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CITY OF SEDRO-WOOLLEY  

FIRE DEPARTMENT WORK RULES FOR FULL-TIME EMPLOYEES  

 

I. APPLICABILITY AND DEFINITION 
 

These Work Rules apply to Firefighter/Paramedics employed by the City of Sedro-Woolley.  The 

term “employee” as used in these Work Rules refers to Firefighter/Paramedics employed by the 

City of Sedro-Woolley.  These Work Rules supplement existing City personnel policies and in 

case of conflict between the generally applicable policies of the City and these Work Rules, the 

Work Rules shall prevail. 

 

II. PROBATIONARY PERIOD, LAYOFF, RECALL AND JOB VACANCIES  

 

1. Probationary Period - Employees shall be subject to probationary periods as determined 

by the Civil Service Commission (see Civil Service Rules, Rule X, which establishes a 12 month 

probationary period beginning from firefighter 1 certification).  During this period, the employee 

is working on a trial basis, subject to dismissal at any time at the sole discretion of the Fire Chief 

or designee.   

 

2. Seniority - The City recognizes the principle of seniority.  Seniority means that period 

from the employee’s hire date/time for the City in a position covered by these Work Rules.   

 

3. An employee’s seniority can be broken so that no prior period of employment is counted.  

The employee’s seniority shall cease upon: 

 Justifiable discharge; 

 Voluntary quit; 

 Failure of the employee to return to work after expiration of a temporary 

disability leave; 

 Failure of the employee to notify the City of his/her willingness to return 

to work upon recall from an indefinite layoff within seven (7) calendar 

days after receipt of written notice from the City at his/her last known 

address appearing on the City’s records; and 

 Layoff (a reduction - in - force) exceeding twelve (12) months. 

 

4. In layoff and recall, the City shall consider an employee’s length of continuous service in 

a position covered by these Work Rules and the employee’s ability to perform the duties required 

in the job.   

 

5. In the case of recall, those employees laid off last shall be recalled first.  An employee on 

layoff must keep the City informed of the address and telephone number where he/she may be 

contacted. 
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III. HOURS OF WORK  

 

1. Hours of Work - The Fire Chief or designee has authority to establish shift lengths of 24 

hours, 12 hours, 10 hours, and/or 8 hours, according to the needs of the Department, and to 

assign employees to a particular shift.  The FLSA work period for any given shift shall be the 

longest FLSA work period available that is evenly divisible by the workday pattern.  For 

example, a 14-day shift pattern shall have a 28-day FLSA work period.   

 

(a) As of January 1, 2019, the 24-hour shift will be a 4 Platoon schedule.  The number of 

work hours for the 4-platoon schedule is 365 days multiplied by 24 hours then 

divided by 4 platoons (2,190) plus debit days. Over time, this averages to 2,478 

annual hours per year.  Debit days will be scheduled by the Fire Chief or designee 

(after vacation and floating holiday bidding) to address actual or anticipated staffing 

shortages, training, and any other Department needs. No more than one debit day will 

be scheduled in each FLSA work period. 

 

(b) The Fire Chief reserves the right to change the 24-hour shift schedule at any time to 

meet the needs of the Department. 

 

(c) Except in the case of an emergency or deployment, an employee shall be allowed to 

work a maximum of 72 hours in a row. 

 

2.  Day Shift Meal and Rest Periods – The term “day shift” refers to any shift that is less 

than 24 hours.  Employees assigned to a day shift will be permitted a thirty (30) minute unpaid 

meal period for each workday that is at least five (5) hours in duration.  Employees will take 

intermittent paid rest periods equivalent to ten (10) minutes for each four (4) hours worked.  

Meal and rest periods are subject to interruption due to the nature of the work and are not 

accrued or cashed out if missed. 

 

3. Scheduling - The establishment of work schedules and starting times is vested solely 

within the purview of the City and may be changed to meet the needs of effective public safety, 

provided prior notice of seven (7) calendar days is given, except where precluded by an 

emergency or beyond City control. 

 

4. Staffing – The Fire Chief or designee has sole discretion to establish and modify 

minimum staffing at any time to meet the operational needs of the Department. 

 

5. Overtime - Time worked in excess of the applicable FLSA threshold shall be paid at one-

and-one-half (1-1/2) times the employee’s regular hourly rate in fifteen (15) minute increments.  

For day shift employees, the regular straight time hourly rate of pay shall be determined by 

dividing the employee’s regular monthly salary by one hundred seventy three and one-third 

(173.33) hours.  For 24-hour shift employees, the regular straight time hourly rate of pay shall be 

determined by multiplying the employee’s regular monthly salary by 12 and then dividing it by 

the average annual hours (i.e., 2,472 for employees working on January 1, 2019).  For purposes 



 

 

 3  

 

of overtime calculation, time worked shall include sick leave, vacation leave, holiday hours and 

compensatory time. 

 

6. Overtime Scheduling – The Department will make a reasonable effort to rotate available 

overtime opportunities among eligible employees.  Employees may be mandated to work 

overtime. 

 

7. Emergency Call Back - If an employee is contacted to respond to an emergency the 

employee shall respond immediately. 

 

8. Employees called back to duty between shifts (at least two (2) hours before beginning or 

after ending a scheduled shift) shall be compensated for a minimum of two (2) hours at their 

regular straight time hourly rate of pay.   

 

9.  Callback work required by the Employer that does not involve reporting in person (for 

example, more than de minimis phone calls and emails) shall be paid in fifteen (15) minute 

increments for each hour or fraction of an hour spent.  

 

10. Compensatory Time - In lieu of paid overtime, an employee may choose to accrue 

compensatory time off to be utilized upon the request of the employee subject to scheduling by 

the Fire Chief or designee.  Compensatory time may be accumulated for up to sixty (60) hours. 

Compensatory time usage and accrual shall be limited to one hundred twenty (120) hours per 

year.  Each December 31 all compensatory time on the books shall be automatically cashed out 

and paid to the employee.  Compensatory time shall be converted at the appropriate rate prior to 

placement in the Compensatory time bank.  (Example: One (1) hour overtime at time and one 

half (1-1/2) equals one and one half (1-1/2) hours added to the Compensatory Bank.)  An 

employee shall be paid for accrued compensatory time upon resignation or termination.  

 

11. Shift Trade - Trading of shifts amongst employees is an acceptable practice, as long as 

such trade does not place an employee in an overtime situation except when the change was 

clearly and already an overtime situation.  Shift trades are subject to supervisory approval and 

limited to 4 trades per employee per calendar year. Trades that result in 48-hour shifts are 

discouraged and will only be approved to meet minimum staffing.  Trades must be completed 

within the same calendar quarter.  Where a trade has been authorized and the relief employee 

does not report for duty for reasons other than authorized sick leave, it shall be the responsibility 

of the relief employee to arrange for a replacement.  If the relief employee fails to arrange for a 

replacement, he/she shall be charged one hour of vacation or compensatory time for each hour of 

reduced coverage.  Moreover, should the City find it necessary to call back an off-duty employee 

at an overtime rate for shift coverage, the relief employee shall be charged one and one-half (1.5) 

hours of vacation or compensatory time for each hour of overtime coverage required.   

 

12. Peak Activity Unit – A peak activity unit (PAU) is a unit staffed for a specific time period 

where increased workload is anticipated.  Examples of increased workloads include, but are not 

limited to: mandatory training or other events as determined by the Fire Chief or designee.  The 

need for a PAU shall be determined by the Fire Chief or designee and may be in any shift length. 
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13. On Call Part-Time Staffing – The City may utilize a pool of part-time employees to cover 

shifts, including shifts that would otherwise result in overtime to the City.  Overtime shifts may 

be offered to part-time staff prior to opening the shift to full-time employees.  Part-time 

employees will be limited to one 24-hour shift per week.   

 

IV. HOLIDAYS  

 

1. Holidays for 24- hour shift employees - In lieu of holidays, the City will pay eighty (80) 

hours at the straight time rate to all employees working 24-hour shifts.  In addition to the pay in lieu 

of holidays the City will grant sixteen hours of time off as floating holidays which the employee 

may take at the employee's discretion and approval of the Fire Chief or designee.  These floating 

holiday hours shall not carryover to the next year (January 1 – December 31) and may not be cashed 

out. 

 

(a)   Holiday pay shall be issued once yearly on the same payroll check that is issued for 

the payroll period ending December 31.  No draws of holiday pay shall be allowed.  Holiday pay 

shall be paid for holidays earned through December of each contract year and those holidays earned 

after December shall be paid the following year. 

 

(b) If an employee severs employment for any reason stated in Section II, paragraph 3 

prior to the holiday payment, the benefit will be prorated to the date of termination.  New 

employees’ holiday pay will be prorated from the date of hire. 

 

 (c) New employees working for a period of less than six (6) months prior to the 

December payment will be entitled to use only eight (8) hours of time off as a floating holiday. 

 

2 Holidays for employees who do not work 24-hour shifts - Non-shift employees shall 

receive the following holidays off with eight (8) hours compensation at their regular straight-

time hourly rate of pay. 

 

 New Year’s Day    1st day of January 

 Martin Luther King’s Birthday  3rd Monday of January 

 President’s Day    3rd Monday of February 

 Memorial Day     Last Monday of May 

 Independence Day    4th of July 

 Labor Day     1st Monday of September  

 Veteran’s Day     11th day of November 

 Thanksgiving Day    4th Thursday of November 

 Day Following Thanksgiving   Day following Thanksgiving 

 Christmas Day     25th of December 

 Additional Christmas Holiday  As determined by the City 

        

Floating Holiday to be taken at employee’s discretion and approval of the Fire Chief or 

designee. 
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(a) If a holiday occurs while an employee is on vacation or sick leave, the holiday 

shall not be charged to such vacation or sick leave. 

 

 (b) If the date of any of the fore-referenced holidays should be changed, the new date 

shall be deemed a holiday, and a holiday falling on Sunday shall be observed the following 

Monday.  A holiday falling on a Saturday shall be observed on the preceding Friday.  Any day or 

portion thereof designated as a holiday by the Employer shall be recognized as a holiday under 

this Article.  

 

(c) Employees required to work on a holiday shall be paid at two (2) times their 

regular straight time hourly rate of pay for all hours worked. 

 

 (d) Should an employee terminate prior to completing the current year of service, the 

floating holiday shall be paid on a pro-rated basis. 

 

V. VACATIONS  

 

1. Employees shall accrue vacation in accordance with the following schedule.  Vacation 

leave is accrued but may not be taken until the employee has completed six (6) months of 

continuous service. 

 

Completed Year  Hours Per Month  Hours Per Year 

0 through 4 8.0 96 

5 through 9 10.0 120 

10 through 14 13.36 160 

15th year 14.0 168 

16th year 14.64 176 

17th year 15.36 184 

18th year 16.0 192 

19th year 16.64 200 

20th year 17.33 208 

21st year 18.0 216 

22nd year 18.66 224 

23rd year 19.33 232 

24th year 20 240 

25th year 20.66 248 

 

 

2. Time Off Bidding. 

 

(a) By September 1 of each year, the City will publish the shift assignments for the 

following calendar year.   

(b) Vacation and floating holiday bidding will take place between September 2 and 

September 30, between the hours of 0800 – 2000 each day. Each employee will have 

three hours to select and move the bid to the next person. Failure to select within the 
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three-hour timeframe will result in forfeiting bidding for that round and bidding will 

move on to the next person. 

(c)   For vacation and floating holiday bidding, one shift personnel is allowed off at a 

time with the following exception: no time off may be bid for shifts that provide coverage 

between 6:00 A.M. and 11:00 P.M. on July 4th. 

(d) The basis for selection will be seniority. Vacation and floating holiday bidding 

shall be done in three rounds.  

1. 1st Round: Each 24-hour shift employee can pick up to four 24-hour shifts off. 

2. 2nd Round: Each 24-hour shift employee can pick up to four 24-hour shifts off. 

3. 3rd Round: Each 24-hour shift employee will pick their remaining 24-hour shifts 

off.  

(e) After bidding concludes, requests for vacation and floating holiday leaves of 

absence will be on a first-come first-served basis, subject to approval by the Fire Chief or 

designee, and subject to being cancelled at any time by the Fire Chief based on 

operational needs.   

 

3. Earned vacation shall be allowed to accrue eighty (80) hours over the previous year’s 

allotment, but in no case will an employee be allowed to cash out vacation accrued over two 

hundred eighty (280) hours. 

 

4. Utilization of accrued vacation for an emergency nature shall be approved on a case by 

case basis. 

 

VI. SICK LEAVE  

 

1. All employees shall be entitled to sick leave to be used in the event the employee is sick 

or injured. 

 

Employees shall accrue leave at the rate of eight (8) hours per month of consecutive and 

continuous full-time employment, up to a maximum accrual of nine hundred and sixty (960) 

hours for use for any recognized sick leave.     

 

2. Employees may use vacation or other earned compensatory time to supplement sick leave 

if the employee has used all of his/her accrued sick leave. 

 

3. Employees may use accumulated sick leave to care for dependents due to illness, injury 

or preventative health care as allowed by the Washington Family Leave Act (RCW 49.12), the 

Federal Family and Medical Leave Act of 1993 and the Washington State Family Care Act.   

 

(a) Dependents shall include:  spouse, son, daughter, foster child, dependents 

recognized for Federal Income Tax purposes and allowed by IRS, and persons who reside in the 
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same home who have reciprocal and natural and/or moral duties to and do provide support for 

one another.  The term does not include persons sharing the same general house when the living 

style is primarily that of a dormitory or commune. 

 

4. Sick Leave During Vacation - When a condition listed under 1 or 3 above arises while the 

employee is on vacation leave, the employee shall be granted accrued sick leave as provided 

above, provided the employee notifies the employer immediately, and a physician’s certificate 

shall be furnished upon the City’s request. 

 

5. Sick Leave and Secondary Employment – An employee may not use sick leave while 

taking a leave of absence to work for a secondary employer. 

 

6. Employees are required to notify the Chief or designee a minimum of one (1) hour prior 

to his/her shift beginning. If the employee uses sick leave for two (2) or more consecutive shifts 

the employee is required to advise the Fire Chief of the nature of his or her illness or injury and 

may be required to provide a written statement from the treating physician to the Fire Chief or 

designee.  An employee proven to misuse sick leave privileges shall be subject to immediate 

disciplinary action which may include termination. 

 

VII. BEREAVEMENT LEAVE/OTHER LEAVES  

 

1. When death occurs to a member of the employee’s immediate family, the employee shall 

be granted the necessary time off, not to exceed twenty-four consecutive hours, for making 

arrangements and attending the funeral.  In special circumstances and where travel distances 

require additional time, the Chief or designee may grant an additional twenty-four hours off. 

 

2. Members of an employee’s immediate family are limited to the employee’s spouse, sons, 

daughters, mother, father, brothers, sisters, step-children and step-parents, grandparents, 

grandchildren, or like relatives of the employee’s spouse, and persons who reside in the same 

home, who have reciprocal and natural and/or moral duties to and do provide support for one 

another. 

 

3. The employee shall notify and make arrangements with the Employer for any requested 

bereavement leave. 

 

4. Other Leaves - Leave without pay or benefits may be granted to employees who have 

exhausted sick leave, annual vacation and industrial insurance (where applicable), for the 

following reasons: 

 

 Serious illness exceeding thirty (30) calendar days. 

 Serious illness in the immediate family. 

 Non-work related accident or illness requiring an absence from work. 

 Occupational injury and/or accident or illness. 

 

(a) Requests for leave without pay or benefits must be in writing. 
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(b)  Leave may only be granted for the period of disability and shall not exceed one 

(1) year unless otherwise specified. 

 

 (c) The City’s decision is final.   

 

VIII. TRAINING 

 

1. Paramedic Certifications and Standards – Firefighter/Paramedics shall have upon hire and 

maintain during all periods of employment with the City a valid certification as a paramedic as 

required by Washington State law.  Firefighter/Paramedics must be trained in a program 

approved by the County Medical Director.  Firefighter/Paramedics must maintain their 

certification according to State and County continuing education and recertification guidelines.  

Failure to maintain a required paramedic certification shall be grounds for termination from 

employment. 

 

IX. HEALTH AND WELFARE 

 

1. Employee and dependent health and welfare coverage will be provided through the 

Association of Washington Cities, Washington Dental Service and Vision Service Plan as detailed 

in City policy.  The employee shall contribute to the cost of these insurance premiums through 

payroll deduction as follows: 

 

Employer will pay 90% and employee will pay 10% of the employee’s premium. 

 

The employee’s contribution to insurance premiums shall be paid through the City’s IRC section 

125 plan. 

 

X. UNIFORM ALLOWANCE/EQUIPMENT  

 

1. All uniforms and protective clothing required to be worn by an employee shall be 

purchased by the City.   

 

2. Employees shall be held accountable for all such items issued to the employee by the 

City.  Items which become worn out, lost, or destroyed as a direct result of the proper 

performance of the employee’s duties, or as a result of an occurrence, shall be replaced by the 

City.  If said items become lost or mutilated as a result of an employee’s willful negligence or 

intentional act, they shall be replaced by the employee. 

 

3. All equipment issued by the City to each employee shall remain the property of the City. 

 

4. The City shall pay for repair or replacement of employee’s personal property reasonable 

and necessarily worn or carried by an employee, when such property is stolen, damaged, or 

destroyed as a direct result of the employee’s performance of official duties.  Payment shall not 

be approved if the willful negligence or wrongful conduct of the employee was a contributing 

factor to the loss. 
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XI. ACCIDENT OR INJURY REPORT  

 

It is the responsibility of the employee to report all injuries, regardless of severity, to the officer 

in charge, who shall write a report during the shift, and file it with the Fire Chief or designee 

immediately. 

 

XII. RESIDENCE AND RESPONSE TIME  

 

Due to the need for emergency response, employees shall establish their permanent residence 

within a one hundred eighty (180) minute response time to the City of Sedro-Woolley Fire 

Department.  The time shall begin when the employee enters his/her vehicle and terminates upon 

arrival at the Fire Department.  Failure to comply with this rule shall be cause for immediate 

termination of employment with the City of Sedro-Woolley subject to applicable statues. 

 

XIII. OUTSIDE EMPLOYMENT  

 

Employees are prohibited from engaging in outside employment or being involved in a business 

activity which would adversely affect, hinder or impair the employee’s performance or 

effectiveness or the Fire Department’s mission as determined by the Fire Chief.  The employee 

shall report to the Fire Chief in writing all outside employment or business activities that may 

trigger this rule. 

 

XIV. DISCIPLINE AND DISCHARGE  

 

1. The City may suspend or discharge an employee in accordance with Civil Service Rules.   

 

2. An employee shall sign all items placed in their personnel file. 

 

XV. WAGES AND MISCELLANEOUS WORK RULES 

 

The 2019 monthly rates of pay for firefighter/paramedics shall be as follows: 

 

Classification   Step A   Step B 

    0-12 months  12+ months 

Firefighter/Paramedic  $6,417   $6,738 

 

1. Step B shall become effective on the employee’s anniversary date. 

 

2. Longevity.  Each employee who is qualified shall receive longevity pay based on the 

following years of service: 

 

 YEARS OF SERVICE  MONTHLY LONGEVITY  

     

 Beginning 5th  $17.50 per month  

 Beginning 6th  $21.00 per month  

 Beginning 7th  $24.50 per month  
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 Beginning 8th  $28.00 per month  

 Beginning 9th  $31.50 per month  

 Beginning 10th  $35.00 per month  

 Beginning 11th  $38.50 per month  

 Beginning 12th  $42.00 per month  

 Beginning 13th  $45.50 per month  

 Beginning 14th  $49.00 per month  

 Beginning 15th  $52.50 per month  

 Beginning 16th  $56.00 per month  

 Beginning 17th  $59.50 per month  

 Beginning 18th  $63.00 per month  

 Beginning 19th  $66.50 per month  

 Beginning 20th  $70.00 per month 

 

 

3. Lateral Entry.  Lateral employees shall be hired in at Step B of the wage scale, at the 

City’s discretion. The City also has discretion to offer accelerated vacation accrual to a lateral 

hire. 

 

4. Employees shall be eligible for a per diem of $58.00 per day for work related travel 

involving more than 24 hours.  A per diem of $58.00 shall be paid by the City for each twenty-

four (24) hour period beginning from the time the employee leaves the City to the time the 

employee enters the City.  If IRS regulations require it, the amount of the per diem shall be 

reported as income to the employee.  If not required by the I.R.S. regulations, such per diem 

amounts will not be reported as employee income. 

 

5. The City will reimburse up to $30.00 per month per participating employee toward the 

cost of fees for the use of a health club or for participation in physical fitness/exercise classes, 

provided, that to be eligible for this reimbursement, the employee must provide documentation 

of actual participation at least eight (8) times per month.  The balance of the program cost will be 

paid by the employee who voluntarily participates in the program. 

 

XVI. DRUG AND ALCOHOL POLICY  

 

1. Purpose and Intent - This policy is instituted to assure that the work place is free of 

employees whose job performance may be impaired by the abuse of alcohol or other drugs.  The 

City recognizes that alcohol and other drug abuse are treatable illnesses and to the extent 

possible, the employer’s response to these illnesses should be to encourage treatment and 

rehabilitation.  Employees recognize that consumption of alcohol or other drugs to the point that 

employees are unable to perform their jobs safely and effectively will not be tolerated. 

 

 When an employee places himself or herself in a situation in which the employee’s job 

performance is impaired by alcohol or other drugs that it is the responsibility of the parties to 

prevent endangerment of the employee, fellow employees, and/or the public. 

 

 The City recognizes the employee’s concerns for their personal privacy and therefore 

agrees that discovery testing for alcohol and other drugs may be used only in cases in which 
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there are questions of impaired job performance, reasonable suspicion of abuse is evidenced, or 

if an accident involving property damage to city property or serious physical injuries occurs 

while on duty.  However, the City may use pre-employment discovery testing in any case. 

 

 The use of a substance abuse treatment program does not replace normal disciplinary 

procedures for unsatisfactory job performance. 

 

2. Definitions: 

 

Reasonable Suspicion - means specific, articulable observations by  a supervisory employee 

concerning their work performance, appearance, behavior, or speech of the employee. 

 

Impaired - means that an employee has a detectable level of alcohol or drugs in the employee’s 

blood or urine or a noticeable or perceptible impairment of the employee’s mental or physical 

faculties. 

 

Prohibited Drugs - means all forms of narcotics, depressants, stimulants, hallucinogens, 

cannabis, or other controlled substances as defined by Chapter 69.50.;101 RCW, whose sale, 

purchase, transfer, use, or possession is prohibited or restricted by law. 

 

Over The-Counter Drugs - means those drugs that are generally available without a prescription 

from a medical doctor and are limited to those drugs which are capable of impairing the 

judgment of an employee to safely perform his or her duties. 

 

Prescription Drugs - means those drugs which are used in the course of medical treatment and 

have been prescribed and authorized for use by a licensed medical practitioner/physician or 

dentist. 

 

Discovery Testing - means any testing done prior to employment or as a result of reasonable 

suspicion as defined by this policy.  Testing includes blood and urine screening for alcohol or 

other drugs.  After July 1992, a conditional job offer must be made prior to the drug test. 

 

3. Procedure - Reporting for work under the influence of alcohol or other drug, or the use, 

sale or possession by an employee of alcohol, a prohibited drug, a drug not medically authorized, 

or other drug that impairs job performance or poses a hazard to the safety and welfare of the 

employee, fellow employees, or the public is strictly prohibited and will result in immediate 

disciplinary action, which may include termination.  It is the goal of this policy to prevent and 

rehabilitate, rather that terminate the employment of workers who are abusing alcohol or other 

drugs.  Therefore the following procedure shall be followed: 

 

(a) Each employee shall report the use of medically authorized drugs or other substances 

which can impair job performance to his or her immediate supervisor and provide proper 

written medical authorization from a physician to work while using the authorized drugs.  

It is the employee’s responsibility to determine from the physician whether the prescribed 

drug would impair his or her job performance.  Failure to report the use of such drugs or 

other substances, or failure to provide proper evidence of medical authorization, may 
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result in disciplinary action.  Cannabis remains a prohibited drug under section D.1.1.3 of 

this policy regardless of medical authorization.  

 

(b) If there is reasonable cause to believe that an employee’s job performance may be 

impaired by alcohol or other drugs, the employee’s supervisor shall question the 

employee with regard to the behavior.  The supervisor shall directly observe  the 

employee’s behavior and document in writing the behavior on the Impaired Behavior 

Report form.  Indications of impaired behavior include but are not limited to the 

following:  staggering or irregular gait, the odor of alcohol on the breath, slurred speech, 

dilated or constricted pupils, inattentiveness, listlessness, hyperactivity, performance 

problems, illogical speech and thought processes, poor judgment, or unusual or abnormal 

behavior. 

 

(c) When possible, a second managerial employee shall also observe and document the 

employee’s behavior to verify that there is a reasonable suspicion that alcohol or other 

drug consumption may be involved.  The supervisor or appropriate manager shall 

determine whether the employee’s behavior is impaired to the point of being unable to 

perform his or her duties effectively and safely.  The employee shall be relieved of this or 

her duties and placed on a suspension with pay status until a clear determination can be 

made by the appropriate manager as to the abuse or non-abuse or alcohol or other drugs.  

Under no circumstance will an employee be allowed to operate equipment or drive a 

motor vehicle when it reasonable appears that his or her ability has been impaired. 

 

(d) If it is concluded that there is a reasonable suspicion that alcohol or other drug 

consumption is involved, the supervisor or appropriate manager shall have a drug or 

alcohol test administered.  The employee must sign the Performance Impairment Exam 

Consent form before testing may be conducted.  Failure of an employee to take the test(s) 

shall result in the employee’s immediate termination.  The City may also have the 

employee undergo a physical examination at City expense at the time that the drug or 

alcohol test is administered.  The test(s)) must be conducted within a reasonable time 

period after the observation of the problem behavior. 

 

(e) If the test is negative, the employee shall be counseled by the physician and returned to 

work, if appropriate to the medical diagnosis, with no loss of pay or benefits.  Where 

appropriated, a signed physician’s release may be required by the City before the 

employee returns to work.  Time lost due to an illness will be charged to sick leave.  If 

the behavior that led to the initial investigation is not due to substance abuse but 

continues to hinder job performance, the City may require the employee to undergo 

further medical evaluation. 

 

(f) In cases in which immediate termination is not warranted, the employee will be placed in 

an unpaid rehabilitation leave status.  The employee shall be evaluated and a 

recommended appropriate treatment shall then be arranged.  Where appropriate, the 

employee shall be referred to a treatment program agreed upon by the Guild and the City.  

Once the inpatient part of the program has been completed, the employee may be re-

employed only with a written release from the treating or primary physician.  When 
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prescribed by a physician or a rehabilitation program, drug testing may be included as a 

part of that treatment program.  An employee who is returned to work as provided for 

under this procedure who fails to comply with any of the terms of an agreed upon 

treatment or return-to-work agreement may be terminated. 

 

(g) If the test is positive, the employee may request a second test be performed on the same 

urine or blood specimen.  The results of the second test will be conclusive.  If the test is 

positive the employee may be terminated, depending upon the circumstances of the 

situation.  Circumstances warranting an immediate termination includes incidents in 

which the employee’s impairment resulted in loss of life, serious injury to self or others, 

the serious loss or damage of property, or an incident of parallel magnitude. 

 

(h) The City shall utilize both urine and blood tests for verification.  The “enzyme-

immunoassay” (EMIT) and “gas chromatography-mass spectrophotometry” (GC-MS) 

test method shall be used in a laboratory agreed upon by the Guild and the City.  The City 

shall pay for the costs of all tests.  Medical examinations carried out under this procedure 

when not completely covered by Health & Welfare benefits shall be the responsibility of 

the employee.  The City shall  pay these costs for LEOFF I employees only.  The City 

shall maintain confidentiality of test results to the extent possible. 

 

(i) Once an employee completes rehabilitation and follow-up care and no re-occurring 

incidents have taken place for two years the record of treatment and positive test results 

will be retired to a “closed” medical record and the employee will be given a fresh start 

with a clean administrative record. 

 

4. Conflict With Other Laws - This work rule shall not supersede or waive an employee’s 

federal or state constitutional rights. 

 


