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Introduction


The intent of this handbook is to provide new employees of North Whatcom Fire and Rescue (NWFR) with an introduction to the District and its guidelines.  The handbook is intended for all employees, but should not conflict with or supersede any policies, SOPs, contracts or labor agreements.  Careful review of this booklet, along with pertinent job descriptions, contracts, policies, SOPs and labor agreements will provide you, the new employee, with the foundation to be successful in your new position.
Organizational Values

NWFR strives to be a value-driven rather than a rule-driven organization.  This means that while there are policies and procedures in place that regulate right behavior, they are not meant to be all-encompassing.  Instead, we believe that we will be more successful as individuals and an organization when we do what is right.  
We hire the very best people, those who can not only do the job well, but can use good judgment and hold themselves to a higher level of performance and accountability.  A good rule of thumb when you’re unsure what to do is to ask yourself, “What if this were to show up on the front page of the newspaper?”
Refer to Policy 0100.0002.01 Organizational Philosophy
Mission Statement

“to protect the lives and property of our community through innovation and compassionate care”

 
Vision Statement

Striving to be an innovative organization we are driven to be a leader in our community and profession, while honoring our values and accomplishing our mission through fiscal responsibility.

Values Statement
Trust, Integrity and Accountability form the foundation of North Whatcom Fire and Rescue. Strong Leadership brings forward effective Teamwork, Communication, and Respect, which are the pillars of our organization. As our capstone we serve with Humility and value Loyalty and Compassion.
 
   


Your Rights & Responsibilities

All employees have the right to work in a respectful environment and the responsibility to act in a manner that supports respect for co-workers.  In the same way, the citizens we serve are entitled to respectful treatment, both in words and actions.  As an employee of NWFR, you represent the District to the public.  Whether on duty or off-duty, your behavior should always reflect the highest standards of moral and ethical behavior.
Equal Opportunity Employment
NWFR is committed to offering Equal Opportunity Employment.  NWFR provides qualified employees and applicants equal opportunity in employment decisions without unlawful regard to age, race, creed, color, religion, national origin, ancestry, gender, mental or physical disability, marital status, sexual orientation, military status, or any other protected-class status.  An employee who feels that he or she has experienced discrimination based on a protected-class status is entitled to a fair and equitable review and should contact his or her supervisor for assistance.

Harassment

In the workplace, constitutionally protected speech does not include ethnic or gender-related slurs, unwelcome sexual advances, the display of derogatory or sexually explicit graphic materials, verbal or physical conduct of a racial or sexual nature, or other forms of harassing conduct.  This type of behavior is unprofessional and will not be tolerated.  Any employee who engages in harassment, who permits employees under his/her supervision to engage in such harassment, or who retaliates or permits retaliation against an employee who reports such harassment is guilty of misconduct and will be subject to disciplinary action up to and including the possibility of discharge.

If you believe that you have been subjected to or witnessed any form of harassment, you should immediately notify an appropriate supervisor.  The complaint will be investigated in a professional and timely manner.  There will be no retaliation against an employee who files a complaint in good faith, even if the investigation produces insufficient evidence to support the complaint.  Confidentiality will be maintained throughout the investigation of a complaint to the extent that it is practical and appropriate under the circumstances.
Refer to policy 1012 Discriminatory Harassment 
Disability Accommodation

NWFR abides by the requirements of the Americans with Disabilities Act of 1990 (ADA), as amended, as well as other applicable federal, state and local laws, which prohibits discrimination on the basis of disability and protects qualified applicants and employees with disabilities from discrimination in hiring, promotion, discharge, pay, job training, fringe benefits, and other aspects of employment.  The law also requires that covered entities provide reasonable accommodations to qualified applicants and employees with disabilities to perform essential functions that do not impose undue hardship upon the employer.

If you are such an individual and would like to request accommodations necessary to enable you to perform the tasks of your job, please advise your supervisor, and we will attempt to find a reasonable accommodation for your disability.
Employment Classifications

The following list identifies the categories of employees.  Each employee must be placed into one of these categories, and the application of benefits may be affected by job classification.
Regular Employees: Also called full-time or full-paid, are hired to work the established workweek for their position.  For non-represented employees this is no less than 40-hours per week.

Regular Part-Time Employees: Hired to work 20-39 hours per week.

Irregular Part-Time Employees: Hired to work less than 20 hours per week, typically in an as-needed/as-available basis.  

Temporary Employees: May be hired on a full-time or part-time basis, but are hired for a specified period of time (typically for 90 days or less).
Independent contractors or consultants are not employees of NWFR, but may be hired under contract to perform specialized services.  
Hiring & Promotion

Date of Hire

An employee’s initial date of hire is the agreed upon first day of employment.  This date is used to determine length of service, schedule performance evaluations, calculate the end of the trial service period, and determine seniority.

Probationary  Period

The first year of employment is a probationary period for all employees.  During this time, the employee will be evaluated on performance, and NWFR may terminate employment for any or no reason.  Non-represented personnel will be evaluated quarterly and represented personnel will be evaluated monthly.  After the one-year probationary period, an employee will be subject to the terms of their employment.  Non-represented personnel are considered at-will and either party may discontinue employment at any time.  Represented personnel are subject to the terms of their labor agreement.

Continuous Service

Continuous service is the period of uninterrupted employment since the initial date of hire. Authorized leaves do not interrupt continuous service, however, they may affect the employee’s seniority, benefits, vacation and/or sick leave accruals.  Continuous service begins with the most recent date of hire and will end upon termination of employment.  
Job Posting

NWFR strives to provide a fair and equitable system for employment opportunities in which all employees are made aware of vacant and available positions.  Routinely ob postings for available positions will be e-mailed to All Staff and All Volunteers, and will  be posted on  the NWFR website to ensure that all employees are aware of the opportunities available to them.  All candidates, both internal and external, will be considered based on the criteria and qualifications set forth in the job description and job posting.

Performance Evaluations

Effective performance depends on effective two-way communication between the supervisor and employee.  It is the intent of the District to provide clear expectations and feedback to employees through regular performance evaluations.  The evaluation will provide documentation of work performance, clarify expectations of work results, and provide counseling and feedback for performance improvement.  All employees are to receive a performance evaluation by their supervisor at least once yearly.  Probationary employees will receive a quarterly evaluation.  
Promotions

An employee is considered for promotion on the basis of performance in his/her current position and qualifications for and potential performance in the position considered.  Promotions will normally be accomplished through a vacancy posting. Employees will be subject to the parameters of the hiring/promotion process which may include an application, interview and/or assessment center.  No employee is obliged to accept a position, if offered.  Upon promotion, an individual’s position classification and salary adjustments will change on the first day of assuming the responsibilities of the new position.  

The Workplace

Attendance

It is the expectation of NWFR that all employees will consistently report to duty at the start of their work day and continue work through the completion of their shift according to their work schedule.  Exceptions to this include approved leaves and absences due to illness and/or emergency.  In cases of illness and emergency, employees should make every effort to contact their supervisor at the earliest opportunity so that coverage can be arranged for your shift.
Work Schedule

The FLSA work period for 40-hour employees is 7 consecutive days.  The work week begins on Monday and continues through Sunday.  The FLSA work period for 24-hour shift employees is 28 consecutive days, beginning on a day specified in the labor agreement.  For non-represented personnel, your work schedule will be set by your supervisor.  Represented personnel will be scheduled in accordance with the labor agreement.  Represented personnel may not work more than 48 continuous shift hours unless approved by the Fire Chief or their designee.
Meals and Rest Periods

All 40-hour personnel are entitled to a 30-minute, unpaid meal period and two 15-minute rest periods in their workday.  Part-time employees who work a minimum of four hours but less than five are entitled to one 15-minute rest period.

Timecards
All employees should track their work hours.  Non-represented employees will complete a timecard on the last work day of the month.  Non-represented timecards are to be signed by the employee, the employee’s supervisor, and forwarded to the Business Manager in a timely manner.  Shift supervisors will complete and sign timecards for their personnel. Shift supervisors will submit their completed timecards to the Fire Chief, or their designee.
Paychecks

Paychecks are distributed on the last working day of the month via direct deposit to your checking or savings account.  Represented employees’ paychecks are based on an average number of working hours per year.  This average provides consistency in your monthly paychecks despite the differences in the number of working days in any given month.  Changes to your monthly pay such as overtime and leaves will be reflected on the paycheck following the pay period in which the changes took place. 

For more information about paycheck calculations, please contact the Business Manager.
Overtime

Overtime may be authorized for non-represented employees for work done in excess of the employee’s work period – 40 hours per week for non-represented personnel and 212 hours per 28-day work period for 24-hour shift employees.  Overtime will be compensated at 1½ times the employee’s hourly rate at the time the overtime is incurred.  Overtime must be approved by the employee’s supervisor prior to the work being performed. Compensatory time may be taken in lieu of overtime pay.  Non-represented employees compensatory time off must be approved by the Fire Chief or their designee.  Represented employees compensatory time off must follow current labor agreement. 
Safety Program

NWFR strives to maintain a safe and healthy work environment.  However, should an incident occur, it is the employee’s responsibility to report any of these conditions to a supervisor or officer before the end of their duty period or immediately upon awareness if after the end of the duty shift:
· Service-related injury that does not require medical attention
· Service-related illness that does not require medical attention
· Violations of safety-related policies

· Safety-related “near misses”

The following incidents should be reported immediately to a supervisor or officer who should then contact the duty chief and Human Resources
· Service-related injury that results in death or requires medical attention

· Service-related illness that results in death or requires medical attention

· Damage to any property caused by accident

· Potentially dangerous conditions (officer discretion whether the duty chief needs to be contacted)

Telephone Use

Employees are encouraged to keep personal phone calls to a minimum.  Local calls are permitted for essential personal business, but should be limited and must not interfere with your work. The use of personal cell phones at work is discouraged during regular work hours.
Employees are reminded that phone calls and voice mail messages may be heard by others, and are encouraged to use language that is appropriate and professional, whether the recipient is personal or business-related.

District-issued cell phones are intended for business use only.  In general, the making and receiving of personal phone calls using a District-issued cell phone is discouraged.  
E-mail and Internet Use

District computers, e-mail and internet access are the property of NWFR and are intended for official District business.  The District does allow employees to occasionally use these items for personal use when their use does not interfere with business operations and maintains the highest standards of integrity and professionalism.
No offensive, harassing, fraudulent, defamatory or illegal information may be contained in any electronic communications. Downloading or accessing sites or information from the internet of an inappropriate or pornographic nature is strictly prohibited.  Such conduct may result in disciplinary action up to and including termination.
Employees are reminded that there is no right of privacy for any electronic record or communication, including e-mail, computer programs, internet use and telephone communication.  NWFR reserves the right to access, review, monitor, and disclose (as appropriate) all information and data contained in the District’s computers and e-mail system.  Users should further be aware that unless the communication is exempt by law from disclosure, electronic records and communication may be made available for any member of the public.
For more information about E-mail and Internet Use, see the Ethics – Use of Resources section of this handbook.

Refer to Policy 0800.0001.00 Information Management
Dress Code

Non-represented employees will dress in uniform, if one is provided.  If a uniform is not provided, employees should wear modest, conservative, business-casual attire.  All employees are encouraged to represent the District in a professional manner and to use good judgment in grooming, hygiene and dress.

Refer to Policy 0400.0402.02 Personal Appearance
Travel Expense

Employees are expected to use District vehicles for District-related travel.  In some instances, an employee may use a personal vehicle with permission of their supervisor.  In such instances, the employee will be reimbursed for reasonable travel expenses upon completion of a reimbursement request form. Use of a District vehicle is for business use only.  Employees are not to conduct personal business while driving a District vehicle.
Smoking and Tobacco Use

Tobacco use in not permitted inside District facilities, on District grounds or in District apparatus or vehicles.  For health and performance reasons, administrative personnel hired after 1/1/08 and all represented personnel are prohibited from using tobacco products.
Refer to policy 1025 Smoking and Tobacco Use
Substance Abuse

Consumption of drugs or alcohol or being under the influence of either while performing District business or while in a District facility is prohibited.  The use, sale, purchase, transfer, possession, or being under the influence of  illegal drugs or alcohol while performing District business or while in a District facility is prohibited.  NWFR reserves the right to conduct post-accident (on-the-job) and reasonable suspicion drug and alcohol testing. Violation of this policy can result in disciplinary action, up to and including termination.

An employee’s use of a legal or prescription drug may pose a risk to the safety of the employee or others.  The use of such drugs shall be reported to the employee’s supervisor, and a determination will be made as to the employee’s ability to perform their assigned job functions.
For more information about Substance Abuse, represented members should refer to the labor agreement.

Workplace Relationships

It is not uncommon for personal relationships to develop in the workplace.  NWFR does not intend to regulate relationships except in situations where the relationship creates an ethical issue, a safety issue, or significantly affects District operations.  At no time is it appropriate for a relationship to exist between an employee and their immediate supervisor.  Such situations should be brought to the attention of management, and one of the employees will be assigned alternate supervision or be moved to an alternate, equitable position within the District.  This is not intended to be punitive in nature, but to protect both employees from perceptions of favoritism.  In the same way, family members or involved persons on the same crew pose a potential safety hazard as employees may be distracted from incident operations by concerns for the welfare of loved ones.  For this reason, management may deem it advisable to separate individuals onto different crews or shifts.
Confidentiality

Patient information obtained by NWFR personnel is considered Protected Health Information (PHI) in accordance with the Health Insurance Portability and Accountability Act (HIPAA).  Federal and state laws protect confidential patient information and prohibit the unauthorized use or disclosure of this information.  NWFR prohibits the release of patient information by any method to anyone outside of the District without written consent.  In addition, employees are encouraged to limit discussions of PHI even amongst District personnel.  
Breaches of patient confidentiality, whether knowingly or inadvertently, should be immediately reported to the  Fire Chief or their designee.  A breach of patient confidentiality may result in disciplinary action.

Discipline

Standards of Conduct

It is important that all employees follow standards of conduct to ensure orderly operations and to maintain a safe, healthy work environment.  The following is a list of examples of violations of the basic rules which could result in disciplinary action.  
· Disrespectful conduct toward a manager or person-in-charge
· Making malicious, false or derogatory statements that may damage the integrity or reputation of the District or its employees
· Lying, or deliberately withholding the truth
· Deliberate or willful violation of NWFR’s equal employment opportunity policies
· Excessive lateness or absenteeism
· Acts of violence, implied or direct, whether in the workplace or elsewhere
· Possession of dangerous or unauthorized materials in the workplace, such as explosives or loaded firearms
· Unauthorized disclosure of information contained in personnel, client, patient, or other NWFR records
· Misuse of company work time
· Unauthorized endorsement using NWFR’s name without expressed prior approval of the Fire Chief
· Violation of safety rules and/or failure to properly use safety equipment or gear
Disciplinary Action

In correcting inappropriate behavior, the District believes in a progressive discipline system which, depending on the severity of any inappropriate behavior, will include verbal counseling and written warnings, written reprimands, probation, suspension, demotion and discharge.  The District will evaluate the conduct of the employee and the circumstances of the incident to determine what level of discipline is appropriate.  Certain conduct may be of such a serious nature that to resort to a progressive discipline approach is inappropriate.     Conduct falling in this category, depending on its severity, may include:

· Felony convictions

· A serious and willful breach of patient confidentiality

· Patient abuse

· Theft

· Abuse, destruction or theft of NWFR property or the property of other employees or clients
· Fighting

· Violation of the District’s harassment or discrimination policies 

· Fraud

· Falsification or unauthorized altering of records, applications, time sheets, client records, etc.

· Insubordination, such as willfully disobeying the instructions of an authorized person-in-charge

· Possession, use, or sale of alcohol or illegal drugs while on District time or property, or being under the influence of drugs or alcohol in said circumstances
· Abandonment of position  

The District may therefore omit any of the steps and proceed directly to discharge when such serious incidents occur. The principles of just cause apply to termination but not to other levels of discipline.

Refer to Policy 0400.405.01 Discipline
Ethics

Ethics establishes minimum standards of conduct while performing public duties.  Employees should perform their duties in accordance with the highest ethical and moral standards.
Ethical Principles

· Objectivity - Employees should place the public’s interest before any private interest or outside obligation.
· Selflessness - Employees should not make decisions to gain financial or other benefits for themselves, their family, or their friends.
· Stewardship - Employees have a duty to conserve public resources and funds against misuse and abuse.
· Transparency - Employees should practice open and accountable government.  They should be as open as possible about their decisions and actions, while protecting truly confidential information.
· Integrity - Employees should not place themselves under any financial or other obligation to outside individuals or organizations that might influence them in the performance of their official duties.
Conflict of Interest

As a public employee you are prohibited from the following:

· Having a beneficial or financial interest in a contract, sale, lease, purchase or grant made by, through, or under your supervision.
· Accepting, directly or indirectly, any compensation, gift, or reward from any person beneficially interested in a contract, sale, lease, purchase or grant.

· Participating in a transaction involving the District with a person of which the officer or employee is an officer, agent, employee or member, or in which the officer or member owns a beneficial interest.
Special Privileges and Gifts

Except as required to perform the duties within the scope of your employment, you may not use your position to secure special privileges or exemptions for yourself, your spouse, child, parents, or other persons.

You may not receive, accept, take, seek, or solicit, directly or indirectly, anything of economic value as a gift, gratuity, or favor from a person if it could be reasonably expected that the gift, gratuity, or favor would influence your vote, judgment or action or be considered as part of a reward for action or inaction. 

Even if there is no reasonable expectation that a gift would influence a decision, public employees may only accept certain gifts, and in most situations, a $50.00 gift limit applies. The following items are deemed “exempt” from the definition of gift: 

· Items from family members or friends where it is clear beyond a reasonable doubt that the gift was not made as part of any design to gain or maintain influence in the District.

· Items related to the outside business of the recipient that are customary and not related to the recipient’s performance of official duties.

· Items exchanged among officials or employees or a social event hosted or sponsored by a state officer or state employee for co-workers.

· Payments by a governmental or non-governmental entity of reasonable expenses incurred in connection with a speech, presentation, appearance, or trade mission made in an official capacity.

· Items a state officer or state employee is authorized by law to accept.
· Payment of enrollment and course fees and reasonable travel expenses attributable to attending seminars and educational programs sponsored by a bona fide nonprofit professional, educational, trade association or charitable institution.
· Items returned by the recipient to the donor within thirty days of receipt or donated to a charitable organization within 30 days of receipt.
· Campaign contributions reported under RCW 42.17.
· Discounts available to an individual as a member of an employee group, occupation, or similar broad-based group.
· Awards, prizes, scholarships, or other items provided in recognition, academic, or scientific achievement.
However, if you are in a position that negotiates or administers contracts or purchases goods or services you should be even more cautious about accepting gifts if a reasonable person could think that the gift was intended to influence you in a contract or purchase.
Use of Resources
As a NWFR employee you are expected to conserve public resources by using them only for your official job or to the benefit of the District.  In general, this means that no District resources are to be used for public use. The District allows limited, unofficial use if:

· There is little or no cost to the District
· Any use is the most effective use of time or resources
· There is no interference with the performance of official duties
· The use is brief in duration and frequency
· The use does not disrupt other District employees and does not obligate them to make a personal use of District resources

· The use does not compromise the security or integrity of District information or software.

What does this mean in practical terms on a daily basis?

This means that occasional local telephone calls are acceptable. This means that occasional and brief personal e-mail messages are acceptable. Extensive personal use of District provided internet access is not permitted. 
District resources may not be used for personal projects, even if the activities are within the scope of your job description. e.g. A firefighter washing a personal vehicle while on-duty or a mechanic fixing a personal vehicle while off-duty.

Certain uses of District resources are prohibited regardless of whether there is no cost to the District and even if the use does not interfere with the performance of official duties. These uses include:

· Any use for the purpose of conducting an outside business, whether or not for profit.
· Any use for the purpose of assisting the campaign of any candidate for election to any office, or to oppose or promote a ballot proposition.
· Any use for commercial purposes such as advertising or selling.
· Illegal activities or activities incompatible with a professional workplace, e.g., accessing adult-oriented sites or gambling on the internet.
· Lobbying activity unless authorized by law.
· Any use to promote, support, or solicit for an outside organization or group unless the activity is approved by the Fire Chief.
Benefits

As an employee of NWFR, you may be eligible for health and welfare benefits which may include the following:

· Medical Insurance

· Dental Insurance

· PERS or LEOFF Retirement

· Medical Expense Reimbursement Plan (MERP)

· Life Insurance

· Deferred Compensation

· Disability Insurance

· Worker’s Compensation 

· Employee Assistance Program (EAP)

If you are not aware of the benefits available to you, be sure to contact the benefits administrator for information and materials.
Vacation & Leaves

Vacation and leave accruals in this manual assume that an employee is a full-time or full-paid, regular employee.  Accruals for other classifications or those hired under contract may be different.  Represented employees should refer to their current labor agreement for a list of vacation and leaves.
Vacation

Non-represented personnel will accrue vacation time at the following rate, unless otherwise approved by the Fire Chief.  Vacation is accrued on a monthly basis, and vacation can be taken only once it has been accrued. 
	Years of Service
	Accrual per Month

	0-3
	6.66 hours

	4-5
	8 hours

	6-10
	10 hours

	11-15
	12 hours

	16-20
	14 hours

	21-30
	16 hours


Employees are required to use their vacation time in the year that it is available, unless approved by the Fire Chief or their designee.  Employees must request time off via CrewSense and obtain the prior approval of their supervisor for all use of vacation time.  Employees are requested to schedule vacation time and obtain approval as early as possible. Employees are encouraged to coordinate vacation schedules with co-workers to avoid overlap of absences. In cases of concurrent and conflicting vacation requests that cannot be mutually resolved, the employee with greater seniority will be granted the time off.
Non-represented employees will be awarded 8 hours of personal leave per year after the completion of their first year of service.
Holidays

NWFR provides paid holidays to non-represented employees as listed below:

	New Year’s Day
	Labor Day

	Martin Luther King Jr. Day
	Veteran’s Day

	President’s Day
	Thanksgiving

	Memorial Day

Juneteenth                         
	Day after Thanksgiving
Christmas Day                         

	Independence Day
	


An employee may, with their supervisor’s permission, work one of these holidays per year in exchange for taking off another day so long as doing so does not incur additional cost to the District or interfere with staffing levels.

Sick Leave

Sick leave is provided for illness or injury of the employee or care of an immediate family member suffering from an illness or injury.  For the purpose of sick leave use, an immediate family member is defined as any person who is a legal dependent of the employee.  Sick leave may also be used for medical or dental appointments of the employee or an immediate family member.
In accordance with the Washington Family Care Rules, an employee may use any earned leave to care for a child with a health condition that requires treatment or supervision, or to care for a spouse, parent, parent-in-law, or grandparent who has a serious health condition or an emergency health condition, and to care for children 18 years and older with disabilities.  Grandparents-in-law, grandchildren and siblings are not included.

Sick leave for non-represented, full-time employees is accrued at 8 hours per month.  Sick leave for part-time employees is accrued on a prorated basis.  After three consecutive days of sick leave off, 40-hour employees may be required to furnish an attending physician’s report.  
Any employee may transfer a specified amount of sick leave to an employee requesting shared leave only when the donating employee retains a minimum of one hundred seventy-six hours of sick leave after the transfer as per RCW 41.04.665. 
Bereavement

In the event of a death of an immediate family member, non-represented employees shall be granted up to three days off with pay if the funeral is within 250 miles of the District, or up to five days off with pay if the funeral is over 250 miles away from the District.  

For the purpose of bereavement leave, an immediate family member is defined as the employee's spouse, child, stepchild, brother, sister, parent, grandparent, spouse's parent and spouse's grandparent.  Bereavement leave is intended to be used for the planning and attendance of a funeral.
In the event more time is needed the employee, with pre-approval, may use accumulated sick time, personal holiday, or vacation time off.

Jury Duty

Non-represented employees will receive time off with pay for required jury duty.  All pay for jury service, except mileage reimbursement, must be remitted to NWFR.  Employees who are excused from jury service more than four hours before the end of their regular work day will report for duty for the remainder of the day.
Military Leave

The District will grant military leave as provided by law to each employee who is a member of the United States Military as a reservist or member of the National Guard for active duty training for a period not to exceed 21 days during each calendar year.  During the period of military leave, the employee shall receive his/her normal pay from the District with no loss of rating, privileges, or pay.  Leaves in excess of 21 days may be authorized at the employee’s expense, paid through vacation or unpaid leave.  Employees requesting military leave must provide written orders or a schedule of training dates, with 30 days notice prior to the leave, if possible.
Federal Family Medical Leave Act (FMLA)
Uncompensated time off is provided to employees in accordance with FMLA standards for any of the following:

· The birth and care of a newborn child of the employee

· The placement of a child with the employee for the purpose of adoption or foster care

· The care of an immediate family member (spouse, parent or child) with a serious health condition

· Medical Leave when the employee is unable to work due to a serious medical condition.

An employee is eligible for up to 12 weeks of FMLA leave in a year if they have been employed by NWFR for 12 months or more and worked at least 1250 hours during the 12 months immediately preceding the leave of absence.
WA Paid Family Medical Leave (PFML)
All employees are eligible Washington State PFML after working 820 hours in their qualifying period.  PFML is a state program that allows employees to take paid time off to care for yourself or a family member for incident such as:

· Bonding with a foster, adopted, or newborn child 
· Recovering from surgery, serious illness, or non-work related injury
· Supporting a family member with a serious medical condition

· Certain events connected to a family members active duty military service

Applying for PFML is the employee’s responsibility. For more information, including application and instructions, please refer to www.paidleave.wa.gov.  
Comp Time

Non-represented employees, with the permission of their supervisor, may choose to take comp time instead of overtime pay.  Comp time will be provided at one 1½ times the employee’s hours worked.  Employees may accrue a maximum of 40 hours of comp time.  Overtime hours accrued beyond the maximum of 40 hours will be paid at the regular overtime rate.  Unused comp time will be paid out at the end of each calendar year atthe employee’s current hourly rate.
Represented employees should refer to their labor agreement.
Flex Time 
Non-represented employees, with the permission of their supervisor, may choose to work a flexible work schedule.  Hours worked in excess of 40 hours per week may be taken as time off, as straight time, within the pay period the time is earned.  Use of flex time is only with supervisor permission and cannot cause undue disruption of regular business operations.
Leave of Absence
Leave without pay may be granted at the discretion of the Fire Chief, or their designee, when such leave does not unduly affect the operations of the District.  A request for a leave of absence without pay lasting longer than six months requires approval of the Board of Fire Commissioners.
Represented members requesting to be absent over thirty days need to submit a written request to the Fire Chief, or their designee as per labor agreement.

Time Off Requests
Employees wishing to request time off will make the request via CrewSense. Once a request has been submitted the supervisor will approve / deny the request.  An email will alert the employee regarding the approval/denial. 

If an employee requires to take a sick day, they will utilize CrewSense however, they must also verbally notify the on dutysupervisor   . 
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