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OVERVIEW

King County is responsible for providing services to the 1.8 million citizens of King County.  The potential Pandemic Influenza
 could disrupt the continuity of operations for provision of essential and other community services, including governmental and businesses functions.  Should that occur, the King County Executive may proclaim a county emergency. 
The typical “seasonal flu” is separate and apart from Pandemic Influenza.  Pandemic influenza could strike at any time.  
If the Pandemic Influenza spreads to King County, a cumulative absentee rate of up to or more than 25-30% of King County employees is expected for up to 6 months, on a rolling basis.  This number includes sick employees, employees who are caring for sick family members and employees who do not come to work out of fear of becoming ill.  In addition, there may be a significant need for social distancing (a reduction of the number of persons concentrated in the workplace), necessitating that employees complete production but do not report to the workplace.  
Emergency staffing and backfill of existing positions will be of primary concern in order to provide essential services and other services to the public.  In the event that essential services are adequately staffed, non-essential services may be staffed, to the extent possible.  
The majority of King County employees are represented by various labor unions.  In the event that a Pandemic Influenza emergency is proclaimed, the temporary suspension of certain collective bargaining agreement provisions may be necessary.  

This manual is drafted such that it can be used immediately.  It is meant to compliment department operational plans.  This manual does not limit department authority to make operational decisions as to essential or needed functions.  

The following assumptions were made in drafting this manual:

· The provisions of King County Code (KCC) Chapters 3.12 and 3.15 must be followed;

· The Washington State Governor has not waived state legislation dealing with personnel issues;
· Unions will be informed in advance of potential personnel administration changes; and

· Essential functions will be staffed first and other functions will be staffed secondarily. 

This manual provides staffing strategies, tools, advice and directives that departments should follow in the event that the King County Executive proclaims a Pandemic Influenza emergency for the county.  Of note, is the fact that many human resources processes may be simplified and the administration of collective bargaining provisions narrowed in order to meet exigent staffing needs.  
The effect of the provisions of this manual confer no new privilege, right of appeal, right of position, transfer, demotion, promotion nor reinstatement for any King County employee, contract worker or volunteer.  This manual does not constitute an express or implied contract.  It provides general guidance that cannot form the basis of a private right of action.
MANUAL SUMMARY

▪
Labor Relations – Emergency Administration:  The temporary suspension of certain collective bargaining agreement provisions may be necessary.  Most likely, provisions concerning assignment of work, scheduling and notice will be suspended or narrowed.

▪
Closure of Schools and Daycare Facilities:  Healthy employees may need to remain at home to care for healthy children or other healthy dependants if schools and daycare facilities are closed.  First responders (those employees who exercise civil authority and maintain the safety and well-being of county citizens) are required to report to work; essential personnel will need to report to work, telecommute or use accrued leave time; non-essential personnel may use accrued leave time; sick leave may not be used.  All employees with school-aged children are encouraged to pre-plan for potential school closures. 

▪
Essential functions, Lines of Succession and Delegation of Authority:  Departments are identifying essential functions and informing employees.  Payroll and human resources functions are essential in every department.  Management lines of succession may run seven to ten employees deep. 

▪
Alternative Work Schedules: Normal and alternative work schedules may change with as much notice as possible or little as 24 hours notice.

▪
Contingent Workforce: Departments are pre-planning and identifying areas where contingent workers may be needed – contract workers, short-terms temporary and term-limited temporary.  Disability and recall referrals will not be required but may be used to fill staffing needs.

▪
Telecommuting:  Departments are identifying the essential functions which may be performed remotely and employees are being equipped accordingly.  Depending upon the circumstances, some non-essential employees may also telecommute.

▪
Special Duty Assignments:  Email may be used as the approval process for assigning special duty which is faster than the current process.  Employees will receive the usual special duty pay for the majority of duties performed in a higher classification and their usual base pay for duties performed in a lower classification.

▪
Volunteer Services: Volunteers may be utilized after departments have attempted to staff functions with employees.  Volunteers will need to sign a waiver and release.

▪
Rescission of Approved Executive Leave, Vacation Leave and Compensatory Time Off:  In order to staff county functions, recession of approved leave time is a possibility and employees are being informed that this may occur.

▪
Sending Ill Employees Home: Employees who are symptomatic in the workplace may be sent home and may use any type of accrued leave to cover the absence.

▪
Family Medical Leave and Sick Leave: These will continue to be administered as usual.  Employees may use sick leave for medical appointments.

▪
Return to Work Authorization:  Medical certifications will not be required but, if an employee who returns to work is symptomatic, the employee may be sent back home.

▪
Leave Donation: This will continue to be administered as usual.

▪
Facility Closure / Reduction in Force: Regular employees will continue to be paid if a facility closes and the county will analyze the necessity for a reduction in force depending upon how long facilities are closed.

▪
Discipline – Conduct Including Unauthorized Absences: The processing of proposed discipline may need to be held in abeyance if management’s time is monopolized due to responding to the emergency.

▪
Communication and Consistent Messaging:  Departments are preparing their communications plans in coordination with the executive’s communication manager. 

▪
Employee Assistance Program and Making Life Easier: Supervisors are being provided with current information on these services and will be encouraged to refer employees.







� A flu pandemic is a global outbreak that occurs when a new influenza A virus causes serious human illness and spreads easily from person to person.
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