KING COUNTY SUPERIOR COURT

ADMINISTRATIVE GUIDELINES FOR PERSONNEL MANAGEMENT
SECTION 10

RULES OF CONDUCT

10.01  
General
a. No employee of the court will have any substantial interest, direct or indirect, or engage in any business or transaction or professional activity, or incur any obligation of any nature which is in conflict with the proper discharge of his/her duties as an employee of the court.

b. No employees of the court will use their positions to secure special privileges or exemptions for themselves or others.

c. No employee of the court will directly or indirectly receive or agree to receive any

compensation, gift, reward or gratuity from any source except the Superior Court, for any matter or proceeding connected with or related to the duties of the employee unless otherwise provided for by this section.  However, honoraria or expenses paid for papers, talks, demonstrations, or appearances made by employees on their own time will not be deemed a violation of this section.  

d. All employees giving lectures or speeches before groups during the normal work hours and for which a fee is received may retain the fee.  All such appearances, however, must be approved in advance in writing by the Chief Administrative Officer.  If the Chief Administrative Officer determines that the time expended for lectures or speeches removes the employee from the normal practices of employment, the Chief Administrative Officer may:

· give the employee leave without pay for that specific period of time; and/or 

· charge such time to the employee’s accrued leave credits.

e. No employee of the court will accept other employment which interferes with his or her official duties.

f. No employee of the court will disclose or facilitate disclosure of confidential information gained by reason of his/her official position, nor will he or she otherwise use such information for personal gain or benefit.

g. King County Superior Court prohibits the possession and use of illegal or dangerous weapons by employees while performing King County Superior Court business in areas used to conduct court business, including adjacent waiting areas and corridors at the King County Courthouse, and off-site locations such as Social Workers’ home visits. Employees who violate this policy can be subject to disciplinary action up to and including termination.  Employees who carry firearms must check them with Court Security.
h. Any employee who knows or in good faith believes that improper governmental action by Superior Court has occurred is encouraged to report such action to his or her supervisor, unless the employee is barred by law or by these guidelines from doing so.  For purposes of this section, “improper governmental action” means action undertaken by a Superior Court employee in the performance of his or her official duties, that is in violation of any federal, state or local law or rule or these Guidelines, is an abuse of authority, is of substantial and specific danger to public health or safety, or is a gross waste of public funds.  If the employee feels that it would be inappropriate to report improper governmental action to his or her supervisor, the employee may report the known or suspected improper governmental action to the Chief Administrative Officer, the Presiding Judge, or the Office of the King County Prosecuting Attorney.  No Superior Court employee may threaten, intimidate or coerce any employee for the purpose of interfering with the employee’s right to report improper governmental action.  Nothing in this section authorizes any employee to disclose information the disclosure of which is prohibited by law or these Guidelines.  No Superior Court employee may retaliate against an employee who makes a good-faith report in accordance with this section.
10.02
Guidelines for Appropriate Attire
a. Court employees, adhering to the mission of the Court to serve the public, are expected to maintain a professional appearance in carrying out their daily work related responsibilities.


b. Certain apparel is considered unacceptable in the workplace.  Some examples of inappropriate attire includes jeans of any color, skirts or dresses above mid-thigh, low necklines, casual sports attire (e.g., sweatshirts, sweatpants and jogging suits) and shorts.  Clothing that has a political, editorial or religious message, or that advertises alcohol or tobacco products, or that could be perceived as rude or offensive is also unacceptable.


c. Certain circumstances or job tasks would allow for exceptions to these guidelines.  In these situations, the Court relies on an employee’s good judgment and prior communication with the employee’s supervisor.

10.03
Release of News Information

This section does not restrict the rights of individual employees to comment in their capacity as a private citizen on any public matter.  However, no employee covered by the provisions of these rules will provide any information on court business for which he/she has not been previously authorized to act as a spokesperson on behalf of the court.  

10.04
Solicitation of Funds
a. There will be no private solicitations of funds of any sort within the court by any employee or outside organizations.  The only exceptions to this will be charitable fund campaigns and/or flower funds.

b. Authorization for all charitable fund campaign solicitations must be obtained from the Chief Administrative Officer.

c. There will be no solicitation for the purchase of products during working hours.

10.05 Request for Production  An employee’s personnel file will be produced upon request from the Personnel Committee, Equal Employment Opportunity Commission, pursuant to litigation, or by court order.  As a courtesy, the Chief Administrative Officer will notify the employee upon production.

10.06
  Non Discrimination and Anti-Harassment

a. Superior Court recognizes and values the integrity of individual employees and their right to work in an environment that fosters mutual respect and is free of discrimination and harassment. Superior Court is therefore committed to a policy that prohibits discrimination or harassment on the basis of race, color, creed, national origin, age, sex, marital status, sexual orientation, religion, or disability, or any other category protected by state, local or federal law.  Retaliation is also prohibited.  Conduct that constitutes a violation of this policy will result in disciplinary action, up to and including termination. 


b. Supervisors will inform their employees of the Superior Court policy and procedures, and encourage them to report incidents and allegations of discrimination, harassment, and/or retaliation. 


c. Employees who experience or witness such conduct are encouraged to report it. 


d. All employees with supervisory responsibilities should be trained in detecting and addressing complaints of discrimination, harassment, and retaliation. 

10.06.01  Definitions
a. Discrimination is any act or failure to act, the effect of which is to adversely affect or adversely differentiate against individuals or group of individuals by reason of race, color, creed, national origin, age, sex marital status, sexual orientation, religion or disability. 


b. Harassment is a form of discrimination and is unwelcome verbal or physical conduct that denigrates or shows hostility or aversion toward an individual because of race, color, creed, national origin, age, sex, marital status, sexual orientation, religion or disability.    To constitute harassment the conduct must:


· Have the effect or purpose of creating an intimidating, hostile, abusive or offensive work environment;

· Have the purpose or effect of unreasonably interfering with an individual’s work performance; or 

· Be sufficiently severe or pervasive so as to alter the terms or conditions of employment. 

c. Sexual harassment is a form of harassment with certain or specific features.  It can take the form of verbal behavior such as unwanted sexual comments, suggestions, jokes, or requests for sexual favors or sexually explicit remarks or derogatory comments based on gender.  Non-verbal behavior may include gestures, leering, pictures, or cartoons. Physical behavior may include assault, molestation, touching, or brushing against a person’s body.  Sexual Harassment occurs when any one of the three criteria are met:


· Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, or:
· Submission to, or rejection of, such conduct by an individual is used as the basis for employment decisions affecting such individual, or:
· Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment.


d. Retaliation is taking an adverse employment action against an individual because he/she has exercised his/her rights protected under the law by complaining in good faith about discrimination, harassment, and/or retaliation, or assisted or participated in an investigation of such allegations.  

10.06.02  Procedures
a. All employees have the right to file an internal complaint. Reports may be oral or written and may come from any source.  Employees also have the right to file a complaint with the Washington State Human Rights Commission under RCW 49.60.230, or the Federal Equal Employment Opportunity Commission under Title VII of the Civil Rights Act of 1964. 


b. Supervisors must report all incidents of discrimination, harassment or retaliation, and any Court employee who experiences or witnesses such conduct is strongly encouraged to report it. Any supervisor who is informed of a complaint must immediately report such complaint to the Human Resources Manager or designee.  Failure to do so may result in disciplinary action. 


c. An employee who believes he or she has experienced discrimination, harassment or retaliation should immediately notify his or her supervisor.  If, for any reason, the employee is not comfortable reporting inappropriate behavior to his/her supervisor, he/she may notify the Department Director, Human Resources Manager, Deputy Chief Administrative Officer or the Chief Administrative Officer.  


d. Human Resources will make a preliminary determination as to whether the complaint or concern can be addressed without additional investigation. Where an investigation is appropriate, Human Resources will develop a response plan. 


e. Internal investigations of allegations of discrimination, harassment or retaliation shall be conducted in a prompt and sensitive manner and efforts shall be made during the on-going investigation process to maintain confidentiality, to the extent possible.  However, public records laws may limit the extent to which confidentiality can be guaranteed.  All employees are required to cooperate with such an investigation.


f. Upon completion of the investigation, a report of findings shall be made to the Chief Administrative Officer.  The appropriate parties shall be notified of the results of the investigation and whether action will be taken.
