
























































C. Written class specifications for each class of position, containing a
description of the nature of the work and of the relative respon-
sibility of positions in the class, examples of work which are
illustrative of duties of positions allocated to the class, require-
ments of work in terms of knowledge, abilities and skills necessary for
performance of the work, and a statement of minimum experience and
training, with appropriate substitutions; for recruitment into the

class.

Section 5.4 Class Titles (Amended 4/16/75)

Class titles shall be usedlin all pefsonne}, accounting, budgeting,
appropriation and financial records. No person shall be appointed to, or
employed in a position in the Classified Service Plan under a title not
included in the Classification Plan.

Section 5.5 Class Specifications

The specifications of the classes of positions in the Classification
Plan and their various parts shall be used as a guide in the c]assification
of pos1t1ons and have the following force and effect:

A. The spec1f1cat1ons are descriptive and not restrictive. They are
intended to indicate the kinds of positions that are a]]oéated to the
several classes as determined by their duties and responsibilities.
Specificatidns are to be interpreted in their entirety and in relation
to others in the Classification Plan. Particular phrases or examb]es
are not to be isolated and treated as a full definition of class.

B. In determining the class to which any position should be allocated, the
specification of each class shall be consfdered as a whole. Consider-

ation shall be given to the duties, specific tasks, responsibilities,

-14-



qualification requirements and relationships to other classes, as
together affording a statement of the employments that the class is
intended to so embrace.

Section 5.6 Use of the Classification Plan

The Classification Plan shall be used:

A. In preparing public announcements of examinations or vacancies.

B. As a guide in preparing examinations which may be used to appraise the
qualifications of applicants for work in specific classes.

C. In determining prbmotional sequence.

D In prbviding uniform job terminology which is clearly understandable to
county officers, employees and the general public.

E. 1In setting up appropriate employment 1ists from which personnel may be
certified to fill vacancies.

F. As a guide in making apbointments and assigning duties.

Section 5.7 Maintenance of the Classification Plan

The Manager is charged with the responsibiiity for the proper and con-
tinuous maintenance of the,C]éssification Plan so that it will reflect on a
current basis the duties being performed by .each employee in the Classified
Service and the class to which each position. is allocated.

The Manager shall recommend, after a survey and consultation with the
_Appointing Power, to the Civi] Service Commission necessary amendments to
the Classification Plan in the form of new classes, reyision of existing
classés_and the abolition of c]ésses no longer required in the Plan. Upon
the Civi] Service Commission approving the establishment of a new classifi-
cation or the abolition of an existing classification, the County

Executive, County Council, and the Appointing Power shall be notified in
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order that appropriate action may be taken in regard to compensation for

" the classes involved. Revisions of class specifications and realilocations

within the Classification Plan shall be made as follows:

A. The Manager shall study the duties and responsibilities of each new
position as it is created and on the basis of this study place the
position in the appropriate class within the Classification Plan for
the duties performed.

B. Changes in the duties and responsfbi]ities of a position involving
either the addition of new assignments or the taking away or modifica-
tion of éxisting assignments shall be reported to the Manager by the
Appointing Authority. If these are determined to be permanent, are
more than minor changes, and justify a reallocation to a different
c]assificatién, the Manager éha]] place such bosition in its
appropriate class.

C. The Manager shall periodically review the classification of positions,
and, upon the basis of his investigation, make appropriate changes in
a110cations or recommend changes in the Classification Plan.

Section 5.8 Status of Employees Affected by Reclassification (Amended 12/2/85)

This séction describes the method for assigning employees affected by a
reclassification in connection with administration of the Classification
Plan. For purposes of this section, "former class" refers to the class
containing the position he]d' by the employee immediately prior to the
reclassification and "new class" refers to the class to which the position
held by the employee has been a11ocdted.

A. Where a position has been reallocated to a class with a lower salary

range, the employee holding the position shall be assigned to a vacant
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position in the former class. If no such vacancy is available, the
employee will be assigned a position in the new Tower class and placed
on the reemployment list for the former class, without Tlimitation of
time. The employee shé]l have the same regular or probationary status
in the new lower class that had been achieved in the former class.

B. Where a position has been reallocated to a class with a higher salary
range, a regular employee holding the position shall be assigned to the
new class and shall have the same status in the new class that had been
achieved in the former class, i.e., regular or probationary, if the
Commission determines that the additional duties and responsibilities
of the position had been added at least one year befdre it was reallo-
cated. In all other cases, the employee holding the position shall be
assigned to the former class and the position shall be filled by
appointment from an eligible Tist.

C. Where a position has been reallocated to é class which the Commission
determines 1is substantially equivalent to the former class, the
emp]oyee holding the position shall be assigned to the new class and
shall have the regular or probationary status in the new class that had
been échieved in the former class.

Section 5.9 Allocation Appeals

The Appointing Power or any employee who‘believes his position hés been
improperly allocated or rea11o¢ated to a class may appeal within thirty
days of the allocation or reallocation to the Commission. This time limit
may be waived by the Commission. Such appeals shall be in writing and
fully set forth the reasons therefore. The appellant and the Appointing

Power shall be given a reasonable opportunity to be heard by the
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Commission. Any decision of the Commission, under this provision, which
allocates a position to a different class in the Classification Plan shall
be retroactive to the date the appeal was first filed.

Section 5.10 Perform Duties of Class

The Appointing Power shall not require or permit an employee to perform
duties outside his proper class, except in emergencies .reported to the
Commission and only for a maximum period of 30 calendar days, extendable at
the option of the Commission. ’

Section 5.11 Reporting Violations of Classification Regulations

Whenever any employee believes he is being required to perform duties
outside the proper scope of his class, he shall report the faéts in writing
to the Appointing Power. . Should he not be satisfied that the situation has
been corrected within three weeks, he shall report the facté in writing to
the Commission.

The Commission shall then investigate fully the facts involved and
shall report its findings to the Appointing Power and employee involved.

Section 5.12 Reallocations

Whenever it becomes necessary in the administration of any department
to change, add to, or take from a position duties which may change the
allocation of the position, the Appointing Power shall report such fact to
the Commission with a request for investigation. He shall submit, along
with his request, organizational charts showing "before and after" organi-
zation, classification recommended and revised job specification.

Section 5.13 Time for Filing Requests for Reallocation

Requests for reallocation of a position shall be made, whenever

possible, before the annual budget is submitted for the succeeding year.
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Section 5.14 Compensation Not Affecting Classification

Compensation or salary shall not be a factor in determining the classi-

fication of any position or the standing of any incumbents.
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RULE 6: QUALIFICATION FOR EXAMINATION

Section 6.1 Citizenship

An applicant for a position of any kind under civil service must be a
citizen of the United States who can read, write and speak the English
language so as to be easily understoodf

Section 6.2 Age

The minimum age limit, unless specifically designated otherwise by the
Commission or state law, shall be 18 years at the time of appointmentf

The maximum age limit, unless specifically designated otherwise by the
Commission or state law, shall be relatable to that physical condition ade-
quate for the demands of the job c1assification as determined by the
Commission's Examining Physician during the medical examination prior to
certification to a job vacancy.

Sectijon 6.3 Age at Time of Filing for Employment

The Commission may permit filing by applicants not more than one year
under the specified minimum age. If they are successful in passing the
examination, their eligibility shall be held in abeyance until they reach
the required minimum age, when they must so report in writing to claim
their rights. They shall then take their places on the register in accor-
dance with their final examination ratings. Any eligibility so attained
shall expire with that of other eligibles from the same examination.

Section 6.4 Specia] Qualifications

The Commission may demand evidence of a satisfactory degree of educa-
tion, training or experience, or for any Tawful requirements in examina-
tions for classes requiring technical, professional or scientific knowledge

and experience, or where special qualifications are required.
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RULE 7: RECRUITMENT AND APPLICATION FOR EXAMINATIONS

Section 7.1 Announcement of Examinations (Amended 11/20/74)

Notice of examinations shall be given at least fifteen days in advance
of the last date for filing of applications by publication in two or more
newspapers of general circulation published in King County, by posting
announcements on bulletin boards kept for that purpose by the County
Personnel Office and in such other places and in such other manner as the
Manager may deem advisable.

Section 7.2 Filing of App]icétions

A11 applicants for positions in the Classified Service must submit a
signed application on the Commission prescribed form. All applications
must be received in the Cémmiséion's Office within the time Timit fixed in
the official announcement of examination.

- Section 7.3 Change of Applicant's Address

The applicant is responsible for notifying the Commission in writing
within two working days of any change of address.

Section 7.4 Applications for Examinations

General requirements for filing applications:

A. In order to be admitted to any examination for a position in the
Classified Service one must have filed an application upon forms pro-
vided by the Commission.

B. Every person making application must meet the requirements as shown in
the énnouncement of examination for the particular position for which

he is applying.
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Section 6.5 Physical Standards

For jobs other than Police Officer, Sergeant, Lieutenant, and Captain,
the Commission Examining Physician, on the basis of the job requirements
and the medical examination results, is the final authority on whether an

applicant being examined is capable of physically performing the job.
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Section 7.5 Rejection of Application

The Manager may reject any application or applicant for cause, among

which the following shall be sufficient:

A.

That the applicant lacks any of the minimum qualifications set forth in
the examination announcement.

That the applicant has made false statement in his app]icétion with
regard to any material fact.

No pefson who has been dismissed, for cause, from the regular service
may file for a position within the service for a period of one year
from date of dismissal.

That the applicant, after notification, did not present himself at the
time and place designated for the examination.

If an employee is dismissed for cause from the service while his exami-
nation is in progresé, such dismissal shall be deemed cause for rejec-
tion of his application and cancellation of examination or of any
eligibility he may have attained.

Any applicant for appointment, promotion, reemployment, increase of
salary, or other personal advantage, who shall directly or indirectly
pay or promise to pay any money or other valuable thing to any person
to achieve such appointment,'promotion, reemployment or other personal
advantage, shall be ine]igibile' for any further employment in the

c]assified'servicé of the County.
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Section 7.6 Postponement and Cancellation of Examinations

Any examination may be postponed or cancelled at the discretion of the
Civil Service Commission. In either case, each applicant shall be notified
in writing, of the postponement or cancellation.

Section 7.7 Veteran's Preference

Honorably discharged veterans of the Armed Forces who have served in
time of war and who receive a passing grade on examinations for the origi-
ﬁa] appointment in the Classified Service shall receive credit in accor-
dance with RCW Chapter 41.04, as amended. To receive such credit, a
Department of Defense certificate number DD 214 must be shown at the time
of the fi]ing’of the application, or upon request thereafter. In addi-
tioﬁ, the applicant must certify that he has not previously used the
Veteran's Preference provided for by RCW Chapter 41.04, as amended, by
receiving an offer of employment under its provisions.

Section 7.8 Veteran's Preference Credit on Promotional Examinations

Veterans called or recalled into the military service while a Civil
Service employee for a period of one year, or more, during any period of
war shall be entitled to have 5% of the overall passing score added to

their test scores for their first promotional examination.
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RULE 8: EXAMINATIONS

Section 8.1 Examinations Shall Be Impartial

A1l examinations shall be impartial and shall relate to those matters
which will test fairly the capacity and fitness of the candidate to
discharge efficiently the duties of the bosition to be filled.
Examinations may be assembled or unassembled, and may include written,
oral, physical fitness and performance tests or any combination of these.
They may take into considerations such factors as education, experience,
aptitude, knowledge, physical fitness or any other qualifications or attri-
butes which, in the judgment of the Commission, enter into the deter-
mination of the relative fitness of applicants. The results of personality
tests, if given, may not be used as part of the scoring in the establish-
ment of the certified 1fst.

Section 8.2 Identity of Examinees Concealed

The identity of a]] persons taking a competitive written test shall be
concealed from the examiners by the use of an identification number which
shall be used on all examination papers. This number shall be used from
the beginning of the examination until the papers have all been rated. Any
papers carrying the name of the applicant, or any other identification
~mark, or any candidate who reveals his identification numbervto the Manager
or any member of his staff, directly or indirectly, may be disqualified and
the candidate so notified.

Section 8.3 Rating Examinations

Appropriate scientific techniques and procedures shall be used in
rating results of examinations and in determining ‘the relative ratings of

the competitors. Final examination'grades shall be expressed on, or con-
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verted to, a scale of 100 for maximum possible attaiﬁment and the required
passing grade may be set by either the Commission or the Manager. Whenever
oral tests are given, the weight given such tests shall not normally carry
more than 50% of the total grade of the examination.

Section 8.4 Minimum Grades on Each Section

The Commission may determine the minimum grade for any part or parts of
the examination. Any candidate who fails to attain at least this minimum
grade shall be considered to have failed the total examination and shall
not be examined on any further parts, if any are planned.

Section 8.4.1 Commission Review of Examination Results (Added 7/16/75)

Prior to certification from a new employment list, the overall test
results must be accepted by the Commission. If the Commission rejects the
results, it must state publicly its reasons for so doing. Notice of this
discretionary power— of the Commission will be c]earTy stated on all
recruiting announcements. |
Section 8.5 Review of Examination by Applicants (Amended 4/16/75;7/16/75;

3/08/77;6/22/77)

Any applicant shall have the right to personally inspect a copy of the
written examination questions and answers dnd/or oral examination questions
within seven calendar days immediately following the conclusion of each
portion of the examination for all participants. Such inspection shall be
made in the presence of the Manager or the Commission's authorized repre-
sentative. Copfes of examination queétions and answers may not be removed

from the designated place of review.
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Section 8.6 Protest of Examination Questions and Answers (Amended 4/16/75;
| 3/08/77;2/03/78)
Should a person complete the review provided for in Section 8.5 and
desire to protest the written examination, a written protest shall be filed
with the Manager within seven calendar days of the examination review.
Should an applicant desire to protest the oral examination, a written pro-
test shall be filed with the Manager within three calendar days of the exa-
mination review period. Should an applicant desire to protest a physical
agility test or other performance examination, a written protest must be
filed with the Manager within seven calendar days of:the applicant's exami-
~.nation date.

Section 8.7 Examination Appeal Hearing (Amended 7/16/75; 3/05/77)

Within thirty—one calendar days of the filing of the written protest
discussed in Section 8.6, the Commission shall hold a hearing at which the
candidate may present all re]evanf and material evidence to show the inva-
1idity or incorrectness of the examination question or answer protested.
The Commission may, in its discretion, consolidate any appeals filed under
Rule 8.6 for hearing. Neither the candidate nor the Commission shall be
bound by formal rules of eVidence. The candidate shall have the right to
be represented by counsel, to testify in his own behalf, to call witnesses,
and to cross-examine witnesses against him. A written record shall be kept
of a11 proceedings. The candidate must prove the validity of his challenge
by a preponderance of the evidence. The Commission shall make a decision B
based on the evidence and'sha11 notify the candidate in writing of their
decision within ten calendar days immediately following the hearing. If

the Commission is satisfied as to the validity of the changes proposed by
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the candidate, such changes shall be made part of the examination answer
key. The original examination answer key, together with any changes
approved by the Commission, shall then constitute the final answer key
effective immediately upon notification of the candidate or candidates that
haye pursued review under this section. No further requests for change in
the examination answer key will be considered after the Commission has
resolved all changes filed in compliance with the provisions of this sec-
tion. No certified 1list will be finalized until the resolution by the
Commission of all challenges directed to the éxamination upon which it is
based.

Section 8.8 Open Competitive Examinations (Amended 8/16/76)

Positions shall normally be filled thrdugh open competitive examina-
tions in which both qualified employees and the general public may compete;
however, the Commission may choose to administer a promotional examination,
pursuant to Section 8.9. This rule shall be app]i;ab]e only insc”ar as it
is not inconsistent with Rule 15.

Section 8.9 PromotionaT Examinations (Amended 3/17/76)

Upon the action of the Civil Service Commission, vacancies for posi-
tions higher than entry level may be filled through closed promotional
recruiting and testing, open only to eligible employees in the-classified
service. |

Section 8.10 Announcement of Promotional Examination (Amended 8/31/77)

A1l promotional examinations must be publicized at least fifteen day§
in advance of the last date for filing of app1ications by posting announ-
cements on bulletin boards in the corridors of County buildings, and in
such other places and in such other manner as the Manager or the Commission

may deem advisable under these Rules.
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Section 8.11 Medica] Examination for Promotion (Amended 3/17/76)

A1l promotional candidates may be medically examined, with Commission
concurrence, prior to their certification to a vacancy. The examining
physician appointed by the Commiésion will report his findings based upon
physical standards for promotion to Sergeant, Lieutenant, and Captain.
Those candidates reported not medically fit will have their céses reviewed
by the Appointing Power who will recommend to the Commission whether or not
the candidate should be certified. A1l recommendations will be considered
by the Commission.

Section 8.12 Pistol Qualification for Promotion or Assignment to Higher

Grade (Deleted 3/17/76)

Section 8.12.1 Promotional Examination and Appointment Eligibility

for Commissioned Officers (Added 3/17/76)

Commissioned personnel applying for promotion may only apply for the
next higher grade from that of their present classification. _Prior to
appointment from a promotional eligible 1list, a céndidate must meet the .
minimum length in service qualifications for the higher classification, as
established in the classification specifications.

Section'8.12.2 Promotional Tests - Ties in Scores (Moved from Section

10.13 - 3/17/76)

Lieutenants, Sergeants, and Police Officers and others competing-in
promotional tests, who receive tie scores within the classification grades
for which they are competing, will have such ties resolved by going back to
their prior promotion dates of next lower grades and if necessary until
their Qates of first employment are reached. In éach instance the tie is

broken by the individual and/or individuals with senior standings.
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Section 8.13 Time Interval

Any person who unsuccessfully competes 1in an examination for a par-
ticular class shall not be eligible to compete in another examination for
the same class within six months of the establishment of the employment
list reéd]tiné from the first éxamination unless it is otherwise authorized

by the Commission.
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