LEAVENWORTH CITY COUNCIL
Study Session Agenda
City Hall – Council Chambers & Zoom Optional
April 12, 2022 8:30 – 11:45 AM
8:30 – 8:45

TAB A

Chamber Report

This time is provided for a Chamber of Commerce representative to provide an update to the
City Council on items of interest to the Chamber and City.
There are no items included under TAB B.
8:45 – 9:00

Draft Resolution XX-2022 Six-Year Transportation Improvement Plan

This time has been set aside to discuss the review of revisions to the Six-Year Transportation
Improvement Plan (TIP). TIP is a short-range planning document that is annually updated based
on needs and policies identified in the Leavenworth Comprehensive Plan and Transportation
Plan. RCW 35.77.010 requires a perpetual 6-year plan. It represents Leavenworth’s current
complete list of needed projects and programs for the next six years and future years. The
document also identifies secured or reasonably expected revenues and expenditures for each of
the projects included in the TIP. Typically, projects listed in the first three years of the document
are shown as having secured funding, while projects in the further out years can be partially or
undetermined regarding funding.
Programs and planning efforts help to achieve the City vision by meeting a particular
transportation need (such as a mode or safety) in a systematic way, completing smaller scale
projects, and planning for the need over a long period of time. Plans help determine the future
transportation network through citywide and corridor long studies.
The annual TIP update starts with the previously adopted plan; this year’s TIP is identified with
the dates of 2023 – 2028. Projects in the previously adopted TIP are reviewed and projects that
have been completed, or because of changing conditions are no longer needed, are removed. The
remaining projects carried over from the previous TIP are reviewed for changes to cost
estimates, project funding, schedule, or scope during the update process to ensure that the best
information is represented in the TIP.
New projects are generated from many sources, including appointed commissions and
committees representing parks (bicycle and pedestrian trails) and traffic safety, elected officials,
City of Leavenworth staff, and other interested individuals and groups. In many cases, City of
Leavenworth staff use tools such as the Transportation Improvement Board (TIB) Pavement
Management Program – Performance Management Dashboard to help identify potential new
projects.
Updated projects from the previous TIP and new projects are then used to create a draft TIP
project list. The phasing and funding of these projects is based on an evaluation of project
priority compared with priorities laid out in the Leavenworth Transportation Plan, commitments
to projects, partnerships the City has entered into with other jurisdictions and agencies, and new
1

opportunities that arise to leverage local transportation funding in combination with other
funding sources.
Once the draft TIP has been developed, a public hearing is held to provide an opportunity for the
Community to comment. The City Council will conduct a public hearing at an evening meeting;
based on the results of the public hearing and comments from the Leavenworth City Council, a
final version of the TIP will be developed for final Council approval if needed.
For Council review and comment today, staff has, in this draft, eliminated completed projects,
reviewed uncompleted projects for funding and priority, evaluated the six-year feasibility, and
coordinated the list of projects in relation to the Twenty-Year Transportation Plan.
The following items are included under TAB C:
• Resolution XX-2022 – 2023-2028 TIP Redline Draft
• 20-Year Transportation Project List
9:00 – 9:20

Personnel Policy Update

The City Council is being provided with draft changes to the City’s Personnel Policy that will be
adopted by Resolution. Appendices have not been included as changes are not anticipated; the
final version will be provided for adoption. This update first began in June of 2019 with
changes that were needed at the time for modifications in state laws to various programs, such
as the addition of the Paid Family Medical Leave Act, and union negotiated changes that were
finalized in February of 2019. The Staff anticipated this coming to Council in early 2020 for
adoption; however, due to the COVID-19 outbreak, this policy update was postponed with the
arrival of the new City Administrator coming in June of 2020. Unfortunately, this policy was
again postponed due to various factors with turnover in staffing and is now being presented to
the Council for review prior to approval. The policy has gone through a thorough review by
the City’s legal counsel, Washington Cities Insurance Authority (WCIA), for personnel
services and recommendations have been incorporated. For ease of identifying changes
by staff and legal counsel the following colors represent who suggested the individual
changes:
Dark Purple (1st review) and Green (2nd review) – Elizabeth R. Kennar – Legal Counsel WCIA
Blue – Joel Walinski – Former City Administrator (HR Lead)
Red – Chantell Steiner – Finance Director/City Clerk (HR Support)
Brown/Tan and Bright Light Purple – Tami Gates – Former Payroll Clerk (HR Support)
Turquoise – Sue Cragun (Additional Grammar Review)
Pink – Lilith Vespier (Additional Overall Review)
As a reminder, in addition to the City’s legal counsel review, the City is having Koff
& Associates review the policy along with all other HR related forms and documents as part of
an overall HR Audit. This audit was put on hold as the City Council requested that the nonunion positions/wages be expedited first. If additional suggestions for changes are identified
later, staff will bring back another update when ready. Due to the length of time of
many of these amendments being needed, we are requesting that the Council proceed now
with the update so this document can be provided to existing and new staff as they are coming
onboard; if there are no suggested changes identified at the Study Session, staff will anticipate
bringing this forward by resolution at the April 26, 2022 Council meeting for final approval.
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A final item for consideration that is noted within the personnel policy is the meal
reimbursement rates that are adopted separately by resolution. Included is a copy of the existing
rates that were last reviewed and increased in 2008. Current rates include $12 for breakfast, $15
for lunch and $25 for dinner. Due to increased costs for food while traveling, and in particular to
west side restaurants when attending conferences, staff would recommend increases of at least
$15 for breakfast, $20 for lunch and $30 for dinner. Council recommendations on this resolution
will also be brought forward for approval at the April 26 meeting.
The following items are included under TAB D:
• Personnel Policies
• Resolution 14-2008 Meal Reimbursement Rates
9:20 – 9:40

Affordable Low-Income Incentive Program

This time is provided to review the Planning Commission recommendation for an Affordable
Low-Income Incentive Program prior to the April 26, 2022 Hearing. This program is developed
consistent with RCW 36.70A.540 which was developed in 2006 when the legislature found that
new market-rate housing developments left a significant and growing number of low-income
households out of the housing market. To remedy this, the legislature finding states that a broad
variety of tools are needed to address this serious, statewide problem. The legislature also found
that an incentive program was necessary to provide the inclusion of low-income units along with
market rate developments. They established minimum standards for cities to implement or
expand upon an affordable housing incentive program, cities, are encouraged to enact programs
that address local circumstances and conditions while simultaneously contributing to the
statewide need for additional low-income housing.
The Planning Commission developed the first round of incentives and took them to a public
hearing in November of 2021. Based on public comments, they opted to continue to revise the
incentives, to reflect community needs and desires, through a series of workshops held during the
regular Planning Commission meetings in December, January and February. The hearing in
March was continued to April as the distribution of the Staff Report was missing from the March
packet materials.
The incentives for low-income housing include:
A) Density increases that would permit one additional dwelling unit for low-income affordable
housing in all residential zones and, within the multifamily zone one or more units based on
the lot size.
B) Lot coverage increase, when providing three or more low-income affordable units, to 50% or
the underlying zoning requirement, whichever is greater.
C) For residential zoning districts and multifamily district, setbacks, when a development
includes at least one affordable housing unit, the front yard setback may be reduced to
nineteen feet; however, the allowance for a front porch within the front yard setback is not
permitted. (Note, the front porch setback reduces the front yard to 17 feet).
D) Alley access, any development that includes affordable low-income dwellings may have
primary vehicular access from the alley when meeting the city’s development standards.
E) Parking, for low-income units shall be calculated as:
1) Housing units serving residents with incomes at or above 51% AMI (
Area Median Income) shall provide one parking space per housing unit.
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2) Housing units serving residents with incomes below 50% AMI may reduce parking by
50% when located within a ½ mile from a public transit park-n-ride.
3) Any fractional parking shall be rounded up.
F) Height, within the Tourist Commercial District, may increase to up to 50 feet excepting that
the building height shall not exceed 35 feet for the first 30 feet of distance from the property
line when adjoining a residential or multifamily district.
The following item is included under TAB E:
• Amended Staff Report for Affordable Low-Income Incentive Program
9:40 – 10:10

Workforce Housing Grant/Loan Program

The City Council is being asked to adopt Ordinance 1653 Workforce Housing Grant Loan
Program. In 2021, the City completed a Housing Action Plan which concluded, in part, that the
City needs to increase the variety of housing types at prices which meet a greater range of
income levels. The Housing Action Plan lists four objectives, see below, which are being
addressed through various policy and code amendments, including the recent approval reducing
residential lot size minimums and increasing diversity (duplexes) of housing for all residentially
zoned districts. Additional code and policy amendments being considered includes low-income
housing incentives (set for Council Hearing April 26th) and the fire retrofit program. Objective
#2 is primarily focused at workforce housing, defined as 80-120% AMI.
1. Increase housing production and more housing supply. While population and housing
stock have been stable, job creation has increased resulting in more workers commuting
to Leavenworth.
2. Increase homeownership opportunity. Housing prices have risen 73% since 2010,
significantly higher than the 18% increase in income over the same period, making
homeownership increasingly out of reach for many. The Housing Action Plan notes that
more diverse ownership options at lower prices would address the need for more
homeownership opportunities for moderate income households, 80% and above AMI.
3. Increase long term rental housing available to lower-income workers and residents.
About 27% of Leavenworth’s households rent their homes and earn low-incomes, defined
as less than 80% of the area median income. The needs assessment finds an undersupply
of rentals affordable to lower income households.
4. Increase aging in place housing. Many of the community’s low-income households
include persons age 62 or older. Opportunities for older adults to downsize frees up
existing housing for other long-term residents. However, many of the condominiums,
smaller housing units, are located in the commercial areas of town and are used as
vacation rentals. Additional housing suitable for older adults in the residential areas is
needed.
Increasing workforce housing stock improves local economics, supports the school system,
reduces commuting from neighboring communities (reducing our carbon footprint), reduces
vacant second homes and opens existing housing stock to others in the community.
During this time, the Mayor has been working at the legislative level to secure funding for
workforce housing. These efforts, along with numerous other representatives – led by Senator
Brad Hawkins, has resulted in a new funding source for future workforce housing infrastructure
and facilities under Senate Bill 5868. Funds will be available July 1, 2022.
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The City issued a Request for Proposal (RFP) in 2021 seeking proposals to demonstrate the
feasibility of building and selling workforce housing. The proposal requires workforce housing,
which is kept as affordable for the workforce for at least 50 years. The need for providing
workforce housing has been defined and a step taken with the RFP to provide workforce
housing. The proposed code establishes the framework for this and all qualifying future
workforce housing projects.
The following items are included under TAB F:
• Draft Leavenworth Municipal Code 3.43
• Resolution 12-2021
• Excerpts from the Housing Action Plan and Housing Needs Assessment
10:10 – 10:20

LID 24 Payoff Option

This time is provided to consider the option of paying off LID 24 (Local Improvement District)
Debt Service balance to Cashmere Valley Bank (CVB).
For those that are unfamiliar with this LID, the City created this in 2018 at the request of the
property owners in the Meadowlark Development property area; after completion of the
construction of the extension of water and sewer utility lines from Cascade High School to the
edge of the privately owned property near North Road and Chumstick Highway the LID was
established. Under this LID, the property owners are liable for the annual debt payments for
which the City administers. The original LID included a total of $940,615.33 in principal and
interest payments that would be due over the course of 15 years (2019 – 2033). Beginning in
May of 2019 the City began annual billings to the property owners in order to make the annual
payments to CVB on the various loan coupons. To date, four of the eight property owners have
paid in full and those payments to the City have been paid to CVB; the payoff of the four
properties occurred in 2021 and included a majority of what was owed on the original loan
coupons. The remaining four properties that are owned by one owner have not made a payment
since inception; these parcels are being assessed annual penalty late fees per ordinance that will
be due and payable either at the time of the sale of the parcels or in 2033 when the City has to
exercise a right to foreclose on the properties in order to receive payment.
At this time the principal balance of the loan is $96,228.64 with interest accruing daily at an
average rate of about 3%. The City currently has $84,423.90 reserved for annual payments in
Fund 205 LID-24 and Fund 204 LID Guaranty Funds that were required to be set aside by CVB
at the time of the initial loan. The City Council may choose at this time, due to the significant
payoff of the four parcels, to proceed with funding the remaining balance of approximately
$13,000 (principle and estimated accrued interest) from water and sewer reserves and to
eliminate any further accrued interest on the loan. Due to the lack of payment by the one
property owner, this would be a wise choice on the City’s part to eliminate this debt off the
City’s books while still billing and eventually collecting what is due at a later date from the
property owner. The next annual debt payment to CVB will be due on May 1, 2022.
There are no items included under TAB G.
10:20 – 10:50

Street Closure Options
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This time is provided to review the options for street closures in the downtown core. The existing
street closure started in June of 2020 and will expire with the extended emergency proclamation
on April 15, 2022. The current closure includes the 600-700 block of Front Street; north half of
8th Street between Front and Commercial; the 800 block of Front Street; and the 900 block of
Front Street, as shown in green below:

During the emergency proclamation, the City also permitted businesses to use the right-of-way to
the center of the street to off-set the loss of occupancy within businesses. This was extended after
business occupancy was restored by the Governor so as to help businesses recoup lost revenues.
The City also permitted several streateries (commercial/retail spaces occupying street parking
spaces) primarily on 8th, 9th and Commercial streets, shown in blue above.
The City Council recommended extending the closure at the December 2021 Study Session and
consideration of further closure (past the emergency proclamation) in the spring pursuant to
RCW 47.48 to provide time to study long-term closure options. At this time, staff is seeking
direction on which streets to close during the study that is estimated to be completed by
December 31, 2022.
While street closure has many supporters, each area and businesses are impacted differently. The
upcoming study is intended to fully research the pros and cons of closures but for the interim,
staff has summarized a few concerns for the Council’s consideration as they determine how to
proceed:
A. 600-700 blocks of Front Street & north half of 8th Street between Front and Commercial
– some businesses have no alternative access (through the alley) when the street is closed;
businesses have stated concerns about the lack of pedestrian/vehicle traffic and parking
during the closure; and, access to 8th and Commercial (including the Hospital) have been
limited.
B. 800 block of Front Street – large streateries have reduced visual access and pedestrian
willingness to visit other businesses.
C. 900 block of Front Street – closure has limited parking lot access; right-of-way width and
emergency turn radius have reduced streateries’ options; and, a lack of sidewalk, along
the northside of the street, has limited pedestrian flow through the street.
D. Closure throughout has impacted delivery options (location and timing).
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At the December 2021 Study Session, the Council opted to continue the streateries with a future
street closure in compliance with the Bavarian Alpine Theme and with established use fees.
Streateries on open streets pose different public safety concerns requiring site specific
considerations.
Depending on Council direction, staff will barricade street(s) to be closed.
There are no items included under TAB H.
10:50 – 11:00

Block Party Pilot Program

Occasionally, City staff receive requests from residents to hold a block party in various locations
in the residential areas. The City does not have an official Block Party Permit Program or
procedures that would apply to this specific request. Currently, staff requires the same
application process that would be used for use of the right-of-way, similar to what is required of
a contractor. Current practice requires the following:
1.
2.
3.
4.
5.
6.
7.

Special Event Permit Application
Traffic Revision Plan – includes “road closed” and “detour” signage
Right of Way Permit – $100 fee
Public Works crews to place signage and barricades
Noticing to all neighbors within 24 hours of event
Noticing to Fire, Sheriff, Ambulance, Hospital within 24 hours of event
Standard insurance requirements

Current practices seem overburdensome to residents requesting a get-together with their
neighbors.
Looking to simplify the current process, staff reached out to the City of Wenatchee to find if
their Block Party Permit process was similar to Leavenworth’s current process. The following is
the process used by the City of Wenatchee:
1. Block Party Permit Application is available on the website – $15 fee
2. Upon payment and approval of application, application is routed to Public Works Street
Crews, Fire, Sheriff, Ambulance, and Hospital
3. Public Works coordinates with block party organizer to drop off “Street Closed” signage
/ barricades
4. Organizer places barricades at start of event and removes to the side when event is over
5. Public Works picks up signage / barricades the following business day
6. No traffic revision plan or insurance requirement
7. Application must be processed a minimum of 30 days prior to event
This time is provided for the City Council to discuss the pros and cons of simplifying this permit
process. If moving forward with a Block Party Pilot Program, permits would be processed by
administrative staff within the Mayor’s office. Staff would work with the organizer on applicable
guidelines, noticing requirements, and coordination of barricade/signage delivery. Current code
regulations to consider would include hours of operation and noise or amplified music. The City
of Wenatchee does not require notice to the neighbors, which is something that staff has
suggested to be included in this new process. A “notice to the neighbors” template will be
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available to download from the City’s website along with the Block Party Permit Application,
program details, and a residential street closure checklist.
There are no documents included under TAB I.
11:00 – 11:15

Inclusive Banners

Elvis Garcia, owner of Yogi Grind on Wenatchee Avenue across from the Convention Center,
and a board member of the Wenatchee Chamber of Commerce and also the Housing Authority,
began a program last year of hanging inclusivity banners from poles in the cities of Wenatchee
and East Wenatchee during June, which is Pride Month. These banners were paid for by
sponsoring businesses and families in those communities. They were able to get 60 banners
hung last year, and want to include Leavenworth in their efforts this year. They are printed in
both English and Spanish, and he is willing to use an approved Bavarian font on any done for
Leavenworth. They do all the leg work, sell the banners, print them, hang them, take them
down. Elvis will be at the meeting to share the idea and answer questions.
The following item is included under TAB J:
• Example of Last Year’s Inclusivity Banners
11:15 – 11:25

2022 Project Tracker / 2022 Future Council Agenda Items

This time is provided to review the 2022 Project tracking document and the Future Council
Agenda Items document. The Project Tracker provides the Council with quarterly updates on the
work and status of a number of Council Priorities or required projects/tasks that need to be
completed by the City. It is not a comprehensive list; the project tracker does not include the
daily tasks required to provide services and maintain service levels to residents, businesses, or
visitors, but provides a good review of the work being completed by the City Staff.
The following items are included under TAB K:
• Annual Objective and Project Tracker 2022
• 2022 Future Council Agenda Items
11:25 – 11:30

Quarterly City Newsletter Recommendations – Distribution in May

This time is provided to review suggestions and proposed items for the next newsletter.
The following item is included under TAB L:
• Newsletter Example with Suggestions
11:30 – 11:45

Council Open Discussion / Public Comment Period

This time is for the Council open discussion and public comments.
There are no items included under TAB M.
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2023 – 2028 Leavenworth TIP AMENDED TBD
PRIORITY
PROJECT
#

NAME

DESCRIPTION

2023
BUDGET

2022

$125,000

CDTC:
$105,000

$25,000 – 20%
match

$125,000

2022

$514,100

TIB:
$488,300

$25,800
Per agreement

2022
(Design)

$392,000

TIB:
$333,965

$58,935

$4,000,0005
,025,861

CDTC
:$1,500,000
TIB:
1,000,000

$$1.500,0005,0
25,861

$131,00038
0,000

TIB:
$213,000
Complete
Streets:
$75,000

2024
BUDGET

2025
BUDGET

2026
BUDGET

2027
BUDGET

2028
BUDGET

I

CITY’S
OBLIGATION

I

1

14th Street, Front
Full Depth Reclamation
Street to
Asphalt Overlay
Commercial
Sidewalks West Side
Street

GRANT
FUNDING

I

1

Pine Street
Phase II:
Titus Road to
Chumstick

ESTIMATED
COST

II

I

Phase II - Titus Road to
Chumstick Hwy:
This transportation study
will look at roadway design
and intersections critical to
the planning of this project.

PHASE

I

I

I

$514,100

I

~

I

I

$3,750,00
0

$2M

$3,025,861

I

$250,000

I

I

$76,00011,000

50,000

$330,000

$100,000

I

1

1

TAB C

10%

1

1

II

$78,750100,
000

I

II

20252

~

~

~

II

I

Seek initial funding for
preliminary design of
intersections improvements.
Will need concurrence with
Chelan County.

Commented [TW1]: This is construction only. Design funds are expected to be utilized in 2022

$347,600

I

43

North
Road/Chumstick
Intersection
Improvement

TBD2024

I

II

Construction of new
sidewalk on east side of
Orchard to extend Safe Walk
to School to Alpine Lakes
School. Safe Walk to School
Grant Application.

I

32

Sidewalk
Addition:
Orchard Street
(Evans to Pine
Street)

20253

I

2

Pine Street
Phase II:
Titus Road to
Chumstick

Phase II - Titus Road to
Chumstick Hwy.: street
reconstruction, sidewalks,
storm drain, waterline and
sewer, Chumstick and Fir
Street Intersection
resolution.

II

Filling sidewalks gaps by
construction new sidewalk
from US 2 to Evans Street

i'

Ski Hill Drive
Sidewalk Project

12

20231

$15,000

63

Roundabout at
Hwy 2 & Icicle
Road

Partnership with Link Transit
to construct a roundabout at
Highway 2 and Icicle Road

2024TBD

$3,000,000T
BD

74

Multi-use Trail:
Chumstick to
Titus
Road

20222023202
4

$150,000

84

Residential
Street
Restoration
Program

Annual

$360,000

$360,000

20243

$800,000

$800,000

2021

$78,750

5%

20243
BUDGET

20265
BUDGET

20276
BUDGET

$60,000

$60,000

$60,000

II

I

$3,000,00
0

TBD

I

I

I

i'

$150,000

10%

I

TIB/Bike Ped
Grant

I

$60,000

$60,000

11
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I

Multi-modal
Access and Use
Planning Study.

Construction of new
sidewalk to extend existing
sidewalk to entrance of
Enchantment Park. Potential
Funding:
TIB Sidewalk Program.
In cooperation with
Washington Department of
Transportation, conduct a
study and planning exercise
to identify necessary

I

II

5

I

94

Sidewalk
Addition:
Commercial
Street/Scholze

20287
BUDGET

I

20254
BUDGET

'1

Construction of 10 FT wide
Multi use trail on the north
side of Rattlesnake Hill.
Ped/Bike Safety Grant
Application 2018
Asphalt overlay on various
streets in the City. List of
Future Projects:
1. Orchard Street - Pine
to Evans
2. Scholze Street Commercial to
Enchantment Way
3. Benton Street - Ski Hill
to Evans
4. 14th Street - Front to
Commercial
5.4. Commercial Street –
Division to 14th Street
6.5. Joseph Street

II

II

Initial planning study (30%)
to develop intersection
improvement options to
enhance traffic movement at
this intersection.

II

$15,000

53

Ward
Strasse /
Riverbend
Intersection
Improvement
Planning

II

$15,000

PHASE

II

20232
BUDGET

DESCRIPTION

NAME

GRANT
FUNDING

CITY’S
OBLIGATION

ESTIMATED
COST

II

PROJECT
Project
Priority #

$800,000

$60,000

PROJECT
Project
Priority #

NAME

DESCRIPTION

PHASE

ESTIMATED
COST

GRANT
FUNDING

CITY’S
OBLIGATION

20232
BUDGET

TBD

115

II

Multi-modal
Pedestrian Trail

Partnership with the County
to extend a multi-modal
pedestrian trail at North
Road.

TBD

TBD

TBD

126

Reconstruction
of Front Street
with the
construction of
Plaza - Highway
2 to 10th

Reconstruction of Front
Street with addition of Park
Plaza on Front Street.

20275

TBD

TBD

Glacier (DOT)
Parking Lot
Improvements

Parking lot improvements to
the Glacier Lot, formerly
DOT Lot to include:
1. Bike Parking
2. Electric Vehicle
Charging Station
3. Restrooms
4. Lighting
5. Multi-modal parking
options

2023

$810,000$6
00,000

$810,000$600,
000

II

I I

TBD

I

2025

II

11

Addition of
pedestrian/bicycle facilities,
pavement improvements,
etc.

II

510

Mine Street/Mill
Street
Improvements

I
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20254
BUDGET

20265
BUDGET

20276
BUDGET

I

projects to improve
pedestrian, bicycle, ADA
safety, access and use of US
Hwy. 2 and City collector
streets. Those
improvements may include:
coordinated signalization for
traffic and ped. crossing,
addition of sidewalks, bike
lanes, traffic calming
features, additional signage,
enhanced pedestrian
lighting, etc.

136

20243
BUDGET

$810,000

20287
BUDGET

PROJECT
Project
Priority #

NAME

DESCRIPTION

PHASE

ESTIMATED
COST

GRANT
FUNDING

CITY’S
OBLIGATION

Additional Way Finding Signs

II

I
I

Page | 4

20254
BUDGET

$4,500,000

2023

$50,000

$4,500,000
State 16Year
Transportati
on Package

$0

$50,000

20265
BUDGET

20276
BUDGET

Formatted: Normal, No bullets or numbering

20287
BUDGET

-

Parking Study
Improvements

TBD

TBD

I

16

TBD

I

US 2 Pedestrian
Underpass

I

15

US 2 pedestrian underpass
located near P1 and P2
parking lots.

TBD

I

Multi-Level Mixed Use
Parking Structure

146

20243
BUDGET

~

I

5.
Aasgard/Blewett,
formally known as P1 and P2
respectively, improvements
include bringing existing lots
up to current standards (e.g.,
ADA, landscaping, and Old
World Bavarian Theme).

Multi-Level
Mixed Use
Parking
Structure

20232
BUDGET

Plan Implementation
This Transportation Element provides the foundation for updating the City's six-year Transportation
Improvement Program, working toward the 2040 planning horizon. This Element should be viewed as a
living document. While it can serve as the blueprint for transportation in Leavenworth over the next
several years, realistically, the plan is most useful over the next five years, at which point it should be
updated.
The recommended projects and programs of the Transportation Element were developed through a
combination of technical methods (LOS and gaps analysis) and input from the community and
stakeholders. Implementing the Transportation Element will require close coordination among the City
departments, citizens, businesses, and other agencies within the region.

Anticipated Funds
While funding available for transportation over the next two decades cannot be forecast with certainty, a
conservative estimate is that future annual budgets will be similar to the average capital facilities
expenditures of the five-year period from 2015 to 2019. Using this approach, the amount anticipated to
be available for transportation capital projects is approximately $1.5 million per year. Thus, an
approximate financial constraint for the TMP is $30 million (in 2020 dollars) over the next 20 years. How
this financial constraint was determined is discussed further in Appendix H-3.

Constrained Project List
Table 2 lists the projects that would allow Leavenworth to maintain its intersection LOS standard and

accommodate growth within the City and along US 2 through 2040. The projects are subdivided into "US

2 Projects" and "City Projects" to call out projects along US 2 that would require coordination with
WSDOT. All projects, except for recommended studies, are mapped in Figure 3.
As funds become available, the City will move forward in the near term with projects on these lists. These
projects provide a starting point for the City in developing its financially constrained Six-Year TIP, which is
updated annually based on knowledge related to project feasibility and funding availability.
Please note that additional engineering study is needed prior to permit, design, funding, and construction
phases of any of the projects listed in this plan. Cost estimates are planning level and assume 2020 prices,
so further analysis will be needed prior to design and construction.

FEHR ,1 PEERS
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Table 2. Constrained Project List
ID

Name

Description

Cost
US 2 Projects

US 2/lcicle Road
Improvements

Construct a roundabout at the US 2/lcicle Road
Intersection

2

Create a Pedestrian Crossing
at US 2 & Mill Street

Install signage and relocate marked crosswalk to improve
pedestrian safety at the uncontrolled crossing at Mill
Street & US 2

4

Install traffic control to improve safety for bicyclists and
US 2/Ski Hill Drive Intersection
pedestrians crossing US 2 and improve LOS
Improvements

7

8

9

11

12

US 2 Streetscape
Improvements Phase I

US 2 Pedestrian
Undercrossing

US 2 Streetscape
Improvements Phase II

Intersection Improvements at
US 2 and Chumstick Highway

US 2 Streetscape
Improvements Phase Ill
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Improve mobility for local traffic and emergency
responders using US 2 by extending right-turn pockets to
provide options to bypass queueing on US 2. Would
include transit signal preemption and construction of a
shared use path to separate bicyclists and pedestrians
from vehicle on US 2 between 9th Street and Ski Hill
Drive
Construct and a pedestrian undercrossing near the
Leavenworth Park & Ride connecting residential
neighborhoods to downtown Leavenworth and the
Wenatchee River Waterfront
Improve mobility for local traffic and emergency
responders using US 2 by extending right-turn pockets to
provide options to bypass queueing on US 2. Would
include transit signal preemption and construction of a
shared use path to separate bicyclists and pedestrians
from vehicle on US 2 between Chumstick Highway and
9th Street
Restripe the northbound approach to the intersection to
extend the right turn bay back past 14th Street and
change the lane configuration for both the northbound
and southbound approach to provide a left turn and a
through-right. Retime traffic signal to remove split
phasing.
Improve mobility for local traffic and emergency
responders using US 2 by extending right-turn pockets to
provide options to bypass queueing on US 2 Would
include transit signal preemption and construction of a
shared use path to separate bicyclists and pedestrians
from vehicle on US 2 between E Leavenworth Road and
Chumstick Highway

$3,605,000

$250,000

$1,006,500

$2,570,000

$4,500,000

$2,650,000

$100,000

$1,460,000

TE-17

S1 Develop a Bike/Ped Plan for
us 2

In cooperation with Washington Department of
Transportation and Chelan-Douglas Transportation
Council, conduct a study and planning exercise to identify
necessary projects to improve pedestrian, bicycle, ADA
safety, access and use of US Hwy 2 and City collector
streets. This also includes identifying projects that
improve neighborhood connectivity.

$80,000

S2 Install Traffic Signal
Preemption

Upgrade existing signals to provide preemption for
transit and emergency vehicles. Project would be the first
phase of streetscape improvements on US 2

$25,000

Category Cost

$16,246,500

City Projects

3

Commercial Street and
Scholze Street Sidewalks

Construction of new sidewalk to extend existing sidewalk
from Ski Hill to entrance to Enchantment Park, assuming
no Right-of-Way would be required.

5

Ski Hill Non-Motorized
Improvements

Construct missing sidewalk locations on Ski Hill Drive
between US 2 and City Limits, including repair of base
material and asphalt overlay. Also includes the
construction of a striped bicycle lane.

6

Orchard Street Sidewalks

Construction of new sidewalk on east side of Orchard to
extend Safe Walk to School to Alpine Lakes School,
including illumination.

10 Pine Street Connection
13

Construct a new connection from Pine Street to
Chumstick Highway

Restriping Ward Road & River Restripe the Safeway entrance/River Bend Drive/Ward
Bend Drive Intersection
Road intersection to improve operations and circulation.

$720,000

$3,040,000

$750,000

$3,500,000
$40,000

14 New River Bend Connections

Construct new connection to US 2 and create new
connections in the River Bend area by improving and
extending the Fitz Strasse roadway behind Safeway and
Hampton Inn and constructing additional arterials.

$3,980,000

S3

Perform a study to evaluate a potential new connection
over the Wenatchee River to create an alternate route,
improve emergency routes, and provide a bypass to the
Chumstick Highway

$250,000

New River Crossing Study
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Category Cost

$12,280,000

Total Cost for All Projects

$28,526,500
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Figure 3. Map of Constrained Project List
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Unconstrained Project List
The City of Leavenworth considered many projects while building the constrained project list, including
several brought up in previous studies or at community workshops and planning commission meetings. A
number of these projects were not prioritized at this time due to budget constraints, feasibility, or other
issues. Table 3 shows the unconstrained project list, which represents the remaining projects that have
been considered by the City as potential future investments. This list is not intended to be binding on
future decision-makers but is recorded for possible inclusion in future TIP project lists based on available
funds, or as considerations for development review. Cost estimates were not calculated for many of these
projects and are not included as part of the unconstrained project list.
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Table 3. Unconstrained Project List
Name

Description
US 2 Projects

US 2 Flex Space
Riverbend / Ward Strasse / US 2 Intersection
Improvements
Additional Parking Garage on US 2
Support Improved Transit Connections

Remove on-street parking to connect bicycle lane paired with
delivery zone/parking/drop off
Intersection access and control improvements to improve access to
Safeway and surrounding residential areas
Study an appropriate location for and construct a parking garage on
US 2 near downtown
Partner with LINK Transit to increase transit frequency, specifically
during off-peak travel times to better accommodate service industry
employees

City Projects
8th Street Improvements

Division Street Reconstruction

Front Street Reconstruction (9th Street to
Division Street)

Reconstruct 8th Street, including curb replacement, pave sidewalk,
illumination from Front Street to Commercial Street
Reconstruct Division Street, including sidewalks, curb & gutter, and
street illumination from Commercial Street to the Wenatchee River
Institute
Reconstruct Front Street, including curb replacement, pave
sidewalk, and illumination

Reconstruct Front Street at Gustav's to 8th Street, including
Front Street Reconstruction (US 2 to 8th Street) replacing sidewalks and illumination
Multi-use Trail : Chumstick Highway to Titus
Road

Improve City Owned-Parking Lots

Icicle Station Connection

Icicle Road Crossing

Mine Street to Wheeler Avenue Connection
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Construction of 10 ft wide multi use trial on the north side of
Rattlesnake Hill from Chumstick to Titus Road. Includes a possible
trail extension to US 2 along Chumstick
Complete a study to identify City-owned off-street facilities are not
compliant with ADA parking requirements and improve any
deficient locations
Add Trail connecting Leavenworth to new Amtrack station. Would
use portions of old railroad ROW now owned by Chelan PUD. Part
of the Leavenworth to Wenatchee Trail. Includes improving
underpass along North Road
Construct a mid-block marked crosswalk across Icicle Road on the
north side of the Leavenworth Adventure Park site parking lot
Construct a new road from Mine Street to Wheeler Avenue,
including non-motorized improvements on Mill Street/Mine Street
from US 2 to the new connection. This could also include a new
pedestrian crossing at US 2.
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Name

Description

Improve Off-Street Parking to Meet ADA
Requirements

Front Street Plaza

North Road & Chumstick Highway
Improvements
Titus Road Improvements

Confirm that all City-owned off-street facilities are compliant with
ADA parking requirements
Reconstruction of Front Street with addition of Park Plaza on Front
Street and allow for the closure of Front Street to autos during
events and festivals
Reconstruct North Road & Chumstick Highway to improve safety
Titus Road Improvements: Ski Hill Drive to City Limits. Includes nonmotorized improvements

Additional Funding Options
This long-range planning effort has identified many transportation investments that would greatly
enhance Leavenworth's transportation network but exceed forecasted revenues over the next few
decades. Additional revenue sources that the City could consider implementing to enhance its ability to
fund transportation system maintenance and rehabilitation, as well as new capital, are described below.
Transportation Benefit Districts (TBD)
Cities and counties may form transportation benefit districts (TBDs), quasi-municipal corporations and
independent taxing districts that fund specific transportation projects. TBD revenue may be used for
transportation improvements included in a local, regional, or state transportation plan. Maintenance,
operation, and construction costs are eligible. TBDs are typically funded by a vehicle licensing fee or sales
tax and require a vote of the people.

•
•
•

Cons: Requires voter approval to implement
Pros: Flexible funds that can be used for programmatic or capital expenditures
Other consideration: TBDs based on sales tax may be desirable in Leavenworth's tourism-rich
economy

Levy Lid Lift
Cities can levy either a single-year or multi-year levy lid lift to increase property taxes in taxing districts
without banked capacity beyond the 1% limit. While these property tax increases require a vote of the
people, they are flexible funds that can be used to pay for maintenance, operations, or capital costs.

•
•

Cons: Requires voter approval to implement
Pros: Flexible funds that can be used for programmatic or capital expenditures; in many cities, levy
lid lift is one of the options with the highest-potential for revenue generation

•

Other consideration: These funds would be a tax on locals, rather than tourists
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Real Estate Excise Tax
Real estate excise taxes are taxes on the selling price of real estate and do not require a vote. The first
quarter percent can be used on capital projects included in the capital facilities element of the
Comprehensive Plan. The second quarter percent is restricted to transportation, water/storm/sewer
systems, and parks.

•
•
•

Cons: Funds restricted to capital (cannot be used on programmatic expenditures)
Pros: Do not require voter approval
Other consideration: These funds would be a tax on locals, rather than tourists

Transportation Impact Fees (TIF)
These are one-time charges on new development to fund transportation capital improvement needed to
accommodate growth. The State provide guidance for how impact fee programs are developed, including
the types of capital projects that can be funded and how rates must be structured. Impact fees cannot be
used to fund maintenance and operations costs.

•

Cons: Funds restricted to capital (cannot be used on programmatic expenditures); revenue
generation potential would need to be studied

•
•

Pros: Do not require voter approval
Other consideration: Funds generated by new development, not existing tax payers

Implementation of one of these policy options, following a detailed evaluation of the potential revenue
generation and approval by City Council, would increase the funds available for the City to invest in
programmatic and capital transportation improvements. These policy options could allow the City to
leverage revenue generated partially by visitors, in the case of a TBD sales tax, or new development, in the
case of Transportation Impact Fees, to improve existing facilities for all modes and create new
connections, especially for bicyclists and pedestrians.
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CHAPTER 1.
GENERAL
1.1

Introduction.
1.1.1 The City of Leavenworth (the "City"), which was established in 1906,
operates under laws of the State of Washington (RCW) governing Code Cities. Under
this system, there is a Mayor and there are seven (7) elected City Councilors. The
Mayor and six Councilor positions are elected at-large to serve 4-year terms with one
Councilor position elected at-large to serve a 2-year term. The Mayor and Councilors
hold the only elected positions within the City.
1.1.2 The City Administrator is appointed by the Mayor and is responsible for the
overall administration of the City's operations. Department heads are responsible to
the City Administrator. Thus, our chain of command runs from the Mayor, to the
City Administrator, to the department heads, to supervisors to non-supervisory
personnel.

1.2

Purpose/Scope.
1.2.1 THIS MANUAL IS A GENERAL INFORMATIONAL GUIDE TO THE
CITY'S CURRENT EMPLOYMENT POLICIES AND PRACTICES. ANY
DEPARTMENT STANDARD OPERATING PROCEDURES NEEDS TO BE
CONSISTENT WITH THESE POLICIES AND APPROVED IN ADVANCE
BY THE MAYOR OR HIS/HER DESIGNEE.
1.2.2 UNLESS SPECIFIC BENEFITS OR RIGHTS TO THE CONTRARY
ARE GRANTED TO AN EMPLOYEE THROUGH RESOLUTIONS,
INDIVIDUAL EMPLOYMENT CONTRACTS, OR VALID AND EFFECTIVE
COLLECTIVE BARGAINING AGREEMENTS, EMPLOYEES ARE
CONSIDERED AT-WILL EMPLOYEES AND MAY BE TERMINATED
FROM CITY EMPLOYMENT AT ANY TIME, WITH OR WITHOUT CAUSE
AND WITH OR WITHOUT NOTICE.
1.2.3 THE CITY RESERVES THE RIGHT TO AMEND, DELETE,
SUPPLEMENT, OR RESCIND ANY OF THE CITY'S PERSONNEL
POLICIES, AS THE CITY DEEMS NECESSARY AND APPROPRIATE,
WITHOUT ADVANCE NOTICE. THE CITY ALSO RESERVES THE
RIGHT TO DEVIATE FROM THESE POLICIES IN INDIVIDUAL
SITUATIONS, PARTICULARLY IN AN EMERGENCY, IN ORDER TO
ACHIEVE ITS PRIMARY MISSION OF PROVIDING ORDERLY AND
COST EFFICIENTCOST-EFFICIENT SERVICES TO ITS CUSTOMERS.
1.2.4 THESE PRACTICES AND POLICIES ARE NOT AN EXPRESS OR
IMPLIED CONTRACT OR ANY TYPE OF PROMISE OR GUARANTEE OF
SPECIFIC TREATMENT IN SPECIFIC INSTANCES UPON WHICH ANY
EMPLOYEE MAY RELY.
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1.2.5 THESE PERSONNEL PRACTICES AND POLICIES APPLY TO ALL
CITY EMPLOYEES. EXCEPT FOR THE WORK PLACE HARASSMENT
(Section 1.4), TRAVEL EXPENSE REIMBURSEMENT AND CREDIT CARD
USE (Section 4.7), INSURANCE BENEFITS FOR THE MAYOR (section 6.2.3),
AND WIRELESS COMMUNICATION DEVICES (section 8.9), THESE
POLICIES DO NOT APPLY TO ELECTED OFFICIALS AND
INDEPENDENT CONTRACTORS.
IN THE EVENT OF CONFLICT
BETWEEN ANY OF THESE POLICIES AND ANY RESOLUTION OR
PROVISION OF A VALID AND EFFECTIVE COLLECTIVE BARGAINING
AGREEMENT, THE PROVISIONS OF THE RESOLUTION OR LABOR
CONTRACT WILL GOVERN.
1.3

Equal Employment Opportunity.
The City is an equal employment opportunity employer. The City employs, retains,
promotes, terminates and otherwise treats its employees on the basis of merit,
qualifications, and competence, without regard to any individual's sex, race, color,
religion, national origin, pregnancy, age (over the age of 40), marital status, sexual
orientation, genetic information, physical, mental or sensory disability, honorably
discharged veteran or military status, or any other status protected under applicable
federal, state, or local law. Any alleged act or complaint of discriminatory treatment
by any City employee should be reported to the City Administrator for appropriate
investigation and action.
The City provides reasonable accommodation for qualified, disabled employees and
applicants as required by law. Any applicant or employee who believes that he/she
needs assistance in accommodating a disability should make a written request to the
City Administrator or designee specifying the accommodation requested.
The City will also make good faith efforts to provide reasonable accommodation of
an employee’s sincerely-held religious belief, unless the requested accommodation
would create an undue hardship.

1.4

Work Place Harassment.
1.4.1 All employees have the right to work in an environment free from harassment
based on their race, color, sex, sexual orientation, religion, age (over the age of 40),
national origin, marital status, physical, mental or sensory disability, honorably
discharged veteran or military status, or any status protected under applicable local,
state or federal laws.
1.4.2 Harassment based on protected status is unlawful. The City does not tolerate
unlawful harassment of its employees by co-workers, supervisors, managers, officers
of the City, elected officials, or from non-employees conducting business with the
City.
1.4.3 All employees and elected officials must be sensitive to the feelings of others
and must not act in a way that might be considered harassment by someone else.
Conduct appearing to be welcome or tolerated by one employee may be very
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offensive to another. Therefore, the City of Leavenworth prohibits any form of
unlawful harassment including, but not limited to, the specific forms described below.
1.4.4 Sexual Harassment: Sexual harassment is one form of unlawful harassment.
The City prohibits unwelcome sexual advances, requests for sexual favors, and other
verbal or physical conduct of a sexual nature when:
1.4.4.1 submission to such conduct is made, either explicitly or implicitly, a term or
condition of a person’s employment; or
1.4.4.2 submission to or rejection of such conduct adversely influences employment
decisions affecting an employee; or
1.4.4.3 the conduct has the purpose or effect of unreasonably interfering with an
employee’s work performance or creating an intimidating, hostile, or
offensive working environment.
1.4.5 Sexual harassment may include unwelcome sexual advances, requests for
sexual favors, physical touching, or the granting or withholding of benefits in
response to sexual conduct. It also can include verbal or non-verbal behavior such as
suggestive looks or leering; obscene or rude sexual comments, jokes or suggestions;
slang, names, or labels such as “honey,” “sweetie,” “boy,” or “girl” that others find
reasonably offensive; talking about or calling attention to another employee’s body
or sexual characteristics in a negative or embarrassing way; continuing unwelcome
behavior after a co-worker has objected to that behavior; blaming the victims of
sexual harassment for causing the problem; or physical behavior such as pats or
squeezes or repeatedly brushing against someone’s body. More subtle forms of
inappropriate behavior, such as offensive posters, cartoons, caricatures, comments,
pranks and jokes of a sexual nature can also be considered sexual harassment because
they may contribute to a hostile or offensive working environment.
1.4.6 Other Forms of Unlawful Harassment. The City also prohibits any other kind
of workplace harassment based on an individual’s race, color, sex, sexual orientation,
religion, age, national origin, marital status, physical, mental or sensory disability,
honorably discharged veteran or military status, or any status protected under
applicable local, state or federal law. As with sexual harassment, this includes all
conduct that has the purpose or effect of interfering with an employee’s work
performance or creating an intimidating, hostile or offensive work environment.
Examples of prohibited conduct include, but are not limited to, slurs or demeaning
comments to employees or members of the public relating to race, ethnic background,
sexual orientation, gender, religion, age, disability, or any other legally protected class
status.
1.4.7 Reporting Harassment: All employees are responsible to ensure a work place
free from any type of unlawful harassment or conduct. If an employee is aware of
any instances of workplace harassment or believes that he/she is a victim of, or a
witness to, sexual or other forms of unlawful workplace harassment or conduct, the
employee should immediately report, either verbally or in writing, the circumstances
to his/her supervisor.
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Alternatively, if the employee’s supervisor is engaging in such conduct, the employee
should report the alleged harassment to the City Administrator. If the City
Administrator is engaging in such conduct, the employee should report the alleged
harassment to the Mayor or City Attorney. If a complaint is against an elected official,
an employee shall notify the City Administrator and the City Attorney.
1.4.8 False Accusations: Employees who make knowingly false accusations
against others are subject to discipline as well. We trust that all employees will
continue to act reasonably to establish a pleasant working environment free of
discrimination.
1.4.9 Complaint Investigation: All complaints should include the date(s) the
incident(s) occurred, name(s) of the individual(s) involved, name of any witness, and
description of the incident(s), along with a statement of the desired remedy. All
complaints will be immediately investigated. The identity of the employee making
the complaint and the identity of the individual accused of harassment will be kept as
confidential as possible.We encourage employees to use this harassment reporting
policy without worrying about whether the conduct involved would be considered
harassment in a legal sense. If you think it might be harassment, report it. This applies
to harassment or discrimination caused by anyone with whom an employee comes
into contact as part of an employee’s job, including co-workers, clients, contractors,
vendors, suppliers, members of the public, or any other third party.
Complaints will be investigated thoroughly and promptly. To the extent possible,
complaints will be handled confidentially. Refusal to cooperate in an investigation
will be grounds for discipline up to and including termination.

1.4.10 Discipline: Workplace harassment is a serious offense. Any employee who
is found to have engaged in such conduct will be subject to appropriate disciplinary
action, which may include immediate termination.
1.4.11 Retaliation: The City prohibits any form of retaliation against an employee
who makes a good faith complaint regarding unlawful harassment. Any retaliatory
conduct should be reported immediately and will be cause for disciplinary action,
which may include termination of employment.
1.5

Work Place Violence.
1.5.1 Work Place Violence is any verbal or physical action that is communicated or
perceived as a threat, harassment, abuse, intimidation, or personal contact, that
produces fear, causes bodily harm, or damage to property. Even joking about violent
acts is prohibited. Work place violence may involve family, friends, strangers, coworkers, elected officials, or members of the public. The City does not tolerate acts
of violence towards City employees or property. All acts of violence are treated
seriously and each act of violence will be dealt with promptly and appropriately using
administrative, managerial, legal, and disciplinary actions to minimize risk to
employees and property.
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1.5.2 All employees are responsible for refraining from participating in violent
actions and for reporting to their department head/supervisor or the City
Administrator any threatening or dangerous situations that occur within the work
place or affect their work requirements. Employees who feel an immediate threat and
cannot reach the Administrator should call 911 and leave the area as soon as possible.
Employees may not bring weapons of any type into the workplace.

1.6

Employee Personnel Records.
1.6.1 A personnel file for each employee is maintained by the City Administrator
or his/her designees, and access is generally limited to the employee, the employee's
department head/supervisor, and the City Administrator unless broader disclosure is
required by law. Usually, an employee's personnel file contains the employee's name,
title and/or position held, job description, department to which the employee is
assigned, salary, changes in employment status, training received, performance
evaluations, personnel actions affecting the employee, including discipline, and other
pertinent information.
1.6.2 Each employee may periodically review his/her personnel file with
supervision by the City Administrator or his/her designees. An employee may place
pertinent information in his/her personnel file with the approval of the City
Administrator. An employee may request removal of irrelevant or erroneous
information in his/her personnel file. If the City denies the employee's request to
remove the information, the employee may file a written rebuttal statement to be
placed in his/her file.
1.6.3 Personnel files are kept confidential to the maximum extent permitted by law.
Except for routine verifications of employment, information from an employee's
personnel file will not be released to the public, including the press, without a written
request for specific information that is disclosable by law or a valid court order or
administrative agency request. The City Administrator or his/her designee’s will
include a written statement in each current and former employee’s file related to
reference checks that will include the name of the person calling, date and nature of
questions for employment verification purposes, and the information provided to the
requesting party.

1.7

References.

1.7.1 Usually, the City does not give references, other than to confirm the dates of
employment and last salary, without the employee's prior written consent. Any requests for
references should be referred to the City Administrator or his/her designees. No employee
should provide any reference information to a third party regarding another current or former
City employee unless the reference request has first been referred to the City Administrator.
The City Administrator will respond to such requests, or coordinate with the appropriate
supervisor to respond, to ensure legal considerations are observed.
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CHAPTER 2.
HOURS AND ATTENDANCE
2.1

Employment Status Definitions.
2.1.1 Non-Exempt Employee - An employee who is not exempt from the minimum
wage, overtime, and timecard provisions of the wage and hour laws. Such employees
may receive an hourly wage or a salary and are eligible for overtime pay at the rate
of one and one-half times the regular rate of pay for all hours worked in excess of 40
hours in the workweek.
2.1.2 Exempt Employee - An employee who is exempt from the minimum wage,
overtime and timecard provisions of the wage and hour laws. Exempt employees
include supervisory, administrative, and professional employees who are paid on a
salary basis. Some examples include the City Administrator and Department
Directors. When employees are hired, they will be informed of exempt status.
2.1.3

Employee Classifications 2.1.3.1 Employees - Means year-round, full-time, and part-time, returning
seasonal, temporary, and trial period employees covered by the Bargaining
Unit.
2.1.3.2 Part-Time Employee - An employee hired for a period of twentyfour (24) hours per week or less.
2.1.3.3 Returning Seasonal - means an employee working eight (8) months or
more but less than twelve (12) months per year with a seasonal layoff.
2.1.3.4 Temporary Employee - An employee who performs work that has an
end in sight and lasts sevenix (76) consecutive months or less. The duration of
employment may be extended on a case-by-case basis, and may be subject to
approval by the Union if applicable under the labor contract.

2.1.4 Trial Period - "Trial period" is the first six (6) months of continuous
employment. A new trial period may begin when an employee transfers or applies for
another position within another department or when the job duties are substantially
different. During this period a department head or his/her designee will evaluate the
employee’s performance. Any new employee or any employee returning to employment
after any severance in City service except lay-off may be terminated without prior notice
during the trial period and without recourse to the grievance procedure. Employees may
not be terminated during their trial period for any reason that violates a statute, law,
ordinance, or labor agreement. Each trial employee will be evaluated by his/her
supervisor at the end of the first six (6) months, and near the end of the second six (6)
months. During this time period also, an employee may resign without prior notice. The
trial period may be extended up to an additional six months as determined by the
Department Director and approval by the City Administrator.
2.2

Working Hours.
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2.2.1 A normal working schedule for full-time employees consists of 40 hours each
work- week. In most circumstances, the standard workday is from 8:00 a.m. to 5:00
p.m. with one hour for lunch. Different work schedules may be established by the
City to meet job assignments and to provide necessary City services. Each employee's
department head/supervisor will advise his/her employees regarding their specific
working hours.
2.2.2 Part-time, returning seasonal, and temporary employees work the hours
specified by their department head/supervisor.
2.2.3 For most City employees, the established work period is 40 hours within a
seven-day workweek.

2.3

Overtime.
2.3.1 Non-exempt employees are entitled to additional compensation, either in cash
or compensatory time off, when they work more than the maximum number offorty
hours during a work period.
2.3.2 All overtime must be authorized in advance by the employee's department
head/supervisor or the City Administrator.
2.3.3 Overtime pay is calculated at one and one-half times a non-exempt employee's
rate of pay for all time worked in excess of 40 hours during a workweek.
2.3.4 For purposes of overtime computations, the City's workweek begins at 12:00
a.m. Sunday through 11:59 p.m. Saturday.
2.3.5 When computing overtime, holidays, sick leave and vacation time are not
counted as hours worked unless applicable under the current labor contract.
2.3.6

Exempt employees do not receive overtime.

2.3.7 Overtime will generally be paid to employees on the normal end-of-month
paycheck for the month during which the overtime occurred. If overtime occurs after
the end-of-month paycheck is computed, that overtime will be paid on the following
end-of-month paycheck.
2.4

Compensatory Time.
2.4.1 Non-exempt employees entitled to overtime pay may elect, with prior
approval, to receive compensatory time off instead of cash payment. This is approved
on a case-by-case basis by the employee's Department Head/Supervisor and the City
Administrator. If the compensatory time option is exercised, the employee is credited
with one and one-half times the hours worked as overtime. An employee may accrue
up to 40 hours of compensatory time. After an employee accrues 40 hours of
compensatory time, any additional overtime compensation is paid to the employee.
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2.4.2 Salaried exempt employees have some flexibility and ability to adjust their
schedule to respond to work load demands. The expectation is that work is
completed to meet deadlines and in a timely manner. In some weeks, this may
require working beyond the standard work schedule, and no additional compensation
is paid for those additional hours. In other weeks the workload may be lighter, and
the exempt employee will receive the same salary despite working fewer hours.
Beginning June 1, 2011 the City of Leavenworth will be suspending the current
practice of accruing and recording Comp Time or Administrative Time for exempt
employees. Those employees with administrative hours accrued should work
towards depleting those “banked” hours within the next seven (7) months. Effective
January 1, 2012 those “banked” hours will no longer be presented on the monthly
time cards or within the City’s payroll software. As noted above, the cCity will be
moving towards the more traditional model of exempt employee’s flex time.
2.4.3 In most circumstances, accrued compensatory time should be used within the
same calendar year it is accrued. Unless approved in advance by the City
Administrator, accrued but unused compensatory time usually isis usually paid to the
employee at the end of each calendar year.
2.5

Attendance.
2.5.1 Punctual and consistent attendance is an essential function of every
employee's job and a condition of continued employment. Employees are expected
to work a complete workday. Each employee is expected to be at their place of work
and be prepared to work at the designated starting time and continue to work until the
designated quitting time. Employees are not expected to be absent from work without
making prior arrangements with their department head/supervisor.
2.5.2 Employees unable to work or unable to report to work on time should notify
their department head/supervisor or his/her designee as soon as possible, before the
workday begins, or within a reasonable time of the employee’s usual starting time, as
determined by the employee's department head/supervisor, and state the reason for
being late or being unable to report for work. If an absence continues beyond one
day, the employee is responsible for reporting in each day. Any unauthorized
absence, including tardiness, will be considered an absence without pay and may be
cause for disciplinary action, up to and including possible termination.
2.5.3 Employees are expected to be at work even during inclement weather.
Department head/supervisors may allow employees to be late or leave early during
severe weather conditions; however, non-attendance is counted as an absence from
work and may be charged against a non-exempt employee's accrued, but unused,
compensatory time first and vacation time second, if any.

2.6

Emergency Closure.
All City offices and activities are to be open and in operation during established
working hours. Because many City services are of primary importance during
emergency conditions, employees need to make every effort to report to work on a
timely basis. Should emergency conditions prevent City employees from reporting
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to work, it is the employee's responsibility to contact his/her supervisor or department
head/supervisor to indicate anticipated absence from work, or late arrival to work, and
the reason for such absence or tardiness. A non-exempt employee who is unable to
report to work may be given the option of having pay deducted for the time lost or of
applying for vacation credits or earned compensatory time, if any, to offset any loss
of pay, subject to the approval of the employee's department head/supervisor.
2.7

Breaks and Meal Periods.
2.7.1 Employees are allowed a minimum half hour (30 minute) unpaid lunch period
or up to a one hourone-hour unpaid meal period at the discretion of the department
head/supervisor depending on the employee’s normal work schedule. The meal
period usually commences between two to five hours from the beginning of the
employee's shift. In most circumstances, meal periods are scheduled by the
employee's department head/supervisor. The lunch times and lengths are scheduled
at the discretion of the Department Supervisor or Director. Supervisors will balance
workloads, customer service requirements, and coverage of operating hours when
scheduling employees lunch periods.
2.7.2 If an employee works three or more hours longer than the employee's normal
workday, the employee is usually allowed at least one additional unpaid 30 minute30minute meal period prior to or during the extended work period.
2.7.3 In most circumstances, the City tries to provide employees at least a tenminute paid break period for each four hours of working time. To the extent practical,
the City endeavors to schedule rest periods as near as possible to the midpoint of the
workday, as long as the rest period does not interfere with City business or service to
the public. Employees should not work more than three hours without having either
a rest break or a meal break. If you are not getting your breaks, you should inform
your department head/supervisor.
2.7.4 Non-exempt employees who are nursing mothers are entitled to unpaid breaks
during the workday for the purpose of expressing breast milk. Absent undue hardship,
this entitlement shall continue for one yeartwo years following childbirth. The City
will provide a suitable, private location for these breaks.

2.8

Call Back.
2.8.1 All employees are subject to call back in emergencies or as needed by the City
to provide necessary services to the public. A refusal to respond to a call back is
grounds for disciplinary action, including possible termination. Employees called
back to duty are paid their appropriate rate of pay for hours worked (the overtime rate,
if applicable).
2.8.2 Unless otherwise specified in a valid and effective collective bargaining
agreement, non-exempt employees who leave work and are called back to work after
completing their regular day's shift are paid in most circumstances for a minimum of
two hours worked. Exempt employees are not eligible for call back pay.

2.9

Time Reporting.
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Maintaining accurate time records is essential in computing employee pay, ensuring
compliance with laws and regulations, and providing accurate cost information for
the City. Each employee is responsible for completing his/her own time card as
required. Reported times should be rounded off to the nearest 15 minute15-minute
increments. The Department head/supervisor is responsible for ensuring that the time
cards are maintained and submitted to the Finance Department. Falsification of time
cards is grounds for disciplinary action, including possible termination.

2.10

Work Attire.
2.10.1 The City considers it very important that employees are well groomed, neat,
and dress appropriately for their job function and, while we trust each employee’s
common sense and good judgment, a dress code must be followed that is appropriate
to the work environment. Appropriate dress and hygiene are important in promoting
a positive City image to our customers, both internally and externally. Department
Heads are responsible for ensuring that these guidelines are implemented and
followed in their operational areas, in accordance with the items outlined below.
2.10.2 The City observes a “business casual” dress environment at City Hall. Slacks
and collared shirts are appropriate attire. There may be situations requiring more
formal attire. If the employee is conducting or attending meetings, seminars,
roundtables, etc. where they come in contact with other business professionals, the
employee is expected to represent the City in a professional manner and dress
appropriately for conducting such business. Fridays are “casual”, meaning jeans may
be worn providing they are clean and in good repair. “Casual” dress is a benefit and
must be adhered to in order to be retained.
2.10.3 Other City work locations: All employees who do not regularly meet the
public shall dress in a manner consistent with safety requirements and maintain
personal appearance and hygiene at as high a standard as working conditions permit.
Work clothes and grooming must be clean and well maintained. Where uniforms are
required, they shall be furnished and maintained by the City and worn by the
employee.
2.10.435 Effective ----------, tThe Public Works Department has established a
Uniform & Clothing Policy;, thatthis policy is included by reference to this policy and
is availableincluded as Appendix No. 12.
2.10.4 Public Works Employees may be allowed to wear shorts with prior approval
of management during the period from May 15 through October 15 each year.
•
•

Shorts may be allowed when the safety or health of the employee(s) will not
be jeopardized by wearing them. That determination lies solely at the
discretion of management.
Supervisory approval for wearing shorts must be obtained on a day-to-day or
task-by-task basis.
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•
•

•
•
•

•

All employees will have appropriate long pants with them which they will
change into if a task they are to perform requires it.
When employees might be performing a variety of tasks, some of which may
be suitable for shorts while others may not, they should wear long pants unless
their work location provides an appropriate place where they can change from
shorts into long pants without any disruption of their assigned work.
Changing into/out of shorts in the cab of a vehicle is not appropriate and will
not be permitted.
Employees will be responsible for providing and maintaining their own shorts.
Shorts shall be kept clean and in good repair.
Work shorts and cargo-type shorts available from local retailers will be
allowed as long as they are made of cotton or cotton/polyester and color is
limited to tan, dark blue, brown or black. Shorts will be minimum walkingshort length and not be overly restrictive.
Denim/blue jean shorts, nylon athletic shorts, and shorts bearing advertising
or athletic team logos will not be allowed.

Tasks for which wearing shorts may be allowed:
• Landscape maintenance with the exception of work involving mowers and
trimmers.
• Trash collection and litter pickup except for debris cleanup after a storm or
disaster.
• Other tasks with prior approval of management.
Task for which wearing shorts is not allowed:
• Paving.
• Tree trimming.
• Brush collection.
• Work in and around excavations.
• Work involving rotating, impact, or vibratory equipment.
• Pressure washing.
• Tasks requiring use of hazardous chemicals.
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CHAPTER 3.
EMPLOYMENT PRACTICES
3.1

New Employee Orientation.
New employees usually participate in a new employee orientation to their
departments and the City. Typically, new employee orientation includes information
about the City's organization and services, safety work rules, personnel policies,
departmental rules and procedures, completion of payroll forms, and introduction to
other City personnel.
3.1.1 Union Membership. Employees of the Employer covered by the Union Agreement
may, following the beginning of such employment, join the Union. The Union agrees to
represent all employees within the bargaining unit without regard to Union membership.
The Union shall provide the Employer with thirty (30) calendar days’ notice of any
change in the dues structure and/or the initiation fee structure. The Union and the
employee may enter into an agreement to provide for a division of the costs incurred,
should the employee request the Union's assistance in pursuing a grievance on the
employee's behalf. If such employee pursuant to this Section requests the Union to use
the Grievance and Arbitration Procedure on his behalf, the Union is authorized to charge
the employee for the reasonable cost of using such procedure. When the Employer hires
a new employee, the Employer shall, within fourteen (14) calendar days of the date of
employment, notify the Union in writing giving the name, social security number, hire
date, address, and classification of the employee hired. The Employer will inform new,
transferred, promoted, or demoted employees in writing prior to appointment into
positions included in the bargaining unit(s) of the Union’s exclusive representation
status. The Employer will furnish the employees appointed into bargaining unit
positions membership materials supplied by the Union. The Employer will inform
employees in writing if they are subsequently appointed to a position that is not in a
bargaining unit. Per statute, Union representatives shall be given a minimum of thirty
minutes paid time with each new employee to discuss union membership.
3.1.2 Dues Cancellation. An employee may cancel payroll deduction of dues by written
notice to the Employer and the Union. The cancellation will become effective on the
second payroll after receipt of the notice. When provided a "voluntary check-off"
authorization in the form furnished by the Union and signed by an employee, the
Employer agrees to deduct from the employee's pay, the Union's applicable dues, as
prescribed in the "voluntary check-off" form. The full amount of monies so deducted by
the Employer shall be promptly forwarded to the Union by check along with an
alphabetized list showing names and amounts deducted from each employee. The Union
agrees to defend and hold the Employer harmless against all suits, orders or judgments
brought or issued which may arise from the Employer making a good faith effort to
administer this section. The Employer must provide the exclusive bargaining
representative reasonable access to new employees of the bargaining unit for the
purposes of presenting information about their exclusive bargaining representative to the
new employee. The presentation may occur during a new employee orientation provided
by the employer, or at another time mutually agreed to by the employer and the exclusive
bargaining representative.
a. access to the new employee occurs within ninety days of the employee's start
date within the bargaining unit and,
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b. the access is for no less than thirty minutes; and
c. the access occurs during the new employee's regular work hours at the
employee’s regular worksite, or at a location mutually agreed to by the employer
and the exclusive bargaining representative.
d. nothing in this section prohibits the Employer from agreeing to longer or more
frequent new employee access, but in no case may an employer agree to less
access than required by this section.

3.2

Promotions and Transfers.
3.2.1 Full and part-time employees are eligible for promotion, transfer, or voluntary
demotion. To be considered for another position, an employee must possess the
qualifications for the vacant position, unless the City Administrator determines that
waiving those requirements is in the best interest of the City.
3.2.2 The City encourages current City employees to apply for vacant City positions
for which they are qualified. Promotions and transfers are based on the department
head/supervisor's recommendation, work force requirements, performance
evaluations, job descriptions, and related City requirements.
3.2.3 A promotion is an appointment of an employee to another classification with
a higher salary range with expanded responsibilities. Usually, upon promotion, an
employee is paid the nearest higher step in the promoted employee's new salary range.
A promoted employee may be demoted or terminated from the new position if the
City determines, in its sole discretion, that the employee is not satisfactorily
performing in the new position.
3.2.4 The City, in its sole discretion, may fill a vacant position by transferring a
qualified employee to the position. An employee may request a transfer to a vacant
position by notifying the City Administrator in writing. Current employees will be
advised of any new job openings which may occur and will be encouraged to apply. In
the event that a current employee and the top outside applicant are equally qualified,
preference will be given to the current employee. The Employer's decision will be final
and binding, not subject to grievance.

3.3

Layoffs.
3.3.1 The City may lay off employees due to lack of work, lack of funds, or for
other financial or organizational reasons. In determining who is to be laid off,
consideration should be given to individual performance and the qualifications
required for remaining jobs and any other relevant factors. Prior to such action, the
City may endeavor to place affected employees into another available position for
which they are qualified, as determined by the City, within the City.
3.3.2 Prior to a layoff, the City will try to provide affected employees two week's
noticeweeks’ notice of the pending layoff or pay in lieu of notice.
3.3.3 During the 12 month12-month period following a layoff, the City may rehire
a laid off employee if a suitable position becomes available for which the employee
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is qualified and the former employee has requested, in writing, to be considered for
re-hire.
3.4

Reclassification.
If, based on the needs of the City, the duties and responsibilities of a particular
position are substantially changed, the City may reclassify a position. If the
reclassification places the position in a higher salary range, the employee's rate may
be adjusted to the next higher step. If the reclassification places the position in a
lower salary range, the employee's rate of pay may be adjusted to the pay step in the
new range that is nearest to the employee's former rate of pay. Any pay adjustments
will be prospective only.

3.5

Resignation.
Employees shall submit written notice of resignation to their department
head/supervisor at least ten working days (two calendar weeks) prior to the effective
date of their resignation. The City Administrator may schedule an exit interview, if
appropriate. When an employee resignsresigns, the employee is expected to return
all City property, including uniforms, equipment, and keys. Failure to provide
adequate notice of resignation may result in an employee being ineligible for rehire.
The employee’s work history with the City will acknowledge if a proper notification
period was provided to the City.

3.6

Return of City Property Upon Separation.
Upon separation from the City, whether due to resignation or termination, an
employee must return all City property, including uniforms, equipment, and keys.
Failure to promptly return City property may cause the City to file a police report for
theft of property, pursue a civil legal action, and/or withhold the value of the property
from the employee’s final paycheck to the extent permitted by law. Failure to return
City property will also make an individual ineligible for rehire with the City.
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CHAPTER 4.
COMPENSATION
4.1

Salary Classification and Grades.
4.1.1 Each job title within the City is classified, for salary purposes, into one of the
City's classifications based on job qualifications, level of responsibility, difficulty,
working conditions, skill, hazard, and amount of supervision required for the specific
position. Each classification is assigned a particular salary or salary range in
accordance with the City's salary and wage schedule, which is approved annually by
the City Council and negotiated from time to time with the Union. The City Council
may designate a wage range for non-union positions to allow for advancement in
recognition of longevity and experience. The Mayor or designee may consider
temporary pay adjustments for out of class pay increases on a case by case basis.
4.1.2 Within available resources, the City's compensation plan is generally
competitive with other comparable employers in similar job markets. Typically, the
salary ranges of each classification should be representative of the skills and the
responsibilities required and reflective of levels of authority and responsibility in the
organization.

4.2

Employee Pay Rates.
4.2.1 Each employee's salary, along with the position's salary range, is reviewed
periodically.
4.2.2 In most circumstances, employees are paid within the limits of the salary range
to which their positions are assigned.
4.2.3 Usually, new employees start their employment at the minimum salary range
for their classification. However, a new employee may be employed at a higher rate
than the minimum when the employee's experience, training or proven capabilities
warrant, or when prevailing market conditions require, in the City's sole judgment, a
higher starting rate than the minimum.
4.2.4 Pay increases are contingent on satisfactory performance. If an employee's
performance is unsatisfactory, a scheduled pay increase may be deferred for a
stipulated period of time or until the employee's job performance is satisfactory.
4.2.5 From time to time the City Council may grant across the board pay
adjustments (cost-of-living increases), raising the salaries of all positions by a
specified amount within a defined group of classifications.

4.3

Paydays.
4.3.1 Employees are paid once per month on the last weekdaythe 5th day of the
month following the month of service subject to section 4.3.2, at which time each
employee receives a complete accounting of his/her earnings. An employee may
request a mid-month draw check that is payable on the 2015th of each month subject
to section 4.3.2.
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4.3.2 If a regularly scheduled payday falls on Saturday, Sunday, or a holiday,
paychecks are distributed on the Friday preceding the payday.
4.4

Payroll Records.
The official payroll records are kept by the City's Finance Director or his/her
designee. Each department head is expected to turn in, on a monthly basis, a signed
work record for each employee within his/her department, noting hours worked, leave
taken, and overtime worked. The City Administrator signs work records for
department heads.

4.5

Deductions.
Some regular deductions from the employee's earnings are required by law such as
taxes and garnishments; other deductions are specifically authorized by the employee.
The City withholds from the employee's paycheck those deductions required by law
and any voluntary deductions authorized by the employee, such as union dues.

4.6

Paycheck Adjustments.
The City does its best to provide you with proper pay for all hours worked. Should
you notice an error in your pay or an improper deduction, please bring it to the
attention of Payroll right away so that it can be verified and correct itcorrected if
appropriate. Should the City discover an overpayment, the Payroll Department will
take steps to recoup the payment error consistent with state law. Overtime will
generally be paid to employees on the normal end-of-month paycheck for the month
during which the overtime occurred. If overtime occurs after the end-of-month
paycheck is computed, that overtime will be paid on the following end-of-month
paycheck.

4.7

Compensation Upon Termination.
When an employee's employment with the City is terminated, the employee receives
the following compensation:
4.7.1 Regular wages for all hours worked up to the time of termination that have
not already been paid;
4.7.2

Any overtime, compensatory time, or holiday pay due; and

4.7.3 A lump sum payment of any accrued but unused vacation time. Upon
termination of employment, payout for unused vacation will be prorated by month
and rounded off to the nearest ½ day.
4.7.4 After five (5) years of employment, employee will be paid for any unused sick
leave up to a maximum of thirty days or two hundred and forty (240) hours. There is
an exception for those employees terminated for just cause: employees terminated for
just cause will not be paid for sick leave accrued.
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CHAPTER 5.
PERFORMANCE EVALUATIONS AND TRAINING
5.1

Performance Evaluations.
5.1.1 To achieve the City's goal to train, promote, and retain the best qualified
employee for every job, the City conducts periodic performance evaluations for all
positions.
5.1.2 In most circumstances, employees are evaluated by their department
head/supervisor at least once every 12 months.
5.1.3 The evaluation is part of an employee's personnel record and may be a factor
in determining the employee's conversion to regular status, whether the employee
receives a wage increase, or is to be promoted, transferred, demoted, laid off, or
terminated.
5.1.4 In some cases, performance evaluations may be used to identify training needs
and potential for advancement. Usually, if an employee's performance is substandard,
the department head/supervisor will inform the employee of the necessary
improvement expected.

5.2

Training Policy.
The City seeks, within the limits of available resources, to offer training to increase
an employee's skills, knowledge and abilities directly related to City employment, to
obtain or maintain required licenses and certifications, and to develop staff resources.
Opportunities may include, but are not limited to: on-the-job training, in-house
workshops, and seminars sponsored by other agencies or organizations.
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CHAPTER 6.
BENEFITS
6.1

Retirement Benefits.
All regular employees who meet the criteria established by state law are contributing
members to one or more of the following retirement plans:
6.1.1

Washington State Public Employees Retirement System (PERS); and/or

6.1.2

Social Security.

All regular and returning seasonal employees may also participate in any other
approved retirement or deferred compensation plan. This would include, but may not
be limited to, the Washington State Department of Retirement Systems, Deferred
Compensation Plan, and the ICMA Retirement Corporation.
6.2

Insurance Benefits.
6.2.1 Employees that are eligible to participate in the City's insurance programs are
required to participate in accordance with the terms of those plans. All eligible
employees will receive the same financial coverage limits as defined in the collective
bargaining agreement unless otherwise specified within this policy; this includes
Health and Welfare, Dental, Vision and HRA VEBA benefits. Normally, the
programs and criteria for eligibility are explained at the time the employee becomes
eligible to join. The City reserves the right to make changes in the carriers and
provisions of these programs when deemed necessary or advisable.
6.2.2 Upon an employee's termination from City employment, at the employee's
option and expense, the employee may elect to continue City health insurance benefits
to the extent provided under COBRA. Continuation rights are not available if an
employee is terminated for "gross misconduct."
6.2.3 The Leavenworth Mayor is authorized to participate in the City’s medical,
dental and vision insurance plans for himself/herself and his/her spouse or registered
domestic partner subject to the requirements as set forth in the City of Leavenworth
Resolution 4-2004.
6.2.4 The Employer reserves the right to change or provide alternate insurance
carriers, or to self-insure as it deems appropriate or as may be required by federal or
state law for any form or portion of insurance coverage referred to in this Article so
long as the new coverage and benefits, to the extent practical, are substantially
similar to the conventional insurance coverage which predated this Agreement,
provided however, the Employer and the Union agree on the alternate carrier.
6.2.5 The Employer reserves the right to change or provide alternate insurance
carriers, modify benefits, or to self-insure as it deems appropriate for all nonbargaining unit employees at any time.
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6.3

Vacation.
6.3.1 Currently, unless otherwise provided by union contract or separate
employment agreements, each regular full-time employee accrues vacation leave as
follows:
1st year
2ndndne year
3rd through 5th years
6th and 7th years
8th through 10th years
11th through 15th years
16th through 20th years
21stst through 25thth years
26thth and beyond years

12 days total
13 days total
14 days total
15 days total
16 days total
17 days total
18 days total
21 days total
22 days total

8.00 hours per month
8.66 hours per month
9.33 hours per month
10.00 hours per month
10.66 hours per month
11.33 hours per month
12.00 hours per month
14.00 hours per month
14.66 hours per month

6.3.2 Only those days that the employee is normally required to work are counted
in computing the vacation period to which the employee is entitled. Vacation time is
not charged for holidays if the holiday occurs during vacation time taken by the
employee.
6.3.3 Vacation accrual is calculated on a monthly basis beginning with an
employee's date of employment. The first and last month of employment are prorated
based on the number of days worked in the month. Vacation accrual continues during
paid vacation time, recognized holidays, and authorized paid sick leave. Vacation
does not accrue during any leave without pay.
6.3.4

Part-time and temporary employees are not eligible for any vacation benefits.

6.3.5 Vacation time is intended to provide the employee with a period of relaxation
away from work. Vacation time is approved by the department head/supervisor at the
convenience of the City, but the City usually tries to accommodate the employee's
requests. Where there are conflicting requests, the employee who requested the time
off first will usually be given preference.
6.3.6 Accumulated vacation time may not exceed fifteen twenty-two (2215) days or
one hundred and twenty seventy-six (17620) hours for non-exempt full-time
- days or eighty-eight (880)
employees, ten -eleven (110)
- - hours for eligible returning
seasonal except as specified in the union contract for prospective retirees. Exempt
employees may accumulate up to forty (40) days or three hundred and twenty (320)
hours. In most circumstances, an employee will stop accruing additional vacation if
s/he reaches the maximum number of days of accumulation. However, a department
head/supervisor may allow an employee to accrue and take vacation time beyond the
maximum, if approved by the City Administrator, in cases where City business
prevented the employee from taking the vacation.
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6.3.7 Employees may use accrued vacation leave as earned, if approved by the
employee's department head/supervisor in advance. Vacation will not be advanced
prior to being earned.

6.4

Sick Leave.
6.4.1 Currently, regular full-time employees accrue sick leave at the rate of eight
hours for each full month of service beginning with the date of employment. The first
and last months of employment are prorated based on the number of days worked in
the month. By December 1st of each year any sick leave accrued over one hundred
and fifty working days (150) / twelve hundred hours (1200) shall be paid directly to
the employee in the December 5th employee’s payroll check.
Beginning January 1, 2018, pPart-time or temporary employees willdo not accrue sick
leave benefits at a rate of one hour of paid sick leave for every 40 hours worked. A
minimum of 40 hours must be achieved to receive the accrual; partial hours of less
than the minimum will not be credited with prorated hours of sick leave pay. A parttime or temporary employee is entitled to use accrued paid sick leave beginning on
the 90th calendar day after the start of employment. Unused paid sick leave of 40
hours or less will be carried over to the following year for a period not to exceed 12
months from the last date of accrual.. Part-time employees that do not return within
one year will lose any accumulated sick leave credit. Only hours worked shall be
considered as time worked for the purpose of calculating the sick leave accrual; i.e.
use of sick leave is not counted towards hour worked. Use of paid sick leave will
follow all other rules as defined in sections 6.4.2 through 6.4.3.8.
6.4.2

Employees do not accrue sick leave benefits during a leave without pay.

6.4.3 Usually, sick leave covers those situations in which an employee is absent
from work due to:
6.4.3.1 An employee’s own illness, injury or health condition; to accommodate
the need for medical diagnosis, care or treatment of a health condition; or
preventive medical care.
Mental or Pphysical injury or illness, injury, or health condition to the
employee;
6.4.3.2 The need to care for the employee's dependent children under the age
of 18 who are ill When the employee’s place of business has been closed by
order of a public official for any health-related reason, or when an employee’s
child’s school or place of care has been closed for such a reason;
6.4.3.3 An employee’s need to care for a family member with illness, injury or
health condition; care for family member who needs medical diagnosis, care or
treatment; care for family member who needs preventive medical care. 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
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biological, adoptive, de facto, step-parent, 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.
Serious illnessMental or physical illness, injury, or health condition of a member
of the employee’s immediate family, defined as: dependents covered under the
employee’s medical benefits, as well as spouse, parents, children, step-children,
guardian children, grandparents, grandchildren, registered domestic partners,
aunts, uncles, siblings, registered domestic partners, and all in-law relations of
the same, aunts, uncles, and siblings; (provided, however, that such must be
living in the home or partially supported by the employee);

6.4.3.4 Medical or dental appointments for the employee or dependent child
provided that the employee makes a reasonable effort to schedule such
appointments at times which have the least interference with the workday;
6.4.3.5 Exposure to a contagious disease where on-the-job presence of the
employee would jeopardize the health of others;
6.4.3.6 Use of a prescription drug, which impairs safe job performance;
6.4.3.7 Actual periods of temporary disability associated with pregnancy or
childbirth;
6.4.3.8 For reasons related to domestic violence, sexual assault or stalking that
affect the employee or the employee’s family member (see policy on domestic
violence leave below).
6.4.3.9 Other reasons approved by the City.
6.4.4 A doctor's certificate may be required before an employee returns to work if
the employee is absent for more than three consecutive days, or in other circumstances
as determined by the department head/supervisor when abuse of sick leave privileges
is suspected. An employer’s requirements for verification may not result in an
unreasonable burden or expense on the employee and may not exceed privacy or
verification requirements otherwise established by law.
6.4.5 Employees need to immediately report, in compliance with department rules,
their absence from work to their department head/supervisor.
6.4.6 If all of the employee's sick leave is used, and shared sick leave is not
available, the City may charge the employee's time off to the employee's accrued but
unused vacation.
6.4.7 Employees who use all accumulated sick leave and vacation and require more
time off work due to illness, disability, or injury may, depending on the
circumstances, and with the City's prior approval, take shared sick leave, FMLA
leave, or leave without pay.
6.4.8 When an employee is injured on the job, the employee will use sick leave for
time off the job due to the injury. If the employee subsequently receives time-loss
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benefits from the Department of Labor and Industries for the injury, the L&I TimeLoss benefit check will be given to the City and converted to sick leave for the
employee on a dollar-for-dollar basis for the purpose of reimbursing the sick leave
the employee used related to the injury. In the event the employee does not have
adequate sick leave (or vacation leave) to cover the time-loss, the employee may
keep the L&I Time-Loss benefits.
6.4.9 Employees may be paid a percentage of accrued but unused sick leave.
Effective January 1st, 2016, the City will offer an annual buy-out of up to two hundred
dollars ($200) of sick time pay (rounded to the nearest one (1) hour increment in the
month of December provided that the employee has the number of hours needed to
meet the maximum allowable payout in their sick bank.
6.5

Use of Employee’s Choice of Accrued Leave To Care For Ill Family Member
Consistent with the Washington Family Care Act, employees may use their choice
of any accrued leave (whether vacation, sick leave, comp time, or floating holidays)
that they have available for their own use in order to care for their child, spouse,
parent, parent-in-law, registered domestic partner, or grandparent.
An employee may use available paid time off to care for his/her child where the
child has a health condition requiring treatment or supervision, or where the child
needs preventive care (such as medical, dental, optical, or immunization services).
An employee may use available paid time off when a spouse, registered domestic
partner, parent, parent-in-law, or grandparent has a “serious or emergency health
condition”, which are conditions:
•

Requiring an overnight stay in a hospital or other medical-care facility;

•

Resulting in a period of incapacity or treatment or recovery following
inpatient care;

•

Involving continuing treatment under the care of a health care services
provider that includes any period of incapacity to work or attend to regular
daily activities; or

•

Involving an emergency (i.e., demanding immediate action).

Where the need for family care leave is unexpected, the City understands that advance
approval of the use of leave (as is required for certain kinds of leave) may not be
possible. Employees are required, however, to notify their supervisor of the need to
take time off to care for a family member as soon as the need for leave becomes
known. The City reserves the right to require verification or documentation
confirming that a family member has or has had a “serious or emergency” health
condition when available leave is used to care for that family member. An employer’s
requirements for verification may not result in an unreasonable burden or expense on
the employee and may not exceed privacy or verification requirements otherwise
established by law.
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6.6

Shared Sick Leave.
6.6.1 The purpose of shared sick leave is to permit City employees, at no additional
cost to the City other than the costs of administering the program, to come to the aid
of a fellow City employee who is suffering from or has an immediate family member
suffering from an extraordinarily severe illness, injury, impairment, or physical or
mental condition which has caused or is likely to cause the employee to take leave
without pay or to terminate his or her employment.
6.6.2 The City Administrator may permit an employee to receive shared sick leave
under this section if:
6.6.2.1 The employee suffers, or has an immediate family member suffering
from, an illness, injury, impairment, or physical or mental condition which is
of an extraordinary or severe nature, and that reason has caused, or is likely to
cause, the employee to go on leave without pay status or to terminate his or
her employment with the City;
6.6.2.2 The employee has depleted or will shortly deplete his or her total
accrued vacation, sick leave, compensatory time, holiday time, and/or other
paid leave;
6.6.2.3 Prior to the use of shared sick leave, the employee has abided by the
City's sick leave policy;
6.6.2.4 The employee has diligently pursued and is found to be ineligible for
state industrial insurance benefits (if potentially applicable);
6.6.2.5 The use of shared sick leave will not significantly increase the City's
costs, except for those costs which would otherwise be incurred in the
administration of this program, or which would otherwise be incurred by the
employee's department; and
6.6.2.6 The employee’s absence is documented by a qualified medical
professional.
6.6.3 The City Administrator shall determine the amount of shared sick leave, if
any, which any employee may receive under this section. The employee shall be
required to provide appropriate medical justification and documentation, both of the
necessity for the leave and the time which the employee can reasonably be expected
to be absent due to the condition. An employee shall not receive more than a total of
131 days of shared sick leave throughout the employee's employment and no more
than 200 hours per calendar year. To the extent possible, shared sick leave should be
used on a consecutive day basis.
6.6.4 Employees may request the City Administrator to approve the transfer of a
specified amount of accrued sick leave to an employee who is authorized to receive
shared sick leave as provided herein. Transfers shall normally be in increments of
one day of leave, but can be less if the total needed is divided between multiple
donors, but the minimum sick leave transfer shall be one (1) hour. In no event shall
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a transfer of leave be approved which would result in an employee reducing his or her
total sick leave in a calendar year to less than ten days. The City Administrator shall
not authorize the transfer of sick leave in excess of the amount specified in the request.
All donations of leave shall be voluntary. The City Administrator shall determine
that no significant increase in City costs will occur as a result of a donation of leave.
6.6.5 While an employee is on shared sick leave, he or she will continue to be
classified as a City employee and shall receive the same treatment, in respect to salary
and benefits, as the employee would otherwise receive if using sick leave.
6.6.5.1 All salary benefit payments made to the employee on a shared sick
leave shall be made by the department employing the person using the shared
sick leave.
6.6.5.2 The employee's salary rate will not change as a result of being on
shared sick leave. The total of the employee's salary and other benefits
received may not exceed the total of salary and benefits which the employee
would have received had he or she been in a regular pay status.
6.6.6 Sick leave shall be on an hourly dollar cost basis from the employee donating
the sick leave. The hourly benefit will be calculated using the dollar amount donated
divided by the employee on shared sick leave hourly salary.
6.6.7 The City Finance Officer or designee shall be responsible for computing
donated leave and shared sick leave, and shall also be responsible for adjusting the
accrued leave balances to show the transferred leave. The City Finance Officer or
designee shall maintain all records of all leave time transferred in the event any
unused time is returned at a later date.
6.6.8 Any leave transferred which remains unused shall be returned to the employee
or employees who donated the leave. The City Administrator shall determine when
shared sick leave is no longer needed.
6.6.9 The City Administrator shall monitor the use of shared sick leave to ensure
equivalent treatment for all employees of the City. Inappropriate use or treatment of
the shared sick leave provision may result in the cancellation of the donated shared
sick leave.
6.6.10 The City in its sole discretion may cancel this program. Participation in the
program shall be predicated upon a receipt from each affected bargaining unit of a
written waiver by the appropriate union bargaining representative indicating that the
union understands the program and agrees that the program shall not establish a past
practice by the City or otherwise obligate the City to continue the program and
acknowledging that the City may cancel the program at any time in the City's sole
discretion.
6.7

Family And Medical Leave.
6.7.1 The City complies with the federal Family and Medical Leave Act of 1993
("FMLA") and all applicable state laws related to family and medical leave.
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6.7.2 The FMLA provides up to 12 weeks of unpaid leave every 12 months to
eligible employees for certain family and medical reasons. To be eligible, an
employee: (1) must have worked for the City at least one year; (2) must have worked
at least 1,250 hours over the 12 months preceding the leave; and (3) must be employed
at a worksite with at least 50 employees. Please note that for much of each year, the
City employs less than 50 employees; during those periods, no employee would be
eligible for FMLA leave (but see Section 6.8 below for alternative leave options).
The determination of whether the City employs at least 50 employees is made at the
time leave is requested. An employee may take up to 26 weeks of unpaid leave in a
12-month period to care for a family member who is an injured military
servicememberservice member, as explained below.
6.7.3

Reasons for Taking Leave:
6.6.3.1 Unpaid FMLA leave may be granted for any of the following reasons:
o To care for the employee’s child after birth or placement for adoption
or foster care.
o To care for an employee’s spouse, son, daughter, or parent who has a
serious health condition.
o For a serious health condition that makes an employee unable to
perform the essential functions of his/her job.
o To care for an employee’s spouse, son, daughter, parent, or next of kin
who is a covered service member with a serious injury or illness
incurred in the line of duty while on active duty in the Armed Forces.
For purposes of this military caregiver leave only, an eligible
employee may take up to 26 weeks of FMLA leave during a 12-month
period.
o For “any qualifying exigency” arising out of the fact that the
employee's spouse, son, daughter, or parent is a covered military
member who is on active duty, or has been notified of an impending
call to covered active duty, and who has been or is being deployed to
a foreign country. Qualifying exigencies include attendance at
military events, arranging for alternative child care, making financial
or legal arrangements, and other needs arising from the deployment.
Leave to care for a child after birth or placement for adoption or foster care
must be concluded within 12 months of the birth or placement.
6.7.3.2 A serious health condition is an illness, injury, impairment, or
physical or mental condition that involves:
o Any period of incapacity or treatment connected with inpatient care
(i.e., an overnight stay) in a hospital, hospice, or residential medical
care facility;
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o A period of incapacity of more than three consecutive, full calendar
days from work, school, or other regular daily activities that also
involves continuing treatment by (or under the supervision of) a
health care provider;
o A period of incapacity due to pregnancy or for prenatal care;
o A period of incapacity or treatment due to a chronic serious health
condition, for a permanent or long-term condition for which treatment
may not be effective,; or
to receive multiple treatments for restorative
surgery after an accident or injury; or for a condition that would likely
result in an incapacity of more than three full, consecutive calendar
days in the absence of medical treatment (e.g., chemotherapy for
cancer or dialysis for kidney disease).
6.7.3.3 Under some circumstances, FMLA leave may be taken intermittently
-- which means taking leave in blocks of time, or by reducing an employee's
normal weekly or daily work schedule -- if medically necessary because of a
serious health condition. If an employee is granted intermittent leave or works
a reduced schedule, he/she may be required to provide a written certification
from his/her health care provider that includes the projected dates and duration
of treatment and a statement of the medical necessity for taking intermittent
leave or working a reduced schedule.
6.7.3.4 Where intermittent or reduced schedule leave is needed for planned
medical treatment, the City may temporarily transfer an employee to an
available alternative position with equivalent pay and benefits if the
alternative position would better accommodate the intermittent or reduced
work schedule.
6.7.3.5 If FMLA leave is taken for the birth or placement for adoption or foster
care of a child, use of intermittent leave is subject to the City's prior approval.
6.7.4

Substitution of Paid Leave: The City requires an employee to use accrued sick
leave or vacation as part of the employee's FMLA entitlement. For example,
if an employee wishes to take 12 weeks of FMLA leave due to his/her own
serious illness and he/she has accrued two weeks of sick leave and two weeks
of vacation, the employee would first take two weeks of sick leave, then two
weeks of vacation, in that order, and would then have eight weeks of unpaid
FMLA leave available. However, the City will not require an employee to
use sick leave if the leave is for a purpose for which sick leave is not normally
available, e.g. bonding with a newborn child.

6.7.5

Advance Notice and Medical Certifications:
6.6.5.1 The City requires that an employee provide the City with advance
leave notice, with medical certification of the need for a leave related to a
serious health condition, and with medical certification of the employee's
fitness to return to duty after medical leave. Taking leave, or reinstatement
after leave, may be denied if the following requirements are not met:
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•

An employee must give the City at least 30 days' advance
notice of his/her request for leave if the reason for the leave is
foreseeable based on an expected birth, placement for adoption
or foster care, or planned medical treatment. If 30 days' notice
is not practicable, then the employee must give the City notice
as soon as practicable. If the employee does not give the City
30 days' advance notice, and if the employee is able to foresee
the need for the leave and the approximate date of the leave,
the City may deny the employee's request for leave until at
least 30 days after the date the employee gives the City such
notice.

•

The City requires that employees provide a medical
certification to support a request for leave because of a serious
health condition (whether the employee's or the employee’s
family member’s serious health condition) whenever the leave
is expected to extend beyond three consecutive working days
or will involve intermittent or part-time leave. The City may
require second or third opinions, at the City's option and
expense.

•

The City requires employees to provide a medical certification
of fitness for duty to return to work after a medical leave that
extends beyond ten consecutive working days, or that involves
substance abuse, or where the medical condition and the
employee's job are such that the City believes the employee
may present a serious risk of injury to the employee or others
if the employee is not fit to return to work.

6.7.6 Periodic Reporting: If an employee takes FMLA leave for more than ten
consecutive days, the City requires that the employee report in, to his/her department
head/supervisor or designee, at least every two weeks regarding the employee's status
and intent to return to work, unless a different requirement is set by the department
head/supervisor.
6.7.7 Health Insurance: If the employee is covered by the City's group health plan
(medical, dental or vision), the City will continue to pay its pro-rata share of the
employee's health insurance during the employee's FMLA leave on the same basis as
during the employee's regular employment. However, if the employee does not return
to work after the leave, the employee may be required to pay the City back for the
City's portion of the insurance premiums, unless the employee's failure to return to
work was beyond his/her control. An employee on unpaid leave is responsible for
paying his or her portion of the health insurance premiums on or before the 25th day
of the preceding month. Failure to do so may result in cancellation of insurance
coverage after 15 days’’s notice of non-payment.
6.7.8 Other Insurance: If the employee is covered by other insurance plans through
the City, such as life or disability insurance, those coveragescoverage’s will continue
during the employee's paid leave on the same basis as during his/her regular
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employment. If the employee takes unpaid FMLA leave, the employee is responsible,
during the period of such unpaid leave, for paying the portion of the premiums the
employee normally pays for. If the employee does not pay these premiums, the City
may choose to pay them for the employee, to keep his/her coverage from lapsing, but
the employee is responsible for repaying the City whether or not he/she returns to
work.
6.7.9 Couples Employed by the City: If both the employee and the employee's
spouse work for the City and the employee requests leave for the birth, adoption, or
foster care placement of a child, to care for a new child, or to care for a sick parent,
the total annual FMLA leave available to both individuals for those purposes is 12
weeks.
6.7.10 Determining Leave Availability: FMLA leave is available for up to 12 weeks
during a 12-month period. For purposes of calculating leave availability, the "12month period" is a rolling 12-month period measured backwards from the date the
employee uses any FMLA leave. For military caregiver leave only, the 12-month
period begins with the first day the employee takes leave.
6.7.11 Reinstatement Rights: If an employee takes leave under this policy, the City
will make a good faith effort to return the employee to his or her former or an
equivalent position, unless a reduction or other reorganization has taken place during
the leave affecting such position.he/she usually will be able to return to the same or a
similar job with equivalent status, pay, and benefits, and one which entails
substantially equivalent skill, effort, responsibility and authority.
6.7.12 Worker's Compensation: The City considers leave taken as a result of an onthe-job injury covered by state industrial insurance and resulting in a "serious health
condition" as leave under this policy. In such cases, the City will provide the
employee with a notice that leave for an on-the-job injury is being designated as
FMLA leave.
6.7.13 Additional Family/Medical Leave Entitlements Under State Law; Interaction
with FMLA.
6.7.13.1 Pregnancy Disability Leave. In addition to leave under the federal
FMLA described above, state law provides certain additional leave rights in
connection with pregnancy-related disability and to care for a newborn.
Regardless of whether an employee is eligible for FMLA leave, she is entitled
to Pregnancy Disability leave for the period of time that she 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
leave, the Pregnancy Disability leave will run concurrently with FMLA leave.
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
coveragescoverage at her expense.
6.7.13.2 Washington Family Leave Act (“WFLA”). The WFLA provides certain additional
leave benefits to eligible employees. The WFLA largely mirrors the FMLA, with the same
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eligibility standards and entitlement to 12 weeks of leave for family and medical reasons. In
most situations, WFLA provides the same leave entitlement as (and runs concurrently with)
FMLA leave and employees should follow the procedures described above for both FMLA
and WFLA leave. WFLA differs from FMLA leave only in the following respects:
o
WFLA leave does not run concurrently with any leave taken for Pregnancy Disability
leave; this affords an employee up to 12 weeks of additional time off to care for her newborn
once she has recovered from the Pregnancy Disability.
o
Under the WFLA (but not the FMLA), an eligible employee may be entitled to up to
12 weeks of leave to care for the employee’s registered domestic partner with a serious health
condition.
o
The WFLA does not provide leave for military exigencies or for military caregivers.
Where such military-related leave is taken under the FMLA, it will not count against the 12week leave entitlement available under the WFLA.
o
Continuation of employer-paid health insurance is not required during WFLA leave.
Thus, during leave that is covered only by WFLA and not FMLA, health insurance will not
be automatically continued unless the employee elects continuation coverage at his/her
expense.
6.7.13.23 Paid Family Medical Leave Program. Chapter 50A.04 RCW Effective January 1st, 2019, the Family and Medical Leave Program will be
funded by premiums paid by both employees and employers and will be
administered by the Employment Security Department (ESD). This insurance
program will allow workers to take up toreceive partial paid leave benefits for
12 weeks, as needed, when they welcome a new child into their family, are struck
by a serious illness or injury, need to take care of an ill or ailing relative and for
certain military connected events. If workers experience multiple events in a
given year, they may be eligible to receive up to 16 weeks, or up to 18 weeks if
the employee experiences a serious health condition with a pregnancy that
results in incapacity. Effective January 1st 2020, funds will be available to
eligible workers.
Eligibility:. Under PFML, employees 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,
an employee 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 the PFML law,
an employee must work for an employer with 50 or more employees, must
have worked for that employer for at least 12 months, and must have worked
1250 hours in the last year. Because the City currently has fewer than 50
employees, the PFML law does not require it to provide job-protected leave.
An employee is ineligible for PFML benefits during any period during which
the employee works for remuneration or profit (e.g., outside employment or
contracting).
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Duration of Entitlement:. Eligible employees may be entitled to receive
PFML benefits for up to 12 weeks per claim year when taking medical or
family leave, or for a combined total of 16 weeks of family and medical leave
per claim year; an additional two weeks of PFML benefits may be available
in the event the employee’s leave involves incapacity due to her pregnancy.
The claim year begins when the employee files a claim for PFML benefits or
upon the birth/placement of the employee’s child. PMFL benefits may be
available in connection with leave taken for the following reasons:
Medical Leave: Medical leave may be taken due to the employee’s own
serious health condition, which is an illness, injury, impairment or physical or
mental condition that involves inpatient care or continuing treatment by a
health care provider, as those terms are defined under RCW 50A.05.010.
However, an employee is not eligible for PFML benefits if the employee is
receiving time loss benefits under the workers compensation system.
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 the employee’s child or placement of a child
under age 18 with the employee (through adoption or foster care); or for
qualifying military exigencies as defined under the federal FMLA (see
www.dol.gov/whd/regs/compliance/whdfs28m.pdf). For purposes of family
leave, covered family members include the employee’s child, grandchild,
parent (including in-laws), grandparent (including in-laws), sibling, or spouse.

Family/medical leave is available in blocks of time (e.g., three weeks off for
surgery and related recovery or 12 weeks off to bond with a new baby). Where
the need for leave is intermittent or an employee needs to work a reduced
schedule temporarily or indefinitely, the City will evaluate the impact of the
leave request on business and operational needs. Such requests will be
evaluated on case-by-case basis. Where intermittent leave is approved, PFML
benefits may be payable by ESD for intermittent leave, provided that there is
a minimum claim requirement of eight consecutive hours of leave in a week
for which benefits are sought.
PFML Application Process:. An employee 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.
Notification Requirements:. An employee must provide written notice to the
City of the intent to take PFML 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. The
employee’s written notice must include the type of leave taken (family or
medical), as well as the anticipated timing and duration of the leave. If an
employee fails to provide this required notice to the City, ESD will
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temporarily deny PFML benefits. After receiving the employee’s notice of the
need for leave, the City will advise the employee whether the employee is
eligible for job protection.
If leave is being taken for the employee’s or family member’s planned medical
treatment, the employee must make a reasonable effort to schedule the
treatment so as not to unduly disrupt work operations.
If taking leave intermittently, an employee must notify the City each time
PFML leave is taken so that the City may properly track leave use and submit
accurate reporting 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
the employee. 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 maximum of $1,000 per week. ESD’s
website is expected to include a benefits calculator to assist employees in
estimating their weekly benefit amount.
With the exception of leave taken in connection with the birth or placement
of a child, monetary PFML benefits are subject to a seven-day waiting period.
The waiting period begins on the Sunday of the week in which PFML leave is
first taken. The waiting period is counted for purposes of the overall duration
of PFML leave, but no monetary benefits will be paid by ESD for that week.
Employees may use available accrued leave to cover absences during the
waiting period.

Coordination with Other Benefit Programs:. When an employee is on PFML
leave, Summit will continue to pay its regular contribution towards the
employee’s health insurance benefits. For all other purposes, during a PFML
leave the employee is deemed to be in unpaid status for purposes of City
policies and benefits programs. This means, for example, that vacation and
sick leave will not accrue.
Job Restoration; Return to Work Recertification:. Upon an employee’s return
to work at the end of PFML leave, the City will make a good faith effort to
return the employee to his or her former or an equivalent position, unless a
reduction or other reorganization has taken place during the leave affecting
such position. Where leave was taken for the employee’s own serious health
condition, in certain cases the City may require a return-to-work certification
from a health care provider clearing the employee’s return. If an employee
taking PFML leave chooses not to return to work for any reason, the employee
should notify the City as soon as possible.

6.8

Other Leave Without Pay.
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As referenced above, employees are not eligible for FMLA (or job protection under
WFLAPFML) leave during those periods where the City has fewer than 50
employees. During such periods, the City may grant an unpaid leave of absence as a
form of reasonable accommodation to an employee with a disability or for other
family or medical reasons. Medical documentation verifying the disability and or
need for leave may be required in such cases. Any employee who needs leave due to
a health condition, parenting, caring for an ill relative, or other personal circumstances
not covered elsewhere in this policy manual should contact the City Administrator to
explore leave options. Leave options will be considered on a case-by-case basis,
taking into account the amount of time off needed, the City’s ability to cover the
absence, and other relevant factors. An employee may be required to use any accrued
paid leaves before a leave without pay begins.
6.9

Administrative Leave.
On a case-by-case basis, the City may place an employee on administrative leave with
pay for an indefinite period of time, as determined by the City Administrator to be in
the best interests of the City, such as during the pendency of an investigation or other
administrative proceeding.

6.10

Military Leave.
6.10.1 The City provides military leave for employees while performing military
service in accordance with federal and state law. Military service includes active
military duty and reserve or National Guard training. An employee must provide
his/her department head/supervisor with copies of his/her military orders as soon as
possible after he/she receives those orders. Reinstatement upon return from military
service is determined in accordance with applicable federal and state law. Leave for
up to 21 days per year for military duty is paid (the leave year for this entitlement runs
from October 1 to September 30).
6.10.2 Washington’s Family Military Leave Act provides that during a period of
military conflict, an employee who is the spouse or registered domestic partner of a
member of the Armed Forces, National Guard or Reserves who has been called to
active duty or who has been deployed is entitled to 15 days of unpaid leave per
deployment. An employee must work an average of 20 hours per week to be eligible
for this family military leave.
An employee who seeks to take family military leave must provide the employer with
notice of his/her intent to take leave within five business days of receiving official
notice of an impending call or order to active duty or notice of a leave from
deployment. Employees may elect to use any accrued leave as part of this family
military leave. The use of paid leave is at the employee’s option.

6.11

Domestic Violence Leave
Leave is available to employees who are victims of domestic violence, sexual assault,
or stalking, or have a family member (spouse, registered domestic partner, children,
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parents, parents-in-law, grandparents, or “a person with whom the employee has a
dating relationship”) who is a victim of such abuse.
6.11.1 An eligible employee may take “reasonable” leave, including leave on an
intermittent or reduced-schedule basis, to engage in specified remedial activities
relating to the abuse, including: participating in legal proceedings; seeking medical
treatment or mental health counseling; obtaining social services; or taking other
actions to increase the safety of the employee and her/his family members.
6.11.2 The City may request verification that the employee or her/his family member
is a victim of abuse, and that the leave is for one of the covered remedial activities.
Verification is satisfied by one or more of the following: (1) a police report indicating
the employee or family member was a victim of abuse; (2) a court order protecting
the employee or family member; (3) documentation from an attorney, clergy member,
medical provider, or other professional from whom assistance was sought; or (4) the
employee’s own written statement that s/he or a family member is a victim and needs
the leave to seek assistance. The City will maintain the employee’s provided
information as confidential and will not require the employee to disclose information
beyond the verification material listed above.
6.11.3 Pay and Benefits during Leave. The employee may elect to use sick leave,
compensatory, or other paid time off, or may take unpaid leave. To the extent allowed
by law (for example, by the applicable benefits plan), the City will maintain the
employee’s health care coverage as if the employee had not taken leave.
6.11.4 The employee will be restored to the position s/he held before the leave
commenced, or to an equivalent position with equivalent pay, benefits, and other
terms and conditions of employment unless a reduction or other reorganization has
taken place during the leave affecting such position.
6.12

Holidays.
6.12.1 The following holidays are recognized by the City:
New YearsYear’s Day
Martin Luther King Jr. Day's Birthday
January
President's Day
Memorial Day
Juneteenth
Independence Day
Labor Day
Veteran's Day
Thanksgiving Day
Day after Thanksgiving
½ Day Christmas Eve
Christmas Day
2 Floating Holidays

January 1
3rd Monday in
3rd Monday in February
Last Monday in May
June 19
July 4
1st Monday in September
November 11
4th Thursday in November
Day after Thanksgiving
December 24
December 25
Personal choice of employee
with concurrence of department
head/supervisor
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6.12.2 Usually, any holiday falling on Saturday is observed on the preceding Friday
and any holiday falling on Sunday is observed on the following Monday. If an
employee is on an authorized leave with pay when a holiday occurs, the employee is
paid for the holiday and that day is not charged against the employee's accumulated
vacation or sick leave. To be paid for a holiday, an employee must be in paid status
the scheduled workdays immediately before and following the holiday.
6.12.3 Non-exempt regular employees are paid time and one-half for any time
worked on the holiday, as long as the employee's department head/supervisor
authorized the employee to work on the holiday.
6.12.4 Temporary employees are paid their regular straight-time rate of pay for hours
worked on a holiday.
6.12.5 New employees hired prior to January 1 are entitled to the floating personal
holidays for that year. New employees hired after that date may receive floating
holidays in the year hired at the discretion of the City Administrator.
6.13

Other Leaves of Absence With Pay.
6.13.1 Bereavement Leave. Each employee shall be allowed up to three (3) days of
bereavement leave with pay for death of the following members of the employee’s
immediate family: spouse, parents, children, step-children, guardian children,
grandparents, grandchildren, registered domestic partners, in-law relations of the same,
aunts, uncles, siblings. Two additional days of bereavement leave will be provided if
travel is required beyond five hundred (500) miles. Employees may use Sick Leave for
additional bereavement subject to the approval of the Mayor or City Administrator.
6.13.2 Jury Duty. If an employee is called for jury duty or is subpoenaed as a witness,
the employee receives his/her regular rate of pay while serving on jury duty, provided
the employee remits to the City any compensation received from such duties,
excluding expense payments. An employee released from jury duty for part of a day
should call his/her department head/supervisor for instructions. An employee
receiving a jury summons should inform his/her department as soon as possible so
that arrangements may be made to cover for the employee.

6.14

Worker’s Compensation.
When an employee is injured on the job, he or she should report the injury to a
supervisor immediately. The employee will initially use sick leave for time off the
job due to the injury. If the employee subsequently receives time-loss benefits from
the Department of Labor and Industries for the injury, the L&I Time-Loss benefit
check will be given to the City and converted to sick leave for the employee on a
dollar-for-dollar basis for the purpose of reimbursing the sick leave the employee used
related to the injury. In the event the employee does not have adequate sick leave (or
vacation leave) to cover the time loss, the employee may keep the L&I Time-Loss
benefits.

6.15

Personal Leave Without Pay.
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Under unusual circumstances an employee may apply for leave without pay. The
City Administrator may, in the City Administrator's sole discretion, grant such leave,
not to exceed one year. Upon return from such leave, the employee is not guaranteed
reinstatement to his/her previous position or to any other position.
6.16

Education Training.
Tuition Reimbursement: The City recognizes the importance of well qualified and
well educatedwell-educated employees. The City from time to time may agree to pay
or reimburse employees for the cost of pre-authorized job-related education or
training. To be eligible, the employee must demonstrate that:
•
•
•
•
•

The training or education is necessary for improving skills to perform or enhance
present work or to qualify the employee for promotion;
The performance of the employee’s job duties and responsibilities will not be
negatively affected by the additional time or scheduling requirements;
The money is budgeted in the operating budget;
It is in the City's best interest to pay for this education or training; and
City services may be improved by authorizing the expenditure for the training or
education.

The employee should make his/her request in writing to his/her department
head/supervisor who forwards it, with comments, to the City Administrator for
approval. Employees taking courses that are graded must earn at least a B or
equivalent in order to receive reimbursement. The City reimburses for tuition and
fees only. Employees are generally responsible for books and any other costs
associated with the class.
6.17

Professional and Technical Registration and Certifications.
The City encourages professional and technical registration and certifications and
assumes that each qualified individual will want to achieve professional status or the
desired certification or licensing at the earliest opportunity. The City may pay fees
for professional and technical certificates, licenses and certifications for its employees
as determined by the City in its sole discretion. The City will consider time off for
attendance, registration and training costs, testing and travel costs. The City will not
approve training that would result in overtime pay, nor will the City approve training
that would require compensating employees for more than 8 hours per training day.
Employee requests should be presented in written format to their department
head/supervisor for approval. Those non-budgeted requests or those requests for
training certification or testing requiring overnight lodging or out of state travel will
need pre-approval of the City Administrator.

6.18

Seminars, Conferences, and Continuing Education.
The City recognizes the importance of employees attending and participating in work
related seminars, conferences, and continuing education. The City may consider
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payment for registration fees, travel fees, meals and/or lodging for attendance to
conferences or seminars that are related to an employee’s job responsibility. The City
will not approve requests that would require the payment of overtime or the
compensation of employees for more than 8 hours per seminar or conference day.
Employees should submit a request to attend a local or one day seminar to their
supervisor or director for pre-approval.
Employees should submit requests for lodging or out of state seminar or conference
attendance to their supervisor or director at a minimum of 14 days prior to the event.
These requests will be reviewed and approved by the City Administrator based on the
work load of the department, and staffing and funding availability on a case by
casecase-by-case basis. Those seminars or conferences that provide scholarships or
grant opportunities will be given preference for approval.
6.19

Membership in Professional and Technical Societies.
City employees are encouraged to participate in technical and professional societies.
These activities are considered a benefit to the City and to the employee through
additional knowledge or personal associations gained through the membership. The
City, through the budgeting process, will select what fees and dues it might pay for
its employees' membership in technical and professional societies. For any
organization for which the City pays the dues, the City address should be used on all
mail. All magazines and publications received as a part of that membership should
be made available for all employees to use. Work hour attendance and participation
will be considered on a case by casecase-by-case basis and should be discussed and
reviewed with the employee’s supervisor or director.

6.20

Travel Expense Reimbursement.
6.20.1 Requests for travel must be approved in advance on a travel request form (See
Appendix) and approved by the City Administrator when overnight stays are
included; all daily and overnight travel shall also be approved by the and department
head/supervisor.
6.20.2 Requests for travel reimbursement, including detailed receipts, shall be
submitted on an expense report form signed by the employee and the employee's
department head/supervisor (See Appendix). If the amount is below $50.00 and petty
cash is available, you may be reimbursed from petty cash. If the amount is above
$50.00 you will receive a check from the next accounts payable check run.
6.20.2.1 Detailed receipts must include the name of the business, date, what
was purchased, amount of each item and a total purchase amount including a tip if
applicable. When a business does not detail specific food purchases, employees must
write down the specific item purchased to be considered for eligible reimbursement.
Restaurant meal “stubs” and cCredit card only receipts that do not detail items
purchased will not be accepted as a receipt. Should a receipt be lost or not be
obtainable, an employee certification, signed by the City Administrator for approval
may serve as a substitute for the receipt and must include all of the requirements listed
above.
p.36

6.20.3 The Mayor and City Council travel reimbursement is approved by the City
Administrator upon submission of an expense report, including detailed receipts. The
Mayor is allowed to provide up to onetwo annual recognition meals for staff, Council,
Planning Commission and other Subcommittee or Board representatives; the price per
person shall not exceed $30 before tax and gratuity. The Mayor may provide
refreshments for special events or activities such as celebration for completion of
major projects or retirement of city employees, council or board members.
6.20.4 An employee may check out a City credit card for travel expenses and will
need to submit a fully itemized travel expense report form upon the employee's return
or within ten days after the billing date, whichever is earlier. Cash advances and
alcohol are strictly prohibited from use of a City credit card. Credit Card use is further
defined in section 8.17.
6.20.5 When a City vehicle is used for travel, employees may use a City credit card
to purchase fuel. A fully itemized travel expense report form should be submitted
upon the employee's return, or within ten days after the billing date, whichever is
earlier. City credit cards are not to be used to purchase fuel for privately owned
vehicles.
6.20.6 Mileage expenses for the use of personally owned vehicles of employees or
officers of the City in the course of City business are reimbursed at the current IRS
mileage rate. Travel is from City Hall or the employee’s residence, whichever is
closer, to the location of the training and return trip. Whenever possible, use of City
vehicles is encouraged. Mileage reimbursement requests must include a MapQuest
or similar mileage tracking document for proof of miles driven from beginning to
ending location.
6.20.6.1 Personal Vehicle Use: If an employee is using a personal vehicle, the
employee is responsible for their personal insurance. Should the employee be
involved in a vehicular accident while performing city business, the employee’s
insurance is considered the primary coverage. The City’s insurance with Washington
Cities Insurance Authority (WCIA) may serve as excess liability coverage only
should the loss exceed the employee’s personal auto liability limits, however there is
no physical damage coverage by WCIA for a personal vehicle.
6.20.7 The following types of travel expenses are allowed:
6.20.7.1
Transportation, lodging, meals and other related expenditures
including reasonable tips not to exceed 15%. Local parking, ferry, and bridge
tolls may be reimbursed at the discretion of the City Administrator.
6.20.7.2
Some types of travel expenses may be prepaid, such as
registration fees, airline tickets and certain lodging and meals, when those
costs are part of a registration package. An approved Travel Request Form
should be submitted with the pre-payment request.
6.20.7.3
Usually direct billing of travel expenses to the City, such as for
meals and lodging, is allowed.
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6.20.7.4
Employees will not be reimbursed for the following expenses:
alcoholic beverages, expense of a spouse or other non-City employees or
officers, personal entertainment, theft, loss or damage to personal property,
barber or beauty parlor, airline or other trip insurance, personal postage,
reading material, personal telephone calls, personal toilet articles, valet or
laundry service. If any prohibited expenses are charged to the City, the
employee will be required to reimburse those expenses.
6.20.8 Meal Allowance: The maximum amount allowed for meal expenses is the
daily amount established from time to time by resolution of the City Council and are
included on the expense report form; these limits do not include tax and tip. Amounts
over the daily allowance are typically at the employee's expense. The City
Administrator is authorized to approve exceptions to the authorized meal allowances
if it is determined that either the region of the training is recognized as a high costhighcost area, or that the event’s location requires a greater cost. To claim a meal schedule
cost exception, the employee must prepare a written request for such exception to the
City Administrator. The rate of reimbursement does not apply when a meal is
included in a conference registration package. However, if the employee needs to
travel to the conference on the day prior to allow for registration and check-in, the
meal allowance may include dinner the day before. Valid receipts are required for all
meals that are not included in conference packages.
6.20.9 Lodging allowance: Usually, the City reimburses lodging expenses based on
actual expense incurred by the employee; howeverhowever, approval is required from
the City Administrator for room charges over $125.00 per day. Employees are
expected to use good judgment in choosing reasonable lodging.
6.20.9.1
If traveling less than 75 miles from City Offices, employees
may not use overnight lodging at City expense unless it is pre-approved by the
City Administrator.
6.20.9.2
In the event an employee takes his or her spouse to a
conference, the City will reimburse the employee only for the single room
rate. Lodging receipts are required.
6.21

Unpaid Leave 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” has the meaning contained in the rule
established by the Office of Financial Management. 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 14 days 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
p.38

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” developed by rule of the Office of Financial Management. The
two unpaid holidays allowed by this section must be taken during the calendar year, if at all;
they do not carry over from one year to the next.
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CHAPTER 7.
DRUG AND ALCOHOL TESTING POLICIES
FOR EMPLOYEES WHO OPERATE COMMERCIAL VEHICLES
7.1

Purpose.
The purpose of these policies is to establish compliance with the Federal Highway
Administration regulations requiring drug and alcohol testing for commercial driver's
license (CDL) holders. Regulations issued by the United States Department of
Transportation mandate urine drug and evidential breath alcohol testing for
employees, other than law enforcement personnel, in safety-sensitive positions,
including those who are required to hold a commercial driver's license. This policy
sets forth the City's alcohol and drug testing program and the testing and reporting
requirements as required by those regulations.

7.2

Application.
These policies apply to all employees of the City, other than law enforcement
personnel, who are required to have and maintain a commercial driver's license in
order to perform the duties of the job. Contractors performing functions for the City
involving the use of a vehicle requiring a commercial driver's license are subject to
specific alcohol and drug testing as required by federal regulations. Employees who
are not covered by this policy should refer to the City’s Substance Abuse Policy (see
Chapter 8, Section 8.20).

7.3

Definitions.
7.3.1 Accident - Accident means an occurrence involving a commercial vehicle on
a public road which results in (1) a fatality; (2) bodily injury to a person who, as a
result of the injury, immediately receives medical treatment away from the scene of
the accident; or (3) one or more motor vehicles incurring disabling damage requiring
the vehicle to be transported away from the scene by a tow truck or other vehicle.
7.3.2 Commercial Vehicle - A commercial vehicle is one that either: 1) has a gross
vehicle weight of over 26,000 pounds (including combined weight if towed unit
weighs over 10,000 pounds); 2) is designed to transport 16 or more persons, including
the driver; or 3) is used to transport hazardous materials.
7.3.3 Illegal Drugs - Any drugs or substances defined as illegal by the U.S. Drug
Enforcement Agency, the Washington State Board of Pharmacy, as defined in RCW
69.50, as presently enacted or hereafter amended, as well as so called "designer drugs"
not approved for medical use by the U.S. Drug Enforcement Agency, the U.S. Food
and Drug Administration or state law. The drugs that are included in these categories
include, but are not limited to the following:
•
•
•
•
•

alcohol;
cannaboids/marijuana;
cocaine;
heroin;
opium or opiates;
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•
•
•
•
•
•
•
•
•
•
•

phencyclidine (PCP);
lysergic acid diethylamide (LSD);
barbiturates;
amphetamines or methamphetamines;
methaqualone;
mescaline;
glutethimide;
phenocycladinephencyclidine;
procyclidine;
other controlled substances as defined in RCW 69.50.101;
a prescription drug for which the employee does have or does not have
a current, valid, personal prescription and which is not authorized or
approved for use while operating a motor vehicle or other equipment.

7.3.4 Medical Review Officer (MRO) - The Medical Review Officer is the licensed
physician responsible for receiving and interpreting laboratory results from the urine
drug tests.
7.3.5 Safety Sensitive Position - Safety sensitive positions are positions associated
with the driving of commercial vehicles.
7.3.6 Substance Abuse Professional (SAP) - A Substance Abuse Professional is a
licensed physician, or a licensed or certified psychologist, social worker, employee
assistance professional, or addiction counselor (certified by the National Association
of Alcoholism and Drug Abuse Counselors Certification Commission) with
knowledge of and clinical experience in the diagnosis and treatment of alcohol and
drug-related disorders. The SAP is responsible for evaluating employees with
positive test results.
7.4

Policy.
The City has a significant interest in the health and safety of its employees and the
citizens of the City. In furtherance of that interest, the City will take those steps
necessary to ensure that its employees perform their duties and responsibilities free
of the influence of drugs and alcohol.

7.5

Information, Orientation and Training.
7.5.1 Current Employees. All employees will receive information on:
7.5.1.1 Effects and consequences of drug and alcohol use on personal health,
safety, and the work environment.
7.5.1.2 Manifestations and behavioral clues indicative of drug and alcohol
use and abuse.
7.5.1.3 Resources available to the employee in evaluating and resolving
problems associated with the misuse of alcohol and use of controlled
substances.
7.5.2 Supervisor/Administrators. All supervisor/administrators who may make
reasonable suspicion determinations will receive training that meets or exceeds DOT
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standards for training on the physical, behavioral and performance indicators of
probable drug abuse and alcohol misuse.
7.5.3 New Hires and New Supervisors.
7.5.3.1 All newly hired employees will be advised of this policy and provided
with the information described in section 7.5.1. New supervisors will receive
the training specified in Section 7.5.2. New supervisors will not make
reasonable suspicion determinations until they receive such training.
7.5.3.2 Newly-promoted supervisors will not make reasonable suspicion
determinations until they participate in a supervisory training process to acquaint them with the physical, behavioral and performance indicators of
probable drug use. Training in this area will meet or exceed DOT standards.
7.5.4 Designated Responsible Person. The person designated to answer questions
for covered employees about the DOT drug and alcohol regulations is the City
Administrator, who can be reached at 509-548-5275.
7.6

Prohibited Conduct.
The following conduct regarding alcohol and drug use or abuse is prohibited:
7.6.1 Alcohol Concentration: An employee may not report for or remain on duty
requiring the performance of his/her duties while having an alcohol concentration of
0.02 or greater. A driver found to have an alcohol concentration of 0.02 or greater
but less than 0.04 shall not perform or be permitted to perform safety-sensitive
functions for at least 24 hours. The other consequences described in Section 7.11
below will not apply. However, documentation of an alcohol concentration of 0.02
or greater but less than 0.04 will constitute written warning that City policy has been
violated, and the next occuranceoccurrence could result in discipline or discharge.
7.6.2 Alcohol Possession and On-Duty Use of Alcohol: An employee may not
possess, consume or use alcohol while on duty (including consuming or using alcohol
prior to reporting to work or during breaks or meal periods) or while operating a
commercial vehicle.
7.6.3 Pre-Duty Use of Alcohol: An employee may not operate a commercial
vehicle within four hours after using alcohol. An on-call employee who consumes
alcohol within four hours of being called in must acknowledge the use of alcohol and
may not report for duty.
7.6.4 Alcohol Use Following an Accident: An employee required to take a postaccident alcohol test may not use alcohol for eight hours following the accident, or
until a post-accident alcohol test is given, whichever comes first.
7.6.5 Use of Drugs: An employee may not report for duty or remain on duty, which
requires driving a commercial vehicle, when the employee has used an illegal or legal
drug or drugs, except when the use is pursuant to instructions of a physician who has
advised the employee that the substance does not adversely affect the employee's
ability to safely operate a commercial vehicle. Employees who are taking a
prescription or over-the-counter medication that may impair their ability to perform
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their duties safely should provide written notice from a physician or pharmacist with
respect to the effects of such substances.
7.6.6 Refusal to Submit to a Required Test: An employee may not refuse to submit
to a post-accident, random, reasonable suspicion, or follow-up alcohol or drug test as
directed by this policy.
7.6.7 Positive Drug or Alcohol Test: An employee may not report for duty or
remain on duty requiring the performance of duties covered under this policy if the
employee tests positive for drugs or alcohol. An alcohol concentration of 0.04 shall
constitute a positive test for alcohol.
7.6.8 Tampering with a Required Test: An employee may not tamper with,
adulterate, alter, substitute or otherwise obstruct any testing process required under
this policy.
7.6.9 Possession, Transfer or Sale: No employee may possess, transfer or sell drugs
or alcohol while employed by and working for the City.
7.7

Testing.
7.7.1 Pre-employment Drug Testing: All individuals who are covered by this policy
and deemed to be in aapplying for a safety sensitive position must pass a drug test as
a post-offer condition of employment.after a conditional offer of employment. Safety
sensitive positions include police, fire, water/sewer plant operators, CDL licensed
staff, and pool/lifeguard employees.
7.7.2 Reasonable Suspicion Testing: Employees are required to submit to a drug
and/or alcohol test whenever City personnel reasonably suspect that the requirements
of this policy (except the prohibitions against possession, transfer or sale of alcohol)
may have been or are presently being violated. In most circumstances, referrals for
testing are based on contemporaneous, specific observations. Such referrals are made
by the employee's department head/supervisor and/or City Administrator.
Alcohol testing for reasonable suspicion under this policy is only conducted just
before, during or after an employee operates a commercial vehicle. Employees also
may be tested for reasonable suspicionension in accordance with Chapter 8. If
removed from duty based on reasonable suspicion of alcohol use and an alcohol test
is not administered within eight hours, the employee will not be allowed to perform
or continue to perform covered functions until:
7.7.2.1 An alcohol test is administered and the driver's breath alcohol
concentration measures less than 0.02; or
7.7.2.2 24 hours have elapsed following the determination that there is
reasonable suspicion to believe that the employee has violated the
requirements of this policy concerning the use of alcohol.
7.7.3 Post-Accident Testing: Following an accident involving a commercial
vehicle, the driver is required to submit to alcohol and drug tests when the driver
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receives a citation under state or local law for a moving traffic violation, or where a
fatality occurs as a result of the accident. Testing should occur as soon as possible,
but may not exceed eight hours after the accident for alcohol testing and 32 hours
after the accident for drug testing.
A driver who is subject to post-accident testing must remain readily available for such
testing and may not take any action to interfere with testing or the results of testing.
Drivers who do not comply with post-accident testing requirements will be considered
to have refused to submit to testing and will be subject to disciplinary action for
refusing to submit to testing.
7.7.4 Random Testing: Employees covered by this policy are subject to random,
unannounced alcohol and drug testing.
7.7.5 Return to Duty Testing: Employees who have violated the provisions of this
policy, including those who have tested positive on a drug or alcohol test, and who
are allowed to return to work, must test negative prior to being released for duty. A
return to duty test following alcohol misuse may not exceed an alcohol concentration
of 0.02.
7.7.6 Follow-up Testing: An employee who is referred for assistance related to
alcohol misuse and/or use of drugs is subject to unannounced follow-up testing for a
period not to exceed 60 months as directed by a Substance Abuse Professional and
the City. The number and frequency of follow-up testing will be determined by the
Substance Abuse Professional and the City, but will not be less than six tests in the
first 12 months following the employee's return to duty.
7.7.7 Re-tests: Employees who test positive for drugs may request a second test of
the remaining portion of the split sample within 72 hours of notification of a positive
test result by the Medical Review Officer. If a re-test is requested by an employee,
the employee is responsible for paying for the cost of the re-test.
7.7.8 Notification: Upon notification of selection for testing, the employee will
report to a City designated collection site within four hours of notification by their
supervisor.
7.8

Refusal to Take an Alcohol or Drug Test.
No employee may refuse to submit to an alcohol or drug test as directed under this
chapter. Refusal to submit to a test is considered the same as a positive test result. A
refusal to submit includes, but is not limited to:
7.8.1 A failure to provide adequate breath for testing without a valid medical
explanation after the employee has received notice of the requirement for breath
testing as required by the City;
7.8.2 Failure to provide adequate urine for drug testing without a valid medical
explanation after the employee has received notice of the requirement for urine testing
as required by the City; or
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7.8.3 Failure to cooperate in any part of the testing process or engaging in conduct
that obstructs the testing process.
7.9

Securing Information from Previous Employers.
7.9.1 If a person is to be hired into a position subject to this policy and during the
previous two years has worked as a driver of a commercial vehicle, that person must
authorize a request of all employers of the driver within the past two years to release
information on the following:
7.9.1.1 Positive alcohol or drug tests and/or
7.9.1.2 Refusal to be tested.
7.9.2 This information will be obtained before the person is employed by the City.
However, if the information has not arrived by the applicant's anticipated start date,
and if the person has passed the pre-employment drug test, the person may be hired
and the requested information obtained from the previous employers within 30
calendar days of the date of hire. If the information has not been received within the
30 calendar days, the person may not drive commercial vehicles until the information
has arrived. If the information obtained from a previous employer indicates either a
positive test or that a refusal to be tested occurred within the past two years, that
person will either:
7.9.2.1 Not be permitted to drive commercial vehicles unless subsequent
information indicates that an evaluation by a Substance Abuse Professional
was made and return to duty testing was administered; or
7.9.2.2 Be terminated.

7.10

Confidentiality and Record Retention.
All records related to drug and alcohol testing are maintained by the City
Administrator or his/her designee in a secure location with controlled access. These
records are kept separate from records pertaining to all other employees.

7.11

Consequences of Engaging in Prohibited Conduct or Positive Drug or Alcohol
Tests.
7.11.1 Discipline: Employees are subject to appropriate disciplinary action up to and
including termination of employment if:
7.11.1.1 The employee tests positive for a drug or drugs; and/or,
7.11.1.2 The employee has engaged in prohibited conduct as outlined in
Section 7.6this Chapter.
The City will endeavor to advise an employee, regardless of any disciplinary action
taken, of resources available to the employee in evaluating or resolving problems
associated with drug use or alcohol misuse.
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7.11.2 The following provisions apply to those employees who are not terminated
for violating the provisions of this policy:
7.11.2.1 Positive Test Result and/or Engaging in Prohibited Conduct: If an
employee tests positive for drugs or alcohol from a random, reasonable
suspicion or post-accident test, or engages in prohibited conduct as outlined
in Section 7.6this Chapter, the employee will be immediately removed from
duties requiring the driving of a commercial vehicle. The employee is not
permitted to return to work unless he/she completes the following and any
other requirements imposed by the City:
•

Has been evaluated by a qualified Substance Abuse Professional; and,

•

If recommended by a Substance Abuse Professional, has properly
followed any rehabilitation prescribed; and,

•

Has a verified negative result on a return-to-duty alcohol (<0.02)
and/or drug test.

Upon completion of a recommended rehabilitation program and successful return to
work, an employee is subject to follow-up random testing for up to 60 months as
recommended by the Substance Abuse Professional and the City, with a minimum of
six such unscheduled tests within the first 12 months of returning to duty.
7.11.2.2 Alcohol Concentration of 0.02 but less than 0.04: Employees having
a breath alcohol concentration of at least 0.02 but less than 0.04, shall be removed
from duty requiring the driving of a commercial vehicle or other safety-sensitive
function for at least 24 hours. The other return-to-work requirements of Section
7.11.2.1 will not apply.
7.12

Employee Assistance Program/Voluntary Referral.
The City supports employees who volunteer for treatment of alcohol or drug abuse
prior to violating City policy. Employees are encouraged to seek treatment
voluntarily. In most instances, any employee who comes forth and notifies the City
of alcohol or drug abuse problems usually will be given the assistance extended to
employees with any other illness. However, any such program may not interfere with
the tests required by these rules. For example, a driver may not identify
himself/herself as unfit to drive after having been notified of a random or reasonable
suspicion test and expect to avoid the consequences of a positive test or a refusal to
test. In addition, voluntarily seeking assistance does not excuse any failure to comply
with all of the provisions of this policy or other requirements of the City.
Sick leave, vacation leave or leave of absence without pay may be granted for
treatment and rehabilitation as with other illnesses. Confidentiality of information
will be maintained as much as possible at all times.

p.46

CHAPTER 8.
EMPLOYEE RESPONSIBILITIES
AND CONDUCT
8.1

General.
8.1.1 City employees are expected to represent the City to the public in a
professional manner, which is courteous, efficient and helpful. Employees must
maintain a clean and neat appearance appropriate to their work assignment, as
determined by their position and department head/supervisor. The City may furnish
or pay for clothing required by the City or otherwise identified in a bargaining
agreement.
8.1.2 Since the proper working relationship between employees and the City
depends on each employee's on-going job performance, professional conduct, and
behavior, the City has established certain minimum standards of personal conduct.
Among the City's expectations are: Basic tact and courtesy towards the public and
fellow employees; adherence to City practices, procedures, safety rules and safe work
practices; compliance with directions from management; preserving and protecting
the City's equipment, grounds, facilities and resources; and providing orderly and cost
efficientcost-efficient services to its citizens.

8.2

Outside Employment and Conflicts of Interest.
8.2.1 Employees may not, directly or indirectly, engage in any outside employment
or financial interest which may conflict, in the City's opinion, with the best interests
of the City or interfere with the employee's ability to perform his/her assigned City
job. Examples include, but are not limited to, outside employment which:
8.2.1.1 Prevents the employee from being available for work beyond normal
working hours, such as emergencies or peak work periods, when such
availability is a regular part of the employee's job;
8.2.1.2 Is conducted during the employee's work hours;
8.2.1.3 Utilizes City telephones, computers, supplies, or any other resources,
facilities or equipment;
8.2.1.4 Is employment with a firm which has contracts with or does business
with the City; or
8.2.1.5 May reasonably be perceived by members of the public as a conflict
of interest or otherwise discredits public service.
8.2.2 An employee who chooses to have an additional job, contractual commitment
or self-employment that does not create a conflict of interest , may do so provided
he/she obtains prior approval from his/her department head/supervisor and the City
Administrator.
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Any employee engaged in outside employment which conflicts with the requirements
of this policy may be required to resign from such outside employment or be
terminated, if the employee refuses to resign.
8.2.3 Any outside employment that could potentially interfere with emergency callout situations must be reported to the employee's department head/supervisor. If, after
accepting outside employment, situations arise which could interfere with the
employee's job, the employee needs to immediately report those situations to his/her
department head/supervisor.
8.3

Gifts and Gratuities.
Employees may not accept any gift or gratuity from any vendor or agent with whom
the City transacts business. Employees may not use their official position or accept
gifts and gratuities for personal gain. An occasional lunch or coffee is not considered
a "gift."

8.4

Conflicts of Interest.
Except upon approval of the City Administrator, City employees may not sell or
barter anything to the City or to a contractor supplying the City, or make any contract
with the City or purchase anything from the City other than those things which the
City offers generally to the public, such as, but not limited to, utility services, and
then only on the same terms as are offered to the public, unless an invitation to submit
sealed bids is published and the City accepts the sealed bid which is most
advantageous to the City.

8.5

Identity Theft Prevention Program.
This Program is intended to identify red flags that will alert our employees when
new or existing accounts are opened using false information, protect against the
establishment of false accounts, methods to ensure existing accounts were not
opened using false information, and measures to respond to such events. Each
employee, upon hire, will review and sign this document for retention in the
employee’s personnel file (See Appendix).

8.6

Political Activities.
8.6.1 City employees may participate in political or partisan activities of their
choosing provided that City resources and property are not utilized, and the activity
does not adversely affect the responsibilities of the employees in their positions.
Employees may not campaign on City time or in a City uniform or while representing
the City in any way. Employees may not allow others to use City facilities or funds
for political activities.
8.6.2 Any City employee who meets with or may be observed by the public or
otherwise represents the City to the public while performing his/her regular duties
may not wear or display any button, badge or sticker relevant to any candidate or
ballot issue during working hours. Employees shall not solicit for a contribution for
a partisan political cause on City property or City time.
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8.6.3 Employees who file for election to public office in any jurisdiction, including
the City, may be required to take a leave of absence without pay during the campaign
or be terminated from City employment upon election where said office may, in the
City's sole judgment, create an appearance of impropriety or a conflict of interest.
8.7

No Smoking.
For health and safety considerations, and in accordance with State law and City
policy, the City prohibits smoking and use of any tobacco product by employees in
all City facilities, including City-owned buildings, vehicles, and offices or other
facilities rented or leased by the City, including individual employee offices.
Employees may smoke outside only in designated smoking areas at least 25 feet from
any door or ventilation equipment. Employees using the smoking area must keep it
neat and clean and pick up trash and cigarette butts.

8.8

Use of City Vehicles and Equipment.
8.8.1 Use of City phones for local personal phone calls should be kept to a
minimum; long distance personal use is prohibited. Other City equipment, including
vehicles, should be used by employees for official City business only. An employee’s
misuse of City services, telephones, vehicles, equipment or supplies can result in
disciplinary action, including possible termination.
8.8.2 Certain job assignments may require that employees furnish personal
equipment. If an employee is required to furnish any items, his/her department
head/supervisor will provide a list of the items needed. The City is not responsible
for lost or stolen personal property, so employees should be careful to secure such
equipment, as well as any money or valuables, they have in the work place.
8.8.3 City vehicles shall not be used for personal use unless approved through an
employment agreement or pre-approved by the City Administrator. Those employees
on after hours call back duty during City designated special events, emergencies or
snow removal seasons may be permitted to use a City vehicle for transportation to
and from their home if approved by the Department Director. Employees should be
cognizant of the fact that a City vehicle at a private residence does prompt complaint
calls and public concerns. Use of city vehicles to and from private residences is
generally frowned upon and should be approved only on a limited case by case basis.
8.8.3.1 Vehicle Use, Driver Approval, Orientation/Training and Motor
Vehicle Driving Record Checks: All employees who operate any vehicle
within the course and scope of employment must meet all licensing, driving
qualifications, fitness and training requirements. Employees holding
positions which require regular driving for business must, as a condition of
employment, be able to meet the driver approval standards at all times. The
driver approval process will be determined by the Administration utilizing a
driver evaluation matrix.

8.9

Wireless Communication Devices.
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The City Council adopted the wireless communications devices policy by Resolution
11-2009 and each employee must read and sign for inclusion in their personnel file (See
Appendix). The purpose of this section is to provide guidelines regarding wireless
communication devices. This section of the policy enables the City of Leavenworth
to meet its fiduciary responsibility to the taxpayers. It is recognized that the day-today operations of the workforce require voice and data communications and there is
often a need to communicate when access to a regular telephone or computer is
unavailable. Wireless communication devices are a valuable resource for certain
personnel in order to conduct City business in an effective and timely manner.
8.10

Non-Solicitation.
8.10.1 It is the City's desire to conduct its operations in an orderly and efficient
manner. The City believes its employees and the public should have the opportunity
to work and receive City services without interference from persons who are pursuing
a purpose not related to the City's normal business.
8.10.2 The City does not allow non-employees to come onto City property or
buildings to solicit employees or other members of the public or to distribute literature
or other materials for any purpose at any time. Furthermore, employees are prohibited
from soliciting or distributing any form of literature or other materials during work
time or in work areas. For this purpose, working time means time during which either
the soliciting employees or the employees who are the object of the solicitation are
expected to be actively engaged in their assigned work. Work areas do not include
the employee lunchroom or break areas.

8.11

Employment of Relatives.
8.11.1 Relatives will not be hired if such employment would result in one relative
supervising another, directly or indirectly; auditing the work of another; or otherwise
working in a relationship that would create actual or perceived conflicts of interest or
favoritism. If one employee becomes related to another employee through marriage
and this results in a prohibited employment relationship, one of the employees must
resign or transfer. The City Administrator may terminate an employee who is related
to another employee but shall consult with the affected employees and allow them to
decide which one of them will resign, prior to taking final action.
8.11.2 "Relative" is defined as any family relationship resulting from birth, marriage
or adoption, as well as any person cohabiting with another employee.

8.12

Bulletin Boards.
Information of special interest to all employees is posted regularly on the City bulletin
boards. Employees may not post any information on these bulletin boards without
the prior authorization of the City Administrator or the employee's department
head/supervisor. Employees are urged to check the bulletin board frequently, as they
are expected to be aware of its posted contents.

8.13

Employee Parking.
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Employees are requested to be courteous, watch vehicle doors, and drive safely in
City parking lots. The City assumes no responsibility for vehicles or their contents in
these parking areas.

8.14

Personal Property.
Employees may bring and use their personal property (i.e. pictures, awards, knickknacks, etc.) at work; however, by bringing such items to work the employee assumes
all risk of loss due to theft, breakage, or any other type of damage to such property.
Personal items that may be offensive to others, including items that may violate the
City’s harassment or discrimination policies, may not be brought into the workplace.
Personal property that areis deemed to be a distraction will be removed from the work
place. There is no expectation of privacy in any personal property brought into the
workplace; therefore, items may be searched for reasonable suspicion.

8.15

Technology Usage and Privacy.
8.15.1 The City regards desks, computers, file cabinets, furniture, and other work
spaces as the City's property, and reserves the right to inspect those locations if, in its
sole discretion, it determines that there is a security, health, or other business reason
to do so. This includes oral or written communications made using City equipment
or supplies such as communications stored or made on City computers, telephone
systems, E-mail or voice mail.
8.15.2 Computer correspondence, E-mail or other documents or information stored in
the computer used by an employee or other City-owned technology are not private or
confidential. Any correspondence or other documents can be accessed by anyone else
on the system. Even after correspondence or documents have been deleted, it is still
possible to retrieve and read them. Members of the public may have a right to recover
email messages pursuant to the Public Disclosure Act. Also, all messages or other
computer documents are the City's records and are the property of the City. The City
reserves the right to read, use and disclose computer correspondence or other
documents or messages. For these reasons, employees should not use the computer
system for any information considered personal or private during work hours. The
City recognizes that employees may not be able to travel home during lunch periods
and allows the exception for di minimus personal use to access the internet, personal
email and similar activities before or after work hours and on designated breaks and
lunch breaks. Personal items created on a City computer should not be saved to the
City’s server or computer hard drives.
8.15.3 When using the City's technology systems (computers, telephones, etc.),
employees are using City property. As a result, any documents, comments and use
of the City's technology system must be appropriate to the City's business activities.
8.15.4 Because E-mail is a business communications tool, all E-mail messages should
be business-like and professional in tone and content. Obscene, offensive, illegal, or
unprofessional communication through E-mail is forbidden. This includes, but is not
limited to:
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•

obscene, profane, abusive, or threatening language or graphic representations;

•

statements or graphic representations that may be construed as discriminatory
or offensive by reference to race, national origin, gender, religion, age,
disability, sexual orientation, or other legally protected criteria;

•

reference to or discussion of any sexual acts, sexual relationships, dates,
dating, or any personal relationships;

•

distribution of jokes or other content for entertainment;

•

communications that violate the personal privacy of, or are disrespectful of,
any individual; and

•

communications in furtherance of any illegal activity, including, but not
limited to, "football pools" and other forms of illegal gambling.

8.15.5 The City Council approved Resolution 6-2019 Social Media Policies &
Guidelines (See Appendix) that shall be reviewed by all staff involved with posting,
removing, or editing content to any of the City’s social media sites including the City
Website, Facebook Page and any other sites that the City may design in the future
including but not limited to Twitter, Instagram, My Space, etc. Staff involved in
maintaining these sites are required to obtain training on the Open Public Records Act
for maintenance and retention purposes.
8.15.5.1 The following guideline is additional instructions not included within
Resolution 6-2019 and areis basic instructions designed to meet the needs of the
City’s Facebook PagePublic Records Act for retention purposes. The City recognizes
that these processes may change from time to time by the host of a social media site
and may need to be updated.
Removing Content
If a post or comment on a city post violates this Policy, staff can take immediate action
to remove it. This removal procedure also applies to visitor posts that are moderated
by staff. Those posts are automatically hidden until approved – and “allowed on Page”
should always be granted as quickly as possible unless a post is inappropriate. If a
staff person is unsure whether a comment violates City policy, consult City
Administrator or your manager for guidance by email as soon as possible.
8.16

Contact with News Media.
The City Administrator is responsible for all official contacts with the news media
during working hours, including answering of questions from the media. The City
Administrator may designate specific employees to give out procedural, factual or
historical information on particular subjects.

8.17

Credit Card Use.
8.17.1 An employee may check out a City credit card for travel expenses. The
employee will need to submit a fully itemized travel expense report form (See
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Appendix) upon the employee's return or within ten days after the billing date,
whichever is earlier. Cash advances and alcohol are strictly prohibited on a City credit
card.
8.17.2 Employees are responsible for paying any charges against the credit card not
properly identified on the travel expense report form or not allowed following any
audit. Employees should take precautions not to use a city credit card for items
identified in 6.20.7 of this policy. If, for any reason, disallowed charges are not repaid
before the credit card billing is due and payable, the City shall have a prior lien against
and a right to withhold any and all funds payable or to become payable to the
employee as allowed by state law up to an amount of the disallowed charges, along
with interest at the same rate as charged by the company which issued the credit card.
Employees will be required to sign an authorization for such deductions (See
Appendix) prior to first being issued a City credit card.
8.17.3 Any employee who has been issued a credit card by the City may not use the
card if any disallowed charges are outstanding and must surrender the credit card upon
request by the City Clerk.
8.18

Driver's License Requirements.
8.18.1 As part of the requirements for certain specific City positions, an employee
may be required to hold a valid Washington State Driver's license.
8.18.2 If an employee's license is revoked, suspended or lost, or is in any other way
not current, valid and in the employee's possession, the employee shall promptly
notify his/her department head/supervisor. The employee will be immediately
suspended from driving duties. The employee may not resume driving until proof of
a valid, current license is provided to his/her department head/supervisor.
8.18.3 Depending on the duration of license suspension, revocation or other inability
to drive, an employee may be subject to disciplinary action, including possible
termination due to the inability to maintain the minimum qualifications for the
position.

8.19

Safety.
8.19.1 The City endeavors to use reasonable efforts to provide a safe working
environment which protects employees and the public from injury. Every employee
is responsible for maintaining a safe work environment and following the City's safety
rules. Each employee is expected to promptly report all unsafe or potentially
hazardous conditions to his/her department head/supervisor. The City will endeavor
to remedy problems as quickly as possible.
8.19.2 In case of an accident involving a personal injury or property damage,
regardless of how serious, employees need to immediately (required within 24 hours)
notify their department head/supervisor. An Incident Report form (See Appendix)
should be filled out by the employee and a Supervisor’s Report of an Accident form
(See Appendix) should be filled out by the department head/supervisor. If a claim for
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damage is required, the Claim for Damages form (See Appendix) should also be filled
out by the person submitting the claim.
8.19.3 Employees should exercise caution in the performance of duties and shall
follow and adhere to published safety regulations and controls. If a City vehicle or
mobile equipment is involved in an accident within the City limits, the Police
Department or Sherriff’s Office should be promptly notified, and an accident report
form (See Appendix) should be completed.
8.20

Substance Abuse.
8.20.1 The City will discipline or terminate employees up to and including
termination for possessing, consuming, selling, using, or being under the influence
of, alcohol, illegal drugs, or other controlled substances during work hours, while
representing the City or on City property, including break times and meal periods.
The City may also discipline or terminate an employee who exhibits an on-going
dependence on alcohol, drugs or other controlled substances which, in the City's
opinion, impairs the employee's work performance, poses a threat to the public
confidence, or is a safety risk to the City or others. Illegal drugs are those defined in
Section 7.3.3. Any employee who refuses a test or tests positive for alcohol or drugs
will be considered under the influence of such prohibited substances and in violation
of this policy.The City is committed to supporting employees who undergo treatment
and rehabilitation for alcohol or other chemical dependency.
8.20.2 The City supports employees who volunteer for treatment of alcohol or drug
abuse prior to violating City policy. Employees are encouraged to seek treatment
voluntarily. In most instances, any employee who comes forth and notifies the City
of alcohol or drug abuse problems usually will be given the assistance extended to
employees with any other illness. However, any such program may not interfere with
the compliance of these rules. Employees who voluntarily seek treatment may use
accrued sick leave to attend a bona fide treatment or counseling program. The City
may condition continued employment on the employee's successful completion of
treatment or counseling programs and future avoidance of alcohol or other controlled
substances.
8.20.3 An employee may be required to submit to alcohol, drug or controlled
substance testing when the employee's work performance causes a reasonable
suspicion that the employee is impaired due to current intoxication,the use of alcohol,
illegal drugs or controlled substance use or in cases where employment has been
conditioned upon remaining alcohol, drug or controlled substance free following
treatment. Refusal to submit to testing, when requested, may result in disciplinary
action, including possible termination.
8.20.4 Employees using any prescription or over the counter drugs which might
impair their ability to safely perform their jobs should notify their department
head/supervisor. At the option of the department head/supervisor, an employee may
be reassigned to less hazardous duty or be required to use accrued sick leave if
impaired work performance might pose a threat to the public confidence or to the
safety of the employee or others.
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8.20.5 Employees must notify the City within five days of any conviction for a drug
violation in the work place.
8.21

Suggestions.
All employees are encouraged to make suggestions which will improve the efficiency
of City operations or employee job satisfaction. Even ideas for other departments are
encouraged. Suggestions may be written or verbally given to the employee's
department head/supervisor at any time. The department head/supervisor will then
discuss the idea with the appropriate person or group and the City Administrator.

8.22

Litigation.
8.22.1 From time-to-time the City may be involved in legal actions. The only persons
authorized to receive legal summons and lawsuit filings for the City are the City
Administrator and the City Finance Director during business hours, and the
Administrator or Finance Director upon receipt of the summons or lawsuit are
responsible for promptly notifying the City’s Attorney and the City's insurance
carrier.
8.22.2 With exception to the City Hall front desk personnel, no other persons or
employees are authorized or allowed to accept service on behalf of the City. Any
unauthorized person should so advise the process server.

CHAPTER 9.
WHISTLEBLOWER POLICY
9.1

Policy.
The City (1) encourages reporting by its employees of improper governmental action
taken by City officers or employees and (2) protects City employees who have in
good faith reported improper governmental actions in accordance with the City's
policies and procedures.

9.2
Definition of Improper Governmental Action. Any action by a City officer or
employee:
9.2.1 That is undertaken in the performance of the officer's or employee's official
duties, whether or not the action is within the scope of the employee's employment;
and
9.2.2 That (1) is in violation of any federal state, or local law or rule, (2) is an abuse
of authority, (3) is of substantial and specific danger to the public health or safety or
(4) is a gross waste of public funds.
Improper governmental action does not include personnel actions, including
employee grievances, complaints, appointments, promotions, transfers, assignments,
reassignments, reinstatements, restorations, re-employments, performance
evaluations, reductions in pay, dismissals, suspensions, demotions, alleged violations
of labor agreements or reprimands.
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9.3

Procedures for Reporting.
City employees who become aware of improper governmental actions should first
raise the issue with their supervisor or department head/supervisor. If requested by
the supervisor or department head/supervisor, the employee shall submit a written
report to the supervisor or department head/supervisor, or to some person designated
by the supervisor or department head/supervisor, stating in detail the basis for the
employee's belief that an improper governmental action has occurred. Where the
employee reasonably believes the improper governmental action involves his or her
supervisor or department head/supervisor, the employee may raise the issue directly
with the City Administrator.
In the case of an emergency, where the employee believes that damage to persons or
property may result if action is not taken immediately, the employee may report the
improper governmental action directly to the appropriate government agency with
responsibility for investigating the improper action.
Emergency means a
circumstance that, if not immediately changed, may cause injury or damage to persons
or property. See the Appendix for a listing of County, State and Federal enforcement
agencies.
The department head/supervisor and the City Administrator, as the case may be, will
endeavor to take prompt action to assist the City in properly investigating the report
of improper governmental action. City officers and employees involved in the
investigation are required to keep the identity of reporting employees confidential to
the extent possible under law, unless the employee authorizes the disclosure of his or
her identity in writing. After an investigation has been completed, the employee
reporting the improper governmental action should be advised of a summary of the
results of the investigation, except that personnel actions taken as a result of the
investigation may be kept confidential.
City employees may report information about improper governmental action directly
to the appropriate government agency with responsibility for investigating the
improper action if the City employee reasonably believes that an adequate
investigation was not undertaken by the City to determine whether an improper
governmental action occurred, or that insufficient action has been taken by the City
to address the improper governmental action or that for other reasons the improper
governmental action is likely to reoccur.
City employees who fail to make a good-faith attempt to follow the City's procedures
in reporting improper governmental action do not receive the protections provided by
the City in these procedures.

9.4

Protections Against Retaliatory Actions.
City officials and employees are prohibited from taking retaliatory action against a
City employee because he or she has in good faith reported an improper governmental
action in accordance with these policies and procedures.
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Retaliatory action means any adverse change in the terms and conditions of an
employee's employment.
Employees who believe that they have been retaliated against for reporting an
improper governmental action should advise their department head/supervisor or the
City Administrator. The City Administrator and/or department head/supervisor will
endeavor to take appropriate action to investigate and address complaints of
retaliation.
If the employee's department head/supervisor or the City Administrator do not
satisfactorily resolve a City employee's complaint that he or she has been retaliated
against in violation of this policy, the employee may obtain protection under this
policy and pursuant to state law by providing a written notice within 30 days after the
occurrence of the alleged retaliatory action to the City Council that:
(a)

specifies the alleged retaliatory action and

(b)

specifies the relief requested.

City employees are required to provide a copy of their written notice to the City
Administrator. The City will endeavor to respond within 30 days to the charge of
retaliatory action.
After receiving either the response of the City or 30 days after the delivery of the
charge to the City, the City employee may request a hearing before a state
administrative law judge to establish that a retaliatory action occurred and to obtain
appropriate relief provided by law. An employee seeking a hearing shall deliver the
request for hearing to the City Administrator within the earlier of either 15 days of
delivery of the City's response to the charge of retaliatory action, or 45 days of
delivery of the charge of retaliation to the City for response.
Upon receipt of request for hearing, the City may apply, within five working days, to
the State Office of Administrative Hearings for an adjudicative proceeding before an
administrative law judge: [current as of 10/08]
Office of Administrative Hearings
PO Box 424889
Olympia, WA 98504-24889
(360) 753-2531407-2700 (SHS)
(800) 583-8271 (Toll-free)
(360) 586-6563664-8721 (Fax)
The City will consider any recommendations provided by the administrative law
judge that the retaliator be suspended with or without pay, or dismissed.
9.5

Responsibilities.
The City Administrator is responsible for implementing the City's policies and
procedures (1) for reporting improper governmental action and (2) for protecting
employees against retaliatory actions. This includes ensuring that this policy and
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these procedures (1) are posted where employees will have reasonable access to them,
(2) are made available to any employee upon request, and (3) are provided to all
newly-hired employees. Department head/supervisors are responsible for ensuring
the procedures are implemented within their areas of responsibility. Violations of this
policy and these procedures may result in appropriate disciplinary action, including
possible termination.
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CHAPTER 10.
DISCIPLINE AND TERMINATION
10.1

Discipline.
10.1.1 All employees are expected to exercise good judgment, loyalty, common
sense, dedication, and courtesy in the performance of their duties. The primary
mission of every employee is to provide courteous, orderly, efficient, and economic
delivery of services to the customers of the City.
10.1.2 Acts, errors, or omissions which, in the City's sole judgment, discredit the
public service, violate City policies or practices, or impair the provision of orderly
services to the citizens of the City may result in discipline, including possibleup to
and including termination.
10.1.3 The City Administrator and department head/supervisors have full discretion
and authority to impose disciplinary action in accordance with City policies and the
circumstances of the particular case.
10.1.4 Technology and Discipline. The Employer agrees that any electronic device,
including City provided cell phones which have the ability to capture and record
video, audio, GPS information, speed, location, and other similar data, shall not be
used to initiate any investigation of employee’s action or work performance which
would otherwise result in disciplinary action. The primary function of such
devices/technology is to enhance the effectiveness, efficiency and safety of
employees.
10.1.54
Unless otherwise specified by resolution, a written employment
contract, or a valid and effective collective bargaining agreement, all employees
are employed on an at-will basis. While the City recognizes the benefit in some
cases of using progressive discipline, the need for disciplinary action is usually
evaluated on a case-by-case basis and the City is not required or obligated to use
progressive discipline before imposing a particular type of disciplinary sanction,
including possible termination.
10.1.5 In the event that discipline is necessary, any or all of the following types of
disciplinary actions may be used, depending on the particular situation, although the
City retains full discretion in imposing discipline:
10.1.5.1 Oral Warning. An oral warning is a counseling session between the
employee's department head/supervisor and the employee on the subject of
the employee's conduct and performance, or his/her failure to observe a
guideline, rule, regulation, or administrative instruction. It is intended to
increase an employee's efficiency and value to the City by changing the
employee's conduct, attitude, habits, or work methods. Following the
counseling session the department head/supervisor should document the oral
warning.
10.1.5.2 Reprimand. A reprimand is a formal written disciplinary action for
misconduct, inadequate performance, or repeated lesser infractions. Written
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reprimands are placed in the employee's personnel file. Written warnings
should include:
•

A statement of the facts;

•

A statement of the discipline being given, if any;

•

If appropriate, the employee's explanation and reason for the
violation;

•

The required corrective action on the part of the employee;

•

If appropriate, a written and definite period of disciplinary
probation during which the employee must clearly demonstrate
improvement; and

•

A statement indicating further disciplinary action, up to and
including termination, may follow if correction is not achieved.

The warning should be signed by the employee's direct supervisor, the
employee and the City department head/supervisor involved. Copies of
written warnings should be forwarded to the City Administrator. After review
with the employee, a copy of the written warning should to be given to the
employee and a copy should be placed in the employee's personnel file.
10.1.5.3 Suspension. A suspension is a temporary, unpaid absence from duty
which may be imposed as a penalty for significant misconduct or repeated
lesser infractions. A suspension is a severe disciplinary action which is made
part of the employee's permanent record. In each case of disciplinary
suspension, a written memo should be prepared indicating:
•

The event or events which lead to the suspension;

•

The duration of suspension;

•

A statement indicating required corrective action on the part of
the employee;

•

If appropriate, the employee's explanation or comment; and

•

A statement indicating that it is a "final warning" and further
indicating that the employee will be discharged upon the
occurrence of another infraction or unless corrective action is
taken within the stated time.

The memo may be signed by the employee and any other person who may be
present at the discussion. The memo should be signed by the employee's
department head/supervisor and a copy forwarded to the City Administrator.
After review with the employee, a copy of this memo should be given to the
employee, and a copy should be entered into the employee's personnel file.
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Unpaid disciplinary suspensions of exempt employees must be in increments
of a full workweek, unless the suspension is for violating safety rule of major
significance.
Suspensions with pay, where the employee is placed on administrative leave,
may be utilized by the City pending the results of an investigation or
disciplinary action.
10.1.6 Termination. When a supervisor feels that the nature of a violation warrants
termination, or if the termination is a result of the disciplinary procedure where the
desired corrective action was not achieved, the supervisor should prepare a written
report to his/her department head/supervisor and the City Administrator. The written
report should include:
10.1.6.1 The reason(s) for the termination;
10.1.6.2 Information on any previous warnings or disciplinary actions that
may be relevant;
10.1.6.3 A brief summary of the employee's past work record and length of
employment with the City; and
10.1.6.4 Any other relevant information.
In certain circumstances, before a final decision is made regarding a possible
termination or suspension without pay, the City may convene a pre-termination
meeting.
In the event the City convenes a pre-termination meeting, the employee will be
notified of the reason for the pending termination and given a brief summary of the
City's evidence, if any. Usually, the employee should be given an opportunity to
respond to the charges, either orally or in writing, and to explain why the City should
not go ahead with the termination. Although the City's explanation of its evidence
should be sufficient to inform the employee of the basis for termination, this
procedure should not be construed to limit the City at any subsequent hearing or
proceeding from presenting a more detailed and complete case, including the
presentation of witnesses and/or documents not introduced at the termination meeting.
Unless otherwise specified by resolution, written employment contract, or a
collective agreement, all employees are employed on an at-will basis and may be
terminated at any time from City employment with or without cause subject only
to the procedural rights they may have to a pre-termination meeting.
10.2

Rules of Conduct.
10.2.1 In the interest of the City and the public, it is desirable, whether off-duty or
on-duty, that an employee's conduct reflect favorably on the employee, his/her fellow
employees and the City. Off-duty misconduct may result in discipline when it renders
an employee less capable of performing his/her duties and responsibilities, or when it
p.61

reflects unfavorably upon the City or an employee's continuing qualifications for
employment.
10.2.2 The City places as few restraints on employee personal conduct as possible.
The City relies on each employee's good judgment and sense of responsibility as the
principal source of guidance for conducting day-to-day duties and responsibilities.
However, for the protection of the City's business interests and other employees,
certain rules of conduct have been established. The rules are formalized here for each
employee's information and to minimize the likelihood of any employee, through
misunderstanding or otherwise, becoming subject to disciplinary action.
10.2.3 The following is a partial list of offenses that may lead to discipline, up to and
including termination.
10.2.3.1 Theft, misappropriation or removal of City property or the property
of employees, clients or members of the public;
10.2.3.2 Material falsification of any application for employment or any
report, record, time card or City records;
10.2.3.3 Soliciting and/or accepting payment, gifts or any item of value for
services performed during the regular workday while working for the City;
10.2.3.4 Material alteration, destruction or waste of City property, facilities,
records or equipment, wherever located or the destruction of another
employee's property;
10.2.3.5 Violation of the substance abuse or drug testing policies;
10.2.3.6 Giving or taking a bribe of any nature as inducement for obtaining
or retaining a job or position;
10.2.3.7 Disorderly conduct, fighting or insubordination. Insubordination
includes, but is not limited to:
•

Neglect of duty or refusal or failure to obey orders or
instructions in the line of duty; and

•

Use of abusive, insulting or obscene language to any
supervisor or other employee.

10.2.3.8 Threatening, intimidating, coercing or interfering with supervisors
or other employees;
10.2.3.9 Deliberate attempts to injure another employee or fighting on City
property;
10.2.3.10 Sleeping during work hours;
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10.2.3.11 Unauthorized possession of firearms, explosives or any dangerous
weapons while performing City work;
10.2.3.12 Participating in an unauthorized work stoppage or slowdown;
10.2.3.13 Recklessness or portraying recklessness which is disruptive and
results in or contributes to a serious accident while on duty whether on City
property or while driving a City vehicle;
10.2.3.14 Workplace harassment or other unlawful discrimination or
retaliation directed toward another employee or other individual in the
workplace;
10.2.3.15 Use of City property or time for personal financial gain;
10.2.3.16 Ignoring safety rules or common safety practices or contributing to
unsanitary or unsafe working conditions;
10.2.3.17 Failure to report occupational injuries or accidents, including motor
vehicle accidents, promptly to the employee's department head/supervisor;
10.2.3.18 Engaging in activities other than assigned work during working
hours and/or while operating City equipment, without approval in advance by
the employee's department head/supervisor;
10.2.3.19 Acting in an insulting, rude or insolent manner towards any citizen
or other person while working for the City, or while operating City equipment
or on City premises;
10.2.3.20 Failure to exercise the care and attention to one's work as required
by the circumstances;
10.2.3.21 Unexcused or excessive absences, tardiness, or abuse of sick leave;
10.2.3.22 Leaving work before the end of the shift or not being ready to begin
work at the start of the shift or working overtime without permission from the
employee's department head/supervisor;
10.2.3.23 Loafing or spending unnecessary time away from the job;
10.2.3.24 Unauthorized possession or use of any City property, equipment or
materials;
10.2.3.25 Violation of any City Policy or Procedure.
10.2.4 These are only samples of the types of conduct that may result in
disciplinary action. These rules of conduct do not change an employee's status
as an at-will employee, nor do they guarantee or imply progressive discipline will
be used when the City determines discipline is warranted.
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CITY OF LEAVENWORTH PERSONNEL POLICIES
RECEIPT AND ACKNOWLEDGMENT

This confirms that I: _____________________________________________
•

have received and read the City's Personnel policies dated ___/____/___, and

•

understand and agree that these policies are not an agreement or contract for
employment; and

•

understand that no one in the City has the authority to enter into any agreement for
employment for a specified period of time or to make other representations or
agreements inconsistent with these policies unless it is in writing signed by an
authorized City representative; and

•

understand that the policies and procedures contained may be revised and updated by
the City from time to time; and

•

understand that these policies revoke and supersede any prior handbooks, statements
of employment policies, guidelines and procedures, or employment manuals,
handbooks, or other documents issued by the City; and

•

understand that, unless otherwise provided by a law, or collective bargaining
agreement, my employment with the City is at-will.

________________________________________
Employee's Signature

______________________
Date
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RESOLUTION NO. 14-2008
A
RESOLUTION
OF THE
CITY COUNCIL
OF
LEAVENWORTH, WASHINGTON, ESTABLISHING A
POLICY FOR MEAL REIMBURSEMENT RATES FOR THE
TRAVEL OF OFFICIALS AND EMPLOYEES
WHEREAS, from time to time, it is necessary and proper for City officials and
employees to incur miscellaneous expenditures for meals when authorized for travel on
official city business for the purpose of conducting city business or for the purpose of
attending meetings, conferences or conventions on behalf of the city; and
WHEREAS, the rates authorized for employees to spend on meals was last established in
2004;and
WHEREAS, the cost for meals in metropolitan areas often exceeds the rates currently
adopted by the City Council;
NOW, THEREFORE, The City Council hereby resolves as follows:
1. All City employees and officials claiming reimbursement for meals consumed while
on City business shall be entitled to reimbursement not to · exceed the following
amounts retroactive to July 1, 2008:
Breakfast
Lunch
Dinner

$12.00
$15.00
$25.00

2. A tip ofup to 15 percent of the meal cost is allowed in addition to the above amounts.
3. Meal cost maximums are not applied on a "per diem" basis; purchasing a lesser meal
so as to exceed the maximum on another meal is not acceptable.
4. No claim for reimbursement shall be paid unless it is accompanied by a printed,
detailed receipt from the business providing the meal. A travel expense form is
available from the Clerk/Treasurer and must be completed and attached to the receipt
to show the name of the employee or official who consumed the meal.
5. The City will not pay for the following under this policy:
Liquor or tobacco
Spouses of staff attending a business event
Regular or routine staff meetings

Staff lunches that are primarily social in nature
Staff lunches that could be conducted during normal work hours
Passed by the City Council of the City of Leavenworth and approved by the Mayor in an
open public meeting on the 28 th day of October, 2008.

APPROVED:

(~
<...,__..-·

Robert C. Eaton, Mayor

ATTEST

Chantell Steiner, Finance Director/City Clerk

TAB E
Staff Report

Affordable Low-Income Housing Incentive Code
To:
From:

Leavenworth Planning Commission
Development Services Department

Date of Report:

February 4, 2022 for the March 2, 2022 Hearing

Subject:

Affordable Low-Income Housing Incentive Code

OVERVIEW
The Planning Commission has been diligently considering how to provide affordable low-income housing
for several years, including a complex incentive program in 2019. To streamline the new incentive
program, the Planning Commission closely followed the provisions from RCW 36.70A.540. These
provisions were crafted by the State using the best known and effective practices of other jurisdictions
trying to incentivize construction of low-income housing.
The proposed Leavenworth code is intended to permit affordable low-income housing in all zoning
districts and encourage it within planned developments and commercial district mixed use developments.
Why does Leavenworth need low-income housing? As both an aging family community and a service
orientated tourist community, many people retiring, new professionals, young families and workers in
town have incomes below the Chelan County Average Median Income $66,380 (Office of Financial
Management projection for 2020). Housing these community members throughout the community builds
a diverse walkable community.
Through this program, new affordable low-income housing (owner occupied or rentals) is retained for at
least 50 years and is required to meet some design requirements but may request any of the following type
of incentives:
A) Density increase
B) Lot coverage increase to 75%
C) Setback reductions
D) Alley access
E) Parking reductions for the lowest income developments
F) Height increase, within the Tourist Commercial District
The Affordable Housing Incentive Program is intended to provide incentives to building housing for
purchasers or renters who work in service industry jobs, such as, cashiers, hotel staff and retail and
restaurant workers, which make up the majority of employees within Leavenworth. By providing housing
incentives, the city intends to improve the quality of life for all residents of varying income levels by
supporting health, increasing financial stability, reducing travel demands, and expanding population
diversity.
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SUMMARY OF DATES
60-day Agency review:
SEPA Determination

October 15, 2021, ID# 2021-S-3279
February 4, 2022, ID# 2022-S-3652
Exempt per WAC 197-11-800(19)

First Planning Commission Public Hearing:

November 3, 2021

Second Planning Commission Public Hearing:

March 2, 2022

Notice of Planning Commission 2nd Hearing:

Published in the Echo: February 16 and 23, 2022

City Council Public Hearing:

Tentatively Scheduled for April 26, 2022

PUBLIC/AGENCY COMMENTS
Public comments were taken and incorporated into the Planning Commission hearing draft, attached. The
public is encouraged to attend the Planning Commission Hearing and provide comment before a
recommendation is forwarded to the City Council. The Planning Commission may incorporate comments
into the recommendation. Additionally, the City Council will have an opportunity for public comment
prior to a decision at the Council Public Hearing.
STAFF REVIEW
The following findings of fact and conclusions of law review the proposed amendments in relationship to
the Comprehensive Plan and development regulations.
1. The amendments are necessary to resolve inconsistencies in the provisions of the comprehensive plan
and/or development regulations or to address state or federal mandates.
Staff Finding: The City of Leavenworth has a lack of affordable low-income housing, as
identified in the 2020 Housing Needs Assessment. The proposed amendments provide an option
to include this needed housing type within the community.
Conclusion: The new code provisions for affordable low-income housing incentives are
necessary to provide options to address Leavenworth’s housing needs.
2. The amendments are consistent with the overall intent of the existing comprehensive plan and the other
documents incorporated therein.
Staff Finding: The Comprehensive Plan encourages diversified housing:
Goal 1: Encourage the availability of affordable housing for all economic segments of the
population.
Goal 2: Promote diversity of residential densities and housing types, being mindful for racial
disparities and accommodating a range of housing needs, including elderly, physically
challenged, mentally impaired, special needs segments of the population, low-income, workforce
and emergency housing needs by: · Supporting affordable housing needs for low-income
residents. · Encouraging cluster subdivision, planned developments and other zoning techniques
that allow for density bonuses or other mechanisms for higher density and greater utilization of
land. · Supporting moderate density housing types, including accessory dwelling units, duplexes,
triplexes and townhomes within all residential zones.
The 2021 Comprehensive Plan identifies, in the Housing Needs Assessment, that the greatest
number of new housing is needed to reduce cost burden homes at or below the 80% AMI.

Staff Report

Page 2 of 8

Income Group

Share of

Distribution of Households

Share of

Distribution of

Housing

Experiencing Housing Cost

Housing

Household Income

Need

Burden *

Need

.<300/ o AMI ··-·············-············· jl 4% ·······-····-·············· 15········-··-········· ............... 36% ·····-······ 40
30-50% AMI
13%
14
30%
33
. 50-80% AMI ............................ 190/o..................•...........~.)............ .............•...........•... 23% ..•........... f.~..
80% > 100% AM I
9%
10
3%
3
> 1000/ o AM I
46%
51
9%
10
Housing needed to meet growth target:
110
110

This income level is traditionally required to have public support or incentives to compete with
market rate housing construction market.
Lower housing costs require greater public intervention
0-30% AMI
Rental:

30-50%
AMI
Rental:

50-80%
AMI
Rental:

80-120%
AMI
Rental or Home
Ownership:

public
support
needed
in all
markets

public
support
needed
in most
markets

incentives needed
in many markets

incentives or zoning
flexibility needed in
some markets

Above 125%
AMI
Market Rent & Home Ownership

Home
Ownership:

19,914
40

subsidy or incentives
needed in many
markets
Office of Financial Management 2020 AMI Chelan County $66,380
33,190
53,104
79,656
82,975
Leavenworth 20 year housing need based on percent of cost burden housing
33
25
3
10

Conclusion: The new code provisions for affordable low-income housing incentives are
consistent with the intent of the Comprehensive Plan and help achieve the Housing Element
Goals.
3. The amendments are consistent with the assumptions and/or other factors such as population,
employment, land use, housing, transportation, capital facilities, economic conditions, etc., contained in
the comprehensive plan.
Staff Finding: The 2021 Comprehensive Plan identifies a projected population growth which
will require 110 new housing units over the next twenty years. The proposed amendment
provides a tool to meet the needs of that growth at the low-income levels.
Conclusion: The new code provisions for affordable low-income housing incentives are
consistent with the assumptions and factors used to develop the comprehensive plan and help
achieve the Housing Element Goals.
4. The amendments are consistent with the requirements of the Growth Management Act and the countywide planning policies.
Staff Finding: The Growth Management Act, RCW 36.70A.540 provides the outline for
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providing for low-income housing development incentives. The state has repeatedly added
options for communities to add diversity of housing to communities, including RCW 36.70A.540
and HB1220 which changed the State housing goal from “Encourage the availability….” to “Plan
for and accommodate housing affordable to all economic segments of the population of this
state.”
The County-Wide Planning Policies encourage development of housing within the urban cities.
Conclusion: The new code provisions are consistent with the requirements of the Growth
Management Act, by planning for and accommodating the development of housing for all
economic segments of the community. The amendments are also consistent with the county-wide
planning policies.
5. The amendments are consistent with and do not adversely affect the supply of land for various purposes
which are available to accommodate projected growth over a twenty-year period.
Staff Finding: The options for affordable housing development fit within the land capacity
analysis for residential development. The design requirements support development consistent
with other residential dwellings. The parking requirements, excluding the lowest income levels,
ensure that onsite parking is provided or access to public transit is nearby, reducing impacts to
neighborhoods. Development standards (setbacks, lot coverage, height) are consistent with other
residential requirements reducing aesthetic impacts to neighborhoods. The option to increase
density is anticipated to be consistent with infill development or other new residential
development activities.
Conclusion: The new code provisions for affordable low-income housing incentives will not
change or impact the supply of land required to accommodate projected growth.
6. Where applicable, conditions have changed such that assumptions and/or other factors such as
population, employment, land use, housing, transportation, capital facilities, economic conditions, etc.,
contained in the comprehensive plan have been revised and/or enhanced to reflect said conditions;
Staff Finding: The proposed new code provisions do not change the Comprehensive Plan
assumptions. They are intended to provide opportunity to develop housing for all economic
segments of the population, a goal of the Housing Element.
Conclusion: Not applicable.
7. Amendments to the comprehensive plan land use designation map(s) are either consistent and/or
compatible with, or do not adversely affect, adjacent land uses and surrounding environment;
Staff Finding: The proposed new code provisions will not change the Comprehensive Plan maps.
Conclusion: Not applicable.
8. The proposed amendments are consistent with and do not negatively impact public facilities, utilities
and infrastructure, including transportation systems, and any adopted levels of service.
Staff Finding: The proposed new code provisions do not change land uses, public facilities,
utilities and infrastructure or directly impact the adopted levels of service. At the time of each
application for development or land use a review of impacts is completed by Public Works, Fire,
City Engineer, Development Services and other agencies, departments or public depending on the
type of application. During these reviews any impacts on public facilities, utilities and
infrastructure is identified and mitigated. When an impact cannot be mitigated the development or
land use is not approved.
Conclusion: Not applicable.
9. The proposed amendments do not adversely affect lands designated resource lands of long-term
commercial significance or critical areas.
Staff Finding: There are no designated resource lands within the city limits. Review of known
critical areas occurs at the time of future land use permit applications.
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Conclusion: Not applicable.
STAFF RECOMMENDATION
Staff recommends adoption of the new code provisions for affordable low-income housing incentives to
meet the current deficiency and to provide for future community needs.
ATTACHMENTS
Attachment A: LMC 18.42 Affordable Low-Income Housing Incentive Program
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ATTACHMENT A
LMC 18.42 Affordable Low-Income Housing Incentive Program
18.42.010 Purpose
The Affordable Housing Incentive Program is intended to provide incentives to developing and building
housing for purchasers or renters who work in service industry jobs, such as, cashiers, hotel staff and
retail and restaurant workers, which make up the majority of employees within Leavenworth. By
providing housing incentives, as authorized by RCW 36.70A.540, the city intends to improve the quality
of life for all residents of varying income levels by supporting health, increasing financial stability,
reducing travel demands, and expanding population diversity.
18.42.020 Applicability
A) Notwithstanding any other provision in this Title 18, affordable housing developments are permitted
in all zoning districts and encouraged within planned developments and commercial district mixed
use incentives developments.
B) Affordable housing developments serve:
1) Low-income renters with incomes of 50 percent or less of the county median family income,
adjusted for family size.
2) Low-income owner-occupied households with incomes of 80 percent or less of the county median
family income, adjusted for family size.
3) Notwithstanding item (1) and (2), the City Council may increase, through a public hearing, lowincome rental housing up to eighty percent of the county Area Median Income (“AMI”) or lowincome owner occupancy housing up to one hundred percent of the county AMI.
C) Rental units, for occupiers meeting the criteria of B) 1)-3), are for the purposes of this chapter
affordable housing.
18.42.030 Other Affordable Housing Options
The following list of options is provided for overall education of what the City of Leavenworth has
developed in support of affordable housing units. Use of these options, or others, is not a required part of
this affordable housing chapter.
A) LMC 3.42 Affordable Housing Grant/Loan Program
A)B) LMC 3.43 Workforce Housing Grant Loan Program
B)C) LMC 3.44 Affordable Housing Funds
C)D) Pre-approved Accessory Dwelling Unit construction plans
D)E) Manufactured/Tiny home parks
E)F) Manufactured home placement
F)G) Partnerships with nonprofit housing authorities/groups
18.42.040 Requirements for Affordable Housing Options
Any development of affordable housing for low-income housing units whether rental or owner occupied,
shall ensure that each affordable housing unit be retained as affordable housing for a minimum of 50
years from the date of final certificate of occupancy. Developers or owners of the housing, as the case
may be, shall record a covenant as required by the City to retain the housing as affordable for 50 years
from the date of final occupancy.
18.42.050 Incentives for Affordable Housing
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When a development includes affordable housing for low-income housing units, the project may request
any of the following deviations from the standard regulations:
A) Density, low-income affordable housing units may be provided in the following manner:
1) For residential districts, one additional dwelling unit may be provided for low-income affordable
housing. For example, a residentially zoned lot may have a single-family home, an accessory
dwelling and one low-income housing unit; or, it may have a single-family home and two lowincome housing units; or, it may have three low-income housing units.
2) For Multifamily Residential District, one low-income affordable housing unit per 1,500 square
feet of lot area may be provided. Any fractional calculation shall be rounded down.
A combination of market rate and low-income units may be provided when consistent with the
following methodology. The Administrator shall determine the required number of low-income
units and the maximum number of units based on the lot size for the project. Any fractional
calculation shall be rounded down.
Lot Sizea

6000
10,000
20,000
43,560

a Calculated

Multifamily
(one unit per
2,000 sqft of
lot area)
3
5
10
21

Low-Income
Affordable
(one unit per 1,500
sqft of lot area)
4
6
13
29

Required
number of
Low-Incomeb
1
1
3
8

Maximum
number of
unitsc
4
6
13
29

based on a "lot of record”, not including any right-of-way or land dedicated for a specific purpose on a plat.
between Multifamily (2,000 sqft per unit) and Low-Income Affordable (1,500 sqft per unit)
c Number of maximum low-income affordable units
b Difference

3) For the commercial and industrial districts, the minimum or maximum number of dwelling units
is not defined.
B) Lot coverage, when a development includes a minimum of three affordable housing units, the lot
coverage may increase to 50% or the underlying zoning requirement, whichever is greater.
C) For residential zoning districts and multifamily district, setbacks, when a development includes at
least one affordable housing unit, the front yard setback may be reduced to nineteen feet; however,
the allowance for a front porch within the front yard setback is not permitted.
D) Alley access, any development that includes affordable low-income dwellings may have primary
vehicular access from the alley when meeting the city’s development standards.
E) Parking, for low-income units shall be calculated as:
1) Housing units serving residents with incomes at or below above 51% AMI shall provide one
parking space per housing unit
2) Housing units serving residents with incomes below 50% AMI may reduce parking by 50% when
located within a ½ mile from a public transit park-n-ride.
3) Any fractional parking shall be rounded up.
F) Height, within the Tourist Commercial District, may increase to up to 50 feet excepting that the
building height shall not exceed 35 feet for the first 30 feet of distance from the property line when
adjoining a residential or multifamily district.
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18.42.060 Design Standards for Affordable Housing
All development using this chapter shall meet the following supplemental development standards for lowincome affordable housing units:
A) Half of the affordable housing units must be of a similar size and makeup (number of bedrooms and
bathrooms) as market rate units within the same development. The remaining half may be smaller or
larger than the market rate units within the same development.
B) Entries and front doors shall be consolidated whenever feasible so that only one entrance or front
door is facing a city street. This provision does not apply to townhomes.
C) Corner lots, the development may include driveway access from each city street and/or the alley.
D) The design of the structures shall include, at least one, articulation of the facade (vertical articulation)
or multi-planed roofs to soften the appearance of the structure.

Vert/cal Arlfculotlon Added

Horizontal Articulation Added

Mufti Planed
~oQf# and Awnings
Add Desirobl.a Arlfc:,ulatfon

E) Storage, for every dwelling unit under 500 square feet, a separate area for personal storage shall be
provided of at least 90 cubic feet, for example: length 5’, width 3’, height 6’. Area under 4’ in height
will not be calculated as storage.
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TAB F
Chapter 3.43 WORKFORCE HOUSING GRANT/LOAN PROGRAM
Sections:
3.43.010
3.43.020
3.43.030
3.43.040
3.43.050
3.43.060

Established – Purpose.
Application.
City council review.
Authority to waive or reduce permit fees.
Authority to waive or reduce connection charges.
Saving provision.

3.43.010 Established – Purpose.
The city has previously studied the needs for workforce housing to serve the city and defined
workforce housing by Resolution 12-2021. It is the purpose of this Chapter that the city assist in
the development or preservation of publicly or privately owned housing for persons in the
workforce. The definition of “workforce housing“ established by Resolution 12-2021 is
incorporated into this chapter. “Workforce housing” is defined as “housing for moderate income
households earning between 80% and 120% of area median income and housing for households
where at least one wage earner provides a critical community services such as, but not limited to,
school teaching, social work, government worker, nursing or related medical arts, law
enforcement or firefighting.”
3.43.020 Application.
Any owner or developer of workforce housing in the city as either new development or
preservation of existing development may request through the city administrator or mayor that
the city provide loans or grants to finance all or a portion of the cost of construction,
reconstruction, acquisition, or rehabilitation when the following conditions are met:
A. The owner or developer requesting the grant/loan shall demonstrate that the project provides
for workforce housing as defined above; and
B. The owner or developer constructing the project and requesting the grant/loan is classified by
the Internal Revenue Service as a 501(c)(3) tax exempt organization; and
C. The construction of the project involves one or more of the following elements:
1. At least 500 hours of volunteer labor; or
2. At least $100,000 of federal or state or county grant funding; or
3. At least 25 percent in private or tax-exempt organization donations for land and/or
construction.
3.43.030 City council review.
The city council may review a request for a workforce housing grant/loan during a council
meeting. However, any action to approve a request shall only occur if the item has been listed as
an agenda item prior to the meeting. Action may be taken in the form of a resolution.
3.43.040 Authority to waive or reduce permit fees.
For any development of or for any preservation of workforce housing qualifying under this
chapter, notwithstanding any absence of or contrary authority under LMC Title 15 and applicable
city fee resolution to waive or reduce fees chargeable to such development or preservation,

authority is hereby conferred on the city council or its designee to waive or reduce such fees for
such qualifying workforce housing.
3.43.050 Authority to waive or reduce connection charges.
For any development of or for any preservation of workforce housing qualifying under this
chapter, notwithstanding any absence of or contrary authority under LMC Title 13 and applicable
city fee resolution to waive or reduce such charges for connection to city water and sewer
chargeable to such development or preservation, authority is hereby conferred on the city council
or its designee to waive or reduce such charges for such qualifying workforce housing.
3.43.060 Saving provision.
Should any waiver or reduction of fees or charges under this chapter be determined unlawful,
authority is hereby conferred on the city council to appropriate funds as a grant to the developer
of the workforce housing project to pay the fee or charge.

RESOLUTION NO 12-2021
A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
LEAVENWORTH ESTABLISING A DEFINITION FOR WORKFORCE
HOUSING.
WHEREAS, the City of Leavenworth has been addressing the community's housing needs for
several years, through the establishment of a Housing Task Force in 2016, completion of a Housing
Needs Assessment in 201 7, creation of a Council Housing Committee in 2018; and
WHEREAS, the City of Leavenworth finds that adequate, affordable housing is key to ensuring
a stable, healthy community with a desirable quality of live; and
WHEREAS, the City of Leavenworth has an expanding labor force with limited housing
development resulting in a housing sh01iage for residents at all economic levels; and
WHEREAS, the City Council has budgeted resources to support housing; and
WHEREAS, the City Council has adopted the 2020 Housing Action Plan by resolution 9-2021
with the intent to find innovative ways to address housing needs; and
WHEREAS, the 2020 Housing Action Plan outlined typical workforce housing income levels
prior to the pandemic but the COVID 19 pandemic has resulted in escalating housing costs; and
WHEREAS, the City Council reviewed updated workforce incomes, exhibit A, in relation to the
80-120% average median income; and,
WHEREAS, the City Council desires to support workforce housing by formally defining
workforce housing post pandemic;

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF LEAVENWORTH,
WASHINGTON, DOES RESOVE AS FOLLOWS:
Section 1. The definition of workforce housing for the City of Leavenworth is "housing for
moderate income households earning between 80% and 120% of area median income and housing
for households where at least one wage earner provides a critical community services such as, but
not limited to, school teaching, social work, government worker, nursing or related medical mis,
law enforcement or firefighting."

Passed by the City Council of the City of Leavenw01ih and approved by the Mayor this 8th day
of June, 2021.

ATTEST:

~~

Chantell Steiner, Finance Director/City Clerk

City of Leavenworth Workforce Housing Definitions
2020 & 2019 Area Median Income, Washington Office of Financial Management
Office of Financial Management, 2020; https://ofm.wa.gov/wa shington-data-research/economy-and-labor-force/median-household-income-estimates
2019
Estimates

County
Chelan

2020
Projections

Area Median Income

$63,501

$66,380

80%of AMI
100% of AMI

$50,801
$63,501

$53,104

120% of AMI

$76,202

$66,380
$79,656

$25,401

$26,552

Difference between 80% and 120% AMI

Chelan County AMI
2020
Projections

80% of AMI,
$53,104

120% of AMI,
$79,656

120% of AMI,
$76,202

2019 EstimatesSO%$of AMI,
50,801
$45,000

$50,000

$55,000

$60,000

$65,000

$70,000

$75,000

$80,000

$85,000

Source: OFM 'Washington State Median Household Income Estimates by County: 1989 to 2018; Preliminary estimates fo r 2019 'and Projections for 2020 in Current Dollars

2020 Occupational Wages Data, Bureau of Labor Statistics
Bureau of Labor Statistics, Occupational Employment and Wage Statistics (DEWS) Survey; May 2020, https://www.bls.gav/aes/current/oes_ 48300.htm
* Data are publiched for the Wenatchee MSA, which includes Chelan and Douglas Counties
Annual 10th
percentile

Annual 25th

wage (or the
50th

Annual 75th
percentile

Annual 90th

percentile

percentile)

wage

wage

wage
Child, Family, and School Social Workers
Mental Health and Substance Abuse Social Workers
Elementary School Teachers, Except Special Education
Firefighters

percentile

$38,240
$38,210
$51,120
$29,580

Postal Service Mail Carriers
Water and Wastewater Treatment Plant and System Operators

$38,050

Community and Social Service Occupations
Registered Nurses

$33,980

$40,530

$52,750

Veterinary Technologists and Technicians

$28,750

$29,680

$88,000
$31,240

$102,550
$39,210

$84,760

$96,580

Police and Sheriff's Patrol Officers

*Wages within 80 - 120% of 2020 AMI

City of Leavenworth Income Ranges for Workforce Housing - Compiled by BERK Consulting

May 25, 2021

HOUSING ACTION PLAN EXCERPTS:

Section 1: Leavenworth’s Housing Needs

The Housing Needs Assessment provides an updated understanding of housing needs and
issues in Leavenworth. The analysis considers the needs of the existing residential population,
the housing needs of the workforce employed by Leavenworth’s businesses, and the existing
housing inventory. The Housing Needs Assessment is a required part of the grant that funded
the housing action planning process. The Needs Assessment finds that Leavenworth’s housing
needs are largely driven by a growing economy with increasing employment, continued
demand for vacation housing including second homes and short-term rentals, and rapidly rising
housing costs. Specific housing needs include the following:

❶ Increased housing production and more housing supply.

Leavenworth’s population has been largely stable since 2000. This contrasts with job growth,
which has increased by 30% between 2010 and 2017, adding 513 new jobs compared to 50 new
residents over the same timeframe. Increases in employment typically drive residential growth
and housing development. The disconnect in Leavenworth is due to insufficient housing
production and new housing stock being used for non-residential uses. As a result, a greater
proportion of Leavenworth’s workforce commute into Leavenworth from other communities.
Leavenworth needs to increase its rate of housing production to meet the needs of current
residents, address vacation market demand, and increase local housing opportunity for
Leavenworth’s workforce.

❷ Increased homeownership opportunity.

Leavenworth’s housing prices have risen 73% since 2010, significantly higher than the housing
price increases seen in Chelan County as a whole, as shown in Exhibit 1. This is significantly
higher than changes in median family income, which has risen approximately 18% over the
same period. The result is that homeownership is increasingly out of reach for many of
Leavenworth’s residents. Homeownership rates in Leavenworth declined between 2010 when
63% of housing was owner-occupied and 2018 (55% owner-occupied).

Exhibit 1 . Percent Change in Income ar,cl Hovsing Costs, 2010- 2020 ( Octobet),
100%

73% Leavenworth Home Price,
75%

50%

25%

0%

20 10

20 11

2012

2013

20 14

2015

2016

201'

2018

2019

2020

YTO
Sou,m, Zif/ow, 2020; HUD, 2020; BERK, 2020.
Current housing p rices p resent a more significant barrier to homeownership for fi rst -t ime homeowners
since new homeowners a re una b le to capture rising home equity in an existing home to levera ge toward s
a new purchase. More diverse ownership o pt ions at lower prices would address the need for more
homeownership opportunit ies f or moderate income household s. Moderate income househo lds include
households whose earners work as Elementary School Teachers, Socia l Workers, and Firefighte rs, a s
shown in Exhibit 2. Income segments a re based on the tot a l income of the household, so combined
incomes of occupa tions with lower earnings may a llow a househo ld to af ford homeownership.
Exhib it 2 . Le-avenworih Ho..,seholcl Income Segments Relat ive to Atea Meclian Income, 2019.

Occupations a nd o verage
a nnual earnjngs (201 9)

(leMOl'lklry

Coshle,
$33,721

Phydeol ThtNlph l

$64,190

$93,411

Fo.od Pte,po,olton & Service

Ot.ntol Auhklnl

Sodol Wolle,

$28737

$44;,208

S6 I ,63S

Offloo Wo,tm

$39,561
HUD eot.eo,'(

Sch-o.ol Te oche,

30 % AMI

, . _,.,. low-l• -

SO % AMI
v-, 1-.nc.-·

R♦.-s~red

Nurt.t

$83,070

Fh .figMN

ConMn1diot1 Mon,ogo,

$19/Xl1

S71,0'70

BO% AMI

100% AMI

l,o.-.iMOffle

Modtrelt

>1 00% AMI

Sources: U.S. &reou of labor Statistic,, Occupotionot Employment Slotistia (2018); HUD CHAS (based on ACS 2012-2016 5yeor e.stimofes); Washi.ngton State Hou~ng Finance Commission (2020) .

land use policy a nd regula tions that support smaller homes would address this need and match the
patterns in household size in the community. The most co mmon household size w ithin the city is a single
person (452 househo lds representing 43% of all household s}. Together, 1- and 2-person househo lds
r epresent 7 6% of all househo lds.

EMPLOYER SURVEY RESULTS (APPENDIX B EXCERPTS)

Introduction

Workforce housing is a primary concern of the City of Leavenworth. As part of Leavenworth’s
Housing Action Plan (HAP), the City requested employer input on how the availability of
housing impacts local businesses and organizations. The survey solicited input on:
▪ Local employer year-round and seasonal staffing needs;
▪ Early impacts to staffing needs due to the economic slowdown associated with COVID-19;
▪ Impacts of housing availability on staffing, turnover, and performance; and
▪ Employer views on housing needs and priorities.

Approach

BERK Consulting developed a survey that was deployed two ways:
1. The Chamber of Commerce sent the survey to its membership with an invitation from the
City to participate.
2. Larger employers and other businesses were targeted through phone and email requests to
participate in the survey.
The survey was conducted over the winter months (November – December, 2020). Twenty-one
(21) businesses and organizations responded to the survey, representing 692 current
employees.
~xhibit 2 . Employees Re-pre-se-ntecl in the Employer Survey Sample

How many employees do you employ?

WW1ter

m

S8

94

Sunvne,

■ Full

43

Time

■ Pon

Time

137

Year

396

RO<K<I

200

0
Ye-ar Round Jobs

300
497

101

497

500

400
Sea sona l Jobs

600

195

Port Time

20%

Port Time

3 1%

Full Time

80%

Full Time

69%

IMPACTS OF HOUSING AVAILABILITY AND/OR COST ON STAFFING
o

Five employers (5, or 31% of those who answered the question) reported that in the
last 18 months people did not accept a job or left employment because they could not
secure suitable housing in Leavenworth. Combined these employers report a total of 27
jobs vacated or unfilled.

o One employer noted that candidates also declined higher paying positions due to
concerns about not being able to afford to buy a home. Another stated that they
cannot pay wages high enough for their employees to afford housing in
Leavenworth.
o One employer’s employee moved to Wenatchee and left employment because
they could not afford the commute.
o One employer commented that all its employees commute from Wenatchee and
Cashmere without any issues. Another reported that people do not mind
commuting, but parking can be a challenge.
o Seasonal summer jobs were particularly difficult to fill.
o “Lack of available housing” and “Transportation or long commutes between place of
work and place of residence” are the two most commonly cited challenges to recruiting
and retaining employees., shown in Exhibit 4.
o Two of the employers that listed “lower wages” as a challenge to recruiting or
retaining employees further explained that they do not offer low wages, the
wages are just not high enough to support “close in” housing.
Exh ib it S . DiUic:..,lt y in Find ing s ..,itable Ho..,sing b y Oc:c:..,pational Class

To your knowledge, how difficult is it for your employees to find
suitable housing in Leavenworth?
Not atoll difficult
■ Don't know

Very d ifficuft

• · ······················· · · · ············ · · ···· ···· · · ►

■1

Upper monogement

■2

•I 8%

■3

11%

■4

2s%

W eighted
Average

■5

33%

8%

3.86

Mid-management

3.73

Office wppon ~off

3.89

Enrry level professionob

8%8%8% IS%

38%

Construction/ repair / skilled trodes

3.90

Generol lobor or service
Seasonal employees

Retoil or wrvice derks

Nole: 17 responses

So.,,.cec BERK Employer S...Vey, 2020.

3.71

%

% 14% 14%

20%

3.78

20%

14%

20%

3.62

8%8% 17%

25%

3.18

▪ Employers report that “Entry Level Professionals” (58% listed as “4” or “5 Very Difficult”) and
“Midmanagement” (50% listed as “4” or “5 Very difficult”) have the greatest difficulty finding
suitable housing in Leavenworth.
▪ The rating of “1 Not at all difficult” was similar across all occupational bands (between 7% and
8%).
▪ Few respondents report “Upper management” finding it “very difficult” to find suitable
housing, but that is off set by the 33% that rated it as “4”, falling between “Moderately
difficult” and “Very difficult.” Upper management was also given the highest frequency (25%) of
“1 Not at all difficult” and “2” falling between “Not at all difficult” and “Moderately difficult”
ratings.
▪ Forty-one percent (41%) of respondents report that high housing costs impact employees
satisfaction with wages. One employer shared that its employees request higher wages to offset the cost of housing, but the employer is unable to pay above market wages. Another
employer reports that employees have left due to high cost of housing, as shown in Exhibit 6.
Exh ib it 6 . Hovsing hnpads on Wo rker Petfo rmance.

How, if a t a ll, has the availa b ility of suitable housing in the
region a ffe cted the wor k performance of your employees?
Select a ll that apply.
Displeasure with wage r ares dJe to high housing costs

No ift1'aO
Perking constraints

29%

To rd i'iess from long commutes/rtde.ment weather

29%

Linited local knowledge in OJStomer service positions

Hill' absentee r ate
Hill' turnover

Olher {please specify)

El

m
m

El
0%

20%

30%

40%

50%

Nole: 17 respon.ses
So..-cec BERK Employer S...Vey, 2020.

•

A bout 35% of emp loyers r eport that the ava ilability of suitable housing has " No impact" on the
work performance of their employees.

•
•

Commuting and pa rking impact the employee perfo rmance of about 29% of emp lo yers .
The "Other" category includ es comments abo ut emp loyee's wishes versus w ha t the employer
co nsid ers f easib le.

Exhibit 8 . Hovsing Priorit ies

From your p erspective as a n employer, please rate the
level o f prio rity that should be placed on the fol lowing
types of housing to meet workforce housing needs.
■ l ow

priority ■ Moderate- priority ■ High priority

OWNERSHIP HOUSING
Ownership housing, mid-level, for yeoMOl.nd
employees

18%

O wnership housing, enrry-le-..e\, for yeor-roi.ncl
employees

41%

24%

41%

41%

35%

RENTAL HOUSING
Rental houw)g for wosonol won:ers with families

47%

Rental hovsing for seasonal workers living done

47%

Rental hovsing for yeor-roi.ncl wor\:ers with families

Rental housing for yeor-rOl.l'ld workers living done

13%

19%

0%

47%

40%

31%

13%

56%

44%
50%

38%
100%

Nole: 17 Responses
So..-cec BERK Employer S...Vey, 2020.

HOUSING NEEDS ASSESSMENT (Appendix C EXCERPTS)

Summary

The City of Leavenworth is developing a Housing Action Plan to address the need for housing
for households across all income segments. This Housing Needs Assessment identifies existing
and future housing needs to serve as a foundation for policy considerations.
Leavenworth’s housing needs are largely driven by a growing economy with increasing
employment and a continued demand for vacation housing including second homes and shortterm rentals.
▪ Housing constraints may be limiting population growth. Leavenworth’s residential
population has been largely stable since 2000, with slightly fewer residents in 2019 than in
2010. This contrasts with job growth, which has increased by 30% between 2000 and 2017.
Typically, increases in employment drive residential growth and housing development. The
disconnect in Leavenworth is likely due to new housing stock being absorbed into vacation and

second home uses. The outcome of this dynamic is a greater proportion of Leavenworth’s
workforce commutes into Leavenworth from communities outside the city.
▪ Housing costs are rising much faster than incomes. With limited supply and increasing
demand, home values have risen 73% over the last ten years (2010-2020). During the same
period, local median incomes have increased only 17%. The result is that homes are increasingly
out of reach for Leavenworth residents.
▪ About 27% of households in Leavenworth are cost-burdened. Renters are more likely than
owners to have housing costs that absorb more than 30% of their income. In addition, lower
income households are more likely to be cost burdened than moderate income households.
▪ A large share of housing units is used as vacation rentals. Leavenworth continues to be a
popular destination for vacation rentals and second homes. Demand for vacation rentals and
second homes, coupled with limited new supply, is driving housing costs out of reach of longterm residents.
▪ Leavenworth will likely meet its 20-year planning target in the near term. Permits for new
construction have increased since 2017 and a new 200-unit development is scheduled for
occupancy in 2021. The additional housing should relieve some of the constraints related to
rental housing costs as well as the need for workforce housing. Additional consideration should
be given to meeting the need for affordable homeownership.

Workforce Profile

The Leavenworth workforce is comprised of both Leavenworth residents who work in
Leavenworth and workers who commute in from their homes outside of Leavenworth.

Projected Job Growth

The Washington State Employment Security Department projects jobs for “Workforce
Development Areas” across Washington state. Leavenworth falls within the North Central
Washington Workforce Development Area (WDA 8), which includes Adams, Chelan, Douglas,
Grant, and Okanogan counties. Employment projections were made prior to the COVID-19
pandemic and do not reflect the changes to jobs in Spring of 2020.
Exhibit 23. Long-term Job Projections, WorkFotce Development Area 8 , 2017 - 2022
170,000

157,433

160,000

150,000
140,000
130,000

120,000
11 0,000

149,913

-

138,832
2022-2025
20 17-2022

.98% Avg. Annual Growth
1,481 Avg. Annucl Openln-gs

1.55% Avg, AMuol Growth
2, 199 Avg. Annual Openings

100,000
Es~'°1ed empkiymeni 2017

Esthnoted en,ployme,11 2022

Estimated employr11en1 20 27

Sources: Employment Security Deporlme.nt, 2020 (alternative state method); BERK Consulting, 2020.

Prior to the downturn, ESD had projected a faster job growth rate between 2017 and 2022
(1.55% average annual growth) compared to 2022 and 2025 (.98% average annual growth
rate). Between 2010 and 2017, Leavenworth exceeded both these rates with an annual job
growth of 3.8% (See Exhibit 3).

Jobs in Leavenworth represent its tourism-based economy with high
representations in Accommodation and Food Services and Retail Trade.
New jobs were created primarily in the Accommodation and Food Service category, which
added roughly 342 jobs, equal to about two-thirds of all job growth between 2010 and 2017.
Both Retail Trade and Educational Services increased job totals by roughly 18%. Other
industries that increased jobs include Health Care and Social Assistance, Manufacturing,
Construction, and Administration & Support, Waste Management and Remediation.
The industries that lost jobs tended to be industries with fewer employees.

Workforce Profile

In contrast to Leavenworth’s population, the workforce is relatively young. Exhibit 25 presents
the
educational attainment of the workforce. Educational attainment for young adults (aged 29 or
younger) is dynamic and therefore is not tracked in this dataset. In 2017, 32% of Leavenworth’s
workforce was less than 30 years old. Educational attainment has been rising in Washington
state
since the 1970s with the percent of the population with higher degrees (bachelor’s degrees or
graduate or professional degrees) reaching 35% in 2017 (ages 25+). The workforce in
Leavenworth has lower rates of advanced degrees with little change between 2010 and 2017.
Approximately 16% of Leavenworth’s workforce hold a bachelor’s degree or other advanced
degree.
Leavenworth’s workforce is majority female (61% in 2017), a pattern that has been consistent
since 2010. The percent of the workforce that is Hispanic has increased from 11% in 2010 (an
estimated 181 workers) to 16% (an estimated 346 workers) in 2017. This is in contrast to the
residential population that has seen no increase in the proportion of the population that is
Hispanic.

Leavenworth’s businesses rely on workers from outside the city.

Leavenworth has a great degree of labor force “inefficiency” meaning that it imports a large
portion of its workforce and exports a large portion of residents for employment outside the
city.
A higher degree of labor force efficiency would see a greater portion of residents working in the
city. In 2017 Leavenworth had 2, 212 jobs. A majority of these, 88% or 1,943 jobs, were filled
by people living outside the city. This is higher than the 2010 rate when 84% of the workforce
lived outside the city.

W o rk locations of Leavenworth r esidents a re addressed in Exh ibit 18. Exh ib it 27 shows wher e
Leavenworth's workers live.
Exhib it 27. Home Locatio ns o~ Leavenwo rtl, Wo tke-rs, 20 17 .
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Sources: U.S. CMstn 8ureov, Center for Economic Studies 2017; BERK Consulting, 2020.

Businesses in Leavenworth dra w employees from w ithin Leavenworth { 1 2% of workers live in
town). Aboot 27% of employees (a ppro ximate ly 590 peo ple) commute from the Wenatchee
a rea (b etween 10 and 24 miles to the southeast of Leavenworth). An additional 9% tr avel less
than 10 miles fro m the southeast, likely just outsi de city limits and the Peshast in a rea. About 19%
of wo rkers commute in from the no rth from <llumstick, Pla in and a long Hig hway 2 between Bem e
(Nason Creek) and Coles Corner.

Comparison of Imported, Exported, and Local Workers

Local workers include those who both live and work in the city. The portion of the workforce
living outside the city (imported workers) fills the majority of jobs and is critical to the local
economy.
These workers may choose to live elsewhere or may be prevented from living in Leavenworth,
close to their workplace, due to limited housing options in Leavenworth. In addition, some of
Leavenworth’s residential population work outside of Leavenworth (exported workers). Given
the higher housing costs in Leavenworth, these workers presumably have a choice of where to
live and prefer to live in Leavenworth.

Leavenworth tends to import younger workers with lower earnings and
export older workers with higher earnings.
Exhibit 30 compares demographic variables between Leavenworth’s imported workers, local

workers, and exported workers. The workers coming to Leavenworth are slightly younger than
local and exported workers and are more often in the low earnings ($1,250 per month or less)
or moderate earnings ($1,251 to $3,333 per month) brackets. This is in contrast to the residents
who live in Leavenworth but commute elsewhere for work who are most likely to earn more
than $3,333 per month. Higher income workers are more likely to have flexible schedules and
working arrangements that allow remote work.
Exh ib it 30, Comparison oF lrnportecl, Exported, and Local Worlc.ers , 2017,
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Sources: U.S. CMW$ 8ureov, Center for Economic Studies 2017; BERK Con.svlting, 2020.

Workers who live in Leavenworth, as well as workers who live elsewhere but work in
Leavenworth, are most often employed in the services industry. This reflects the overall
composition of the job pool in Leavenworth and its tourism-based economy.
Leavenworth residents who work outside of Leavenworth are more likely employed in Goods
Producing jobs, an industrial category common to agriculture, forestry, construction and
manufacturing. These residents tend to be employed by firms southeast of Leavenworth, along
Highway 2 in the areas associated with Peshastin, Cashmere, and Wenatchee. About one
quarter of the residents who live in Leavenworth but work elsewhere have jobs in the highest
earning category (more than $3,333 per month) and work for firms located to the west of
Leavenworth Fincluding urban centers in King and Snohomish counties.
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Financial Policy
Review

City 2023 -2024
Biennial Budget &
PRSA Annual Budget

Lead

CS

CS

Estimated
Completion
Date
April 2022

Nov/Dec 2022

% Completion
Jan

0

0

Apr

July

Oct

Comment
(Updated Quarterly)

25

This is an annual review process to be reviewed by the Finance
Committee.

0

The City Budget is on a biennial basis; in 2022 the City will develop
and adopt the 2023-2024 Budget. First steps begin with the Council
retreat that is held between March and April each year and
progresses with staff beginning in June. The Upper Valley Park &
Recreation Service Area (PRSA) budget is adopted yearly by the
PRSA Board and is incorporated as part of the City’s biennial
budget process for the City’s Pool Fund. A detailed budget calendar
will be available on the City’s website by June 2022.

Grant Administration

CS

Dec 2022

0

25

Currently the finance department is administering 6 open
grants/loans. USDA RD – (2 Fed Grants) for the WWTP, Water
Meter Project (1 Fed), Pine Street Phase II (1-WVTC/DOT Local),
14th Street Improvements (1 TIB), and Upper Ski Hill Water
Feasibility (1-DOH-State) Staff continues to seek more grant
funding for other future projects including the Water
Plant/Distribution Line Improvements and Ski Hill Sidewalks.

Quarterly City
Newsletter

CV

Jan/Mar/May/J
ul/Sep/Nov

25

25

Four issues published annually; later this year a new schedule goal
of 6 will be explored.

CV

TBD

0

0

City/PRSA Annual
Reports – 2021

CS

May 30, 2022

0

10

These reports are required annually by the State, to be completed
within 150 days in the year following the previous year. Council and
Board members annually participate in the reviews.

TAB K

Wayfinding Signage

This is a new project, though it’s been talked about quite a bit. It
would dovetail nicely with the downtown master plan planning.
Suggested exploration of this topic in conjunction with downtown
master planning and parking.
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Lead

Estimated
Completion
Date

% Completion
Jan

Apr

July

Oct

Comment
(Updated Quarterly)

Lodging Tax Annual
Report

CS

May 15, 2022

0

100

This report is required by the State to be completed annually by
May 15th of each year.

Reassessment of
Lodging Tax Allocation
Policy and Scoring
Procedures &
Implement Contracts
for Partnership
Funding

CF

2022

85

100

This new process in 2021 did not allocate all of the available dollars
so further allocations will be made in 2022.

•
•

65

New City Administrator
Potential Parking Enforcement Officer, who would report
directly to the Parking Program Manager, position is being
explored.
Public Works / Parks
o 3 current vacancies in PW Staff; 1 Assistant Field
Supervisor (currently reviewing applications); 1
new in Water and 1 new in Wastewater due to
employees transitioning to other depts.
o 2 new positions in Parks from Council approval of
capacity building – positions filled in March; now
filling 7-month PT positions for summer that moved
into FT positions.

15

The City will be contracting with a firm to expand on the 2021 Alley
White paper to address residential alley development. The RFP
was issued in November 2021 due December 2021. Due to limited
responses, an RFP was reissued on January 18, 2022 with
proposals due February 28. 2022. A firm was selected and staff is
currently negotiating a scope and fee.

•
Personnel

2022 Docket Item Alley Access

CF

LV/TW

April 2022

2022

25

10
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Lead

Estimated
Completion
Date

% Completion
Jan

Apr

July

Oct

Comment
(Updated Quarterly)

2022 Docket Items #4-9
Housing Action Plan
Recommendations

LV

2023

30

35

Planning Commission has completed some recommendations and
starting to review development standards.

2022 Docket Items 1012

LV

2023

5

10

Multifamily Tax Exemption being reviewed with Housing Committee
prior to Planning Commission work. Condo and option for density
changes to be addressed later.

2022 Docket Item #13
Parking Regulations

LV

2023

10

10

Review of all parking requirements and development standards, for
residential, commercial, and industrial uses. Review of residential
parking has been added to the housing action plan
recommendations.

2022 Docket Item 14
UGA Analysis

LV

2022

10

15

Consultant selection started in March. Estimated completion six
months after contract is signed.

Stormwater Plan
Update

TW/LV

2023

10

10

Request for Proposals expected to be issued in Summer.
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Stormwater System
Improvements

WWTP / Water Plant
SCADA/Software
Upgrades

Wastewater Treatment
Plant: Construction

South Interceptor
Project

Lead

TW/LV

TW

TW

TW

Estimated
Completion
Date

2024

Spring 2022

Spring 2022

September
2022

% Completion
Jan

-

90

99

97

Apr

July

Oct

Comment
(Updated Quarterly)

-

Fall of 2022 apply for grant to separate stormwater and wastewater;
design in 2023 and construct in 2024/25.

95

City has contracted and purchased new SCADA equipment for the
WWTP and Water Plant. This purchase does include new software
and hardware. Implementation of this project will provide a
redundancy of equipment and information at either site. Software
will be installed following the installation of all new equipment
toward the end of the upgrade project; completion anticipated by
February 28, 2022. City obtained necessary licensing for the
software upgrades in August 2021. In the final stages of completion.

99

97

Work commenced by Stellar J Construction in May 2020 with total
completion of all upgrades anticipated for June 2021. Work will
proceed as essential throughout the COVID-19 restrictions. City
applied for and was denied an extension of the NPDES compliance
schedule with the Department of Ecology. No fine was assessed
and the compliance schedule will be reviewed by DOE in 2022 The
project reached Substantial Completion in July 2021. Remaining 19
change orders are all approved by City Council and are under
review with USDA-Rural Development. Stellar J is still completing
several punch list items. Lastly, a performance test is pending
completion to assess the effectiveness of the biological phosphorus
removal process.
Replacement of 15-inch sewer interceptor pipeline with 18-inch line.
Direct burial and pipe bursting. Construction with J&K Earthworks,
LLC began in August 2020 and was completed in November of
2020; change orders and project acceptance remain for completion.
Moving of water line and pump station required per easement
agreement; work to be completed by October 31, 2022. City Council
formally accepted the South Interceptor project by resolution on
July 27, 2021; retainage remains for disbursement. There are a few
items remaining on the punch list that will require attention in spring
2022 before retainage can be released.
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Relocation of forcemain at Waterfront
Park

Lead

TW

Estimated
Completion
Date

2022

% Completion
Jan

0

Apr

July

Oct

Comment
(Updated Quarterly)

5

City Public Works staff are reviewing SOQs for engineering
services associated with designing a Waterfront Park restroom
sewer force main relocation project. Selection and design contract
approval anticipated in April 2022. Force main and electrical service
must be relocated by October 31, 2022.

Water System Capital
Improvement Plan

TW/TV

AUG 2023

15

15

Development of 6 – 10-year Capital Improvement Plan for City
water distribution and production system based on Water Plan and
Water Plant Assessment. City will need to determine and begin
process for a major water plant improvement within the next 3 – 5
years. This will require the selection of water treatment equipment
and identifying the funding and financial planning for the project.
Contract has been executed with Gray & Osborne; work is
scheduled to begin soon.

Water Transmission
Main Design

TW

2023

0

0

Staff need to select a design engineer to begin design work.

Water Flow Analysis &
Improvement Plan

TW

2022

30

40

This work is tied to the Water Treatment Plant alternatives analysis.
Flow testing has been completed. A draft technical memo is
currently being reviewed by staff.

20

RH2 has provided a master plan for phased development of the
Public Works complex for review and future consideration by the
City. Site assessment was completed in March of 2021. An RFP
was advertised for a facility master planning project is December
2021. A selection committee will review proposals and make a
selection in early 2022. ARC Architects was selected for this work
and project kickoff is pending City Council approval of a
professional services agreement.

City Facility Master
Planning – Space
Needs Assessment

TW

Fall 2022

20
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Water Meter
Replacement

Downtown Parking
Improvements

Glacier, Aasgard &
Blewett
Lot
Improvements
Christmastown: Village
of Lights Public Safety
Review

Review Solid Waste
Collection and
Recycling Operations

Lead

TW/CS

Estimated
Completion
Date

September
2021

% Completion
Jan

98

Apr

98

July

Oct

Comment
(Updated Quarterly)
This is the full replacement of City Water meters with a smart meter
AMI Infrastructure System. Funding is fully in place with $487K from
the Icicle Work Group, $300K from the WaterSMART grant and any
remaining dollars to come out of Water reserves if needed. The
project has been awarded to Correct Equipment, Inc. Work is
underway but was delayed in the fall due to early snow; City
requested extension of funding through September 2021 as a
safety net. Remaining steps include final meter installs (very few),
training, and go live with public portal. A small quantity of meters
still needs to be addressed due access issues. This will occur in
spring 2022.

CF/ CV

Summer 2022

90

95

Sensors, gateways and meters were installed in October 2020, and
paid parking went live in October 2021. Some kiosks still need to
be installed. Meters are now functioning properly after the
mechanisms were swapped out for an older design that did not
allow water to get into the electronics. We will be testing new
sensors, improving on the installation design of the meter poles,
and refreshing parking signage this spring.

LV/TW

2023

0

20

Plan designs to be completed in 2022 and construction (for Glacier
Lot) done in 2023

TW

TW

On going

Summer 2022

0

90

0

90

Plan implemented as discussed with Council; review for 2022 will
occur for future event. Meetings will resume with all local public
safety agencies. In the process of scheduling a meeting with public
safety stakeholders.
Ongoing project of addressing waste reduction, increased recycling
and cleanliness of commercial solid waste accounts. Current work
on the Waste Stream Assessment was delayed due to COVID-19.
Assessment resumed June 2021 and was completed this fall. A
Utility Rate Study contract has been completed as a secondary
project for 2022 budgeting purposes. This work is in collaboration
with Waste Loop.
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Lead

Estimated
Completion
Date

% Completion
Jan

Apr

July

Oct

Comment
(Updated Quarterly)

14th Street
Reconstruction

TW/CS

Summer 2022

80

80

Project is the full reconstruction of roadway with pedestrian, storm
water facilities. TIB Funding awarded in 2020, design work is
currently underway with construction planned for 2021. TD&H
Engineering will begin engineering this year; bid in fall for Spring
construction in 2022. Made contact with TD&H, design has been on
hold due to WWTP upgrades. Design work has restarted. TD&H
supplemental agreement was negotiated to incorporate a deficient
water line replacement design into the project. A project kickoff
meeting is scheduled for October 8, 2021. Smith Excavation was
awarded the construction contract. Construction is anticipated to
begin May 2022.

Street Extension from
Titus to Chumstick
Hwy.

TW

TBD

5

5

Begin conversations with developer and Chelan County on future
road construction project. Design and funding program need to be
developed. Meadowlark property currently listed for sale.

20

City was awarded a $105,000 grant for Pine Street Phase II
Transportation Planning. RFQ for Engineer/Transportation
Planning. Scope of project is Pine Street to Chumstick Hwy. City
will be readvertising an RFQ for the project in Summer of 2021. City
staff selected RH2 Engineering to perform this work. Project
funding documents are currently into WSDOT Local Programs for
review/approval. Final documents are in the final approval process
with WSDOT. A citizen advisory committee has been established.
The first citizen advisory committee is scheduled for April 20, 2022.

20

Conceptual Design at approximately 90%. Funding of $300K is
currently in the GF 2022 Budget. Demolition work was completed in
November 2021. Replacement will now be explored with final design
possibly in 2022 and construction in 2023. Next steps is to select an
architect to finalize design documents.

25

JA Brennan Associates revisited the plan with the Council, Steering
Committee and Parking Committees on 10/13/20. The Downtown
Committee is planning community engagement to further discuss
elements of the plan for future implementation. Discussion will occur
around expanding the scope to include more of the downtown core.
Waiting on Chamber input.

Pine Street Phase II
Transportation
Planning

Lions Park
Pavilion/Gazebo
Replacement

Front Street Park
Master Planning

TW

TW

CF

Dec 2022

2023

2022

15

20

25
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Annual Objective and Project Tracker 2022
April 12, 2022

Objective
Description

Front Street Closure

Front Street Park
Restroom Expansion

Osborn building
demolition
Osborn School Site /
Visioning and Uses

Sidewalk Extension on
Ski Hill (Enzian lot to
Whitman) / Mine Street

Lead

LV

CF/TW

Estimated
Completion
Date
2022

2022

% Completion
Jan

10

25

Apr

July

Oct

Comment
(Updated Quarterly)

10

Request for Proposals issued in March due in April, to consider pro/con
of street closures, parklets and streateries, and future design concepts.

25

Restroom Assessment currently underway with the Downtown Steering
Committee. Assessing cost difference between rebuild and expansion.
Rolluda Architects under contract for design work. Will need to consult
with DRB after COVID-19. Plans and specification need to be prepared
to meet budgetary limitations. Staff reached out to Rolluda Architects
to begin negotiating a supplemental agreement to finalize plans and
specifications. City Council authorized staff to issue an RFP for final
design services.

TW/LV

2023

0

0

Two step demolition process (1) asbestos abatement following an
updated good faith asbestos survey, and (2) building demolition. If
retaining gym or covered area, an additional engineering step will be
required.

CF

2022

10

100

Initial visioning completed. Next step will be for the Council to define
the scope of the project and begin planning. Committee has been
created to start exploring options for temporary versus long term uses.

0

Minor sidewalk areas to complete gaps in sidewalk system identified
by community. Staff submitted a TIB Sidewalk Program Grant for filling
sidewalk gaps along Ski Hill Drive from US 2 to Evans St. City was
awarded TIB funds and next steps include executing a TIB Fuel Tax
Agreement and hire an engineering firm to complete the design.

TW

2024

0
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Annual Objective and Project Tracker 2022
April 12, 2022

Equipment
Purchases:

2021 Forklift

Lead

TW/CS

Completion Date

Spring/Summ
er 2022

75

2021 Recommended Equipment Purchases

100

2022 Loader
Snowblower

TW/CS

Fall 2022

5

5

2022 Bobcat

TW/CS

Spring 2022

0

5

Parks Aerator &
Festhalle Floor
Scrubber

TW/CS

2022

0

5

This is the replacement of a 1987 Clark Forklift. This is included in
the budget for replacement with a new forklift for a total cost of
$18,000. Council approved an increase for a total of $25,440,
purchase remains underway. Forklift has not arrived as of
September 30, 2021. Reports provided from the sales
representative indicate the forklift is currently on its way from
overseas. The forklift is still in transit to the City. No estimated
delivery date at this time.
This is a new equipment purchase that will assist the City in moving
snow from the current process of storing in the downtown to being
able to truck the snow to a remote location, such as the cemetery.
Currently the City pays $8K annually to store snow in the downtown
on private property that may soon no longer be an option. The
current 5-Year contract ended with the 2019/2020 winter; however,
the contract includes an annual automatic renewal of 1-Year if
notice to terminate is not provided prior to July 1 of each year; the
City did not receive such notice in 2020 for the 2020/2021 winter
season, therefore anticipated continued use of the land. The
industrial sized snowblower will be able to put snow directly into a
loader for removal; the estimated budget is $160,000 that is shared
between the General, Street, Lodging Tax and Parking Funds. Due
to COVID-19 and loss of revenues in all funds noted, this has been
postponed to 2022. Tom will be researching methods and operating
procedures associated with the snow blower use. For example,
once we acquire the snow blower, we will need dump trucks to blow
the snow into. At this time, the City does not have an adequate
dump truck to use in conjunction with a snow blower.
This is the replacement of 1 of 3 Bobcats; this one being a 2007
Bobcat with an estimated replacement of $34,723. City Council
authorized purchase of a new Bobcat skid-steer loader to replace
the 2007 model, and an order has been placed. Delivery is
anticipated in 4 – 6 months.
This is the replacement of the Parks Aerator that is estimated at just
under $10,000 and the Festhalle Floor Scrubber for about $5,000.
City Council authorized purchase a new floor scrubber. Delivery
timeline is not known at this time. City Council will be considering
the purchase of a new parks aerator at the April 12 City Council
Meeting.
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Annual Objective and Project Tracker 2022
April 12, 2022

LEGAL
Objective Description

Lead

Water Rights
Negotiations

Water Rights Transfer
Process

Comment

CF

A follow up meeting took place in December 2020. This meeting was between County, DOE and City. Group agreed
to ongoing work within the Icicle Working Group to continue the stay another 6 months. The City will respond to
Ecology’s SEPA Determination of Significance for 8-mile and monitor the project. Ongoing.

CF

City has had several land owners requesting the transfer of water rights (typically well water rights) to the
City. Process needs to be explored and developed to acquire these rights. This topic should be included as
an educational item in 2021.
Water rights acquisition is currently listed in the Legislative Agenda for the City for the next biennial.

Transient Rental
Compliance

CF/LV

Complaints are received and reviewed as they come in. There are a number of violations that have been operating
without complaint and the city will be requesting funds to contract with a technology firm to identify any transient
rentals advertising on the web.

OTHER

Objective Description

New Projects, Initiatives or Pending Projects
The items listed below are items that are new for 2021 or on hold from previous years:

Emergency Response
Ordinance.

Staff will be reviewing ordinances pertaining to emergency response powers necessary when the
Council/Mayor declares a significant disaster has occurred. Ordinance changes may be necessary to ensure
City can recover reimbursement funding where possible and address public health issues quickly and
deliberately.

Icicle Work Group

The Icicle Work Group is made up of various stakeholders with interests in the stream flow and water rights associated
with Icicle Creek. The City Council by resolution (RES#3 – 2019) supported moving forward with Preferred Alternative
#1, the base package of projects. Lobbying for additional funding and data collection continue to be the priority items
for the group. Nearly 60% of the City Water Meter Project is being funded by the IWG with remaining funding coming
from the Federal WaterSMART Grant. Work is in progress. Work is well under way on Water Conservations and the
Fish Screen Project has been completed.

CF
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CITY COUNCIL
2022 FUTURE AGENDA ITEMS

ITEMS NOT SCHEDULED AT THIS TIME:
• Elected Officials Training – Ongoing
• Rate & Fees – Utilities & Cemetery (Fall 2022)
• Cemetery Code Changes – Tom/Lilith
• Resolution XX-2022 – Golf Course Final Reserve Funding Release – $50,000 (move all funds to a capital line
item for use when ready – currently held in GF Reserve Line Item) – Chantell
• Acceptance & Authorization: Bill of Sale for Final Improvements to Zelt Strasse – Lilith
• Ordinance 1589 – Development Standards – Tabled from June 11, 2019 – Lilith
• Ordinance XXXX – Chapter 13.06 Cross Connection Control – Tom
• Updates to 5.36 Taxi Cabs & Motorized Vehicles for Hire – Lilith
• Council Review, Hearing and Ordinance for Tile 14 Amendments – Tom/Lilith
• Round-A-Bout at Icicle with LINK – Tom
• Comprehensive Plan: Capital Facilities Element (fall adoption) - All

January 11, 2022
8:30 AM Study Session:
•
•
•
•
•
•
•
•
•

Chamber Report
Mayor and Mayor Pro Tempore Committee Assignments and Council Policy, Procedures, and Rules of
Conduct – Carl/Sue
Lions Club Park Gazebo Replacement - Tom
2022 Planning Commission Docket Priority Review for the Planning Commission Joint Meeting – Lilith
Ordinance XXXX – Chapter 13.04 Water Utility & Distribution System – Chantell/Tom/Lilith/Shirley
2022 Project Tracker / 2022 Future Council Agenda Items – All Staff
Quarterly City Newsletter Recommendations – Distribution in February – Christie
Housing Action Plan – Remanded Recommendations - Lilith
Council Open Discussion / Public Comment Period
1. Confirm a Council Retreat Date and Location Preference
2. Open Public Meetings and Open Public Records Act Training Reminders

Council Meeting:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Consent Agenda: Project Acceptance – Smith Excavation AC Pipe Removal – Tom
Consent Agenda: Local Agency Agreement – Pine Street Phase II Study – Tom
Consent Agenda: Resolution 2-2022 - Mayoral Proclamation – Extension of Emergency Proclamation
Exemptions – Carl/Sue/Lilith
Consent Agenda: Mayoral Appointment to the Design Review Board Position No. 3 – Expires 12/1/2024
Public Hearing: Six-Year Transportation Improvement Plan @ 6:30 PM – Tom
Resolution 1-2022 - Six-Year Transportation Improvement Plan – Tom
Motion to Elect Mayor Pro Tempore – Carl/Sue
Professional Services Agreement - Festhalle Management Contract – Gather Leavenworth – Carl/Sue
Ordinance 1644 – Zoning District Code Amendments (Tabled from 12/14/2021) - Lilith
Ordinance 1645 – Stipend for Design Review Board - Lilith
Ordinance 1647 – Stipend for Planning Commission - Lilith
Teamsters Union Contract 2022 – 2024 – Chantell
Ordinance 1646 – 2022 Salary Schedule – Chantell
TIB Fuel Tax Agreement for the Ski Hill Drive Sidewalk Project – Tom
Well No. 1 Rehab Supplemental Agreement No. 1 – Aspect Consulting - Tom

CITY COUNCIL
2022 FUTURE AGENDA ITEMS
•
•
•

Development Services December Report – Lilith
Info: Remanded Planning Commission Recommendations – Lilith
Executive Session: RCW 42.30.110(g) – Review Performance of Public Employees

January 25, 2022 Council Meeting
• Consent Agenda: Resolution 3-2022 Emergency Declaration – Carl/Sue
• Service Award – Robert “Bob” Smith Founding Member of the Design Review Board and Mia Bretz
Councilmember – Lilith / Maggie / Carl
• Joint Meeting with Planning Commission – Lilith
• Acceptance of 2022 Planning Commission Docket – Lilith
• Mayor Pro Tempore Standing Committee Assignments – Carl/Sue
• Mayor Ad Hoc Committee Assignments – Carl/Sue
• Ordinance 1648 – Chapter 13.04 Water Utility & Distribution System – Chantell
• Varela & Associates Agreement Supplement No. 4 – Wastewater Treatment - Tom
• Professional Services Agreement – Gray & Osborne – Parking Lots - Lilith
• Hearing Examiner’s 2021 Annual Report – Lilith
• Executive Session RCW 42.30.110 (1)(i)(iii) Legal Risks for Proposed Action - Lilith
February 8, 2022
8:30 AM Study Session:
•
•
•
•
•
•
•
•

Chamber Report
City Pool Covered Facility – DES Interagency Agreement and Aquatics Center Interlocal Agreement with the
Upper Valley Park & Recreation Service Area – Chantell/Kiah
Waste Loop – Ariahna Jones – Tom
Koff & Associates Salary Survey Update – Amber Richards - Carl
Cemetery Presentation – Lilith
Annual Council Retreat Meeting Topics – Carl
Housing Diversity Tools & Fire Protection – Lilith
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•
•
•
•
•
•

Consent Agenda: Professional Services Agreement – KRCI – Emergency Snow Removal - Tom
Consent Agenda: Professional Services Agreement – Hurst Construction – Emergency Snow Removal - Tom
Consent Agenda: Professional Services Agreement – Smith Excavation – Emergency Snow Removal - Tom
Consent Agenda: Authorization to Bid - Wastewater Treatment Plant Phase 3; Priorities 1 and 2 – Tom
Consent Agenda: Authorization to Bid 14th Street Reconstruction Project; Commercial – Front Street – Tom
Authorization for Request for Qualifications – Front Street Restrooms - Tom
Request for City-Initiated Comprehensive Plan Amendment – Lilith (LMC 21.31.040(C))
Development Services January Report & Planning Commission December Minutes – Lilith

February 22, 2022 Council Meeting
• Consent Agenda: Partnership Agreement – Autumn Leaf Festival Association for 2022 – Sue
• Consent Agenda: Authorization for a Request for Qualifications – Downtown Street Closure & Master Plan –
Tom/Lilith
• Aquatics Center Interlocal Agreement – Upper Valley Park & Recreation Service Area – Chantell
• Right of Way Use Permit –Tom

CITY COUNCIL
2022 FUTURE AGENDA ITEMS
•
•
•
•

1939 Historic Fire Truck Lease Agreement with Fire District #3 – Chantell
Ordinance 1649 – 2022 Salary Schedule – Chantell
Purchase / Surplus Equipment - Tom
o Bobcat Skid-Steer Loader
o Festhalle Floor Scrubber
Well #1 Rehabilitation – Bid Award - Tom

March 8, 2022
8:30 AM Study Session:
•
•
•
•
•
•
•
•
•

Chamber Report
Museum Update – Matt Cade – Carl/Sue
Community Action Council – Food Distribution Center - Alan Walker - Carl
TEAMS Daycare – Joy Robertson – Carl/Sue
ClearGov – Digital Budget Book - Chantell
Recap of Planning Commission Recommendation on Remanded Items – Lilith
Osborn Property – Spend to Use it, or….. - Carl
Annual Council Retreat Meeting Topics - Carl
Council Open Discussion / Public Comment Period

Council Meeting:
•
•

Discus: January 2022 Snow Emergency Debrief
Development Services February Report & January Planning Commission Minutes – Lilith

March 22, 2022 Council Meeting:
• Consent Agenda: Set Public Hearing for Affordable Low-Income Incentive Program – April 26, 2022 @ 6:30
PM – Lilith
• Consent Agenda: Leavenworth Farmers Market Noise Variance – Sue
• Consent Agenda: ClearGov – Digital Budget Software Program Purchase – Chantell
• Acknowledgement and Gratitude of Service for Andy Lane, Planning Commission – Lilith
• Leavenworth Fund Grant Awards for 2022 (Remaining funds from 2021) – Sue
• Ordinance 1640 – Duplex Code Amendments – Remanded to PC on 12/14/2021 – Lilith
• Ordinance 1650 – Comprehensive Plan R8 Designation – Remanded to PC on 12/14/2021 – Lilith
• Ordinance 1651 – R8 Zoning Code – Remanded to PC on 12/14/2021 – Lilith
• Resolution 4-2022 Rate & Fee Schedule Update – Lilith & Tom (Street ROW & Festhalle)
• 14th Street Bid Award – Tom
• Wastewater Treatment Plant Phase I Change Orders (a-f) - Tom

April 12, 2022
8:30 AM Study Session:
•
•
•
•
•
•

Chamber Report
Draft Resolution XX-2022 Six-Year Transportation Improvement Plan (Call for Changes) – Tom
Personnel Policy Update – Chantell
Affordable Low-Income Incentive Program – Lilith
Workforce Housing Grant/Loan Program– Lilith
LID 24 Payoff Option – Chantell

CITY COUNCIL
2022 FUTURE AGENDA ITEMS
•
•
•
•
•
•

Street Closure Options – Lilith
Block Party Pilot Program – Carl/Sue
Inclusive Banners - Carl
2022 Project Tracker / 2022 Future Council Agenda Items – All Staff
Quarterly City Newsletter Recommendations – Distribution in May – Christie
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Consent Agenda: Set Public Hearing for Six-Year Transportation Improvement Plan – 5/10/22 @ 6:30 PM
Consent Agenda: Contract Authorization to Sign – Space Needs Assessment – Lilith/Tom
Consent Agenda: Contract Authorization to Sign – Residential Alley Study – Lilith/Tom
Consent Agenda: Subscription Agreement – Short Term Rental Monitoring & Notices - Lilith
Consent Agenda: Confirmation of Mayoral Appointments to the Leavenworth Area Promotions Ad Hoc
Committee – Carl/Sue
Consent Agenda: Confirm Mayoral Appointment of Erika Szuster to Design Review Board Position #4;
Kevin Rieke to DRB Position #6; and Moving Mary Kornienko Morse to DRB Position #6 Alternative
Presentation by Chief Adam Musgrove on Bob Threat Incident - Carl
Ordinance 1653 - Workforce Housing Grant Loan Program – Lilith
Ordinance 1652 – Quarterly Budget Amendment – Chantell
Resolution 4-2022 Rate & Fee Schedule Update – Tabled from March 22, 2022 – Lilith
Street Closure Options – Lilith
Authorization to Purchase / Surplus Equipment – Tom
Supplemental Agreement No. 1 to Developer Extension Agreement - Tom
Development Services March Report & February Planning Commission Minutes – Lilith
Reminder – Public Disclosure Commission Filing Deadline April 15th - Chantell

April 26, 2022 Council Meeting:
• Consent Agenda: Reappointment of Planning Commission Position #1, Steven Booher – Sue
• Consent Agenda: Reappointment of Planning Commission Position #6, Colin Forsyth – Sue
• Consent Agenda: Reappointment of Planning Commission Position #7, Alison Miller – Sue
• Public Hearing: Affordable Low-Income Incentive Program @ 6:30 PM – Lilith
• Ordinance XXXX – Affordable Low-Income Incentive Program - Lilith
• Resolution XX-2022 Personnel Policy Update – Chantell
• Resolution XX-2022 Meal Reimbursement - Chantell

April 29, 2022, 7:00 AM – 3:00 PM Council Retreat Tentative Agenda:
• Healthy Communities
o Housing Diversity Objectives
o Climate Change HB 1099
•

May 10, 2022
8:30 AM Study Session:
•
•

Chamber Report
30 min (8:45-9:15) – Salary Survey - Koff & Associates – Amber Richards

CITY COUNCIL
2022 FUTURE AGENDA ITEMS
•
•
•
•
•

10 min - Annual County Flood Control District Report – Lilith
15 min – Workforce Housing Grant - Lilith
15 min - Workforce Housing Development Extension Agreement – Lilith/Tom
20 min – Tentative – Capacity Building (PW CIP & Finance / City Clerk) – Tom/Chantell
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•
•
•
•

Consent Agenda: PRSA Voucher Request
Public Hearing: Six-Year Transportation Improvement Plan @ 6:30 PM – Tom
Resolution XX-2022 - Six-Year Transportation Improvement Plan – Tom
Workforce Housing Grant - Lilith
Workforce Housing Development Extension Agreement – Lilith/Tom
Development Services April Report & March Planning Commission Minutes - Lilith

May 24, 2022 Council Meeting:
• X

June 14, 2022
8:30 AM Study Session:
•
•
•

Chamber Report
Development Services Mid-Year Report – Lilith
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•
•

Consent Agenda: 2021 City Annual Report Acceptance – Chantell
Consent Agenda: Surplus Computers – Chantell
Joint Mid-year Meeting with the Planning Commission @ 6:30 PM - Lilith
Development Services May Report & April Planning Commission Minutes - Lilith

June 28, 2022 Council Meeting:
• Presentation: Consumer Confidence / Water Use Efficiency Report – Tom/Kristian

July 12, 2022
8:30 AM Study Session:
•
•
•
•
•
•

Chamber Report
Follow-up on Bees in City Limits – successful? (Passed 7/13/21 – Ord 1630) – Carl/Sue
Community Block Party Planning (mid to late August) – Carl/Sue
2022 Project Tracker / 2022 Future Council Agenda Items – All Staff
Quarterly City Newsletter Recommendations – Distribution in August – Christie
Council Open Discussion / Public Comment Period

Council Meeting:
•
•

Ordinance XXXX – Quarterly Budget Amendment – Chantell
Development Services June Report & May Planning Commission Minutes – Lilith

CITY COUNCIL
2022 FUTURE AGENDA ITEMS

July 26, 2022 Council Meeting:
• Transportation Benefit District Mid-Year Funding Update and History - Chantell

August 9, 2022
8:30 AM Study Session:
•
•

Chamber Report
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•
•

Consent Agenda: Leavenworth Farmers Market Noise Variance – Sue
Development Services July Report & June Planning Commission Minutes – Lilith
Reminder Block Party – TBD mid to late August – Carl/Sue
Reminder Mayor’s Annual Breakfast 9/15/2022 – Location TBD

August 23, 2022 Council Meeting:
• Finance Committee Review Prelim Budget – Chantell
• Presentation: Chelan County Sheriff Annual Report (20 Minutes) – Sheriff Burnett
• Reminder – Econ & Parks Committee Review Prelim Budget – 9/13/22

September 13, 2022
8:30 AM Study Session:
•
•
•
•

Chamber Report
Leavenworth Area Promotions (LAP) 2023 - 2024 Budget Request – Chantell/Jessica
Resolution XX-2022 – Legislative Priorities for 2023 – Carl/Sue
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•
•
•

Econ & Parks Committee Review Prelim Budget - Chantell
Consent Agenda: Set Public Hearing on Ad Valorem (Property) Tax @ 6:30 PM on 10/25/2022 – Chantell
Presentation: 2023 -2024 Preliminary Budget & Current Year Status - Chantell
Development Services August Report & July Planning Commission Minutes – Lilith
Reminder Mayor’s Annual Breakfast 9/15/2022 – Location TBD

September 27, 2022 Council Meeting:
• Finance Committee – Special Meeting if Necessary – Chantell
• Resolution XX-2022 – Legislative Priorities for 2023 – Carl/Sue

October 11, 2022
8:30 AM Study Session:
•

Chamber Report

CITY COUNCIL
2022 FUTURE AGENDA ITEMS
•
•
•
•
•

Budget Priority Review if Necessary - Chantell
Rate & Fee Schedule for 2023 – Call for Changes & Draft Rate Changes – All Staff
2022 Project Tracker / 2022 Future Council Agenda Items – All Staff
Quarterly City Newsletter Recommendations – Distribution in November – Christie
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•

Consent Agenda: PRSA Voucher Request – Chantell
Ordinance XXXX – Quarterly Budget Amendment – Chantell
Development Services September Report & August Planning Commission Minutes – Lilith

October 25, 2022 Council Meeting:
• Consent Agenda: Set Public Hearing on 2023-2024 Preliminary Budget on Nov 8, 2022 @ 6:30 PM
• Consent Agenda: Set Public Hearing on 2023-2024 Final Budget on Nov 22, 2022 @ 6:30 PM
• Public Hearing on Ad Valorem (Property) Tax @ 6:30 PM – Chantell
• Special Use Permit Noise - Timbrrr! Winter Music Festival – Carl/Sue
• Chelan County Prosecution Services Agreement for 2023 – Exp. 12/31/2022 – Carl/Sue
• Chelan County Emergency Management Agreement for 2023 – Exp. 12/31/2022 – Sue
• Approval of Village of Lights Traffic/Pedestrian Plan & Funding – Carl/Sue/Tom
•

November 8, 2022
8:30 AM Study Session:
•
•
•
•

Chamber Report
Review of 2023 Planning Commission Docket – Lilith
Review of Rate & Fee Schedule Changes for 2023 – All Staff
Council Open Discussion / Public Comment Period

Council Meeting:
•
•
•
•
•
•

Consent Agenda: PRSA Voucher Request – Chantell
Public Hearing on 2023-2024 Preliminary Budget @ 6:30 PM – Chantell
Ordinance XXXX – Adopting Ad Valorem Tax –Chantell
Authorize Mayor to Sign Tax Levy – Chantell
Leavenworth Fund Grant Awards for 2023 – Sue
Development Services October Report & September Planning Commission Minutes – Lilith

November 22, 2022 Council Meeting
• Public Hearing on 2023-2024 Final Budget @ 6:30 PM – Chantell

December 13, 2022
8:30 AM Study Session:
•
•

Chamber Report
Council Open Discussion / Public Comment Period
o Mayor Pro Tempore and Committee Assignments Reminder – Carl

CITY COUNCIL
2022 FUTURE AGENDA ITEMS
Council Meeting:
•
•
•
•
•
•

Resolution XX-2022 – 2023 Rate & Fee Schedule – Chantell
Ordinance XXXX – 2021 – 2022 Final Budget Amendment – Chantell (if necessary)
Ordinance XXXX – Adoption of 2023 – 2024 Biennial Budget & 2023 Salary Schedule – Chantell
Cancel December 27, 2022 Regular Council and Subcommittee Meetings – Chantell
Appointment of DRB Alternative Member – Lilith/Maggie/Sue
Info Items: Development Services November Report & October Planning Commission Minutes - Lilith

Notes :
o
o
o
o
o
o
o

EXECUTIVE SESSION: RCW 42.30.110 (1)(b) Property Selection Site or Acquisition
EXECUTIVE SESSION: RCW 42.30.110 (1)(c) Property Sale – Minimum Price
EXECUTIVE SESSION: RCW 42.30.110 (1)(d) Review Negotiations of Sheriff Contract
EXECUTIVE SESSION: RCW 42.30.110 (1)(i)(i) Threatened Litigation
EXECUTIVE SESSION: RCW 42.30.110 (1)(i)(ii) Potential Litigation
EXECUTIVE SESSION: RCW 42.30.110 (1)(i)(iii) Legal Risks for Proposed Action
EXECUTIVE SESSION: RCW 42.30.110 (g)/42.30.140 (4)(b) Wages and Collective Bargaining

2023 Future Items:
•

TAB L

The Leavenworth Courier
NEWS FROM THE LEAVENWORTH CITY COUNCIL

IN THIS ISSUE
•

•
•

City Project Updates
Spring/Early Summer reminders
0 River usage caution,
tubing/rafting
0 Pool opening
0 Art in the Park/Farmer's
Market
Reminder: Pay utility bills online
other?

OTHER POTENTIAL ITEMS
•
•
•
•
•

New City Administrator intro
Update on Parking Lot
improvements (Aasgard/P1,
Blewett/P2, Glacier/DOT)
Osborn Update
14th Street Project Update
Community Engagement
Projects

THE OFFICIAL CITY OF LEAVENWORTH NEWSLETTER

STANDARD ITEMS*
•

•
•

•
•
•
•

Short Term Rental Enforcement
Line
Leash Law
Upcoming Events & Holiday Hours
0 May: Maifest, Birdfest, etc.
0 June: Bike & Brew? Accordion
Fest, etc.
0 other?
Recycling Center Info
Reminder to not litter
Council Members (Photos +
Names)
City Contact Info

*Pending newsletter space, some items
may not be repeated in every edition of
the Courier
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