CITY OF TUMWATER
POLICY MANUAL: PART 2 — OPERATING POLICIES

TABLE OF CONTENTS

SECTION PAGE
1 Travel Authorization and Reimbursement ..............coovvvviiiiieeeeiiiiieeniinnnnn. 01-1
1,01 PUIPOSE....oeeiiiiiiieeee et eeeeeeeeaas 01-1
1.02  ReferencCes ......uuuuuuueeieiiiiiiiiiiiiiiiiiiiiiiaeaeeeeaaeeaeaeaeaneaeeananes 01-1
1.03  DefinitionsS......uuuuuueuuieieiiiiiiiiiiiiiiiieiieeeeeeaeeeaeeaeeeeanennenenneneaeaaa——.. 01-1
1,04 POLICY i 01-3
1.05  PrOCEAUTE ....uuvvvviiiiiiiiiiiiiiiiieiiieiieieiitteaetaeaaaaeaeesaaeesaeeennnsenenennnes 01-4
1.06 Eligible Expenditures Other Than Meals ............cccccuvvvnnnnne 01-7
1.07 Meal EXPenSes ..ccccceeiiiiiiiiiiiieeeeeeeeeeieeeee e 01-8
2 Personal Property in the Workplace ............uceeeiiiiiiieiiiiiiiieeiiiieeeeeeeeeeee 02-1
2,01 PUIPOSE...iiiieeeeeeee et 02-1
2.02 Private Property at Work.......ccccooeeiiiiiiiiiiiiiiiieieeeen, 02-1
2.03 Shipping/Delivery of Private Property on City Premises .... 02-1
3 Emergency Planning.......cccccooovviiiiiiiiieeiiiiiiecceeee et 03-1
301 PUIPOSE. et 03-1
3.02 Evaluation of Threat .........cccooovvvviiiiiiiiiiiiieeeeee 03-1
3.03 Response to Immediate RiSKS ......ccccoovvvieeiiiiiiiiiiiiiiieeeeeinn, 03-2
3.04 Response to Armed Intruder............ccooevvvivviiiieeeeeeeeiiiiiiinnnn. 03-2
3.05 Response to Bomb Threat .........ccccoeeovviiiieiiiiiiineiiiiieeeeeein. 03-6
3.06 Response to an Earthquake .........c...coooieeiiiiiiiniiiiiiiineiiiinnnn. 03-9
3.07 Response to Hazardous Material/Suspicious Package......... 03-9
3.08 Response to an EXplosion.........cccceeeeiiviiiieeiiiiiiieeiiiiiieeeeeeeee, 03-10
3.09 Response to a Medical Emergency........cc..coovvveeeeiviiieenennnnn. 03-10
3.10 Response to Civil Unrest........ccceeeeeeeeiiiiiiiiiiiiieeeeeeeeeeeeiiiinnn. 03-11
3.11 Response to Public Health Emergency..........cc..ccovvvenennn. 03-11
3.12 Disruptions to Work Resulting from Weather
Conditions, Emergencies or Natural or Manmade
| D ) ) o TSR 03-13
3.13 Incident Debriefing..........ccccccviiieeeeiiiiiiiiiiiieeeeeeeeeee, 03-14
3.14  TTAININE coovviieiiiiiieee e e e e e eee e e e e eaeeeeeeraaeeeeeaaans 03-15
Emergency Procedures Summary...........ccceeeevvvvunnnnnnns Addendum
Bomb Threat Recording Form..............ccooeeevvvvinennnnnnn. Addendum



CITY OF TUMWATER

POLICY MANUAL: PART 2 — OPERATING POLICIES

TABLE OF CONTENTS

SECTION PAGE
4 Employee ReCOgnition . ....ccccccoiiiiiiiiiiiiieeeeiieeeeeeceeeee et 04-1
4,01 PUIPOSE. ettt 04-1
4.02 Definition .......coovvviiiiiiiiiiiiiieeeeeee e 04-1
4,03 POLICY vovvuuiiieeeieeeeeeeceeee et 04-1
5 Information Technolo@y USE .......ccceeeeeiiiiiiiiiiiiiiiieeeeeeeeeeceeee e 05-1
D.0L  PUIPOSE...uuuiieeeiiiieeeeieeee et e e e e 05-1
5.02 Definitions......cccceeeeeiiiiiiieeeeee e, 05-1
D.03  POLICY cevvviiiieeee e 05-2
5.04 Prohibited and Inappropriate Use........cccoeeevvvrieeirriineeeennnnn. 05-3
5.05 Permitted Personal Use .........cceoeeeeeeieeeeeiiieeeeeeeeeeeeeeeeeeee, 05-5
5.06 Use and Privacy Caution.........ccccceeeeeeeiiiiiiiviiiiiieeeeeeeeeeeviinnnnn. 05-6
5.07 Information Technology Security Protocols and Oversight. O5-7
5.08 Use of Text Messaging for Conducting City Business......... 05-8
6 Safety ReqUITEIMENTS. .....uiiieeiiiiiiiiiiiiieeeee et e e e 06-1
B.01  PUIPOSE..uueieiiiiieeeeceee e 06-1
6.02 References ......ccccccovvviiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeee e 06-1
B.03  POLICY vevvvvieeeeeiieeeeceeee e 06-1
6.04 First Aid Response Plan.........ccccooeeeeiiiiiiiiiiiiiiiieeeeieeeeeeiinnn, 06-2
6.05 Evacuation Policy for City Hall .............oovvviiieeeiiiiiiiiiiiiinnnnn. 06-5
6.06 Hearing Conservation ...........cccceeeeeeeeeeiiireeriiiiieeeeeeeeeeeernnnnnnns 06-7
6.07 Hazard Communication ...........cceeeeeeeeeiiiieeriiiiiieeeeeeeeeerernnnnnnn 06-8
6.08 Heat-related I1InesS......cccvvvvvviiiiiiiiiiiiieeeeeeeeeee, 06-18
6.09 Fatality, Probable Fatality or Other Serious Accident
RePOITING...uuiiieiiiiiiiceee e 06-28
7 Compliance with the American’s with Disabilities Act (ADA) ................. 07-1
T.01  PUTLPOSE.. ittt e e e 07-1
7.02 References.......cccccceeeiiiiiiiiiiiiiiieeeeeeeeeeeee, 07-1
.08 POLICY cuuueiiiiiiee e 07-1
T.04  SCOPC.cuuueiiietiee e eeeeee et eeee e tee e e e e e e e e e beeeeereaaeeeesaraeeesrarans 07-1
7.05  Procedures.........ccovviiiiiiiieeee e e e e e e e e e e e 07-2

i



CITY OF TUMWATER
POLICY MANUAL: PART 2 — OPERATING POLICIES

TABLE OF CONTENTS
SECTION PAGE
8 VEhiCle USAZE...cccciiiiiiiiiiiiieee ettt e e e e e e 08-1
B.01  PUIPOSE..uuuieeiiiieeeeceeee et 08-1
8.02  RELCICINICE ... 08-1
8.08  POLICY vevvvuiieeeeiieeeeecceee e 08-1
8.04  PrOCeUTES. ... eeeeeeeeeeee e e 08-1
9 F <1 7= SRR 09-1
.01 PUIPOSE..uuieeeeeeeeeeeceeeee et 09-1
9.02  RELOICINICE ... e e 09-1
9.03 D inatIonS e e e e 09-1
.04  POLICY vvvvvuiieeeeeieeeeeeeeeee et 09-2
9.05  PrOCEAUTES ... e 09-3
9.06 T raATISIEION . ¢ ettt e e 09-5
10  Commute Trip Reduction Incentive............ccoceeeeeeeiiiiiiiiiiiiiiieeeeeeeeeeevinnn, 010-1
10.01 PUTPOSE...utuiiiiiiiiiiiiiiiiiiiiitiiieiitttaeiteeeaaeaeaaaaaaaeeseeeaaeeaeenannnnnnees 010-1
10.02 RefOreNCO.....eeeee e 010-1
10.03 DefinItIonS . e ee e e 010-1
10.04 POLICY i 010-2
10.05 ProCeAUIES. . .on e 010-2
11  Modified Assignment/Return to Work Program ...............coooovvviiiieeen.... 011-1
11,01 PULPOSE.cuuuiieeeieeeieeeeeeee e e e e 011-1
11.02 ReLOTONCE ... e O11-1
11,083 POLICY covvvviiieeeeeeeeeeeceeee et 011-1
11.04 ProCEAUIES. ..on oo 011-3
12 NON-DISCIIMINATION «unetnneiee e e eeans 012-1
12.01 PUILPOSE.cuutiieeeiieiieeeceeeeeee et e e 012-1
12.02 ReLOIOINCE .. e 012-1
12.03 DefinitionS . cen et 012-1
12.04 POLICY vvvuniiiiiiieee et 012-1
12.050 PrOCEAUTE ... e 012-2
12.06 Title VI Coordinator ...c.ceeneene e 012-2

127



CITY OF TUMWATER
POLICY MANUAL: PART 2 — OPERATING POLICIES
TABLE OF CONTENTS

SECTION PAGE

13 Insurance Enrollment.........cccccccviiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee e 013-1
13.01 PUTLPOSE.cuuuuiieeiiieeeeeeeiceee et e e e e e e e e e 013-1
13.02 POLCY ccooeieiieieeeeeeeeeeeeeeeeeeeeee e, 013-1
13.03 Group Election .........cccoeeeiiiiiiiiiiiiiiieeeieeeeecceee e, 013-1
13.04 Minimum Participation...........ccceeeeeeeiiiiiiiiiiiiiieeeeeeeeeeeviinnnnn. 013-2
13.05 Management Prerogative.........cccoeeeeeeiiiiiiiiiiiieeeeeeeeeeevninnnnn. 013-3

14  Reserved

15  Reserved

16  Social Media Use
16.01 Purpose and PoliCy .....ccccoooviviiiiiiiieeeeiiiiiiiceeeee e, 016-1
16.02 Rules and Guidelines for Use of Social Media by City of

Tumwater Employees and Departments.................ouueneeen. 016-1

16.03 Video Posting Standards..........ccoeeeeeeeiiiiiiiiiiiiieeeeeeeeeeeviiinnn, 016-4
16.04 City of Tumwater Standards for Using Twitter................. 016-6
16.05 City of Tumwater Standards for Using Facebook.............. 016-8

17  E-Mail Newsletter
17.01 PULPOSE wevvieeeieeeeeeeeceeee et 017-1
17.02 Procedure .........oooeeiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 017-1
17.03 Content......ccooiiiiiiiiiiiiieee 017-1

A,



