information will be used to notify Employees who are not at work at the time the decision is
made. When a Port-designated closure prevents Employees from working, they will be compensated
at their normal rates.

If the Executive Director has not designated Port office/facility closures, an Employee who is unable
to get to work (or leaves work early because of weather conditions) may utilize accruals or leave
without pay. As in any other case of absence or late arrival, Employees should notify their supervisor
as soon as possible. Temporary telecommuting arrangements may be approved for circumstances
such as inclement weather.

In the event of declared emergency circumstances, the Executive Director shall establish specific
procedures to follow.
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3.2F JuryDuty

Employees are expected to fulfill civic responsibilities by serving as jury members when called.
Employees shall receive regular compensation with the provisions that any monies received for jury
duty from the court shall be signed over to the Port. If jury duty is dismissed before noon, the

employee is expected to come to work.
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3.2 G Leave Sharing

Eligible employees may donate excess leave for use by eligible recipient who is suffering from, or has
a relative or household member suffering from, an extraordinary or severe illness, injury, impairment
or physical or mental condition.

Such a program is intended to extend leave benefits to an eligible recipient who otherwise would have
to take leave without pay or terminate his or her employment.

Procedures
A. A Port employee is eligible to receive donated leave if:

1. The employee suffers from, or has a relative or household member suffering from, an
extraordinary or severe illness, injury, impairment or physical or mental condition or who
has been called to service in the uniform services which has caused, or is likely to cause,
the employee to:

a. Go on leave-without-pay status: or
b. Terminate his/her employment;

2. The employee’s absence and the use of shared leave are justified by documentation;

3. The employee has depleted, or will shortly deplete, his/her annual leave including
vacation, compensated time off, personal holidays and sick leave reserves;

4. All employee earned leave will continue to be used first each pay period, prior to the use
of Shared Leave;

5. The employee has abided by the Ports rules regarding sick leave use;

6. The employee has diligently pursued and used all eligible benefits from the WA State Paid
Family and Medical Leave program; and

7. The employee has diligently pursued and been found to be ineligible to receive industrial
insurance benefits.

The Executive Director shall determine the amount of leave, if any, which an employee may receive
under this policy.
B. Port employees may donate leave as follows:
1. An employee may donate vacation leave as long as their vacation balance does NOT drop
below ten (10) days or eighty (80) hours.
2. An employee may donate sick leave as long as their sick leave balance does NOT drop
below twenty-two (22) days or 176 hours.
3. The number of leave days transferred shall not exceed the amount authorized by the
donating employee.
4. Any leave donated by an employee which remains unused shall be returned to the donor.
To the extent administratively feasible, leave transferred by more than one employee
shall be returned on a pro-rata basis.
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Leave shall be calculated on a day-donated and day-received basis based on each employees

hourly pay rate.
While on donated leave, Port benefits will be prorated based on employee’s own

compensated hours.
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3.2 H Leave of Absence

A leave of absence may be requested by any regular employee. The decision as to whether or not
such leave of absence will be granted is within the discretion of the Executive Director. No leave of
absence shall exceed a period of thirteen (13) months.

Any request for leave of absence shall be in writing, and that writing shall state the time period for
which the request is made. The granting of any such request for leave of absence shall also be in
writing and signed by the Executive Director.

Any leave of absence shall be without pay, and all Port benefits of the employee shall cease during
the period of the leave of absence, including paid holidays. However, an employee may continue
health insurance coverage if he/she has worked a certain period of time during the month of leave, in
accordance with his/her medical insurance provider (union or otherwise). In both instances, union
and non-represented employees who take a leave of absence and do not work a period of time within
the month of leave, as dictated by their medical insurance provider, will either have health insurance
coverage ceased during such unpaid leave or continue to have coverage if arrangements have been
made by the employee to prepay those insurance premiums.

An employee returning from a Leave of Absence will be reinstated to a position that is generally
equivalent in content and compensation, if one is available.
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3.21 Military Leave/Military Family Leave

Any employee who is a member of the Washington National Guard, Army, Navy, Air Force, Coast
Guard, or Marine Corps Reserve of the United States or of any organized reserve or Armed Forces of
the United States shall be entitled to military leave with pay for a period not to exceed twenty-one
(21) of the employee’s scheduled work days during each year beginning October 1 and ending the
following September 30 in order that the employee may take part in military duty and/or required
training, or drills. Such military leave shall be granted pursuant to the provisions of Revised Code of
Washington 38.40.

Any employee whose spouse or registered domestic partner shall be entitled to family military leave
for a period not to exceed fifteen (15) days of the employee’s scheduled workdays during per
deployment after the military spouse has been notified of an impending call or order to active duty
and before deployment or when the military spouse is on leave from deployment.

Any employee who enters upon active-duty service or training in Washington National Guard, the
Armed Forces of the United States, or the United States Public Health Service may seek leave of
absence for a period not to exceed the actual tour of duty, service or training, and upon return shall
be entitled to re-employment providing the individual complies with the provisions of the Revised
Code of Washington 73.16, or as hereafter amended.
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3.2] Family and Medical Leave

Family and Medical Leave (FMLA) provides eligible employees of covered employers with job-
protected leave for qualifying family and medical reasons.

Employees are eligible if they:
e Work for a covered employer for at least 12 months;
e Have at least 1,250 hours of service with the employer during the 12 months before their
FMLA leave starts; and
e Work at a location where the employer has at least 50 employees within 75 miles.

FMLA will be administered in accordance with the federal Family and Medical Leave Act if applicable
to the Port.

29 CFR Part 825.108 The Family and Medical Leave Act of 1993, Public agency coverage.
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3.2 K Washington State Paid Family and Medical Leave

Washington State Paid Family and Medical Leave

Washington State Paid Family and Medical Leave (PFML), a program administered by the Washington
Employment Security Department (ESD), provides paid leave benefits and job protection to eligible
employees who need leave for certain family and medical reasons. PFML runs concurrently with FMLA
where an absence is covered by both laws but allows employees to receive partial wage replacement
benefits during their leave. This policy provides a summary of the PFML program. You may obtain
additional information at www.paidleave.wa.gov. To the extent an issue is not addressed in this
policy, the Port will administer this benefit program consistent applicable statutes and regulations.

Payroll Deductions. PFML is funded through premiums collected by ESD via payroll deductions and
employer contributions, if applicable. The premium rate is established by law. Should the State in the
future modify the PFML premium rate or the percentage of premiums subject to collection through
payroll deduction, the Port will modify payroll practices to reflect those statutory changes.

Eligibility. Under PFML, you may be eligible for monetary benefits and job protection when taking
leave for covered reasons. Eligibility requirements are as follows:

Monetary Benefits: In order to be eligible for monetary benefits from ESD, you must have
worked 820 hours in Washington (for any employer or combination of employers) during the
year preceding the claim.

Job Protection: In order to be eligible for job protection under PFML, you must meet FMLA
eligibility requirements (must have worked for the Port for at least 12 months and have
worked 1250 hours in the last year).

An employee is ineligible for PFML benefits during any period of suspension from employment or
during which the employee works for remuneration or profit (e.g., outside employment or
contracting).

Leave Entitlement. Eligible employees are entitled to take up to 12 weeks of medical or family leave,
or a combined total of 16 weeks of family and medical leave per claim year; an additional two (2)
weeks of leave may be available in the event the employee’s leave involves incapacity due to
pregnancy complications. The claim year begins when you file a claim for PFML benefits. PMFL leave
may be taken for the following reasons:

Medical Leave: Medical leave may be taken due to your own serious health condition (please
refer to FMLA policy for explanation of serious health condition). However, you are not
eligible for PFML benefits if you are receiving time loss benefits under the workers
compensation system.
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Family Leave: Family leave may be taken to care for a covered family member with a serious
health condition; for bonding during the first 12 months following the birth of your child or
placement of a child under age 18 with you through adoption or foster care; for qualifying
military exigencies as defined under the FMLA; or during the seven (7) calendar days following
the death of a child for whom and employee could have taken post-childbirth medical leave
or bonding leave. For purposes of family leave, covered family members include your child,
child’s spouse, grandchild, parent (including in-laws), grandparent (including in-laws), sibling,
or spouse, and also includes any individual with whom an employee has a relationship that
creates an expectation that the employee will care for the individual.

As noted, PFML runs concurrently with FMLA where an absence is covered by both laws. PFML leave
may be taken intermittently, provided that there is a minimum claim requirement of eight (8)
consecutive hours of leave in a week for which benefits are sought.

PFML Application Process. You must submit an application to ESD in order to seek PFML benefits. For
guidance on the application process, please refer to the ESD website (www.paidleave.wa.gov).
Eligibility determinations will be made by ESD. If approved, the employee will need to file weekly
benefit claims with ESD to continue receiving benefits. To ensure accurate recordkeeping, an
employee is required to notify the Port on a weekly basis as to the PFML hours claimed in each benefit
claim submitted to ESD.

Notification Requirements. You must provide written notice to Human Resources of your intent to
take PFML. Your notice must include the type of leave taken (family or medical), as well as the
anticipated timing and duration of the leave. If the need for leave is foreseeable, notice must be given
at least 30 days in advance of the leave. For unforeseeable leave, notice must be given as soon as
practicable. If an employee fails to provide this required notice to the Port, ESD will temporarily deny
PFML benefits. After receiving your notice of the need for leave, the Port will advise you whether you
are eligible for job protection under PFML or FMLA or both.

To ensure accurate recordkeeping, you are required to notify the Port on a weekly basis as to the
PFML hours claimed in each benefit claim submitted to ESD.

PFML Monetary Benefits. If ESD approves a claim for PFML benefits, partial wage replacement benefit
payments will be made by ESD directly to you. The amount of the benefit is based on a statutory
formula, which generally results in a benefit of up to 90 percent of an employee’s average weekly
wage, subject to a weekly maximum. ESD’s website includes a benefits calculator to assist employees
in estimating their weekly benefit amount.

With the exception of leave taken for parental bonding, medical leave taken following birth, and/or
leave taken for a military exigency, monetary PFML benefits are subject to a seven (7) day waiting
period. The waiting period begins on the Sunday of the week in which PFML leave is first taken. You
may use available accrued leave to cover absences during the waiting period.

Use of paid leave accruals are not supplemental to PFML benefits. As a result, if you elect to use
accrued leave during a PFML-covered absence, you will be required to report the receipt of that paid
leave to ESD when filing your weekly claim for benefits, and ESD will pro-rate your weekly PFML
benefit amount. Important note: failure to report the receipt of accrued leave may result in an
overpayment by ESD, which ESD may recoup from the employee.
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Coordination with Other Benefit Programs. If you are on leave and only receiving PFML benefits, you
will be in unpaid status for purposes of the Port policies and benefit programs. Insurance coverage
will be handled in the same manner as other unpaid leaves of absence, pursuant to the Port policy,
collective bargaining agreement and subject to any FMLA or other legal requirements requiring
continuation of coverage.

Job Restoration. An employee who is eligible for job-protected leave will generally be restored to the
same or equivalent position at the conclusion of PFML leave, unless unusual circumstances have
arisen (e.g., a position was eliminated for reasons unrelated to the leave). If you take PFML leave and
choose not to return to work for any reason, please notify the Port as soon as possible.
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3.2 L Pregnancy Disability Leave/Lactation Breaks

Regardless of whether an employee is eligible for FMLA and/or PFML leave, the employee is entitled
to Pregnancy Disability leave for the period of time that the employee is temporarily disabled because
of pregnancy or childbirth. Medical certification may be required to confirm the need for leave. If the
employee is eligible for FMLA and/or PFML leave, the Pregnancy Disability leave will run concurrently
with those leaves. Pregnancy Disability leave is unpaid and health benefits are not automatically
continued (unless the employee is also eligible for FMLA leave); however, accrued leave may be used,
and the employee may continue insurance coverages at her expense.

Employees on Pregnancy Disability leave may apply for PFML leave, if PFML leave is approved by ESD,
leave and benefits will be administered in accordance with the PFML policy above.

Lactation Breaks

Nursing mothers who need to express breast milk during the workday may take reasonable break
times (which are paid) in order to express breast milk for up to three (3) years after the child is born
in a private space other than a bathroom. Employees who need breaks for this purpose should contact
the Director of Finance & Administration.
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3.2 M Infant in the Workplace

Policy Statement

The Infant at Work Program has been established for eligible employees who are new mothers,
fathers or legal guardians. Research proves that allowing a parent and infant to remain together in
this earliest stage of life supports critical bonding, healthy infant brain development, parental
wellbeing, and enables exclusive breastfeeding which improves lifelong health. In the absence of paid
maternity and paternity leave, this policy may allow employees who need to return to work to bring
their infant, supporting a positive work/life balance and honoring their contributions to the
department.

Benefits for employees:
e Lower day care costs
e Better financial stability for young families
e Employees feel supported
e Lower stress for parents
¢ More options for women
e Easier breastfeeding
¢ Enables working fathers to be more involved with their babies

Advantages for the Port:
¢ Employees return to work sooner
e Attractive benefit to offer to Port employees that can be used for recruitment
¢ Increased retention/lower turnover costs
¢ Increased employee loyalty
e Higher morale

Lower health care costs from increased breastfeeding rates Parents - (defined as Port employees who
are new mothers, or fathers, or legal guardians) are eligible to apply to participate in the Program.

Infants - Infants of Port employees up to their first 180 days after birth.
Approval will be considered if duties and worksite are deemed by management to be conducive to
adaptation and meet adequate safety standards.

Eligibility

Program Rules and Procedures

1. Each parent shall make his or her workstation suitable for the new baby. The new baby shall
be located primarily at the parent's workstation during the workday or other approved
location. Each parent will provide the necessary furniture and equipment suitable for the
infant's need.

Page | 39



3.
4.

In the event a baby becomes sick, fussy for a prolonged period of time, causing a distraction
in the work place or preventing the parent from accomplishing work, the baby shall be taken
home by the parent or to the backup day care provider. Employee will use leave for any
resulting absences from work.

Employees are expected to remain productive during business hours.

A sick baby shall not be brought to work. The Center for Disease Control (CDC).

“Recommendations for Inclusion or Exclusion” of children from out-of-home child care settings are
outlined below in Table “A,” and are hereby adopted by the Port as a means for determining whether
a baby is sick. A baby will not be allowed at work where exclusions apply.

1.

Breastfeeding will be done in the designated area(s) which may include the employee’s
workspace.

Diaper changes and disposal must only take place in a restroom. The Department will provide
a diaper changing table in a restroom near the Parent’s work area. All used cloth and
disposable diapers must be stored in a closed container in a restroom. The container must be
provided by the Parent who will empty and remove the soiled diapers from the building at
the end of each day. Soiled diapers must be placed in a sealed plastic bag or other sealed
container.

The Parent is not authorized to travel with Infant while driving or riding in Port owned or
leased vehicles.

Care Providers

1.

Each parent shall designate two alternate care providers in the workplace. The care providers
will not be subordinate employees who voluntarily agree to care for the baby in the event the
parent is unavailable due to attendance at a meeting, participating in a telephone conference,
etc. The alternate care provider may not simultaneously participate in the program as a
parent bringing his or her baby to work and as an alternate care provider for another parent’s
child.

Each care provider shall complete and sign a “Care Provider Agreement” setting forth the care
provider’s duties and responsibilities. Each care provider shall obtain their immediate
supervisor’s approval. A sample Care Provider Agreement is incorporated below as Example
“p

If a parent is going to be unavailable, the parent shall notify a care provider and place the
baby in the provider’s care temporarily.

If the parent is going to be unavailable for a period exceeding 1.5 hours within a four hour
period, the parent shall make arrangements for the baby’s care outside the Port. A care
provider in the workplace shall not be required to care for a baby for a period exceeding 1.5
hours within a four-hour period.

Individualized Plan

1.

Each participating parent shall complete and sign an “Individual Plan” setting forth an
individualized care plan for the baby, which shall be submitted to the parent’s supervisor and
Executive Director for review and approval. The Individual Plan shall set forth general
information regarding the baby’s care, including the days and times the baby will be present
in the workplace, the names and schedules of the parent’s care providers, and the dates the
parent will begin and end the Program. A sample Individual Plan is incorporated below as
Example “B.”
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2. In reviewing the Individual Plan the supervisor and shall consider whether the parent’s job is
suitable for allowing an infant at work. It shall then be forwarded to the Executive Director
for final review and approval.

3. Upon approval from the Executive Director, the employee (parent) may bring the baby to the
workplace on the beginning date stated in the Individual Plan.
4. The parent and his or her supervisor shall meet from time to time to discuss and resolve

complaints, if any.

Complaints

1. Any complaints regarding a Program participant shall be in writing, signed by the person(s)
making the complaint, and submitted to the parent’s supervisor.

2. Any submitted complaint should be reviewed and discussed by the supervisor and the

complaining person(s). The supervisor shall provide a copy of the complaint to the parent,
and discuss it with the parent, determining how to resolve the complaint.

3. If the parent is required to take some type of affirmative action to resolve the complaint, the
parent shall modify his or her Individual Plan to include the steps to be taken to resolve the
complaint. The modified Individual Plan shall be re-submitted for approval.

4, If the supervisor does not resolve a complaint satisfactorily, the Executive Director or
designee will investigate the matter and make a recommendation. The Executive Director will
make the final decision as to the appropriate resolution to the complaint. The parent
(employee) will be notified of the resolution, which may include termination of the Individual
Plan. There is no right to further review or appeal of the decision.

Determination of Eligibility
A parent's eligibility to participate in the Program shall be terminated when:
e The infant becomes 180 days old;
e The parentis no longer a Port employee; or
e A decision is made pursuant to the Complaint Procedure set out in Section "E" above,
terminating the eligibility of a parent.

If a parent's eligibility is terminated pursuant to Section F, 1.c above, the Executive Director or
designee shall notify the parent in writing and the parent shall remove the baby from the workplace
within one week from receiving such notice.

The Port reserves the right to terminate a participant's eligibility, with or without cause, or to cancel
or retire the Program in part or in its entirety, with or without cause, requiring the parent to remove
his or her baby from the workplace immediately.

Program Evaluation

All signatories will submit a response to a follow-up questionnaire upon completion of the Infant at
Work Program to assess the program.
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Table "A"

"Recommendations for Inclusion or Exclusion"
Communicable Diseases and Exclusion from Child Care

The following are guidelines developed for reference.

For more specific information:

e Call your Local Health Department

e Contact the NC Child Care Health & Safety Resource Center (1-600-357-2229)
e Visit the Center for Disease Control and Prevention website Diseases and conditions:
www.edc.gov/DiseasesConditions/

Disease

CcMmv
(Cytomegalovirus)

Chicken Pox
(Varicella-Zoster
infection)

Diarrhea
(Campylobacteriosis)

Diarrhea
(E.coliand E. coli
01577)

Overview

Viral infection,
common in
children

Infection caused by
the varicella-
zoster virus

Infection caused by
campylobacter
bacteria

Infection caused by
Escherichia coli
and Escherichia

coli 0157:H7
bacteria

Symptoms

- Mild to no
symptoms

- Rash (small, red,
blistering bumps
- Fever, runny
nose, cough

- Bloody diarrhea
- Fever
- Vomiting
- Abdominal
cramping

- Loose stools
(watery or
bloody)

- Abdominal pain
- Fever

Prevention

- Thorough
handwashing
- Can be harmful to
fetus

- Varicella vaccine
- Thorough
handwashing and
surface sanitation
- Keep room well-
ventilated

- Thorough
handwashing and
surface sanitation,

especially after
contact with
animals and raw
meat

- Cook ground beef
Thoroughly
- Use only
pasteurized milk
and juice products

Exclusion

Do not exclude.

Contact local-
Health Dept
Exclude until rash
has become dry
and crusted.

Exclude if bloody
or uncontrollable
diarrhea.

Contact local
Health Dept.
Exclude until
diarrhea ends; and
2 consecutive
negative stool
samples 24 hours
apart at least 48
hours off
antibiotics.
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Disease

Diarrhea
(Giardiasis)

Diarrhea
(Norovirus)

Diarrhea
(Rotovirus}

Diarrhea
(Salmonellosis}

Diarrhea
(Shigellosis)

Overview

Infection caused by

Giardia lamblia
parasite

Viral infection

Viral infection,
most common
cause of diarrhea
and vomiting

Infection caused by
Salmonella
bacteria

Infection caused by
the Shigella
bacteria

Table "A," continued
"Recommendations for Inclusion or Exclusion"
Communicable Diseases and Exclusion from Child Care

Symptoms

- Watery diarrhea
- Excessive gas
- Abdominal pains
- Decreased
appetite
- Weight loss

- Acute onset of
watery diarrhea
and abdominal
cramps
- Nausea and
vomiting

- No-bloody
diarrhea

- Nausea and
vomiting

- Diarrhea
- Fever

- Abdominal
cramps

- Nausea or
Vomiting

- Loose, watery
stools with blood
or mucus
- Fever, headache
- Abdominal pains
-Convulsions

Prevention Exclusion
- Thorough
handwashing
- Caregivers who
change diapers
should not prepare
food

Exclude until
diarrhea ends.

- Thorough
handwashing and
surface sanitation

Exclude until
diarrhea ends.

- Thorough
handwashing and
surface sanitation

Exclude until
diarrhea ends.

- Thorough Contact local
handwashing Health Dept
- No reptiles Exclude until

- Avoid contact
with raw eggs and
poultry
- Cook eggs and
poultry thoroughly

diarrhea ends, and
2 consecutive
negative stool
samples at least
24 hours apart and
at least 48 hours
after taking

antibiotics.
- Thorough Contact local
handwashing Health Dept
- No shared water Exclude until
play treatment is
- Sanitary diaper complete, and 2
changing consecutive
techniques negative stool
- Sanitary food samples at least 24
handling hours apart and at

least 48 hours after
taking antibiotics.
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Table "A," continued
"Recommendations for Inclusion or Exclusion"
Communicable Diseases and Exclusion from Child Care

Disease

Fifth Disease
(Erythema
infectiosum)

German Measles
(Rubella)

Hand-Foot-and-
Mouth Disease
(Coxsackievirus)

Head Lice
(Pediculosis
humanus capitis)

Hepatitis A
(I-1AV)

Overview

Infection caused by
Human Parvovirus
B19

Uncommon, mild
infection caused by
Rubella virus

Infection caused by
coxsackie-virus,
more common in
summer and fall

Small insects that
draw blood from
the scalp and lay

tiny eggs (nits) on

hair shafts

Viral infection,
causes liver
inflammation

Symptoms

- Fever, headache
- Muscle and joint
aches
- Red, lace-like rash
on torso, arms, and
thighs that lasts 1-
3 weeks

- Red or pink rash
on the face and
body
- Swollen glands
behind ears
- Slight fever

- Tiny blisters in
the mouth, on the
fingers, palms or
hands, buttocks,
and soles of feet
- Common cold-like
symptoms (i.e.
sore throat, runny
nose, cough, and
fever}

- Itchy skin on scalp
or neck
- Scratching around
ears and at the
nape of the neck
- White nits glued
to hair

- Fever, fatigue
- Jaundice
(yellowing of skin
or eyes)

- Decreased
appetite,
abdominal pain

Prevention Exclusion

Do not exclude
unless person has
sickle cell

- Thorough
handwashing
and surface

sanitation syndrome, immune
- Disposal of deficiency, or
tissues ordered by a
contaminated with professional
blood or mucus healthcare
- Can be harmful to provider.
fetus
- MMR vaccine Contact local
(required) Health Dept.
- Can be very Exclude for 6 days

after the beginning
of the rash.

harmful to fetus

- When coughing Do not exclude.

or sneezing cover
mouths and noses
with a
disposable tissue
- Thorough
handwashing after
handling
contaminated
tissues or changing
diapers

- Do not share Exclude until after

brushes, hats, treatment
blankets, or pillows  recommended by
- Launder health care

contaminated professional.

fabric with hot
water and high-

heat drying
- HAV vaccine (not Contact local
required) Health Dept.
- Regular and Exclusion is
thorough dependent upon

local and state
Health Department
guidelines.

handwashing

Page | 44



Disease

Hepatitis B
(HBV)

Hepatitis C
(HCV)

HIV/AIDS

Impetigo

Influenza

Table "A," continued

"Recommendations for Inclusion or Exclusion"
Communicable Diseases and Exclusion from Child Care

Overview

Viral infection,
causes liver
inflammation

Viral infection,
causes liver
inflammation

Viral infection,
progressively
destroys the

body's immune

system

Infection caused by
streptococcal or
staphylococcal
bacteria

Infection caused by
a number of
respiratory viruses

Symptoms

- Flu-like
symptoms, fatigue
- Decreased
appetite
- Jaundice
- Joint pain

- Nausea,
decreased
appetite, fatigue
- Jaundice
- Muscle and joint
pain

- Slow or delayed
growth
- Enlarged lymph
nodes
- Swelling of
salivary glands
- Frequent
infections

- Small, red
pimples or fluid-
filled blisters with
crusted yellow
scabs on the skin

- Fever, chills,
headache
- Cough and sore
throat
- Muscle aches
- Decreased energy

Prevention

- HBV vaccine
(required)
- Cover open
wounds or sores
- Sanitize surfaces
that have been
contaminated with
blood

- Cover open
wounds or
sores
- Sanitize surfaces
contaminated with
blood

- Wear gloves
when handling
blood or blood-
containing fluids
- Sanitize surfaces
that have been
contaminated with
blood

- Thorough
handwashing
- Disinfect and
cover any open
sores wounds

- Flu vaccine (not
required,
but advised)

- Thorough
handwashing

Exclusion

Exclude if weeping
sores, biting or
scratching
behavior, or a
bleeding problem.

Exclude it weeping
sores, biting or
scratching
behavior, or a
bleeding problem.

Do not exclude,
unless ordered by
a health care
professional.

Exclude as soon as
infection is
suspected and
return after 24
hours of
medication.

Do not exclude,
unless ordered by
a health care
professional.
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Disease

Head Lice
(Pediculosis
C3pAtis)

Hepatitis A
(I-1AV)

Hepatitis B
(HBV)

Hepatitis C
(HCV)

HIV/AIDS

Table "A," continued

"Recommendations for Inclusion or Exclusion"
Communicable Diseases and Exclusion from Child Care

Overview

Small insects that
draw blood from
the scalp and fay
tiny eggs (Nits) on
hair Shafts

Viral infection,
causes liver
inflammation

Viral infection,
causes liver
inflammation

Viral infection,
causes liver
inflammation

Viral infection,
progressively
destroys the

body's immune

system

Symptoms

- Itchy skin on scalp
or neck
- Scratching around
ears and at the
nape of the neck
- White nits glued
to hair

- Fever, fatigue
- Jaundice
(yellowing of skin
or eyes)

- Decreased
appetite,
abdominal pain

- Flu-like
symptoms, fatigue,
decreased appetite

- Jaundice
- Joint pain

- Nausea,
decreased
appetite, fatigue
- Jaundice
- Muscle and joint
pain

- Slow or delayed
growth
- Enlarged lymph
nodes
- Swelling of
salivary glands
- Frequent
infections

Prevention

- Do not share
brushes, hats,
blankets, or pillows
- Launder
contaminated
fabric with hot
water and high-
heat drying

- HAV vaccine (not
required)
- Regular and
thorough
handwashing

- HBV vaccine
(required)
- Cover open
wounds or sores
- Sanitize surfaces
that have been
contaminated with
blood

- Cover open
wounds or
sores
- Sanitize surfaces
contaminated with
blood

- Wear gloves
when handling
blood or blood-
containing fluids
- Sanitize surfaces
that have been
contaminated with
blood

Exclusion

Exclude until after
treatment
recommended by
health care
professional.

Contact local
Health Dept.
Exclusion is
dependent upon
local and state
Health Department
guidelines.

Exclude if weeping
sores, biting or
scratching
behavior, or a
bleeding problem.

Exclude it weeping
sores, biting or
scratching
behavior, or a
bleeding problem.

Do not exclude,
unless ordered by
a health care
professional.
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Disease

Impetigo

Influenza

Scabies (Sarcoptes
scabei)

Strep Throat

T8
(Tuberculosis)

Table "A", continued

"Recommendations for Inclusion or Exclusion"
Communicable Diseases and Exclusion from Child Care

Overview

Infection caused by
streptococcal or
staphylococcal
bacteria

Infection caused by
a number of
respiratory viruses

Infestation on the
skin by small
insects (mites)

Infections caused
by Group A
streptococcus
bacteria

Scarlet Fever

Infection caused by

a bacterium,
usually affecting
the lungs

Symptoms

- Small, red
pimples or fluid-
filled blisters with
crusted yellow
scabs on the skin

- Fever, chills,
headache
- Cough and sore
throat
- Muscle aches
- Decreased energy

- Rash, severe
itching
- Itchy red bumps
or blisters in skin
folds

- Sore throat,
fever, headache
- Decreased
appetite,
stomachache
- Swollen lymph
nodes

Prevention

- Thorough
handwashing
- Disinfect and
cover any open
sores wounds

- Flu vaccine (not
required,
but advised)

- Thorough
handwashing

- Contain clothing
and bedding that
cannot be
laundered in
plastic bags for at
least 4 days
- Launder bedding
and clothing in hot
water with a hot
dry cycle

- Thorough
handwashing
- Avoid direct
contact with

potentially

infected

Individuals

Exclusion

Exclude as soon as
infection is
suspected and
return after 24
hours of
medication.

Do not exclude,
unless ordered by
a health care
professional.

Exclude until
treatment
recommended by
health care
professional is
completed.

Exclude until
antibiotics have
been administered
for at least 24
hours.

- Sunburn-like rash with tiny bumps that may itch

- Fever, sore throat, swollen glands

- Yellow or white coating on tongue and throat

- Chronic cough
- Weight loss
- Fever, chills, night
sweats
- Positive skin test

- When coughing
or sneezing cover
mouths and noses
with a
disposable tissue

Contact local
Health Dept.
Exclude until

cleared by a health

care professional.
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Table "A", continued
"Recommendations for Inclusion or Exclusion"
Communicable Diseases and Exclusion from Child Care

Disease Overview Symptoms
Whooping Cough Contagious - Cold-like
(Pertussis) bacterial infection symptoms

that causes mild to
severe coughing

- Coughing that
leads to vomiting,
loss of breath, or

blue face
- Whooping soon
when inhaling after
coughing

Prevention

- DTaP vaccine, for
children less than 7
years or age
- Tdap vaccine, for
persons 10 years
and older
- Thorough
handwashing

Exclusion

Contact local
Health Dept.
Exclude until at
least 5 days of
antibiotic
treatment has
been completed.
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Example "A"
Care Provider Agreement
“Infant at Work” Program

As a care provider, | understand and agree to the following:

1. When necessary, | will provide care for (baby) when
(parent) is unavailable. (Provider care not to exceed 1.5 hours in

a four-hour period.)

2. | will move to 's (parent) workstation, or the baby
will be brought to my workstation, whichever is most convenient.

3. | understand my provider care does not relieve me of my responsibilities as an employee of
the Port of Port Townsend.

4. | understand there is another designated care provider with these same duties who | may
contact if | require assistance.

5. | will be notified by (parent) if there is any change
in the care providers under this agreement.

6. No person will be responsible for the baby except for (parent)
or (care provider), and the undersigned.
7. | will not release the baby under my care to any individual other than
(parent) or (care provider).
8. If at any time | no longer agree to act as a care provider for
(baby), I shall give written notice to (parent).
9. The designated are for changing the baby is and dirty

diapers shall be disposed of in the following manner

The undersigned hereby agrees to act as a care provider as described above. | acknowledge that |
have read and understand the terms of this care provider agreement as set forth above.

Signature of Care Provider Date

Signature of Immediate Supervisor Date
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PERSONNEL MANUAL Chapter: Employee Benefits

Effective Date: Last Revised Date: Supersedes:
7/1/2026

Approved by Executive Director

3.2 N Children in the Workplace

The Port recognizes that, on occasion, employees may need to bring their children to the workplace.
This policy is intended to provide guidance on these situations while ensuring that the work
environment remains safe, professional, and productive for everyone.

Policy Guidelines:

Eligibility: Employees may bring their children to the workplace temporarily if:
¢ Alternative childcare arrangements are unavailable;
¢ The child is not ill or contagious; and
e The presence of the child does not interfere with the employee’s ability to perform
their job or disrupt coworkers.

Approved Locations: Employees may bring their children to work at the following locations:
Administrative Office, Port Engineering Office, Point Hudson Moorage Office, and Boat Haven
Moorage Office.

Supervision: Employees must supervise their children at all times and ensure that they
remain in the designated areas.
e Employees are not permitted to leave the building for any reason without taking their
children.
e Children are not allowed to access restricted or hazardous areas.

Duration: Bringing children to the workplace is intended for occasional, short-term needs
and should not be used as a regular childcare solution. The Port will not provide childcare
assistance.

Safety and Conduct: Children must adhere to basic workplace behavior standards.

e Disruptive or unsafe behavior will not be tolerated, and the employee may be asked
to make alternative arrangements immediately.

e The employee is fully responsible for their child’s safety and conduct while on
company premises.

e The children must exclusively stay in the employee’s office, workspace, or other
designated area, unless the employee escorts the child when entering/exiting the
premises.

e Employees who bring their children to work agree to accept full responsibility for the
safety of their children.

e Employees may not take their child in a Port vehicle or have their children with them
while operating any vehicle while performing duties on behalf of the Port.
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e Approval: Employees must obtain prior approval from their direct supervisor or manager
before bringing a child to the workplace. Not all employees will be eligible to bring their
children to work under this policy. Employees must provide their supervisor with the names
and ages of all children who will be present on Port property.

e Complaints: All complaints related to this policy should be made directly to the parent’s
immediate supervisor or Human Resources. Complaints will be kept anonymous to the extent
possible. The Port shall have final discretion to decide what should be done to resolve the
complaint.

e Termination of Permission: The Port has the right to suspend or terminate the permission
provided under this policy at any time if a parent’s performance declines or if organizational
needs are not being met.

Additional Notes: This policy is designed to balance the needs of employees with the operational
needs of the port. While we strive to be flexible, the priority remains maintaining a professional and

safe work environment.

If you have questions or need to discuss a specific situation, please contact Human Resources.
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Example "B"
Children in the Workplace Policy
Parent Agreement, Consent, and Waiver

ACKNOWLEDGEMENT & AGREEMENT

By signing this Agreement, | certify that | have read the Children in the Workplace Policy Guidelines. |
understand and agree to comply with the terms and conditions set forth in the Policy Guidelines. |
further understand, and agree that, in the event | fail to comply with such terms and conditions or
otherwise fail to meet any criteria currently in the policy or that may be added to the policy and
conveyed to me in writing, my eligibility may be terminated, requiring me to remove my children from
the workplace within a reasonable period of time.

| acknowledge that the Port reserves the right to cancel or retire the Program in part, or in its entirety,
at any time, thus requiring me to remove my children from the workplace within a reasonable period
of time. In this event, | understand that the Port will attempt to provide a reasonable period of time
for me to make alternate childcare arrangements.

Printed Name of Parent/Employee Signature of Parent/Employee Date

CONSENT AND WAIVER

In consideration of the Port’s agreement to permit me to bring my children to work with me in
compliance with the Children in the Workplace Policy, | hereby release and hold harmless, on my own
behalf and on behalf of my children (i) the Port of Port Townsend; (ii) any entity affiliated with the
Port; and (iii) any of the current or former commissioners, the executive director, directors, agents,
representatives, insurers, attorneys, successors, assigns, and current employees, if any, of the Port,
and the foregoing entities from any and all claims, liabilities, causes of action and demands of any kind
or character, including negligence, whether vicarious, derivative or direct, that I, my children, or any
of my children’s family members, heirs, or assigns now have or may hereafter have or assert against
the Port, growing out of, resulting from, or connected with this policy and/or with me bringing my
children to work or their presence at work with me. This waiver does not preclude legal remedies for
injury that cannot be waived as a matter of law.

Printed Name of Parent/Employee Signature of Parent/Employee Date

Approved by:

Executive Director Date
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3.3 ADDITIONAL BENEFITS

PERSONNEL MANUAL

Chapter: Employee Benefits

Effective Date:
7/1/2026

Last Revised Date:

Supersedes:

Approved by Executive Director
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PERSONNEL MANUAL

Chapter: Employee Benefits

Effective Date:
7/1/2026

Last Revised Date:

Supersedes:

Approved by Executive Director

3.3 A Medical/Life Insurance

The Port offers medical and associated health insurance coverage for all regular employees and
eligible dependents. For non-union employees, coverage becomes effective on the first day of the
month following inception of regular employment, with the Port paying the insurance premiums.

Union insurance premiums are paid two (2) months in advance as defined by the collective bargaining
agreement. Upon hire, union employees will be informed as to the policy effective date since it is

related to the date of hire and hours compensated.
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PERSONNEL MANUAL

Chapter: Employee Benefits

Effective Date:
7/1/2026

Last Revised Date:

Supersedes:

Approved by Executive Director

3.3 B Retirement

When hired by the Port in an eligible position, each employee becomes a member of the Washington
Public Employees Retirement System (PERS); it is mandatory. All regular employees must become a
member of PERS and select a PERS Plan. If no plan is selected by the employee within 90 calendar
days of hire, the default plan will be PERS Il, and contributions will be deducted by the Port at the

PERS Il rate.

Deferred Compensation Program:

All employees may apply to enroll in the Washington State Department of Retirement Systems (DRS)
Deferred Compensation Program at any time during their employment with the Port of Port
Townsend. Employees may dedicate Traditional and/or Roth contributions up to the maximum
allowable amount to be paid into the fund on each pay date. This process is initiated and maintained

by the employee through the DRS website.
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PERSONNEL MANUAL

Chapter: Employee Benefits

Effective Date:
7/1/2026

Last Revised Date:

Supersedes:

Approved by Executive Director

3.3 C State Industrial Insurance

Employees suffering illness or injury compensable under the State industrial insurance shall be
allowed to supplement industrial insurance payments for which they are eligible with accrued sick
leave, up to the amount of their regular compensation. The Port may satisfy this Section by paying
from the accrued sick leave of an employee, which is part of the employee’s regular compensation. In
such case, the employee will turn over their L&I check to the Port to refill the depleted leave account

in the same proportion as was used by the employee (e.g., “buy back used sick leave”).

Alternatively, the employee may retain their L&I check and not use Port sick leave.
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Effective Date: Last Revised Date: Supersedes:
7/1/2026

Approved by Executive Director

3.3 D Staff Uniforms

The Port shall purchase or reimburse employees based on the table below for necessary clothing to
perform their duties. This includes but is not limited to work boots, work pants, work shirts, coats,
and rain gear*. Customer service representatives (CSRs) are not required to purchase work boots and
are not reimbursed for footwear. All clothing purchased shall have the Port logo where possible, and
the Port pays for this to be added to clothing. Safety clothing and personal protective equipment (PPE)
is purchased separately and directly by the Port.

*The first set of rain gear (i.e., rain jacket and rain pants) is paid for by the Port; subsequent
replacements may be provided upon prior approval by the employee’s supervisor.

Department Annual Allowance
Yard, Maintenance, Engineer S500
Security $350
Moorage $300

To obtain reimbursement for purchased clothing (uniforms), the employee is required to complete a
Claim for Expenses form that includes the original receipt(s). Alternatively, an employee can use the
Port’s account to purchase from the local store, Henery’s Hardware; if this option is used, the
employee must submit the original receipt with a completed Purchase Order (PO). Once the Claim for
Expenses or PO is completed by the employee, and signed, it must be signed by the employee’s
supervisor prior to being submitted to Accounting.

Accounting tracks uniform expenditures by employee throughout the year to ensure the annual

allowance is not exceeded. If the annual allowance is exceeded when using the Port’s account with
one of the local vendors, the employee is required to reimburse the Port once notified of the overage.
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PERSONNEL MANUAL Chapter: Employee Benefits

Effective Date: Last Revised Date: Supersedes:
7/1/2026

Approved by Executive Director

3.3 E Employee Recognition

Service Awards: All regular full-time employees are eligible to receive a Service Award upon
completion of 5, 10, 15, 20, 25, and 30 years of Port service. The Service Award value will be based on
longevity and will not exceed $300.00, which will be based on years of service. Human Resources is
responsible for identifying when employees should be honored, notifying the employee, and ordering
the award. Such employees will be officially recognized at a Commission meeting, though the
employee need not be present.

Retirement Event: Itis the Port’s express belief that our employees represent the Port’s most valuable
asset. Without the dedication and efforts of our talented staff the Port would not be able to maintain
our exceptional reputation in the community and our leadership in the marketplace. Accordingly, the
Port may honor and thank any employee eligible to retire under a Washington State Department of
Retirement Systems plan for their service to the Port by hosting a retirement celebration.

The Port will support such retirement celebrations as follows:

1) Provide pace for the event (on or off Port property);

2) Provide supplies to include plates, cups, utensils, napkins and serving supplies;

3) Contribute up to two thousand dollars ($2,000) toward the cost of the event, unless an
additional amount is approved in writing by the Executive Director, provided that no Port
funding may be used for the purchase of alcohol;

4) Furnish labor to plan, publicize, and execute the event, as may be required; and

5) Provide a retirement gift, or gifts, that may include such items as a plaque, gift card, flowers,
or other gift item(s) not to exceed a cumulative cost equivalent to $25.00 per year of service
to the Port; and

6) Send invitations, as appropriate, to current Port employees, family members of the retiree,
other Port retirees (i.e., former colleagues of the retiree), and colleagues and friends of the
retiree from the community.

Employees who retire with less than five (5) years of service with the Port may be honored with a cake
and coffee reception. The Port will provide support for the reception as specified above, provided that
the Port’s contribution to the cost of the event (i.e., for cake and beverages may not exceed $200.00.

Additionally, all Port retirees will be recognized during a regularly scheduled Port Commission
meeting.

No Port funding will be used to purchase alcohol for retirement events.
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3.3 F Employee Training and Education

Within the limits of available resources, the Port seeks to offer training to increase an employee’s skill,
knowledge, and abilities directly related to his or her position at the Port, obtain or maintain licenses
and certifications directly relevant to his or her position at the Port, and to develop a career path
within the Port organization. This may include, but is not limited to, in-house workshops, on-the-job
training, and seminars sponsored by other agencies and organizations.

When training opportunities are identified, the employee will request approval to attend the training
through their supervisor. Except for courses specifically approved pursuant to the Employee College
Reimbursement policy set forth in this manual, each Department Supervisor is responsible for
budgeting and authorizing payment for the training of the employees under their management.
Training programs required by the Port will be paid for by the Port, including an employee’s pay,
travel, registration, and if needed, out of area expenses directly related to the training (See the Travel
Policies for details regarding travel).

A training program that is initiated by an employee but not required by the Port, is considered a
voluntary program, and will not be paid for by the Port, unless a direct benefit to the Port is shown. If
a benefit is shown, the Port may pay for all or a portion of the training costs, and may, but is not
obligated to, pay an employee’s wages for such time, in the sole discretion of the Executive Director.
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3.3 G Employee College Reimbursement

The Port will reimburse up to 50% of tuition or 50% of qualified student loan payments for those
regular full-time employees who are engaged in undergraduate or graduate continuing education that
is related to Port operations or the employee’s current job duties. Generally, course schedule and
workload must not interfere with an employee’s job duties. Except as determined otherwise by the
Executive Director, the employee must have been employed by the Port continuously for at least one
(1) year in advance of course enrollment in order to qualify for reimbursement. Tuition assistance
requires the approval of the Executive Director. Reimbursement at a rate greater than 50% may be
approved by the Executive Director. Authorization for current tuition or student loan reimbursement
is not a guarantee of future reimbursement. The maximum amount per employee for college
reimbursement in a calendar year cannot exceed $5,250. This is the maximum allowed for tax-free
tuition assistance per IRS Guidelines, Section 127. Tuition or student loan reimbursement is available
to the extent funds are budgeted. Should inadequate funding be available in the budget in any given
year to reimburse all requests, reimbursements will be made on a “first come, first served” basis. All
reimbursements will be reported on the employee’s W-2 form (Wage and Tax Statement).

The Port invests in tuition or student loan education assistance for employees with the expectation
that the investment will be returned through enhanced job performance and extended length of
service with the Port. However, if an employee voluntarily separates from the Port’'s employment
within 24 months of the last educational assistance payment, the employee shall be required to repay
any tuition and student loan assistance payments made during the last 24 months as follows: an
employee that voluntarily separates within one (1) year of receiving the educational assistance shall
reimburse the Port 75% of the benefit paid; or, an employee that voluntarily separates more than one
(1) year, but less than two (2) years from the last educational assistance payment shall reimburse the
Port 50% of the benefit paid.

The Port reimburses tuition to employees who were authorized tuition assistance when the employee
presents proof of payment and evidence of satisfactory completion (a grade of “C” or better (a 2.0 or
better on a 4-point scale), or “pass” if on a pass/fail basis). Requests for reimbursement must be made
within 30 days of receipt of grades.

The Port reimburses student loan principal and interest to employees who were authorized education
assistance when the employee presents proof of payment to the lender in the current calendar year.

Employees are required to receive the Executive Director’s approval to schedule class or seminar

attendance. If a class or seminar interferes with department workload, the employee may not be
approved time off for attendance.
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3.3 H Employee Wellness and Exercise Program

The Port encourages employees to participate in wellness and exercise programs.

1. The Director of Finance & Administration/Port Auditor is responsible for
administering exercise and wellness programs.

2. Participation in the Port’s exercise and wellness program is open to regular full-time
or regular part-time employees. Temporary employees are not eligible to participate.
This program is voluntary and should take place outside normal working hours.

3. Employees are eligible for a $50 per month fitness club/exercise class stipend. The
Executive Director is authorized to increase the exercise and wellness program
stipend rate, provided that any such increase does not exceed the overall limits
established by the Commissioners in the budget. To be eligible for reimbursement,
the employee must use a fitness facility at least ten times per month. On employee
month-end timecards, employees will be asked to check a box if enrolled in a fitness
club and if used ten times during the preceding 30 days. If checked yes, the employee
will receive a S50 per month benefit. Said benefit shall be considered additional
compensation and is subject to inclusion in the employee’s W-2 annual report.

4. The Port reserves the right to modify, amend, or terminate its wellness program at
any time.
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3.4 A Travel Policy/Overview

The purpose of this policy is to establish or update the basic rules and regulations governing the
reimbursement and payment of travel and other business expenses incurred by Port employees and
other authorized representatives. It shall be the policy of the Port of Port Townsend that all Port
officials and employees shall receive their reasonable and necessary expenses when engaged in
official Port business within or outside the district. This policy is adopted pursuant to the authority of
RCW 42.24.080 through 42.24.160 and 53.08.175 and 53.08.176. The term “authorized
representative,” as used throughout this policy, shall include all Commissioners, employees, or agents
whether elected or appointed.

The Port agrees to pay for or reimburse Port staff for the cost of certain allowable meeting and travel
expenses, which may be incurred as a part of the performance of Port duties.

All travel and related expenses require the authorization of the employee’s supervisor prior to
approval for payment by the Port Auditor.
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3.4 B Official Travel Definition

All authorized travel or related expenses must be for the purpose of conducting official Port business,
the attendance at professional meetings, conferences, or training that promotes overall knowledge
of ports and port operations, or is officially affiliated for purposes of education, research,

development, promotion, projects, or joint action.

It is recognized that schedules for employees traveling on Port business may vary from the regular
workday. Compensation for hours spent in the process of traveling in addition to an employee’s
workday must be approved by their supervisor. Prior to travel, a non-exempt employee must have an
agreement with his/her supervisor regarding his/her travel schedule, hours reported while traveling,
as well as the attendance schedule of the training or conference. An employee’s pay shall not be
reduced for travel that results in less than an employee’s normally scheduled hours of work.

The Port agrees to pay only for authorized travel and related expenses.
e If a member of the Port staff combines a personal trip with his/her Port business travel, the
Port will only pay or allow reimbursement for that portion of the travel expenses that are

directly related to Port business.

e Daily commute transportation expenses between the Port staff member’s residence and their
normally scheduled workplace is a personal obligation of the staff member and is not a
reimbursable expense, including when the staff member is working during hours or days they
are not normally scheduled to work; this is in accordance with Internal Revenue Service
regulations. When working at multiple Port locations only the miles driven in a privately
owned vehicle between work locations may be reimbursed. For example, travel between Port
Townsend Boat Haven and Point Hudson Marina is reimbursable, unless a Port vehicle is used,

then the expense is not reimbursable.
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3.4 C Forms and Procedures

In filing claims for reimbursement for travel and other business expenses, Port staff members shall
use the Claim for Expenses approved by the Port Auditor and consistent with Port policy and statute.
This form shall contain, at a minimum, details by day showing expenses for: transportation, lodging,
subsistence, and other miscellaneous and general expenses as defined in Section 4. Forms are
available at the Port’s main office, or digitally on the Administrative Share drive.

Reimbursement: Claim for Expenses forms shall be supported by receipts, documents, and other
evidence as may herein be required. This form must contain a signed certification that includes the
following language: “I hereby certify under penalty of perjury that this is a true and correct claim for
necessary expenses incurred by me and that no payment has been received by me on account

thereof.”

e Claim for Expenses forms should be submitted to the Port Auditor for payment within 45 days

of the dated receipts attached thereto.

e If major errors, such as non-reimbursable expense(s) are detected, the Claim for Expenses
form will be returned to the staff member, noting the errors, and requesting the staff member

resubmit his/her claim form.

e If minor errors, such as a mistake in addition or subtraction, are found, they will be corrected,
and the staff member notified prior to processing of the Claim for Expenses form.

e A completed Claim for Expense form, including the necessary supporting documents, must be
approved by the traveler’s supervisor prior to submitting the claim for payment to the Finance

Department.
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3.4 D Allowable Expenses

To the extent practicable, travel arrangements should be made in advance to secure lower
prices. Travel expenses shall be defined to include the following:

Transportation

Transportation expenses via Port owned motor vehicle (excluding mileage); private automobile and
private aircraft; public transportation (airline, railroad, bus line, ferry, etc.); taxi; Uber; Lyft; rented
vehicle; or other appropriate means of transportation.

Airline Transportation

Airline tickets can be purchased directly by the Port. All airline tickets must be booked in advance to
obtain the lowest available airfare, unless otherwise approved by the Executive Director. If the lowest
available fare is a non-refundable, non-transferable ticket, the ticket should be booked at this rate.
To assist with travel planning, airline reservations should be made 7-21 days or more prior to travel
in order to guarantee the lowest available airfares.

The Executive Director may authorize an upgrade to the next class of service under the following
conditions:
e When it is an overseas flight.
e When it is essential that the staff member conduct business en route with a customer that is
ticketed first class or equivalent.
e When time is of the essence no coach class or equivalent rate, or space is available.
e When for reasons of physical condition, security requirement, or carry-on requirement
(packages or equipment), coach class or equivalent would not accommodate the special
condition.

Changes to booked airline tickets may be made subject to the following conditions:

e Staff Booked Travel - The staff member is responsible for changing reservations booked on
their own.

e If the conduct of Port business requires a change in the ticket, the staff member may change
the ticket even if the price of the ticket will increase. If a staff member desires to change their
ticket for personal reasons, he or she will be responsible for any increase in cost including any
ticket change penalty.

e When airline tickets have been issued for travel on Port business, they are the property of the
Port. When travel arrangements are cancelled after airline tickets have been issued, the
unused tickets are required to be returned immediately to the Port Auditor.

e Refundable airline tickets purchased through a designated Port travel agent will be returned
to that agent for processing of a credit. Credit for refundable tickets purchased through the
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Internet should be processed through the issuing airline or in accordance with instructions
posted on the purchase web site.

e If the airline ticket is non-refundable and non-transferable, the Port Auditor will be
responsible for retaining the ticket for future use by the Port. Non-refundable, non-
transferable tickets have a dollar value for up to one year after the issue date but may only
be used by the named passenger for travel on the listed carrier.

e [fthe trip is cancelled, it is the traveling staff member’s responsibility to notify the Port office
or travel agent for agent-booked reservations or to notify the appropriate airline for Internet
booked reservations.

Private Aircraft

Reimbursement for the use of a privately-owned aircraft on official port business is to be at the
privately-owned aircraft reimbursement rate specified by the Office of Financial Management
10.90.20. Reportable mileage for reimbursement is based on the miles shown on a FAA approved
aeronautical chart. Distance must be measured in statute miles.

Automotive Transportation & Car Rentals
All car rentals should be for intermediate-size cars or smaller, unless four (4) or more people are
traveling together or otherwise approved by the Executive Director.

If a rental car has been reserved and is not needed, it is the staff member’s responsibility to
immediately cancel the car rental reservation. The staff member may cancel the reservation directly
with the car rental agency, through the Port’s travel agent if booked by the agent or by calling the
Port office to request assistance with a cancellation.

Ground Transportation and use of a Personal Vehicle

Whenever possible, the Port encourages staff members to use bus, taxi, Uber, Lyft, subway, ferry,
hotel shuttle service or other similar ground transportation at the point of destination as well as
between the airport and hotel. Rental cars may be used only when other means of transportation are
unavailable, more costly, impractical or a safety issue.

Staff members may be reimbursed for ground transportation expenses to and from local airports. If
a personal vehicle is used, the staff member will be reimbursed at the maximum rate allowable per
mile traveled as established by the Internal Revenue Service at the time of travel. Point to point
mileage is to be determined on the basis of distances shown on the most recent Department of
Transportation Office State Highway Map (), or other standard highway mileage guide such as
Google Maps. Reimbursement is based on the shorter distance of travel from the office to the travel
destination or home to travel destination, per Internal Revenue Service (IRS) regulations.

Receipts are required for all transportation expenses, such as ferry and parking receipts, except as
may be noted in other parts of this policy. This does not include mileage reimbursement.

The Port Commission may establish a monthly rate for certain officials of the Port that
regularly use personal vehicles for Port District business. A monthly rate shall be based on
actual cost and periodically reviewed.

Lodging

Lodging includes hotel, motel, or similar accommodations, any applicable sales taxes and/or
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hotel/motel taxes as may be required. Lodging arrangements are typically made directly by the Port
with the reservation held with the Port credit card. It is the responsibility of the traveler to pay for the
cost of the lodging. Upon return, the traveler shall submit for reimbursement of lodging costs on the
Claim for Expenses form. Whenever possible, employees should attempt to obtain lodging within per
diem thresholds found at http://www.ofm.wa.gov/resources/travel.asp. However, when the
traveler attends a meeting, conference, convention or training session where the traveler is expected
to have a business interaction with other participants in addition to scheduled events, a traveler may
book lodging at the location where the event is hosted. In such cases, lodging costs may exceed per
diem threshold. A government rate should be requested, if available. Any other exceptions to the
lodging per diem threshold must be authorized and approved by the Port Auditor in advance.

o If reserved hotel or motel rooms are not needed, it is the traveling staff member’s
responsibility to make sure the room is canceled.

o No reimbursement will be made for the additional cost incurred for the lodging of a spouse
or guest who may be accompanying the staff member. Likewise, a staff member will not be
charged for bringing their spouse or guest if no additional fee is incurred as a result.

e No reimbursement will be made for unallowable room charges, such as movie rentals and
hospitality bars. Lodging costs in excess of standard room charges (and parking, where
applicable) and taxes will be paid by the employee. As such, taxes will be pro-rated between
allowable and unallowable expenses.

e Laundry and/or dry-cleaning charges are allowed on trips in excess of four (4) days and must
be supported by appropriate receipts.

Meals

Meal expenses shall not exceed the United States General Service Administrator’s per diem rates
when traveling or attending legitimate business meetings. These rates can be found at
http://www.ofm.wa.gov/resources/travel.asp, under Washington State per diem maps. Submittal of
the Claim for Expenses form for a conference or training must include a copy of the agenda since
meals are occasionally included.

For non-overnight travel, an employee may be reimbursed for meal expenses only after the employee
is in travel status for three (3) hours beyond their regularly scheduled working hours for any one (1)
day. The three (3) hours may consist of hours occurring before, after, or a combination of both before
and after the employee’s regularly scheduled working hours for the day. The employee may not stop
for a meal just to meet the three (3) hour rule.

Meal reimbursement for non-overnight travel is considered taxable income, per Internal Revenue
Service publication 463, and will be reimbursed, if submitted in a Claim for Expenses form, through
the payroll process.

Alcohol purchases will not be reimbursed.

Meals with Meetings

Purpose:
This policy establishes guidelines for eligibility and payment of expenditures for meals or snacks not

related to business travel. The Port recognizes that in certain circumstances, it is reasonable to provide
food, beverages, or light snacks during official Port meetings and/or training. The Port also recognizes
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that the provision of food and beverage is justified by the benefits derived from the work of the
employees in conducting the business of the Port.

Policy /Conditions:

The intent of this policy is to allow for reasonable food and non-alcoholic beverage consumption at
Port expense, provided that the purpose of the meeting is to conduct official Port business or to
provide training, and the meals are an integral part of the business meeting or training. For internal
training, meals may be provided only if the training is conducted over the meal period.

In accordance with RCW 53.08.175, payment for meals shall be made only upon delivery of the
following documentation: an itemized, detailed receipt including individual meals and gratuity (if
applicable and not to exceed 20%), list of attendees, nature of the business being conducted, and a
Claim for Expenses Form signed and approved by the appropriate supervisor, manager, or director.

Miscellaneous Expenses

Miscellaneous and general expenses connected with traveling and other charges permitted by law.
Such expenses may be reimbursed when a receipt is included with the Claim for Expenses form for
travel. Tips of a reasonable amount are appropriate for taxi, Uber or Lyft drivers, bellhops, and maids.
Since receipts are generally not provided for such tipping, an affidavit must be completed by the
traveler stating the amount, purpose, and date for each such tip as part of his/her Claim for Expenses
if the total exceeds $10.00.

Prospective Executive Staff Members Interview Expenses:

The Port Auditor shall approve payment of reasonable and necessary expenses incurred by job
applicants for executive staff positions where the applicant is from outside Port Townsend, and when
such expenses are in accordance with the Port’s adopted travel policies.

Foreign Currency
When traveling outside the United States where currency exchange is required, a receipt of the
exchange is to be included in the travel reconciliation to ensure proper documentation to the

exchange rate. In the event a receipt is not included in advance travel reconciliation, the Port will
contact a local bank for current exchange rates and compute the reconciliation accordingly.

Promotional Hosting

Promotional hosting is covered in the Port of Port Townsend Resolution 640-16.
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DISCIPLINE

Page | 70



4.1

Chapter: Employee Conduct and
PERSONNEL MANUAL Discipline
Effective Date: Last Revised Date: Supersedes:
7/1/2026

Approved by Executive Director

GENERAL RULES EMPLOYEE CONDUCT

All employees should act professionally and in the best interests of the Port at all times. Violations of
the Port’s standards of conduct are unacceptable and may result in discipline, up to and including
immediate termination.

The following are examples of violations of the Port’s standards of conduct. They merely illustrate,
and do not limit, the types of conduct the Port may consider unacceptable.

Abusive language or unprofessional conduct toward another person

Intercepting, recording, or disclosing private communications contrary to state law

Falsifying or inaccurately completing records, including employment applications, time
sheets, travel expense forms, etc.

Harassment or discrimination of any nature

Inappropriate dress or poor grooming (clothing and accessories shall be neat and clean and
shall not contain any offensive, political, harassing, or discriminatory words, terms, logos,
pictures, cartoons, slogans, or images.)

Insubordination or failure to carry out instructions

Misusing, destroying, or purposely damaging Port property or property of an employee
Performance that does not meet Port requirements

Tardiness or absenteeism

Misuse of sick leave

Theft of Port property or property of an employee

Unauthorized use or release of confidential information

Unprofessional conduct

Using work time for personal activities

Using, possessing, manufacturing, distributing, being under the influence of any controlled
substance or alcohol in the workplace, or smelling of alcohol or marijuana, during working
hours, while on Port premises, or while engaging in Port business
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4.2 DISCIPLINE

The Port will attempt at all times to operate its business in the most efficient, economical, and orderly
manner consistent with established rules and regulations. Disciplinary action is not primarily intended
to be punitive, but rather to correct performance or behavioral deficiencies, maintain the efficiency
of day-to-day operations and to keep with sound business principles of human relations in the Port
service.

e The degree of discipline administered must depend on the severity of the infraction.

e |tisthe responsibility of the supervisor to evaluate thoroughly the circumstances and facts of
any standard of conduct violation as objectively as possible. The supervisor will recommend
the most suitable form of discipline to be applied by the Executive Director. The Executive
Director shall retain ultimate disciplinary decision-making authority and may delegate that
authority to others including directors and supervisors.

e The Executive Director’s door is always open if there is a problem employees need to discuss.
However, employees should start the process following the proper chain of command. An
organizational chart is attached as Exhibit G.

e There are several types of disciplinary and/or corrective action which may be applied to
encourage employee behavioral modification or which may lead to employee termination:

Oral Warning: Talk to the employee in private.

e This should be applied for infractions of a relatively minor degree. Supervisors should inform
the employee that he or she is administering an oral warning and that the employee is being
given an opportunity to correct the situation. If the situation is not corrected, the person will
be subject to more severe disciplinary measures.

e A notation that an oral warning was given shall be made for the employee's personnel file
including name, date, date of incident requiring the oral warning, and all relevant facts.

Written Warning: This type of action will be issued by the Executive Director or delegate in the event
the employee continues to disregard an oral warning, or in cases where the infraction is severe
enough to warrant a written warning.
e The Executive Director or delegate will set forth in the warning notice the nature of the
infraction in detail and will sign the notice.
e The employee will receive a copy of the warning notice at the time of the discussion. The
original signed copy warning is to be placed in the employee's personnel file.

Suspension: This form of discipline is administered as a result of a severe infraction of rules or
standards, or for excessive violations after the employee has received a warning and has not improved
performance.

All facts leading to the reason for the disciplinary suspension and the duration of suspension will be
set forth in writing. The employee will be informed of the disciplinary action and provided with a copy
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of the written notice of disciplinary action. The maximum period of suspension shall be 15 working
days.

Demotion: Demotion is to be used in rare instances where an employee has been employed for or
promoted to a position but fails or is unable to perform the duties and responsibilities of that position.
Demotion should be made only after a thorough evaluation by the supervisor and written warning.
Demotion of an employee will be authorized by the Executive Director.

Discharge: To assure the continuous, successful operation of Port business, Port rules and policies
may not be violated by its employees. Infraction of basic rules by an employee may be considered just
cause for discharge. The decision as to whether or not the employee should be discharged shall
depend upon, among other things, the severity of the infraction, the previous efforts to counsel the
employee, the potential danger to other employees, and the effect on the Port's operations.

If in the opinion of the Executive Director or Supervisor the infraction is so severe as to require
immediate removal of the employee from his or her employment situation, the supervisor may
immediately suspend the employee. Within five (5) working days following any such suspension, the
Executive Director will review the circumstances concerning the incident and determine whether or
not discharge of the employee is appropriate. Discharge of an employee shall be made under the
authority of the Executive Director.

Prior to any employee being discharged, the Executive Director or delegate will conduct a hearing.
The employee will be given written notice of the complaint(s) against him/her 24 hours before the
scheduled hearing. The employee may respond to the listed complaints in writing or verbally at the
hearing. After detailing the Port's complaints against the employee and receiving the employee's
explanation of such events the Executive Director or delegate will render a final written decision
regarding the termination, shall cause same to be delivered to the affected employee, and shall place
a copy of the written decision in the appropriate personnel file.
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4.3 WORKPLACE VIOLENCE

The Port and its employees share responsibility for the provision of a safe and secure work
environment for all employees. In order to ensure workplace safety and provide for each employee’s
dignity, the Port has established a policy of zero tolerance for violence and will take appropriate
action, up to and including immediate termination, against anyone who engages in threatening or
violent behavior.

For purposes of this policy, workplace violence includes but is not limited to:

e Making threatening remarks (written or verbal).

e Aggressive or hostile acts such as shouting, using profanity, throwing objects at another
person, fighting, or intentionally damaging Port, or a coworker's property.

e Bullying, intimidating, or harassing another person (for example, making obscene phone calls
or using threatening body language or gestures, such as standing close to someone or shaking
your fist at them).

e Behavior that causes another person emotional distress or creates a reasonable fear of injury,
such as stalking.

e Assault.

e Intentionally damaging Port property or property of another employee.

e Possession of an illegal weapon on Port property or while on agency business.

e Committing acts motivated by, or related to unlawful harassment or domestic
violence.
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4.4 DRUGAND ALCOHOL-FREE WORKPLACE
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4.4 A Drugand Alcohol-Free Workplace - CDL Employees

This policy applies to Port of Port Townsend (“Port”) employees who are required to maintain a
commercial drivers’ license (CDL) as a condition of employment with the Port. Federal law mandates
drug and alcohol testing for CDL holders engaged in “safety-sensitive” functions for the Port.

“Safety-sensitive” functions are broad in scope. If you are required to have a CDL as part of your job
at the Port, you should assume that you are engaged in a safety-sensitive function while on the job.
You are engaged in a safety-sensitive function if you are immediately available, ready to perform, or
are performing any of the following activities during your shift:

Operating a commercial motor vehicle, such as a dump truck (“CMV”);

Sitting in a CMV;

Taking part in loading or unloading a CMV, including supervising;

Inspecting, servicing or conditioning a CMV; or

Repairing a CMV, or obtaining assistance or waiting for assistance to help repair a disabled
CMV.

Prohibited Substances. For this policy, controlled substances are:

Marijuana (THC metabolite), cocaine, amphetamines, opiates (including heroin), and
phencyclidine (PCP).

Any substance that impairs your ability to work or poses a threat to the safety of the
employee or others, including controlled, legally prescribed and over-the-counter
medications.

Alcohol (wine, beer or liquor) or substances containing alcohol.

Prohibited Conduct: Prohibited conduct includes:

Being at work while having a breath alcohol concentration of 0.04 or greater.

Being at work when using controlled substance(s), except as prescribed by a licensed
medical practitioner who believes it will not adversely impact your ability to work safely.
Consuming alcohol within eight (8) hours following an accident.

Consuming alcohol prior to taking a post-accident test.

Refusing to take any controlled substance or alcohol test as required by the Port.
Consuming alcohol within four (4) hours of reporting for work.

Altering or attempting to alter a urine specimen.

Possessing, using, selling, or distributing alcohol or controlled substances on Port premises,
in a Port vehicle or while on duty.
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Testing: Urine drug testing and breath testing for alcohol are performed in compliance with DOT
regulations. Employees will be tested for alcohol and or controlled substances in the following
circumstances:

1. Pre-employment drug testing is required for prospective employees or current employees
that are transferring into positions that require a CDL. The Port may refuse to hire or
transfer an employee for refusing a test or having a positive result.

2. Random, unannounced testing will be conducted in accordance with the law. The Port uses
a consortium/third party administrator to facilitate the random selection of Employees for
alcohol and controlled substance testing. All alcohol tests shall be conducted by a breath
alcohol technician (BAT) using breath-testing devices. All drug tests shall be through urine
samples processed by a Substance Abuse and Mental Health Services Administration
(SAMHSA)-certified laboratory. The employee must report immediately to the testing facility
upon notification of random selection.

As of the date of adoption of this policy, the Port only has two (2) positions in which employees are
required to maintain a CDL. Any additional CDL positions created by the Port will be added to the
random pool roster and will be included in the random selection process.

3. Reasonable suspicion testing will be required if there is reasonable suspicion based on an
employee’s appearance, behavior, speech, or body odor that an employee has violated this
policy. Only supervisors who the Port has trained to recognize symptoms and who have
directly observed the employee can authorize reasonable suspicion testing. The supervisor
shall remove the employee from duty immediately, tell the employee of the reasons for
reasonable suspicion, and transport the employee to a collection site for testing. The
employee shall be removed from safety-sensitive functions until results are reported.

4. Post-accident testing. For an accident to trigger mandatory post-accident testing, the
accident must involve at least one of the following criteria:

e Loss of human life;

e The driver received a citation under state or local law for a moving violation and any
person(s) involved in the accident sustained bodily injury requiring immediate
transportation to a medical facility for treatment; or

e The driver received a citation under state or local law for a moving violation and any
vehicles involved in the accident incurred disabling damage requiring it to be towed
away from the scene.

If the accident does not meet the criteria for mandatory post-accident testing, the Port may still
reasonably require post-accident testing if the accident caused significant damage.

After an accident, an employee is responsible for contacting their immediate supervisor or other
management personnel. If the above conditions are met, the employee must make themselves
available for post-accident testing within two (2) hours.

An employee subject to post-accident testing is prohibited from consuming alcohol until the
employee has completed the alcohol test.

Blood alcohol tests may be used instead of breath alcohol tests when an employee is unable to
provide a sufficient amount of breath due to a valid medical condition or when a BAT is not readily
available. An employee shall be removed from performing safety-sensitive functions until results are
reported.
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5. Return to duty testing. Prior to returning to work following an incident involving prohibited
conduct regarding alcohol or drug use, the employee must undergo drug and alcohol tests.
A return to duty alcohol test must result in a breath alcohol concentration of less than 0.02.
A return to duty drug test must result in a verified negative result.

6. Follow-up testing applies to any employee who is referred to a Substance Abuse
Professional (SAP). Follow-up testing frequency is determined by the SAP and will be no less
than six (6) follow-up tests within the first twelve (12) months after returning.

Request for Additional Testing. Employees may request that additional drug testing be conducted
using the split sample provided at the same time as the original. Costs for such testing are paid by
the employee unless the second test invalidates the original.

Employee Assessment: An employee who tests positive for controlled substances or alcohol above
the threshold 0.04 breath alcohol concentration shall be evaluated by a Substance Abuse
Professional (SAP). This person is a licensed psychologist, social worker, employee assistance
professional, or addiction counselor. The Port’s Employee Assistance Program has qualified
Substance Abuse Professionals. To return to work, such an employee must:

e Follow the rehabilitation program of the SAP;

e Pass return-to-duty testing for drugs and alcohol;

e Be subject to unannounced follow-up tests for a period of 1-5 years; and

e Pay for such treatment/rehabilitation services unless costs are institutionally covered by

insurances.

Rejection or Failure of Treatment: Any employee who refuses to be tested or who has a positive
result will be referred to the SAP. An employee who violates this policy, has another positive test,
refuses testing, tampers with a test, or refuses to work with the SAP as required by this policy may
be subject to disciplinary action up to and including termination.
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CDL Employee Acknowledgment
CDL Drug and Alcohol Testing Policy

| have been given a copy of, have read and understand the CDL Drug and Alcohol Testing Policy for
the Port of Port Townsend.

| understand that as a condition of employment, | must comply with this policy as written.

| understand that | may be required to take a breath alcohol test and/or submit a urine sample for
drug testing and that refusal to test may be subject to disciplinary action and is treated as a positive

sample.

If | develop a problem with alcohol or drug abuse during my employment with the Port of Port
Townsend, | will seek assistance through the Employee Assistance Program.

This policy may be changed at the discretion of the Port.

Employee Name (Print) Employee Signature Date
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4.4 B Drug and Alcohol-Free Workplace - Non-CDL Employees

The Port strives to provide a drug and alcohol-free workplace, and employees are required to report
to work in an appropriate mental and physical condition and to perform work in a satisfactory
manner.

While on Port premises, operating a Port vehicle, or at work, employees may not use, possess, buy,
sell, manufacture or be under the influence of prohibited substances and associated paraphernalia.

Prohibited Substances include:

e Marijuana (THC metabolite), cocaine, amphetamines, opiates (including heroin),
phencyclidine (PCP), or other controlled substances under state or federal law.

e Any substance that impairs your ability to work and poses a threat to the safety of the
employee or others, including controlled, legally prescribed and over-the-counter
medications.

e Alcohol (wine, beer or liquor) or substances containing alcohol.

While the use of marijuana has been legalized under State law for medicinal and recreational uses, it
remains an illegal drug under Federal law. Further, its use impacts the workplace is therefore
prohibited by Port policy. Employees may not consume or be under the influence of marijuana while
on duty or at work, even if the Employee has a valid prescription for medical marijuana.

The possession and use of medically prescribed or over-the-counter drugs during work hours is
permissible, subject to certain conditions. Individuals are not obligated to inform the Port of such
use unless the drug’s known side effects could impair safe and effective job performance. In such
cases, Employees must notify their supervisor or Human Resources so that a determination can be
made as to whether it is in the best interest of the Port and the Employee that the Employee work,
not work, or be reassigned while the medication is being used. Medical information will be handled
in a confidential manner.

Reasonable Suspicion Testing. An employee shall be subject to urine drug testing and breath testing
for alcohol if the Port has a reasonable suspicion that the employee’s ability to perform the essential
functions of the job effectively and in a safe manner is compromised by the use of a prohibited
substance.

The Port determines reasonable suspicion based on an employee’s appearance, behavior, speech, or
body odor. Only supervisors who the Port has trained to recognize symptoms and who have directly
observed the employee can authorize reasonable suspicion testing. The supervisor shall remove the
employee from duty immediately, tell the employee of the reasons for reasonable suspicion, and
transport the employee to a collection site for testing. The employee may return to work pending
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the test results if and when the Port reasonably determines that the employee is able to perform
the essential functions of the job effectively and in safe manner pending the test result(s).

Post-accident testing. Employees will be subject to mandatory post-accident testing if the
Employees are in an accident at work that involves:
e Loss of human life;
e acitation under state or local law for a moving violation and any person(s) involved in the
accident sustained bodily injury requiring immediate transport to a medical facility; or
e The accident resulted in significant damage.

After an accident, an employee is responsible for contacting their immediate supervisor or other
management personnel. If the above conditions are met, the employee must make themselves
available for post-accident testing within two (2) hours.

An employee subject to post-accident testing is prohibited from consuming alcohol until the
employee has completed the alcohol test.

Blood alcohol tests may be used instead of breath alcohol tests when an employee is unable to
provide a sufficient amount of breath due to a valid medical condition or when a BAT is not readily
available. The employee may return to work pending the test results if and when the Port
reasonably determines that the employee is able to perform the essential functions of job
effectively and in safe manner pending the test result(s).

Return to duty testing. After receiving a positive test result and prior to returning to work, the
employee must undergo drug and alcohol tests. A return to duty alcohol test must result in a breath
alcohol concentration of less than 0.02. A return to duty drug test must result in a verified negative
result.

Follow-up testing. An employee referred to a Substance Abuse Professional (SAP) will be subject to
follow-up testing frequency is determined by the SAP and the Port.

Request for Additional Testing. Employees may request that additional drug testing be conducted
using the split sample provided at the same time as the original. Costs for such testing are paid by
the employee unless the second test invalidates the original.

Employee Assessment: An employee who tests positive for prohibited substance or alcohol above
the threshold 0.04 breath alcohol concentration shall be evaluated by a Substance Abuse
Professional (SAP). This person is a licensed psychologist, social worker, employee assistance
professional, or addiction counselor. The Port’s Employee Assistance Program has qualified
Substance Abuse Professionals. To return to work, such an employee must:

e Follow the rehabilitation program of the SAP;

e  Pass return-to-duty testing for drugs and alcohol;

e Be subject to unannounced follow-up tests for a period of 1-5 years; and

e Pay for such treatment/rehabilitation services unless costs are institutionally covered by

insurances.

Rejection or Failure of Treatment: Any employee who refuses to be tested or who has a positive
result will be referred to the SAP. Refusal to test shall be considered a positive test result. An
employee who violates this policy, has another positive test, refuses testing, tampers with a test, or
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refuses to work with the SAP as required by this policy may be subject to disciplinary action up to
and including termination.

Report of Convictions. As the recipient of federal grants, the Port is subject to the Drug-Free
Workplace Act. An employee who performs work for the Port that is funded by a federal grant must
notify the Port of a criminal conviction for drug-related activity occurring in the workplace within
five (5) days of the conviction.
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Non-CDL Employee Acknowledgment
Drug and Alcohol Testing and Drug-Free Workplace Policy

| have been given a copy of, have read and understand the Drug and Alcohol Testing and Drug-Free
Workplace Policy for the Port of Port Townsend.

| understand that as a condition of employment, | must comply with this policy as written.

I understand that | may be required to take a breath alcohol test and/or submit a urine sample for
drug testing and that refusal to test may be subject to disciplinary action and is treated as a positive
sample.

If | develop a problem with alcohol or drug abuse during my employment with the Port of Port
Townsend, | will seek assistance through the Employee Assistance Program.

This policy may be changed at the discretion of the Port.

Employee Name (Print) Employee Signature Date
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4.5 No SMOKING PoLicy

The purpose of this policy of the Port of Port Townsend is to establish a smoking policy, to include
vaping, for all Port of Port Townsend public buildings and vehicles whether owned, leased or rented,
in conformity with the Washington Clean Indoor Air Act.

Definitions

"Smoke" or "smoking" means the carrying or smoking of any kind of lighted pipe, cigar, cigarette, or
any other lighted smoking equipment, including vaping, regardless of substance burned to produce
"smoke."

“Vehicle” means every vehicle which is designed for human occupancy and is an enclosed space or
cabin designed for human occupation.

“Building” means all enclosed structures operated by the Port for the purpose of conducting Port
business, but excluding structures leased to or operated by organizations other than the Port.

Exceptions to the Smoking Policy

There shall be designated smoking areas. No person may smoke in a Port of Port Townsend office,
hallway, rest room, meeting room, or any other area inside any Port of Port Townsend building,
whether the building is owned, leased, rented or otherwise under the control of the Port.

No person may smoke in any Port vehicle whether the vehicle is owned, leased, rented or otherwise
under the control of the Port.

Designated Smoking and Non-Smoking Areas

The Executive Director shall cause signs to be posted and maintained prohibiting smoking at each
entrance of every building housing any office of the Port of Port Townsend. Further, signs will be
posted conspicuously in each vehicle.

Additional designated smoking areas may be established in the future by the Executive Director, as
physical alterations are made to Port buildings, to accommodate such smoking areas. Designated
smoking areas may be eliminated in the future by the Executive Director as the need arises.

Violation of the Smoking Policy

Any person intentionally violating the provisions of the Washington Clean Indoor Air Act by
intentionally smoking where smoking is prohibited and any person removing, defacing, or destroying
a no-smoking sign shall be subject to a civil fine of up to one hundred dollars (5100) as set forth in
RCW 70.160.070 and/or other disciplinary action.
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4.6 WORKPLACE SAFETY

The Port is committed to providing a safe and healthy work environment for all employees, vendors,
and customers, as well as the general public. To assist in providing a safe and healthy work
environment, the Port has established a workplace safety program. This program is a high priority for
the Port. Its success depends on the alertness and personal commitment of all. It is each employee’s
responsibility to be familiar with and observe all safety and health rules and procedures as outlined
in the Port’s Accident Prevention Program and Safety Policy. Safety procedures will be managed by
the Deputy Director, or as otherwise designated by the Executive Director. The Port provides
information to employees about workplace safety and health issues through supervisor-employee
meetings, bulletin board postings, or other written communications. Additionally, employees and
supervisors receive periodic workplace safety training. The training covers potential safety and health
hazards and safe work practices and procedures to eliminate or minimize hazards. Each employee is
expected to obey safety rules and to exercise caution in all work activities. Employees must
immediately report any unsafe condition or suspicious activity to the appropriate supervisor.
Employees that violate safety standards, or cause hazardous or dangerous situations, or fail to report
or, where appropriate, remedy such situations, may be subject to disciplinary action, up to and
including termination of employment. If an accident does occur, it must be reported to the immediate
supervisor as soon as possible, regardless of severity or injury.
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4.7 INJURY REPORTING PROCEDURES

Washington Industrial Safety Health Act (WISHA) requires that the Port maintain records of all
occupational illness and accidents which occur on Port property, or while conducting Port business.
WISHA also requires that you report any illness or injury that occurs on the job, no matter how slight.
Such reports are necessary to comply with laws and initiate insurance and Workers’ Compensation
benefits procedures. In the event of a workplace injury or near-miss accident, no matter how minor
the injury or the near-miss accident may seem, the injured employee and/or employee witness must
report the injury or near-miss accident to his/her supervisor immediately. Employees must complete
a Port of Port Townsend Accident/Injury Report and forward it to their supervisor. That supervisor
will ensure that the completed form is shared with the Port’s Safety Officer and payroll. Forms are
available from the accounting department. In the event an injury requires medical attention, the
injured employee must inform the attending physician that the injury is work-related. The physician
will then complete the required Labor and Industries (LNI) form, which will be forwarded to the Port
for further processing. Hospitalizations must be reported to LNI within 8 hours for in-patients.
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4.8 EMERGENCY SITUATIONS

Whenever an emergency situation occurs, all necessary efforts should be made to protect human life,
then property, in that order, without endangering employees or the general public. As soon as
possible after the emergency measures have been taken, the employee in charge is to complete an
Incident Report and notify his/her immediate supervisor with the most complete details available
concerning the incident. Incident Reports shall be forwarded to the Deputy Director and the Director
of Finance & Administration/Auditor for purposes of processing insurance claims.
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4.9 ATTENDANCE
In order to successfully function, the Port depends upon all employees to report to work regularly and
on time. Failure to report unexcused absences from assigned work areas, chronic or excessive

absences, tardiness or excessive rest breaks are unacceptable.

Employees are required to obtain authorization from their Supervisor in order to be absent from work.
Failure to do so prior to an absence may result in disciplinary action up to and including termination.
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4.10 ANTI-HARASSMENT

The Port of Port Townsend is committed to maintaining a work environment that is free of
discrimination. In keeping with this commitment, the Port will not tolerate harassment of employees
by anyone, including any supervisor, co-worker, vendor, client, or customer of the Port. Harassment
consists of unwelcome conduct, whether verbal, physical, or visual, that is based on a person’s
protected status, such as gender, gender identity, color, race, ancestry, religion, national origin, age,
physical or mental disability, medical condition, marital status, gender identity, pregnancy, veteran
status, citizenship status, or other protected group status. The Port will not tolerate harassing conduct
that affects tangible job benefits, that interferes unreasonably with an individual’s work performance,
or that creates an intimidating, hostile, or offensive working environment.

If an employee is subjected to any conduct that she/he believes violates this policy or is witness to
any such conduct, the employee must promptly speak to, write, or otherwise contact her/his direct
supervisor or, if the conduct involves her/his direct supervisor, the next level above the direct
supervisor or Human Resources (HR) as soon as practical after of the offending conduct.

An employee’s complaint should be as detailed as possible, including the names of all individuals
involved and any witnesses. The Port will directly and thoroughly investigate the facts and
circumstances of all claims of perceived harassment and will take prompt corrective action, if
appropriate.

Additionally, any manager or supervisor who observes harassing conduct must report the conduct to
HR and/or her/his Supervisor so that an investigation can be made, and corrective action taken, if
appropriate.

The Port’s policy is to investigate all such complaints thoroughly and promptly. To the fullest extent
practicable, the Port will attempt to keep the complaints and the terms of their resolution
confidential. If an investigation confirms that harassment has occurred, the Port will take corrective
action, including such discipline up to and including immediate termination of employment, as is
appropriate.
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4.11 CONFLICTS OF INTEREST

The Port prohibits its employees from engaging in any activity, practice, or conduct which conflicts
with, or appears to conflict with, the interests of the Port of Port Townsend. Since it is impossible to
describe all of the situations that may cause or give the appearance of a conflict of interest, the
prohibitions included in this policy are not intended to be exhaustive and include only some of the
more clear-cut examples of impermissible conflicts of interest.

e Employees are expected to represent the Port in a positive and ethical manner. Thus, employees
have an obligation to avoid conflicts of interest and to refer questions and concerns about
potential conflicts to their supervisor.

e Employees may not, directly or indirectly whether on or off the job, engage in any conduct that
is disruptive or damaging to the Port.

e Employees and their immediate family may not accept gifts, except those of nominal (i.e. less
than $50.00) value, or any special discounts or loans from any person or firm doing, or seeking
to do, business with the Port. The meaning of gifts for purposes of this policy includes the
acceptance of entertainment and free travel and lodging but does not include meals.

e Employees may not accept any employment relationship with any organization that does
business with the Port. This prohibition on employment includes serving as an advisor or
consultant to any organization of that type, unless the activity is conducted as an assigned
representative of the Port.

e Any conflict or potential conflict of interest must be disclosed to the Port. Failure to do so will
result in discipline, up to and including termination.

e It is acknowledged that the Port has promotional hosting authority per RCW 53.36 and may
exercise said authority consistent with Port Resolution 640-16 or as may be amended in the
future.
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4.12 OUTSIDE EMPLOYMENT

Outside employment by Port employees may be allowed with written authorization from the

Executive Director, except under the following conditions:

e The outside employment constitutes a conflict of interest with duties assigned by the Port.
e The outside employment Is inconsistent or incompatible with duties assigned by the Port.
e The outside employment conflicts with employee’s working hours,

assignments, or duties at the Port.

performance,

No employee shall receive sick leave benefits or use vacation time as a result of an illness or injury

incurred while engaged in outside employment.
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4.13 USE OF PORT PROPERTY

In the event it is necessary for an employee to remove Port property from Port premises for use at
another location for the performance of his/her Port duties, management may so authorize. Port
vehicles, equipment, supplies, etc., are not to be utilized for personal reasons.
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4.14 CONFIDENTIALITY

Although the Port District is a public body, some portions of Port business are required by law to be
confidential. No employee shall reveal in any manner any confidential information which may become
available to him/her as a part of his/her employment with the Port.
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4.15 NEPOTISM

Relatives will not be hired if such employment would immediately result in one relative supervising
or auditing another. If one employee becomes related to another employee through marriage and a
supervisory or audit relationship exists, one of the affected employees must terminate or transfer.

"Relative" is defined as any family relationship resulting from birth, marriage, adoption, or co-

habitation.
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4.16 GRIEVANCE PROCEDURES

A grievance means a claim or dispute by an employee with respect to the interpretation, meaning, or
application of the provisions of this handbook. An employee may resort to these grievance procedures
for any decision, action, or in-action which he/she feels may affect his/her employment adversely.

The following grievance procedures apply unless other procedures are provided by Union contract or

State law:

e If an employee feels he/she has a justified complaint or problem, the employee shall discuss
the matter with his or her supervisor. If the complaint relates to a specific incident, the
discussion shall take place within 15 days of the date of discovery of the incident.

e If the employee feels that his/her complaint is not fairly resolvable within the department
hierarchy, the employee may bring the grievance directly to the Executive Director’s attention
along with a written description of said issue within five (5) business days. A non-represented
employee may file an appeal concerning a decision related to employment conditions with
the Port. Such an appeal should be filed with the employee’s immediate supervisor within 14
working days after the occurrence of the decision being appealed. Appeals will be heard by
the Executive Director, or designee, whose decision shall be final.
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4.17 EMPLOYMENT RELATIONSHIPS & SEPARATION FROM EMPLOYMENT

Retirement: An employee may retire as specified under the Washington State Department of
Retirement System’s (DRS) Public Retirement System (PERS). An employee’s separation date is her/his
last day she/he is paid for employment. In all instances the retirement date is the first day of the
calendar month after his/her separation date and the employee has applied for retirement with DRS.

Voluntary Resignation: If an employee voluntarily terminates employment, the employee is
encouraged to give at least two (2) weeks’ notice to the immediate supervisor, stating the reason for
the resignation. Employees who have resigned their employment with proper notice or are laid off
are eligible for rehire based on the same terms and conditions as other applicants. Employees not
giving proper notice may be considered ineligible for rehire.

Layoffs: There may be certain times when it becomes necessary to lay off employees as a result of
changing business conditions (such as a reduction in work force, or RIF), reorganization resulting in
the elimination or modification of a job, or changes in job functions or technology. Should it ever
become necessary to lay off an employee, the Port will give at least two (2) weeks’ notice of layoff.

Discharge: An employee may be discharged from Port employment as set forth in the Port’s personnel
manual.
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It is the policy of the Port to encourage reporting by its employees of improper governmental action
taken by officers or employees and to protect employees who have reported improper governmental
actions in accordance with the laws of the State of Washington. As per RCW 42.41.030, Port of Port
Townsend employees who become aware of improper governmental actions should report with the
local government to the Executive Director. In the event the Executive Director is the subject of the
Whistleblower claim, then employee should submit the report to the Port Auditor. However, if the
Executive Director and Port Auditor are subjects in the whistleblower claim then the employee can

submit claim to a Port Commissioner(s).

The following government agencies and labor organizations may assist employees in dealing with
personnel issues:

Agency Issues
Washington State Human Rights | Discrimination because of race, creed, color,
Commission national origin, gender identity, marital

Olympia 1-800-233-3247
Spokane 1-509-456-4473
Seattle 1-206-464-6500
TTY 1-800-300-7525
http://www.hum.wa.gov

Whistleblower
retaliatory action.

status, age or disability.
Sexual harassment.

workplace

reprisal or

Public Employment Relations Commission
Olympia (360)753-3444
http://www.perc.wa.gov

Unfair labor practices. Interference with
rights to form or join employee labor
organizations and rights to bargain
collectively.

Jefferson County Prosecuting Attorney

1820 Jefferson St
Port Townsend, WA 98368
(360)385-9180

Alleged improper governmental action.

Reports of improper governmental action(s) must be filed in writing with the Port of Port Townsend.
They can be reported using the Whistleblower Reporting Form, attached to this handbook, or in a
separate letter. In either case, the report should include:
A detailed description of the improper governmental action(s).
The name of the employee(s) involved.
The agency, division, and location where the action(s) occurred.
Date(s) of the improper governmental action must be provided to the Port within one year

after the occurrence of the action.

Details that may be important for our investigation — witnesses, documents, and evidence.
If you know it, the specific law or regulation that has been violated.
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e Your name, home address and phone number. (Optional)

Each allegation of improper governmental action should be noted separately and supported with as
much specific information as possible. Proving allegations can often be difficult. Supplying detailed
information contributes to a thorough and efficient investigation. The Whistleblower reporting Form
is designed to help you supply the needed information. Please use a separate Whistleblower
Reporting Form for each improper governmental action. Whistleblower Reporting Form is described
as Exhibit A of this manual.

Avoid generalization such as “Bob is always wasting public resources.” Providing specific details about
how and when “Bob” is wasting public resources will help focus the investigation, e.g., “Bob used his
state computer to keep accounting records for his home business during working hours. This has been
going on for a year.”

Under state law, anyone who conducts a state employee whistleblower investigation must keep the
whistleblower’s name confidential. In addition, the law provides remedies for individuals subjected
to retaliation as a result of their whistleblower activities and penalties for those who retaliate.

Send your Whistleblower Reporting Form or letter attention to the Executive Director, Auditor or
Commission as described above and to:

Port of Port Townsend - CONFIDENTIAL
Attention: Employee Whistleblower Program
P.O. Box 1180

Port Townsend, WA 98368

Or:
Jefferson County Prosecuting Attorney
1820 Jefferson St

Port Townsend, WA 98368
(360)385-9180
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4.19 DoOGS IN THE WORKPLACE

Our priority at the Port is to make the work environment appropriate, hospitable, and comfortable
for all. We permit dogs in the office because it improves the workplace for their owners. On the other
hand, we recognize that not everyone is comfortable having dogs around. To help us achieve a
comfortable work environment for all, the following expectations apply to all who bring dogs into the
office (note that the following conditions apply to dogs that are not considered service animals for
which the Port complies with all applicable nondiscrimination regulations regarding the inclusion of a
service animal in the workplace). The Port can revoke this privilege at any time if the pet interferes
with workplace health, safety, or productivity.

With prior authorization from your supervisor, one dog per employee may be brought into the
workplace. The dog must be clean, well-behaved, housebroken, vaccinated, parasite-free, and
healthy. Upon request the employee must provide proof from a veterinarian or trainer that these
requirements are met.

Bringing a pet to work is a privilege, not a right (except for any disabled employees who may be
entitled to bring a pet as an accommodation), and the Port can revoke the privilege at any time if the
pet interferes with workplace health, safety, or productivity.

Employees may be required to sign representations about their pets' physical condition and waivers
of liability for anything that happens to their pet in the workplace and acknowledge that they are
responsible as pet owners for any personal or property damage their pets cause.

Toys, dishes, and beds must be kept in area be located in safe areas to avoid tripping hazards.
Pet-proofing the physical office space, such as incorporating gated cubicles or hiding electrical cords.

You are responsible for any damages caused by your dog. You are responsible for any clean up due to
your dog. Dogs must be within the immediate control of the employee and within a 6-foot distance
at all times. Dogs must never be left unattended.

Dogs are limited to areas not frequented by the public/customers of the Port. With limited exceptions,
your dog needs to be kept in your office or workspace. If your day is such that you will not be able to
attend to your dog in your office, that is a day to leave the dog at home.

When coming and going from your office or otherwise passing through the Port common areas, your
dog must be on a leash. This rule is in effect no matter how small the dog, how well trained, or what
time of day you are moving about.

If your dog is not sufficiently calm and trained to avoid barking/whining or other behaviors that will
either distract you or annoy others during the day, your dog should stay at home. Similarly, if your
dog is not potty-trained or engages in behavior that may result in property damage, the dog should
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not be brought to work.

Dogs are not allowed in kitchen or break rooms.

Dogs do not belong in internal meetings, in meetings with customers, in interviews, or at Port
functions. It is not safe to assume that all others in a group environment share your comfort level

with/enthusiasm for your dog, and you should not make that assumption.

Pet owners who do not adhere to these expectations will be precluded from bringing their dogs to
the office.
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4.20 ACCIDENT PREVENTION/SAFETY AND HEALTH PoLICY

The prevention of occupational injuries and illnesses is a top priority at all times for the Port, its
employees, contractors, and customers.

The Port shall establish and maintain an accident prevention program that emphasizes the integration
of safety and health measures into each job task so that safety/health and job performance become
inseparable. This will be accomplished through the cooperative efforts of managers, supervisors, and
employees who will seek to obtain the lowest possible industrial accident rates.

Safety orientation for new and transferred employees, timely and appropriate training, a
management/employee safety committee, an active self-inspection program, proper mechanical
guards, and personal protective equipment will be some of the tools used to reduce work hazards.

By accepting mutual responsibility to operate safely, we will all contribute to the well-being of
personnel and subsequently the Port of Port Townsend.

SAFETY ORIENTATION

Purpose: Orientation of new employees, rehires, part-time employees and those transferred from
another department within the Port will begin the first day of employment on the new job with a
safety orientation program. This program will provide an introduction of department policies and
rules and will include a thorough safety briefing. The orientation should include a tour of the facilities
to acquaint the employee with the entire operation. The employee should also be advised how his/her
job is important to the Port.

Procedure: The immediate supervisor of the employee will thoroughly instruct him or her in job safety
requirements. The employee responsibility list contained in Exhibit F of this document will also be
reviewed with the employee by the supervisor.

EDUCATION AND TRAINING

Purpose: Ongoing safety education programs will be provided for all employees in an effort to
increase awareness of accident cause factors; to improve team spirit by demonstrating management's
concern for the individual worker; to promote acceptance of safety rules by presenting accident
prevention as a positive, desirable, and integral part of all activities.

Procedure: The Safety Officer will provide a systematic accident prevention program for the
employee. This program will provide on-the-job training in his/her work area and will familiarize each
person with Port safety requirements.

Types of Training: Specific training will be provided for certain jobs and kinds of equipment. First aid
training and certification will be required for every supervisor or persons in direct charge of crews in
order to assure that all employees can be afforded quick and effective first aid in the event that an
injury occurs on the job.
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GENERAL SAFETY TRAINING — examples may include back injury prevention, prevention of slips and
falls, ladder, ladder safety, eye safety, etc.

SPECIFIC SAFETY TRAINING — examples may include Operation of specific machinery, how to use a
specific chemical, etc.)

SUPERVISOR-CREW MEETINGS
Purpose: To assist in the detection and elimination of unsafe conditions and work procedures.

Procedure: The following guidelines will be followed:

A. Supervisor-crew safety meetings shall be held at the beginning of every job, then at least once a
weekly, or if conditions require more frequent meetings should be held to discuss potential safety
issues and safety problems as they arise.

B. The attendance and subjects discussed shall be documented and maintained on file for a period
of one year. Copies of the minutes must be provided to: (1) top management, (2) the safety office,
and (3) employees by posting on the bulletin board and placing in break areas.

Scope of Activities:

Conduct in-house safety inspections with supervisor concerned.
Assist in accident investigation to uncover trends.

Review accident reports to determine means for elimination.
Accept and evaluate employee suggestions.

Review job procedures and recommend improvements.
Monitor the safety program effectiveness.

Promote and publicize safety.

OmMmMooO®Pr

SAFETY COMMITTEE

Purpose: To assist in the detection and elimination of unsafe conditions and work procedures. A
safety and health committee will be established with representation from employees and
management.

Procedure: The following guidelines will be followed:

A. Employees shall elect fellow workers to represent them on the committee. Method of voting shall
be optional.

B. The terms of employee-elected members shall be maximum of one (1) year. Should a vacancy

occur on the committee, a new member shall be elected.

The chairperson is the Environmental Specialist.

D. The frequency of meetings shall be determined by the committee but shall not be less than four
(4) times per year. The committee may cancel if there are no agenda items.

E. The date, hour, and location of meetings shall be determined by the safety committee.

F. The length of each meeting shall not exceed one hour except by majority vote of the safety
committee.

G. The attendance and subjects discussed shall be documented and maintained on file for a period
of one (1) year. Copies of the minutes must be provided to (1) top management, (2) the safety
officer, and (3) all other employees, via posting on breakroom bulletin board.

0

Scope of Activities:

Page | 102



Conduct in-house safety inspections with supervisor concerned.
Assist in accident investigation to uncover trends.

Review accident reports to determine means or elimination.
Accept and evaluate employee suggestions.

Review job procedures and recommend improvements.
Monitor the safety program effectiveness.

Promote and publicize safety.

OmMmMooO®r

SAFETY COMMITTEE (SUB-PART) SELF-INSPECTION

Purpose: Accident prevention activities need to be reinforced by a systematic way of minimizing
physical hazards within the workplace. This Port feels that the best way to eliminate exposure to these
hazards is through a plan of self-inspection.

Procedure: The following guidelines will be followed:

A. Members of the safety committee will, prior to the regularly scheduled committee meeting, assist
the appropriate supervisor in conducting a self-inspection of their respective work areas to
determine what hazardous conditions and/or practices exist. An inspection check list should be
utilized. Other sources which can be consulted or utilized in conducting inspections include:

1. General Safety and Health Standards
2. Employee suggestions
3. Previous accident experience of this company

B. Findings of the self-inspection will be reviewed and discussed at the next scheduled safety
committee meeting. Unresolved problems resulting from this inspection will be forwarded
through the safety committee organizational process.

C. Follow-up to committee recommendations may be accomplished by one of the following options:
1. Carrying out the recommendations
2. Explaining why no action can be taken
3. Proposing an alternative

SAFETY BULLETIN BOARD

Purpose: In addition to the methods heretofore defined, the bulletin board is another method to
increase employee's awareness of safety and health and communicate management's safety
message.

Procedure: The following consideration should be made for bulletin board effectiveness:

A. Placed in a spot where there is greatest employee exposure (lunchroom, breakroom, central part
of the plant, etc.).

B. Posting should be attractively arranged.

C. Posters, safety committee minutes and other information that becomes dated or worn should be
changed periodically.

D. Aspecific safety bulletin board or portion of an existing board should be designated, and that spot
reserved EXCLUSIVELY for safety material.

E. The Finance Department will be designated to maintain the bulletin board as recommended
above.

The following items are required to be posted including:
1. WISHA poster, LI-416081
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Industrial Insurance Poster LI-210-191

NOTICE (to report all injuries) LI-416-80 (recommended only)

Citation and Notice (as appropriate)

OSHA 200 Summary (specifically during month of February)

Any current required Safety postings as required by state and federal law.

ounkAcwN

FIRST AID, TRAINING, KITS, POSTER
Purpose: To afford the employee immediate and effective attention should an injury result, the
Executive Director will ensure that a certified first aid person will be available.

A. To meet the above objectives, the following procedures will be followed:

1. Allsupervisors or persons in charge of crews will be first aid trained unless their duties require
them to be away from the job-site, whereby other persons will be designated to be the
recognized first aid person.

2. Other persons will be trained as designated by management to surpass or augment the
standard requirements.

3. Valid first aid certificates are recognized as ones which are less than three years old. NOTE:
Cardiopulmonary Resuscitation (CPR) is required in addition to the regular first aid training, if
a first aid course does not combine the two subjects.

B. First aid kits will be in accordance with the requirements of the General Safety and Health

Standards.

1. First aid kit locations at this Port include:

Administrative office

Marina offices (Boat Haven, Point Hudson and Herb Beck)
Maintenance office

Yard office

. Short’s Family Farm

2. The Environmental Specialist is designated to ensure the first aid kit(s) is/are properly
maintained and stocked.

C. Posters listing emergency numbers, procedures, etc., will be strategically located, such as on the
first aid kit, beside the telephone, etc.

® oo oo

ACCIDENT INVESTIGATION AND REPORTING

Definition and Purpose: ALL ACCIDENTS, no matter how minor, shall be reported PROMPTLY to the
immediate supervisor for evaluation/investigation. Since every accident includes a sequence of
contributing causes, it is possible to avoid a repeat performance of the first event by recognizing and
eliminating these causes. The removal of just a single cause can prevent a recurrence. During the
supervisor's evaluation, he/she must determine the possible consequences that could take place if
the situation is not corrected and take appropriate action based upon those findings (i.e., investigate,
report, correct, etc.).

Medical Emergency Procedure: An aid car will be called in the case where the employee needs
immediate medical attention. The telephone number is 911. A Port official will accompany the
employee to the doctor or hospital.

Drug and Alcohol Testing: This may be required upon discovery of an accident, see relevant policy.

Documentation Procedures:
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MINOR INJURIES - (Requiring doctor/outpatient care) After the emergency actions following an
accident, an investigation of the accident will be conducted by the immediate supervisor in
conjunction with any witnesses to the accident, to determine the causes. The findings of the
investigation shall be documented on an Incident Report Form. Distribution of the completed
form will be as follows:

1. Copy to Deputy Director, and Auditor

2. Copy to insurance, and personnel files, as applicable.

3. Copy to safety committee chairperson

MAJOR INJURIES - (Fatality or multiple hospitalizations):

1. The Executive Director, Deputy Director, Auditor, supervisor, and safety committee
chairperson are to be notified immediately by the person in charge and an investigation under
the direction of the Deputy Director. In addition to the management official, the inspection
party will include the manager or supervisor of the injured person(s) and a representative
from the safety committee.

2. Inthe case of a fatality or if two or more employees are hospitalized, the supervisor will report
the accident to the nearest office of the Department of Labor and Industries, phone 800-423-
7233, within eight (8) hours after the occurrence of the accident. The report shall relate the
circumstances, the number of fatalities, and the extent of any injuries. NOTE: Any equipment
involved in an accident resulting in the immediate fatality is not to be moved until a
representative of the Department of Labor and Industries investigates the accident and
authorizes its removal. If, however, it is necessary to move the equipment to prevent further
accidents or to remove the victim, the equipment may be moved as required.

NEAR MISSES - (Likelihood of personal injury or property damage.) To the greatest extent

possible, all "near-miss" accidents shall be reported to the employee’s direct supervisor and

investigated by the Deputy Director (if situation warrants), supervisor or safety committee

representative. Documentation will be made on the Port's accident investigation form. A

near-miss accident is defined as an unplanned event where damage resulted to equipment but

there was no personal injury to employees or where damage did not result but the likelihood of
personal injury to the employee was great. If the conditions which permitted the near-miss or

"close call" to exist are not eliminated, they will continue to be available to cause additional

accidents which could eventually result in personal injury to the employee.

OCCUPATIONAL INJURY AND ILLNESS RECORDKEEPING
Purpose: In accordance with applicable requirements of the WISHA standards, the Port of Port
Townsend will ensure the appropriate records are kept as follows:

A

The Payroll Accountant will maintain a Log and Summary of Occupational Injuries and Iliness on
OSHA Form 300. Recordable cases include:
1. Every occupational death
2. Every occupational illness
3. Every occupational injury that involves:
Unconsciousness
Inability to perform all phases of the regular job
Inability to work full time on a regular basis (days away from work)
Temporary assignments to another job
e. Medical treatment OTHER than first aid
Keep copies of all reports generated when an employee is injured on the job.

oo oo

Each year between February 1 and April 30, post the completed summary portion of the OSHA
Form 300 for the previous year.
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D. Maintain records for five (5) years following the year to which they relate. Enter each recordable
injury and illness on the log as early as practicable, but no later than six (6) working days after
receiving the information that a recordable case has occurred.

E. Inaddition to the OSHA Form 200, a supplementary record for each occupational injury or illness
(OSHA 101) will be maintained. Other reports, such as worker compensation forms, are
acceptable alternatives for the OSHA 101 if they contain the information required by the OSHA
101.

Responsibility: The Finance Department is responsible for maintaining records and ensuring proper
posting.
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CHAPTER 5 - PREMISES & WORK AREAS
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Chapter: Premises and Work Areas

PERSONNEL MANUAL

Effective Date: Last Revised Date: Supersedes:
7/1/2026

Approved by Executive Director

5.1 TELEPHONE/INTERNET PoLICY

Port-Owned Cellular Telephones: The Port has purchased cellular phones for key staff. Port owned
cellular telephone usage is limited to official Port business only and are not to be used for personal or
private business other than de minimis use that does not result in additional cost to the Port.

The Finance Director, or designee, shall review monthly cellular billing to ensure compliance with the
provisions of this Policy.

Employee-Owned Cellular _Telephones: Employee-owned cellular telephones are the sole
responsibility of the Employee and any Port business calls are not chargeable to the Port.

If the Employee elects to use his/her cellular telephone for Port business, the cost for such use shall
be the sole responsibility of the Employee and not reimbursable by the Port. Employees are cautioned
that use of their personal cell phone for Port business may subject the record of usage to public
disclosure. In the event of a request, employees shall cooperate with the Port in responding to such
records request.

Non-exempt employees are not expected to be in communication using their Port-owned or
employee-owned phone outside of regularly scheduled work hours unless otherwise directed by their
supervisor or manager or unless required in their job description. Overtime or comp-time may apply
for work outside of normal business hours for some employees and/or employees covered by a
collective bargaining agreement.
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Chapter: Premises and Work Areas

PERSONNEL MANUAL

Effective Date: Last Revised Date: Supersedes:
7/1/2026

Approved by Executive Director

5.2 INTERNET CODE OF CONDUCT

Acceptable Uses of the Internet: Use of Port provided Internet access is intended to be for business-
related purposes only. Internet access is monitored, and actual web-site connections are recorded.
Employees accessing the Internet are representing the Port. Other than de minimis personal use, all
communications should be for job-related reasons. Employees are responsible for seeing that the
Internet is used in an effective, ethical, and lawful manner. Databases may be accessed for
information as needed. E-mail may be used for business contacts.

Unacceptable Use of the Internet: The Internet should not be used for personal gain or advancement
of individual views. Solicitation of non-Port business, or any use of the Internet for personal gain or
entertainment is strictly prohibited. Use of the Internet must not interfere with your productivity. For
other than de minimis personal use, use of Port provided internet access for non-business-related
purposes will result in loss of access privileges and/or discipline.

All use of Port email and internet is subject to public records requests whether on a Port computer or
tablet, personal computer (if Port work is performed on it), Port issued cell phone or personal cell
phone.

Harassment: Harassment of any kind is prohibited. No messages with derogatory or inflammatory
remarks are permitted. Remarks about an individual or group’s race, religion, national origin, physical
attributes, gender, gender identity, or other protected class will not be tolerated and may lead to
disciplinary action.

Violation: Violations of any guidelines listed above may result in disciplinary action up to and including
termination. If necessary, the Port will advise appropriate law enforcement authorities of any
suspected illegal activity.

E-mail Consent Form: Each employee shall agree to and execute the terms and conditions in the
Information Security Policy found in Exhibit E.
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EXHIBITS
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EXHIBIT A: WHISTLEBLOWER FORM

Before filling out this form, please read the following:

You cannot be the subject of retaliatory action for submitting this form.
In order to protect your identity, we do not recommend sending this form to our office via electronic

mail.

If you have any questions, please contact the Port Auditor or Executive Director.

Contact information: You are not required to provide your name. However, if you choose not to
provide your name, we are unable to keep you updated on the progress of our investigation, or to
consult with you regarding the details of your complaint. If you choose to provide your name, we will

keep it confidential.

Name Agency Date
Home or mailing address | Division Day phone
Address Night phone

Current position

Best time and number to call

Subject’s contact information: Please file a separate form for each Port employee or officer who you

believe has engaged in improper governmental action.

Name

Agency

Division

Position

Location

Phone

Subject’s Supervisor(s)

Supervisors Position(s)

Supervisor’s Phone

How do you know about the information you are disclosing here? If you do not choose to provide
your name, please take care in providing this information, to prevent inadvertent disclosure.
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What type of improper governmental action are you reporting?

Violation of state law or regulation
If so which RCW(s) or WAC(s)?

Substantial and specific danger to the public health and safety
Gross waste of public funds

Is there any evidence that supports your assertions that can be reviewed?
If so, where is the information and can you provide it?

Detailed description of Improper Governmental Action: The more detailed information you provide
for us, the better we will be able to assess your concerns. Attach additional pages if needed. If
available, please provide us with copies of documents which support your assertion.

Improper governmental action cannot be personnel related.

When did the event(s) take place?
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Where did the event(s) occur?

Are there other witnesses? If so, please provide their names, telephone numbers, positions, agencies,
divisions, contact information, and relation to the improper governmental action.

Have you reported this information to another agency? Yes No

If so, which one(s)?

If you have disclosed the information reported here, what is the current status of the matter?

Please mail this form to:
Port of Port Townsend — CONFIDENTIAL
Attn: Whistleblower Program
P.O. Box 1180
Port Townsend, WA 98368

Or
Jefferson County Prosecuting Attorney
Attn: Whistleblower Program

1820 Jefferson St
Port Townsend, WA 98368
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EXHIBIT B: AGREEMENT TO COMPLY WITH DRUG AND ALCOHOL-FREE
WORKPLACE POLICY

Employee Name

Covered Individual acknowledges that they have read the Manual and specifically the Drug and
Alcohol-Free Workplace provisions and understand its contents, and will abide by the contents.

THIS DAY OF , 20

Signature of Covered Individual
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EXHIBIT C: POLICY MANUAL ACKNOWLEDGMENT

This confirms that I:

1. Have received and read the Personnel Manual effective July 1, 2026; and

2. Understand its contents; and

3. Understand that the Personnel Manual is not an agreement or contract for employment; and

4. Understand that the policies and procedures contained in the Personnel Manual may be
changed by the Port from time to time; and

5. Understand that this Manual supersedes any prior handbooks or policy manuals issued by the
Port of Port Townsend.

Signature

Print Name

Date of Signature
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EXHIBIT D: DECLARATION OF CUSTOMER SERVICE

I, as a member of the Port of Port Townsend staff, believe, understand and agree that the relationship
between staff and our customers is of such importance in contributing to a positive Port image that it
will be given top priority at all times.

| promise to provide friendly, courteous, and helpful customer service.

| promise to provide quality service in a timely manner.

| promise to resolve any problems fairly, promptly, and cheerfully.

| promise to work at continuously improving customer satisfaction.

| recognize that serving the customer is my priority.

By accepting mutual responsibility for customer satisfaction, we will all contribute to a positive Port
image.

Date Signature
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EXHIBIT E: PORT OF PORT TOWNSEND AGREEMENT TO COMPLY WITH
INFORMATION SECURITY POLICIES

Employee Name:

I HAVE NO EXPECTATION OF PRIVACY

| agree to take all reasonable precautions to assure that Port of Port Townsend sensitive data or
information, that has been entrusted to the Port of Port Townsend by third parties such as tenants
and customers, will not be disclosed to unauthorized persons. At the termination of my employment
with the Port of Port Townsend, | agree to return all information to which | have had access as a result
of my position. | understand that | am not authorized to use sensitive information for my own
purposes, nor am | at liberty to provide this information to third parties without the express written
consent of the Executive Director his/her designee.

| have access to a copy of the Information Security Policies. | have read and understand these policies,
and | understand how it impacts my job. As a condition of continued employment, | agree to abide by
these policies and other requirements found in the Port’s Information Security Policy. | understand
that non-compliance may be cause for disciplinary action up to and including dismissal, and perhaps
criminal and/or civil penalties.

| agree to promptly report all violations or suspected violations of the Information Security Policy to
the Executive Director, or his/her designee.

| understand that all electronic communication systems as well as all information transmitted,
received, or stored in systems used by the undersigned is the property of the Port of Port Townsend.
| also understand that such systems are to be used solely for job-related purposes and not for personal
purposes (other than for incidental/de minimis personal use) and that | have no expectation of
privacy in connection with the use of this equipment, of the transmission, receipt, or information
stored in such equipment.

| further understand and agree not to use a code, access a file, or retrieve any stored communication
unless authorized; and | acknowledge and consent to the Port’s monitoring my use of this equipment
at any time at its discretion. Such monitoring may include printing up and reading all E-mail entering,
leaving, or stored in these systems.

Employee Signature:

Date:
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EXHIBIT F: EMPLOYEE RESPONSIBILITIES & SAFETY EXPECTATIONS

As an employee of the Port of Port Townsend | am responsible to:

1. Observe all Port safety and health rules and apply the principles of accident prevention in my
day-to-day duties.

2. Report any Job-related injury, illness or property damage to my supervisor and seek
treatment promptly.

3. Report hazardous conditions (unsafe equipment, floors, and or materials) and unsafe acts to
my supervisor or safety committee representative promptly.

4. Observe all hazard warning and no smoking/vaping signs.

5. Keep aisles, walkways and working areas clear of slipping/tripping hazards.

6. Know the location of fire/safety exits and evacuation procedures.

7. Keep all emergency equipment such as fire extinguishers, fire alarms, fire hoses, exit doors,
and stairways clear of obstacles.

8. Not report to work under the influence of alcoholic beverages or drugs or to consume them
while on Port premises or anywhere else during work hours.

9. Refrain from fighting, horseplay, or distracting my fellow workers.

10. Remain in my own work area unless | am instructed otherwise.

11. Operate only the equipment for which | am authorized and properly trained. Observe safe
operating procedures for this equipment.

13. Follow proper lifting procedures at all times.

14. Ride as a passenger on a vehicle, only if it is equipped with a rider's seat.

15. Remain alert to see that all guards and other protective devices are in their proper places
prior to operating equipment.

16. Not wear frayed, torn, or loose clothing, jewelry, or long unrestrained hair near moving
machinery or other sources of entanglement, or around electrical equipment.

17. Actively support and participate in the Port's efforts to provide a safety and health program.

Signature Printed Name Date
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EXHIBIT G: ORGANIZATIONAL CHART

PORT OF PORT TOWNSEND
Organizational Chart
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EXHIBIT H: STAFF PERFORMANCE EVALUATION & GOALS

Staff Member Name:

Department:

Job Title:

Supervisor Name:

Review period (Annual or Introductory):
Evaluation Date:

EVALUATION STEPS:

1. Supervisor completes the form.

2. Supervisor provides the draft evaluation to his/her Director for review and comment, if
needed.

3. If the Supervisor would like to recommend a merit or step increase, it should be discussed
with his/her Director, the Director of Finance, and referencing the Union Wage Table, as
applicable.

4. After receiving the evaluation back, the Supervisor meets with the Employee to review the
evaluation, and work together on setting goals for the coming year.

5. If a step or merit increase is agreed upon, a Status Change Form must be completed by the
Supervisor, approved by their Director, and given to the Director of Finance to complete the
process.

Use the following Performance Level Indicators as part of the evaluation:

4 - HIGHLY EFFECTIVE: Contributions and high quality of work are widely recognized. The majority of
performance outcomes routinely and consistently exceed defined expectations, producing important
and impactful results for the department and/or Port through creativity, planning and execution.
Work projects and objectives are completed in a manner that expands the scope and impact of the
assignment.

3 - SUCCESSFUL & EFFECTIVE: The staff member is successful in performing the majority of job
responsibilities and makes a solid, reliable, and meaningful contribution to the department and/or
Port. Performance is competent, efficient, and effective along established expectations. Initiative,
resourcefulness, and good judgment are consistently exercised.

2 - SOME IMPROVEMENT REQUIRED: While the staff member’s performance is effective in some
areas, there are other areas in which performance is inconsistent and/or falls below established
expectations. A performance improvement plan may be required, or already in place, that defines
performance objectives and strategies for achieving improvement.

1 - SIGNIFICANT IMPROVEMENT REQUIRED: Performance is not acceptable in critical areas of the
job and falls below minimum expectations. Significant improvement is needed. A performance
improvement plan should be developed, or already in place, that defines performance objectives and
strategies for achieving improvement.

Use the numbers listed on page 1 to indicate the level of performance with the following areas of
consideration concerning the job (CIRCLE ONE FOR EACH):
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Quality of Work and/or Productivity
Dependability/Flexibility

Initiative

Interpersonal Relations, Collaboration, Teamwork
Customer Focus

Clarity of Communication
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Safety Compliance

Three (3) areas are to be considered when performing the evaluation:

1. How effectively and consistently has the employee performed their job duties using the
numbers to indicate the level of performance. In a few words, comment on the
aforementioned seven (7) areas of the employee’s position during the evaluation period
(where possible, provide examples).

2. What areas need some improvement with regard to the employee’s effectively and
consistently performing their job duties?

3. What performance goals do the supervisor and employee together have for the near future?

Employee’s Comments:
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Signature/Acknowledgements:

Please sign and return original to your supervisor.

PLEASE NOTE: You are being asked to sign your evaluation to indicate that you have reviewed it and
are aware of how your supervisor evaluated your performance. Your signature acknowledges that you
have seen your evaluation and does not imply that you agree with it. If you do not agree with the
evaluation, you may reply in writing, either in the area noted above, or on additional pages. The signed
evaluation and any written response become a part of your employment record.

Employee Date

Supervisor Date
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