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PORT OF WALLA WALLA
PERSONNEL POLICIES & PROCEDURES

PREAMBLE

The following are guidelines that are set up as examples and a general listing of the employment
requirements of the Port of Walla Walla. They are not all inclusive nor a complete statement of
policy. Nothing contained in these guidelines shall in any way create a contract or quasi contract
of employment or establish any term or tenure of employment, nor in any way be construed as a
waiver of the relationship of "employment at will". The Port retains and shall always have the
complete, absolute and unequivocal right to set wages, terms of employment and to hire and
discharge all employees at its sole will and discretion with or without cause.
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PURPOSE

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

Further, these guidelines will facilitate efficient service to the Port of Walla Walla
(including the Walla Walla Regional Airport), and to the general public; provide an
equitable system of personnel management; and provide the employees of the Port a
reasonably consistent, clearly defined set of policies.

These guidelines should be considered broad in scope and that a reasonable approach
must be taken on a case-by-case basis by the appropriate authority to equitably solve
specific problems or situations. Personnel management and administration is a
continuing dynamic process. If anything contained in these guidelines is inconsistent
with governing state or federal laws or regulations, the state or federal law or regulation
shall be considered the prevailing authority.

APPOINTMENTS/CLASSIFICATIONS

It is recognized that the Board of Commissioners is the governing body of the Port of
Walla Walla. The Board of Commissioners, under the provisions of RCW 53.08.170,
may appoint an Executive Director, who shall be directly responsible and answerable to
the Board. The Executive Director will employ or cause to be employed, all other
employees of the Port.

A. Unclassified Employees

Management personnel shall be designated as "Unclassified" employees. Such
positions include an Executive Director, Airport Manager and Director of
Economic Development.



Classified Employees

The Board of Commissioners may authorize the establishment of full-time, part-
time and temporary staff positions as deemed necessary and such positions shall
be filled by employees selected by the Executive Director. Such employees shall
be directly responsible and answerable to management and shall be designated as
"Classified" employees. Such positions may include Port Auditor, Administrative
Assistant, Fire/Security Personnel and Maintenance Personnel. _

Classified Part-Time and Temporary

A Classified part-time employee is one who works less than the normal 40-hour
workweek. A Classified temporary employee is an appointment made for a
limited period of time, such as a summer maintenance employee.

III. EMPLOYMENT

A.

Probationary Period

Unclassified employees are subject to a probationary period as determined by the
Executive Director with the exception that Board of Commissioners shall ’
establish the Executive Director's probation period. However, in no event shall
the probationary period be less than six months. The probationary period shall be
considered an extension of the selection/evaluation process and during this period
the employee may be discharged without notice or cause. Upon successful
completion of a probationary period, the Board of Commissioners may adjust the
salary of the employee based upon the employee's level of improvement and

efficiency of service. This salary adjustment is totally discretionary.

All Classified employees shall be subject to a six-month probationary period. The
probationary period shall be considered an extension of the selection/evaluation
process and during this period the employee may be discharged without notice or
cause. Upon successful completion of the probationary period, management may,
upon approval of the Board of Commissioners, adjust the salary of the employee
based upon the employee's level of improvement and efficiency of service.

Salary

The Board of Commissioners may, in its sole discretion, review and adjust the
salary of the Executive Director annually, or as deemed necessary, based upon
efficient service, continued improvement, special merit, change in duty
assignments and/or changes in the general cost of living.

The Executive Director may, upon approval by the Board of Commissioners,
review and adjust the salary of Unclassified and Classified employees annually, or



as deemed necessary, based upon efficient service, continued work improvement,
special merit, change in duty assignments and/or changes in the general cost of
living.

Hours/Days of Work

Full-time Unclassified employees are generally expected to work approximately
forty hours per week, which is anticipated to be an appropriate amount of time to
efficiently perform the expected duties. However, these employees may vary their
working hours as necessary in order to fulfill the duties of the position.

Full-time Classified employees are expected to work forty hours per week, except
as otherwise set forth herein. The standard work day shall be from 8:00 a.m. to
5:00 p.m., with one hour lunch break from 12:00 noon to 1:00 p.m., Monday
through Friday, provided, however, that flexibility of work schedules may be
allowed by management due to work assignments outside normal work hours.

Part-time Unclassified and Classified employees will work such hours as are
required by the Manager. '

Classified employees assigned to Airport Security/Airport Rescue, Fire Fighting
will work hours in accordance with the Fair Labor Standards Act; Regulations
part 553.; Fire Protection and Law Enforcement Activities (the 7(k) exemption).

Overtime

Unclassified employees are on an annual salary and shall not be eligible for
overtime pay, except in the event of extraordinary circumstances as determined by

the Board of Commissioners.

Full-time Classified employees shall be granted overtime pay for each hour
worked beyond the normal working day of eight hours or beyond a normal
working week of forty hours at a rate of time and one-half hour of overtime
worked or shall be given the equivalent comp time off duty. The decision to
accept comp time or pay is the employee. Overtime will be calculated to the
nearest half hour of overtime worked. Classified employees assigned to Airport
Security/Airport Rescue, Fire Fighting shall be granted overtime pay for each
hour worked beyond 212 hours during a 28-calendar day work period. Overtime
pay will not be granted without prior approval by the management/supervisor to
perform overtime work, unless an emergency condition requires such work.

Pay Period

Unclassified and Classified employees shall be compensated on a regular basis on
the fifteenth day and the last working day of every month.
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classification may be changed from time to time at the discretion of the Executive
Director. Failure to perform such new duties shall be cause for termination of
employment.

Employees terminated during the first year of employment will not receive
compensation for any annual leave accrued.

Notice of Separation

All employees shall give at least three week's notice when resigning.

IV. EMPLOYEE BENEFITS

A.

Eligibility

All full-time Unclassified and Classified employees shall be entitled to employee

fringe benefits.
Part-time employees working more than 20 hours per week shall receive a pro-
rata share of vacation and sick leave fringe benefits. For the purpose of
computing service increments and eligibility for benefits, one year of employment
shall include at least twelve (12) calendar months, and shall be computed on the
basis of 2,080 paid hours per year.

Medical benefits will be available to part-time employees working more than 20
hours per week. The employee share of the premium will be determined by the
percentage of time worked compared to full-time employees (¢.g., if a part-time
employee works 25 hours per week (63% of full-time), then the Port will pay 63%
of the medical premium share paid for full-time employees, the employee will pay
the remainder of the premium.

Per R.C.W. 53.08.170 Port Commissioners may be provided insurance benefits
with coverages not to exceed that provided to full-time Port District employees.

Temporary employees shall not receive any fringe benefits.










































