Key Peninsula Metropolitan Park District
Dba Key Pen Parks

Resolution No R 2015-11

A RESOLUTION OF THE BOARD OF COMMISSIONER’S OF THE KEY PENINSULA
METROPOLITAN PARK DISTRICT ADOPTING UPDATED EMPLOYEE HANDBOOK

Whereas, the Board of Park Commissioners of Key Pen Parks adopted an Employee
Handbook policy via Resolution R2015-06 : and

WHEREAS, the Key Peninsula Metropolitan Park District (“Key Pen Parks”) desires to adopt an
updated employee handbook;

NOW, THEREFORE, THE BOARD OF COMMISSIONERS OF KEY PEN PARKS HEREBY
RESOLVES AS FOLLOWS:

Section 1. Resolution Number R2015-06 is hereby repealed.
Section 2. The employee handbook attached hereto as Exhibit 1 is hereby adopted.

PASSED AND ADOPTED by the Board of Park Commissioners for Key Pen Parks at a regular
meeting held at Volunteer Park Annex this 9" day of November, 2015.

Attest:
Key Pen Parks
Board of Commissioners
Pierce County, Washington

Mark Mlchel PreS|dent Edward /ﬂce President
%@»-? e,

Kip Clinton, Clerk Bill Trandum Member—at-Large

7

John Kelfy, Member-at-farge
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Employee handbook updates 11/3/15 (added text highlighted)

1. Employee Classifications

In order to clarify employment status and benefits eligibility, all employees are classified
as either “exempt”’ or “non-exempt” from overtime compensation according to the
overtime provisions of state and federal laws. Exempt employees are not covered by
the FLSA overtime provisions and do not receive either overtime pay or compensatory
time in lieu of overtime pay. The following positions shall be considered as exempt.

Executive Director
Maintenance Supervisor

In addition, all employees fall into one of the following categories:

1. Regular full-time: An employee who is normally scheduled to work a standard
thirty (30) hours to forty (40) hours or more each work week. Generally, if you
are a regular full-time employee, you are eligible for Key Pen Parks’ benefit
package, subject to the terms, conditions, limitations and eligibility requirements
of each benefit program.

2. Regular part-time: An employee who is normally scheduled to work less than
thirty (30) hours per week, but at least ten (10) hours per week. Regular part-
time employees may be eligible for some benefits offered by Key Pen Parks,
subject to the terms, conditions, limitations and eligibility requirements of each
benefit program.

3. Seasonal/Temporary: An employee who is hired for a specific period of time and
is not expected to establish a continuity of service. It is expected that a seasonal
employee should not remain in seasonal job status longer than 1500 hours and
is generally not eligible for benefits offered by Key Pen Parks, unless those
benefits are required by law.

5. Wage and Salary Review

Key Pen Parks attempts to pay employees a competitive rate that reflects the
employee’s job position, experience and job performance. Key Pen Parks endeavors to
review wages and salaries at intervals and may make adjustments to reflect an
employee’s performance or other factors Key Pen Parks considers appropriate. Please
refer to appendix A for wage classifications matrix.

13. Benefits
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Key Pen Parks offers benefits to its eligible employees, to assist with health care
coverage and related expenses. Eligible employees will receive information about
these programs and eligibility requirements on a periodic basis. In the event you have
questions regarding eligible benefits or need information, please contact the Executive
Director or Administrative Assistant.

Healthcare Benefits

Key Pen Parks will pay 100% of eligible employee’s premium for medical, dental and
vision. Key Pen Parks will pay 80% of employee’s dependents premium for medical,
dental and vision with employee paying the remainder. If employee has access to
an equal or better medical, dental or vision plan employee may opt to use that plan
in lieu of any one of Key Pen Park’s offered plans. Employee may request Key Pen
Parks to pay premium for said less expensive plan.

Retirement Benefits

Retirement eligibility shall comply with State of Washington requirements according
to form DRS MS 198 (01/07). Key Pen Parks makes contributions on behalf of all
eligible employees to the Social Security System and to the Washington State
Department of Retirement in addition to those contributions made by the employee
through payroll deductions.

Disability Benefits

All employees are covered by the State Industrial Insurance program (worker's
compensation). This type of insurance covers employees in case of on-the-job
injuries or job-related iliness. For qualifying cases, State Industrial Insurance will pay
the employee for work days lost for any disability resulting from job-related injuries or
iliness. All job-related accidents should be reported immediately to the supervisor.

» When an employee is absent for one or more days due to an on-the-job
accident, he/she is required to file a claim for Worker's Compensation. If the
employee files a claim, Key Pen Parks will continue to pay by use of the
employee's unused sick leave the employee's regular salary pending receipt
of Worker's compensation benefits.

» When the employee receives Worker's Compensation benefits, he/she is
required to repay to Key Pen Parks the amount covered by Worker's
Compensation and previously advanced by Key Pen Parks. This policy is to
ensure that employees will receive prompt and regular payment during
periods of injury or disability so long as accrued sick leave is available, while
ensuring that no employee receives more than he/she would have received
had the injury not occurred. Upon the repayment of funds advanced, the
appropriate amount of sick leave shall be restored to the employee's account.
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e Key Pen Parks may require an examination at its expense, performed by a
physician of its choice, to determine when the employee can return to work (in
a regular or light-duty capacity) and if he/she will be capable of performing the
duties and responsibilities of the position.

Unemployment Compensation

Key Pen Parks’ employees may qualify for Washington State Unemployment
Compensation after termination from Key Pen Parks employment depending on the
reason for termination and if certain qualifications are met. For more information
please see Employment Security Department Unemployment Handbook.
http://www.esd.wa.gov/uibenefits/handbook/index.php
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