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Policy: Human Resource Policy

Purpose:  This Human Resource Policy document guides the overall administration
of Human Resources programs. The Executive Director of Peninsula Metropolitan Park
District (referred to as “PenMet Parks”) has the authority to utilize the guidelines and
policies incorporated in this document for making operational and personnel decisions
for the organization.

All employment policies will be executed in alignment with all local, state, and federal
laws and regulations related to employment.

There is a separate Employee Handbook and a Collective Bargaining Agreement,
approved by the Executive Director, that provides more detailed guidance and
information to PenMet Parks employees on the Human Resource programs, practices,
policies, and procedures. This Human Resource Policy will be an Appendix of the
Employee Handbook.

The Executive Director shall adopt rules, processes, and procedures to administer the
Human Resources Policy.
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Section 1. Employment At Will.
Employment at PenMet Parks is on an at-will basis which means that either the
employee or PenMet Parks may terminate the employment relationship at any time, for
any reason, with or without notice.

Nothing in this document, or any other document provided to an employee, creates or is
intended to create an employment agreement, express or implied.

Section 2. Equal Employment Opportunity (EEO).
PenMet Parks provides equal employment opportunities to all employees and
applicants for employment without regard to race, color, creed, ancestry, national origin,
citizenship, sex or gender (including pregnancy, childbirth, and pregnancy-related
conditions), gender identity or expression (including transgender status), sexual
orientation, marital status, religion, age, disability, genetic information, service in the
military, or any other characteristic protected by applicable federal, state, or local laws
and ordinances.

Equal employment opportunity applies to all terms and conditions of employment,
including hiring, placement, promotion, termination, layoff, recall, transfer, leave of
absence, compensation, and training. PenMet Parks believes in treating all employees
with fairness, respect, and dignity. PenMet Parks believes in creating and maintaining
an inclusive work environment that respects diverse ideas, backgrounds, and styles and
believes diversity is supported through the selection, management, and retention of
diverse employees.

Section 3. Recruitment and Selection
PenMet Parks is committed to an open and fair recruitment and selection process that
aligns with its mission and values. In support of this, PenMet Parks will strive to utilize a
consistent approach to creating job descriptions, advertising jobs, and screening and
selecting candidates.

Section 4. Background Checks
PenMet Parks has a Criminal History Background Check Policy pursuant to RCW
35.61.130 (4).

Section 5. Compensation
PenMet Parks strives for fair and equitable pay programs that are competitive and
financially sustainable. We believe compensation is one important tool within a system
to support, reinforce and align employees with our mission, culture, and operational and
financial needs.
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With the exception of the Executive Director, each job title within the District is classified
into one of the District's classifications for salary purposes, based on job qualifications,
level of responsibility, difficulty, working conditions, skill, hazard, and amount of
supervision required for the specific job title. Each classification is designated a
particular salary or salary range shown on the District's salary and wage schedule,
which is approved annually by the Board of Park Commissioners.

Section 6. Benefits
PenMet Parks supports work life balance and provides paid time off benefits including
holidays, vacation, and sick time for employees to enjoy their life outside of work.

PenMet Parks strives to provide competitive insurance and retirement benefit programs
that meet the needs of its employees and are financially sustainable. The benefits
offerings will be reviewed and evaluated on a periodic basis to assess if they remain
competitive and relevant to employees. Benefits are an important part of the total
compensation package and support the organization’s ability to attract and retain talent.

Section 7. Employee Growth and Development
PenMet Parks believes that providing growth and development opportunities for its
employees contributes to the enrichment of the whole person and aids in attracting and
retaining talent that supports the mission and values of the organization.

It is expected that leaders at PenMet Parks will conduct annual performance appraisals
and engage in regular coaching and development conversations with their subordinate
employees.

Section 8. Leaves of Absences
PenMet Parks realizes that an employee may periodically incur a life event or health
issue for themselves or a family member. The organization will comply with all state and
federal leave laws to support an employee’s time off needed during these situations.

Section 9. Technology Usage
PenMet Parks believes that the organization’s assets and property should be used by
employees while performing work and that personal usage should be limited to
emergency situations only.

PenMet Parks understands that most items relating to the conduct of government or the
performance of governmental functions, whether written, recorded, taped, or
electronically stored is subject to public inspection and constitutes a public record.

Section 10. Code of Conduct
PenMet Parks believes that employees should represent the organization to the public
in a manner that is professional, courteous, efficient, and helpful. PenMet Parks also
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expects that leaders and employees should treat each other with professionalism,
courtesy, dignity, and respect. In addition, employees will preserve and protect the
organization’s equipment, grounds, facilities, and resources.

Section 11. Confidentiality
PenMet Parks believes that the protection of confidential business information is vital to
the interests and success of the organization. Therefore, employees are prohibited from
providing or disclosing confidential documents or information to anyone not authorized
to have such information.

PenMet Parks understands that as a public agency, the organization is required to
make certain documents and information available to the public upon request. However,
some employees’ personal information and documents are considered confidential and
not subject to disclosure.

Section 12. Conflict of Interest
PenMet Parks expects that all employees will conduct themselves and the
organization’s business in a manner that reflects the highest standards of ethical
conduct and in accordance with all federal, state, and local laws and regulations. This
includes avoiding real and potential conflicts of interests.

Section 13. Workplace Harassment
PenMet Parks is committed to providing a work environment that is safe and free from
harassment. It is PenMet Parks’ policy to prohibit intentional and unintentional
harassment of or against employees, job applicants, contractors, interns, volunteers, or
employees based on actual or perceived race, color, creed, religion, national origin,

ancestry, citizenship status, age, sex, or gender (including pregnancy, childbirth, and
pregnancy-related conditions), gender identity or expression (including transgender
status), sexual orientation, marital status, military service and veteran status, physical or
mental disability, genetic information, or any other characteristic protected by applicable
federal, state, or local laws.

Section 14. Complaint Resolution
PenMet Parks believes open communication supports a more enjoyable and productive
work environment. PenMet Parks strives to work together with employees and mutually
resolve issues in a timely and responsible manner. PenMet Parks believes that
employees should have an avenue to discuss any issues that remain unresolved and
provides its employees with complaint resolution procedures for resolving those
situations.
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Section 15. Whistleblower
PenMet Parks recognizes and supports the right of every employee to report alleged
improper actions by a PenMet Parks official or employee that violates the law, abuses
their authority, creates a danger to the public health or safety, or is a gross waste of
public funds. PenMet Parks supports State law that protects employees from retaliation
or disciplinary action for reporting improper action in good faith and commits that
employees will be protected from retaliation for reporting any such actions.

Section 16. Health and Safety
PenMet Parks is committed to providing a safe and productive workplace for its
employees, volunteers, guests, contractors, vendors, and the general public. This
includes a work environment that is free from alcohol, drugs, other controlled
substances, or threatened or actual workplace violence.

Section 17. Travel
As a function of their officially assigned duties, or to receive pre-approved training,
certification or development opportunities, employees may occasionally be required to
travel. Under those circumstances, or any other travel for approved public purposes,
PenMet Parks will reimburse employees for their reasonable and necessary travel
expenses.

To receive travel reimbursement, employees must complete a reimbursement
application in compliance with this policy and Chapter 42.24 RCW. Reimbursement will
be based on the employee’s actual travel expenses, including lodging and meals.

If an employee uses a personal vehicle, mileage will be reimbursed at the standard
mileage rate set by the IRS for that year. However, employees are encouraged to use
District vehicles and/or carpooling for travel when reasonably available.
Reimbursement for meals shall not exceed the per diem rate.

Employees are to use good judgment and discretion when incurring travel expenses
with the best interests of PenMet Parks at the forefront. Excessive and/or unnecessary
travel expenses will not be reimbursed. Employees are encouraged to obtain approval
prior to incurring travel expenses.

All reimbursement applications for travel expenses must be approved by the Executive
Director or the Executive Director’s designee.

Section 18. Conclusion
This document supersedes any previous verbal or written policies that may be
inconsistent with this version of the Human Resource Policy. As PenMet Parks grows
and changes, the Human Resource Policy may change. Therefore, PenMet Parks
reserves the right to revise, supplement, clarify, or rescind any policy or portion of a
policy when deemed appropriate by the Board of Park Commissioners.

Page 7 of 7



	Peninsula Metropolitan Park District
	Section 1. Employment At Will.
	Section 2. Equal Employment Opportunity (EEO).
	Section 3. Recruitment and Selection
	Section 4. Background Checks
	Section 5. Compensation
	Section 6. Benefits
	Section 7. Employee Growth and Development
	Section 8. Leaves of Absences
	Section 9. Technology Usage
	Section 10. Code of Conduct
	Section 11. Confidentiality
	Section 12. Conflict of Interest
	Section 13. Workplace Harassment
	Section 14. Complaint Resolution
	Section 15. Whistleblower
	Section 16. Health and Safety
	Section 17. Travel
	Section 18. Conclusion

