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Dear Employee,

This employee handbook contains a collection of Borough policies related to employment. Although
many of the policies were written several years ago, they are still current. In additional to this
handbook, your employment is covered by Title 3 of the Ketchikan Gateway Borough Code, and you may
also be covered under a collective bargaining agreement. As policies and benefits are revised, changes
will be communicated to you, but advance notice may not always be possible.
You are responsible for being familiar with the policies in this collection, Title 3, your collective
bargaining agreement if applicable, and departmental policies and procedures. The policies, practices
and benefits provided by the Borough are subject to change, deletion, and exception at any time at the
Borough's discretion, subject to bargaining unit notice or concurrence where required. Decisions
regarding interpretation and application of the Borough's policies and practices are also in the Borough
management's discretion.
This policy manual supersedes all previous manuals, letters, memoranda, and understandings.
Additionally, if any section or subsection of this title shall at any time be deemed illegal or
unenforceable, the remaining provisions shall not be affected thereby and shall remain valid and
enforceable to the extent permitted by law.
The Borough hopes that each employee will have a productive employment relationship with us. If you
have any questions about the policies in this handbook, please contact your supervisor. If he or she does
not know the answer, they will find out and get back to you.
Sincerely,

Cynna Gubatayao
Assistant Borough Manager
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OFFICE OF THE BOROUGH MANAGER

Effective Date: November 18, 2008
To:

Finance Department - Payroll

From:

_________________________________
Your Name

Subject:

Donate PTO Hours

KGB Code, Personnel Policies, Article 3.30.030(k) and the I.B.E.W. contract, Article 8, Section
8.5 state:
“Employees may, at their sole discretion, volunteer to transfer PTO to another borough
employee. All transfers of such time must be in writing, signed by the employee wishing to
make the transfer, and presented to the Finance Department. All transferred hours will be
computed as a cash value transfer in such a way as to be revenue neutral to the borough.”
Donations are strictly voluntary and at each employee’s sole discretion, and once donated cannot
be revoked. The transfer is in full and is not considered a loan or subject to repayment,
replenishment or reimbursement. An employee may not solicit or receive compensation for
donated leave.
Since the APEA, IBU, and MM&P Collective Bargaining Agreements contain no language
addressing donation of PTO, management will permit employees covered by any of these
agreements to donate PTO, but receipt of an employee benefit in the form of donated PTO will be
addressed on a case-by-case basis.
Employees who donate PTO will not be allowed to receive donated PTO from any employee for
any reason for one year from the date of their most recent PTO donation without the express
written approval of the Borough Manager.
An employee may not donate PTO if it reduces their balance below 40 PTO hours.
I hereby authorize the transfer of

of my PTO hours to:
(No. Of Hours)

__________________________________________________
Name of Employee To Receive PTO Transfer
__________________________________________________
Your Signature
Date
__________________________________________________
Manager/HR
Date
1.09 Donate PTO Hours

Ketchikan Gateway Borough
Manager's Office
Policy & Procedure

Policy
Topic:

Use of PTO for Terminal Leave Not
Allowed

PURPOSE:
To clarify the Borough's position regarding the use of PTO for terminal leave.

PROCEDURE:
Upon termination of employment, whether voluntary or involuntary, the use of PTO for
terminal leave is not allowed. Any accrued PTO the employee is entitled to should be paid
out with the final paycheck. The PTO may be included in the final check, or may be issued
as a separate check, depending on the circumstances.

1. 1a Terminal Leave

April 21, 2010

To:

All Borough Employees

Fr:

Cynna Gubatayao
Assistant Borough Manager

Re:

Volunteer Activities

Under Borough code §3.30.090, a Borough employee, who is also a member of a volunteer fire
department or search and rescue operation, may be allowed to respond to emergency situations
without loss of pay at the supervisor’s discretion. In such an instance, the employee is required to get
their supervisor’s permission each time it is desired to respond to an emergency situation. Failure to
get the supervisor’s permission before responding may be grounds for disciplinary action.
In the event permission is given, and the employee responds to a call, that employee must
return to his/her Borough job duties as soon as his/her presence is no longer needed at the emergency
situation. In addition, the time, including travel to and from the site of the emergency, must be
documented on a separate line on the employee’s timecard. Time spent responding to emergency
calls must never be included in hours charged to grants, service areas*, or enterprise funds such as the
airport or wastewater department.
Employees may participate in other volunteer activities during work hours only under the
following conditions:
a) The employee must request, in writing or e-mail to his or her supervisor, permission
to participate the activity. The request must state the nature of the activity and the
approximate hours involved.
b) The Supervisor and the Borough Manager must both approve the request.
c) The employee must use PTO to cover the volunteer time that occurs during work
hours. For example, if an employee wants to participate in an activity at lunch that
typically takes an hour and a half, the employee may use their lunch hour, and
submit for ½-hour of PTO. Leave Without Pay (LWOP) will not be approved for
participation in volunteer activities.
Employees should be aware that they are on their own time when participating in volunteer activities,
and are covered under the volunteer organization’s worker’s compensation and insurance.

* For the purposes of this memo and § 3.30.090 , the wages for career firefighters and EMT’s should be charged to their respective service
area, and the wages for other employees should be charged to the General Fund.
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KETCH IKAN GATEWAY BOROUGH

PERFORMANCE APPRAISAL
EMPLOYEE _ _ _ _ _ _ _ _ _ _ __
DEPARTMENT _ _ _ _ _ _ _ _ _ _~
POSITION _ _ _ _ _ _ _ _ _ _ _ __
DATE IN POSITION _ _ _ _ _ _ _ _ __
DATE OF HIRE _ _ _ _ _ _ _ _ _ __

D

ANNUAL REVIEW D

PROBATIONARY REVIEW

RATED FOR PERIOD _ _ _ _ _ _ __
SPECIAL REVIEW (Please specify) _ _ __

OVERALL PERFORMANCE RATING
RATING CODE
Use Increments of .5
UNSATISFACTORY (a)(b)

D EVELOPMENT N E ED ED (b)

1

0
Fails to meet standards and/or

Occasionally

requirements

expectations.

performance.

for

effective

falls

A BOVE AVERAGE (a)

SATISFACTORY

3

2
short

of

meeting

Requires improvement to

increase effectiveness or growth.

Meets

expectations

requirements

OUTSTANDING

for all

and

Frequently

job

expectations

phases.

(a)

4
exceeds

Consistently

and

expectations

requirements for job phases.

requiremen ts

exceeds
and
for

au

job

phases.
a) Individual scores of less than 1.0 require written comments identifying rationale supporting the score.
b) Individual scores of less than 2 .0 specific require written goals and corrective activities.
c) Individual Scores of 3.5 or higher require written examples demonstrating frequency sufficient to justify the score.
NOTE: Overall average of 2.4 or greater needed for a one step increase, or an overall average of 3.4 or greater needed for a two-step increase (except where connicting with collective bargaining agreeements).

SUMMARY EVALUATION
KEY RESULT AREAS

RATING

CONDUCT: Professional actions and behavior
CAPACITY: Abilitv to fulfill all iob functions and resoonsibilities
EFFICIENCY: Abilitv to oroduce the maximum worl< with the minimum resources
SKILLS: Antitude towan:l the soecific reouirements of the oosition
RESPONSIBILITY: Assumotion of orofessional accountabil itv
INTEGRITY: Character deoendabilitv and trustworthiness
EFFECTIVENESS: Abilitv to achieve a desired result
SELF DEVELOPMENT: Prooress made toward orofessional develooment
TOTAL (Kev Result Area)
Total Kev Result Area divided bv 8

TECHNICAL EXPERTISE/PERFORMANCE RATING•
Total Key Result Area and Technical Expertise Performance

OVERALL RATING (Total Points divided by 2)
• Attach specific position performance evaluation form.

In signing this report the employee does not indicate agreement, but acknowledges s/he has received it. If
s/he wishes to add a written statement concerning any part of the report, s/he may use the comment section,
or attach an additional page.

EMPLOYEE'S SIGNATURE

DATE

EVALUATOR'S SIGNATURE

DATE

DATE

DEPARTMENT HEAD SIGNATURE

FOLLOW-UP TO BE DONE:
MANAGER/HR
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(TO BE COMPLETED BY EVALUATOR)

KGB Performance Appraisal

GOALS
List below the short-term and long-term goals established for the employee:

Goals are required for all evaluations of unsatisfactory or development needed.

Estimated Date of
Completion

Goal
1.
2.
3.
4.
5.
6.

PERSONAL AND PROFESSIONAL DEVELOPMENT ACTIVITIES
List below the series of activities, agreed upon by both the employee and his/her supervisor, which will help the employee to accomplish the agreed
upon performance goals. These may be activities for both the supervisor and the employee (e.g., job coaching by the supervisor, special projects,
formal training programs, planned reading programs). All evaluations of unsatisfactory and development needed shall have development ac ivities.

1.
2.
3.
4.
5.
6.

Comments

2

2.01 Performance Appraisal

we

2.01 Performance Appraisal

2.01 Performance Appraisal

2.02 Procedure to Authorize Merit Based Pay Increases

2.02 Procedure to Authorize Merit Based Pay Increases

2.03 Personnel Action Form Procedure/Acting Status

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

3.01 Substance Abuse

KETCHIKAN GATEWAY BOROUGH
MANAGER'S OFFICE
DEPARTMENTAL POLICY & PROCEDURE
Policy No.: HR-50

Policy
Title:

Pre-Employment Drug Testing

PURPOSE:
The Borough endeavors to provide a safe and drug free workplace for all employees of the
Ketchikan Gateway Borough. Accordingly, the Borough will test applicants to whom an offer of
employment is to be extended for prohibited drug use through pre-employment drug screening.
This policy applies to applicants for the following positions:
•

Positions which require certifications or licenses that make an employee subject by law to
random drug testing:
o Positions that hold CDL's, 100-ton Licenses, etc.

•

Safety Sensitive Positions:
o Firefighter and EMT/EMS positions, both paid and volunteer
o Lifeguards and Swim Instructors, both temporary and regular
o Operator I & II Positions (IBEW)
o Police Officers
o Others as determined by the Position Evaluation System job assessment

This Policy does not include elected or appointed officials, such as Assembly members, Planning
Commission members, or Service Area board members. Service as an appointed official does not
waive the pre-employment drug testing requirement for other positions, for example, a Service
Area board member who wishes to become a volunteer firefighter is subject to the provisions of
this policy.
PROCEDURE:
The requirements and procedures outlined in this policy are effective September 1, 2012.
Pre-employment drug screening is to be completed on every external individual to whom an offer
of employment is to be extended by the Borough, subject to applicability restrictions as noted
above. All applicable offers of employment, including verbal and subsequent written
Approved SOP's to be filed in LaserFiche under Manager's Office/I{GB Policies alld Procedures/Department
3.02 Pre-Employment Drug Testing
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confirmation, must include a statement that the offer is conditioned successful completion of the
pre-employment drug screen. This procedure must be completed prior to the start of
employment. Information should be secured through the vendor with whom the Borough
regularly contracts for this purpose. Documentation shall be kept in the Employee's Medical File
in the Manager's Office and the legally required retention files, and will be kept confidential.
Applicants are required to report to the Borough's selected drug testing facility within 24 hours
of an offer of an employment. The Borough's drug testing facility will provide applicants outside
of Ketchikan, AK directions to the nearest testing facility.
The Borough participates in a drug testing consortium, and all applicants will be tested using
the five panel DOT test, which tests for amphetamines, including methamphetamines; cocaine
metabolites; marijuana metabolites; opiates, including codeine, morphine, and heroin; and
phencyclidine. Collection, security, custody control, laboratory procedures and cut-off levels shall
be in accordance with industry standards. All initial positive test results will result in a
confirmatory test, and will go to a Medical Review Officer (MRO) for further medical review. In
the event of a final positive test result, an applicant may request, in writing and within ten days
after the receipt of the test result, an opportunity to explain the positive test result in a
confidential setting within 72 hours after the request, or before taking adverse employment
action.
Parental consent is required for all applicants under age 18.
A negative result is required before beginning employment. Refusal or failure to be tested, or a
final positive test result will cause the employment offer to be rescinded.
All applicants, whether employed by the Borough or not, may obtain copies of the test results
within five days of a written request, so long as the request is made within six months of the
date of the test.
Applicants who receive a positive test result are classified as not eligible for hire into any
Borough position in accordance with the Borough's written policy regarding eligibility for hire. A
copy of the policy is available on request.

Approved SOP's to be filed in LaserFiche under Manager's Office/KGB Policies and Procedures/Department
3.02 Pre-Employment Drug Testing
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KETCHIKAN GATEWAY BOROUGH
MANAGER'S OFFICE
DEPARTMENTAL POLICY & PROCEDURE
Policy
Title:

Post-Accident
Drug Testing

POLICY:
The Ketchikan Gateway Borough is committed to providing a safe and drug-free workplace for
all employees of the Borough. Accordingly, the Borough will conduct post-accident drug
screening.
PURPOSE:
This policy supplements the Borough December 14, 1995 Substance Abuse Policy.
This supplemental policy applies to all employees involved in an accident while driving a
Borough vehicle.
DEFINITIONS:
Accident: An incident involving a vehicle in which there is either a fatality; an injury treated at
or away from the scene; a vehicle required to be towed from the scene; a citation issued to the
employee; or damage to a Borough vehicle or by a Borough vehicle to another vehicle or other
property, which is reasonably estimated to cost $1,000 or more to repair.
Driver: Any employee who operates a vehicle.
Vehicle: Any motorized vehicle, including apparatus, equipment, passenger vehicles and off road
vehicles commonly referred to as 'four-wheelers', ferries, small motor or engine powered boats,
and motorcycles.
PROCEDURE:
The requirements and procedures outlined in this policy are effective immediately.
As soon as practicable following an accident meeting the definition above, the driver/employee
shall be tested for alcohol and controlled substances. Employee passengers need not be tested,
unless the accident involved a fatality, in which case, all employees involved in the accident shall
be tested, whether driving or not. The driver/employee must be driven to the testing facility by a
Approved SOP's to be filed in LaserFiche under Manager's Office/KGB Policies and Procedures/Department
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supervisor or another employee assigned by the supervisor. Employees to be tested must not
drive themselves to the testing facility.
A driver/employee who is subject to post-accident testing must remain available, or the Borough
will consider the driver to have refused to submit to testing. The driver/employee subject to postaccident testing must refrain from consuming alcohol for eight (8) hours following the accident,
or until he/she submits to an alcohol test, whichever comes first. When a required controlled
substances test has not been administered within a reasonable time frame following the
accident, the following actions shall be taken:
1. Two (2) hours elapsed - If the driver/employee has not submitted to an alcohol test at this

time, the Borough shall prepare and maintain on file a record stating the reason a test
was not promptly administered.
2. Eight (8) hours elapsed - The Borough will cease attempts to administer alcohol test, and
will prepare and maintain record described in (1.) above.
3. 32 hours elapsed - If the driver/employee has not submitted to a controlled substance test
at this time, the Borough will cease attempts to administer the test, and will prepare and
maintain the record described in (1.) above.
The Borough will provide driver/employees with necessary post-accident information, procedures
and instructions, prior to the driver operating a Borough vehicle, so that drivers will be able to
comply with the requirement of this policy.
All testing shall be secured through the vendor with whom the Borough regularly contracts for
this purpose. Documentation shall be kept in the Employee's Medical File in the Manager's
Office and the legally required retention files, and will be kept confidential. Access to this
information is limited to those who have a legitimate need to know in compliance with relevant
laws and management policies.
The Borough participates in a drug testing consortium, and all employees will be tested for
controlled substances using the five panel DOT test, which tests for amphetamines, including
methamphetamines; cocaine metabolites; marijuana metabolites; opiates, including codeine,
morphine, and heroin; and phencyclidine. Collection, security, custody control, laboratory
procedures and cut-off levels shall be in accordance with industry standards. All initial positive
test results will result in a confirmatory test, and will go to a Medical Review Officer (MRO) for
further medical review. In the event of a final positive test result, an applicant may request, in
writing and within ten days after the receipt of the test result, an opportunity to explain the
positive test result in a confidential setting within 72 hours after the request or before the
Borough takes disciplinary action.
A negative result is required before returning to work. Refusal or failure to be tested, or a final
positive test result may result in disciplinary action, up to and including termination of
employment.
All employees may obtain copies of their test results within five days of a written request, so long
as the request is made within six months of the date of the test.

Approved SOP's to be filed in LaserFiche under Manager's Office/KGB Policies and Procedures/Department
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Ketchikan Gateway Borough
Manager's Office
Policy & Procedure
.

Policy
Topic:

Handling Incidents and Accidents

.

Department Director:
CtA
(Ai
Assistant Manae:er:
Borough Attorney: <?· :>'! f3
Boroutth Manager: i: 11.·
Effective Date:
;J~/ OJO/u
I "

-

v

PURPOSE:
To assure Sorough, state and federal requirements are met.

PROCEDURE:
Reports of incidents and accidents shall be prepared and filed in the appropriate Borough
office. Employees should complete this process within 24 hours. If the incident report cannot be
completed within 24 hours, a draft may be provided to Finance/Risk Management while additional
information is being collected.
Incident
Definition: an event that leads to damage or loss for property (no one was injured, not even a probability,
and damage reasonably estimated to cost less than $1,000 to repair).
D
D
D

D
D
D

Drivers, notify your supervisor
Drivers and supervisors must ensure compliance with notice and reporting requirements of AS
28.35.050-080
Driver completes incident report as soon as possible. Some departments provide blank incident
report form on the vehicles
Completed incident report given to the supervisor and supervisor signs incident report
Supervisor forwards incident report to the department:Administrative Assistant
Administrative Assistant sends paperwork to Finance/Risk Management for processing

Accident
Definition: An incident involving a vehicle in which there is either a fatality; an injury treated at or away
from the scene; a vehicle required to be towed from the scene; a citation issued to the employee; or
damage to a Borough vehicle or by a Borough vehicle to another vehicle or other property, which is
reasonably estimated to cost $1,000 or more to repair.
D
D

D
D

D

Drivers, notify your supervisor immediately
Drivers and supervisors must ensure compliance with notice and reporting requirements of AS
28.35.050-080
if necessary, supervisor contacts appropriate authorities or directs employee to contact them
(police or troopers, etc.)
Unless precluded due to transportation by emergency personnel due to injury or being placed in
police custody, employee involved waits at the scene for the supervisor or their substitute
Supervisor brings an incident report and takes photos at the scene
3.04
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o

D

D
D

Supervisor or substitute transports employee involved in accident to hospital or TSS
o See Post Accident Drug Testing Policy for guidelines, especially as pertains to non-CDL
drivers. Unless dictated otherwise by DOT or USCG regulations, all post-accident tests
shall be non-DOT rapid panel and alcohol tests
Incident report can be filled out at this time by employee involved and supervisor
Completed paperwork given to the Administrative Assistant
Incident report and photos are delivered to Finance/Risk Management for processing

Transit bus drivers and Airport ferry employees may be subject to additional regulations.
AS 28.35.050-080
Sec. 28.35.050. Action of operator immediately after accident.
(a) An operator of a vehicle involved in an accident resulting in injury to or death of a person
shall immediately stop the vehicle at the scene of the accident or as close to it as possible and
return to, and remain at, the scene until the operator has fulfilled the requirements of AS
28.35.060.
(b) The operator of a vehicle involved in an accident resulting only in damage to a vehicle driven
or attended by a person shall immediately stop the vehicle at the scene of the accident or as close
to it as possible and return to, and remain at, the scene of the accident until the operator has
fulfilled the requirements of AS 28.35.060.
(c) The operator of a vehicle involved in an accident resulting only in damage to a vehicle that is
unattended shall immediately stop at the scene of the accident and undertake reasonable means
and efforts to locate and notify the operator or owner of the damaged unattended vehicle of the
name and address of the operator and owner of the vehicle striking the unattended vehicle. If the
operator or owner of the unattended vehicle cannot be located then the operator shall leave in a
conspicuous place in or upon the unattended vehicle, a writing stating the name and address of
the operator and of the owner of the vehicle that struck the unattended vehicle and setting forth a
statement of the circumstances of the accident.
Sec. 28.35.060. Duty of operator to give information and render assistance.
(a) The operator of a vehicle involved in an accident resulting in injury to or death of a person or
damage to a vehicle that is driven or attended by a person shall give the operator's name, address,
and vehicle license number to the person struck or injured, or the operator or occupant, or the
person attending, and the vehicle collided with and shall render to any person injured reasonable
assistance, including making of arrangements for attendance upon the person by a physician and
transportation, in a manner that will not cause further injury, to a hospital for medical treatment
if it is apparent that treatment is desirable. Under no circumstances is the giving of assistance or
other compliance with the provisions of this paragraph evidence of the liability of an operator for
the accident.
(b) Except as provided in (c) of this section, a person who fails to comply with any of the
requirements of this section is, upon conviction, punishable by imprisonment for not more than
one year, or by a fine of not more than $500, or by both. This provision does not apply to a person
incapacitated by the accident to the extent that the person is physically incapable of complying
with the requirement.
(c) A person who fails to comply with a requirement of this section regarding assisting an
injured person is, upon conviction, punishable by imprisonment for not more than 1O years, or by
a fine of not more than $10,000, or by both. This provision does not apply to a person
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incapacitated by the accident to the extent that the person is physically incapable of complying
with the requirement.
Sec. 28.35.070. Examination or impounding before repair.
A person may not make or have made repairs to damage or injury to a motor vehicle that could
have been caused by collision with a person or property without first notifying the Department of
Public Safety, chief of police, or in the absence of these, the nearest police officer or other peace
officer, who shall immediately examine the vehicle and make a full report subscribed by the
person in whose custody the vehicle then is. A copy of the report shall be mailed or delivered to the
Department of Public Safety. If no official is within 10 miles of the place where the vehicle is
brought for repair, then no notice or examination is required. If there is ground for suspecting
that the vehicle was involved in a collision with a person, the vehicle shall be impounded at the
expense of the owner, for which the custodian shall have a lien, and shall be accessible only to
officers detailed to the investigation of the case until released. If, however, there is no reason to
suspect that the damage to the motor vehicle was caused by collision with a person or property, the
repair of the vehicle may be authorized by the officer in charge of the investigation at any time
after the expiration of 24 hours thereafter.

Sec. 28.35.080. Immediate notice of accident.
(a) The driver of a vehicle involved in an accident resulting in bodily injury to or death of a
person or total property damage to an apparent extent of $2,000 or more shall immediately by the
quickest means of communication give notice of the accident to the local police department if the
accident occurs within a municipality, otherwise to the Department of Public Safety.
(b) The driver of a vehicle involved in an accident resulting in bodily injury to or death of a
person or total property damage to an apparent extent of $2,000 or more shall, within 10 days
after the accident, forward a written report of the accident to the Department of Administration
and to the local police department if the accident occurs within a municipality. A report is not
required under this subsection if the accident is investigated by a peace officer.
(c) The form of accident report required under (b) of this section can be obtained from any local
police department or the Department of Public Safety.
(d) The Department of Administration may require the driver of a vehicle involved in an
accident of which a report must be made to file supplemental reports whenever the original report
is insufficient in the opinion of that department.
(e) Every law enforcement officer who, in the regular course of duty, investigates a motor vehicle
accident for which a report must be made, either at the time of and at the scene of the accident or
thereafter by interviewing the participants or witnesses, shall, within 24 hours after completing
the investigation, forward a written report of the accident to the Department of Administration.
(f) An accident report is not required under this section from a person who is physically
incapable of making the report during the period of incapacity.
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KETCHIKAN GATEWAY BOROUGH
INCIDENT REPORT

Complete and Send To:
Finance
Ketchikan Gateway Borough
1900 First Ave., Suite 118
Ketchikan, Alaska 99901
Phone: 228-6613 Fax: 228-6698

2. Report date:

1. DepartmenUDivision:
3. Incident Date:
5. Location of Incident:

4. Time:

AM/PM

6. Involved or Reporting KGB Employee(s):
7. Supervisor:
INJURY OR ILLNESS INVOLVING A KETCHIKAN GATEWAY BOROUGH EMPLOYEE:

8. Name of Employee:
9. Occupation:
10. Treatment given:
(Circle) First Aid, Medical Treatment, Hospital Visit, Hospital Stay, None
11. Nature of Illness or Injury:

12. Did the injury occur while the employee was engaged in a routine part of the job?
NoD
Yes D
13. Had the employee received training performing the task or the activity attempted?
NoD
Yes D
INJURY INVOLVING THE PUBLIC:

17. Name of Injured Person:
Address:
Home Phone:
Work Phone:
18. Treatment given:
(Circle) First Aid, Medical Treatment, Hospital Visit, Hospital Stay, None
19. Nature of Illness or Injury:

REVISED 411612014

Incident Report Page - 1
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DAMAGE OR LOSS OF KETCHIKAN GATEWAY BOROUGH PROPERTY:

14. KGB Property Damage or Loss:
15. KGB Vehicle or Equipment Number:
16. Estimate of cost
PROPERTY DAMAGE OR LOSS INVOLVING THE PUBLIC:

20. Claimant/Property Owner: (Name. address. phone, driver's license, insurance info, etc.)

21. Description of property lost or damaged:

23.
25.
27.
28.

22. Estimate of cost:
PolicefTrooper Report?
Yes -- No _ _ 24. Other Agency Report:
26. Taken By:
Photos?
No -Yes
Department Director Notified?
Yes - - No - Date:
Claimant/Property Owner Given KGB Contact Information?
Yes
No

--

29. What Happened?(Describe the operation, activity, conditions, and how the injury, loss or damage occurred.)

Incident Report Page - 2
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INCIDENT WITNESSES: (Name, address, phone)

1
2

3
4
5
INCIDENT INVESTIGATION:

31. Date:
30. Investigated By:
32. Corrective Action Taken in Response to the Findings?
Yes
33. Corrective Action Taken: (Check Appropriate blocks and write completion date.)
A. Verbal instruction:
Date:
B. Equipment/facility repair:
Date:
C. Training/education:
Date:
D. Change of procedures;
Date;
E. Change or purchase of
personal protective equipment
Date:
F. Other;
Date:

No

D
D
D
D
D

34. Additional Information: (If diagram is needed, attach on a separate sheet and
check box.'
D

35. Supervisor Review: (Name)
36. Supervisor Title:
37. Copy of this report sent to risk management?
38. This report completed by:

Yes

-

Signature

No

-- Date:
(Printed name)
Date:

Attorney Review: _ _ _ _ _ _ _ _ _ _ _ _ _ __
Manager Review: _ _ _ _ _ _ _ _ _ _ _ _ _ __
Risk Manager Review: - - - - - - - - - - - - - - -

REVISED 4/16/2014

Date:
------Date: _ _ _ _ _ __
Date: _ _ _ _ _ __

Incident Report Page - 3
3.04 Handling Incidents and Accidents

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education

Employment Policies
Travel

The exception to this would be when used to travel on a weekend to
another location on Borough business.
Rental charges must be supported with a receipt. Further, the
employee/official should make sure to return the car with a full tank of
gas.
Disallowed Expenses:
The Borough will not pay for vehicle overdue parking tickets either in
Ketchikan or when an employee/official is traveling – those will be the
responsibility of the employee/official.
E.

Ground Transportation:
Taxi cabs should only be used when there is no free shuttle service.
Most larger (and even smaller hotels) offer free shuttle service from
the airports to the hotels.

F.

Per Diem:
To estimate meal expenses and request an advance, the following is
the current standard:
Breakfast
Lunch
Dinner
Full Day – Per Diem

12.00
16.00
32.00
$60.00

This is the maximum amount that may be requested as an advance
payment. The advance will be deducted from the employee/official’s
actual Per Diem based on Travel Days to determine the amount of
reimbursement due to the employee/official or to be refunded to the
Borough.
An amount equal to the above referenced Per Diem rate will be
reimbursed for meals. The $60.00 rate will be reimbursed for the
number of days that an employee/official is required to be gone for
training or other official Borough business. A partial Per Diem rate
will be reimbursed for the days of Departure to the training or official
business and Arrival from the training or official business as detailed
below:

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education

4.01 Travel and Training/ Continuing Education
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D
D

Required Training
Elective Training

KETCHIKAN GATEWAY BOROUGH
Travel and/or Training Authorization
Name

Date

Department

Vendor No.

Travel Dates

Reimbursement by Grant?

Yes
No

Destination
Purpose of Travel:

Anticipated Benefit

Does this Travel and/or Training request meet the
criteria of the Continuing Education Policy?
Yes

No

Anticipated Costs

G.L. No.:

Tuition/Fees/Registration
Travel:
Air
Ferry
Ground Transp.
Other (Explain)

(indicate proper rate code)

Meals Per Diem
Departure Rate_ _
Arrival Rate
Full Day _ _ X$60.00

-

Total Per Diem
Grand Total

Lodging
Other (Explain)

$

Advance $

(101-00-000-1506)
I, the undersigned, understand hat I have two (2) calendar weeks to submit my expenses upon return from traveling, or my expenses will not be reimbursed.
Further, any advances that were paid to me prior to travel are subject to deduction from my paycheck if my expenses are not submitted within this time period. I
am aware that no liquor, beer or wine are reimbursable expenses, and these items will be deducted from my expense report, if appi cable. I agree that if I
vokmtarily terminate employment with the Borough, I will reimburse the Borough for tuition, fees or registra ion costs incurred for elective training, according to the
following schedule and such reimbursement may be deducted from my final Borough paycheck. I certify that this report is true and correct to the best of my
knowledge.
Months since comelefion of training
Two (2) months or less
Third (3rd) through the Fifth (5th) month
Sixth (6th) through the Ninth (9th) month
Tenth (10th) through the Twelfth ( 12th) month
More than Twelve (12) months

Amount Reimbursed
100%

75%
50%
25%
0%

Emolovee Sionature
Assembly Approval Required?
If ves aooroval received? Adopted budqet line item?

Department

Funds Available

Date
or Assembly meetinq date?

Manaaer's Office

Finance

Travel I Training No. (to be assigned by Accounting Tech)

4.01 Travel and Training/ Continuing Education
ORIGINAL TO ACCOUNTS PAYABLE

Make 3 copies and distribute to

Payroll, Department Head, Employee

LJ
LJ

Required Train ing
Elective Trai ning

Ketchikan Gateway Borough
Travel I Training Report

Employee Name

Date

Department

Vendor No.

Travel Dates

Destination

Detailed trip narrative in memo form

Attached

(meets exception criteria)

Not attached

I

Actual Exoenditures
PAID BY BOROUGH

PAID BY EMPLOYEE

Attach all actual receipts to report

Tuition/Fees/Registration

Tuition/Fees/Registration

Trav el:

Travel:

Air

Air

Ferry

Ferry

Ground Transp.

Ground Transp.

Other (explain) Parking

Other (explain)

Meals at Per Diem Rates

Meals at Per Diem Rates

Lodging (actual receipts required)

Lodging (actual receipts required)

Other (explain)

Other (explain)

-

TOTAL
Less Advance Payments

-

TOTAL
(

(101 -00-000-1506)

)

-

Reimbursement Due Employee
GL Account Number

Reimbursement Due Borough
(attach check payable to Ketchikan Gateway Borough)
I, the undersigned, understand that I have two (2) calendar weeks to submit my expenses upon return from traveling , or my expenses will not be
reimbursed. Further, any advances that were paid to me prior to travel are subject to deduction from my paycheck if my expenses are not submitted
within this time period. I am aware that no liquor, beer or wine are reimbursable expenses, and these items will be deducted from my expense report, if
applicable. I agree that if I voluntarily terminate employment with the Borough, I will reimburse the Borough for tuition, fees or registration costs incurred
for elective training, according to the following schedule and such reimbursement may be deducted from my final Borough paycheck. I certify that this
rep ort is true and correct to the best of my knowl edge.

Months since come_letion of traininQ
Two (2) months or Jess
Third (3rd) through the Fifth (5th) month
Sixth (6th) through tile Ninth (9th) month
Tenth (10th) through the Twelfth (12th) month
More than Twelve (12) months

Amount Reimbursed
100%
75%

50%
25%
0%

Employee Signature

Department

Date

Funds Available

Manager's Office

Travel I Training No. (to be assigned by Accounting Tech)
~.U

I
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Finance

Ketchikan Gateway Borough
Manager's Office
Policy & Procedure

Policy
Topic:

Borough Vehicles,
Take Home Policy

PURPOSE:
To clarify when taking a Borough vehicle home is permissible.
PROCEDURE:
Borough vehicles are to be used only during working hours and are not to be taken home,
except when authorized under a written Departmental Policy approved by the Borough
Manager. This applies to all employees. The use of a Borough vehicle is a privilege and
every effort shall be made to be safe, conscientious and courteous while using a Borough
vehicle.

5.01 Borough Vehicles, Take Home Policy

OFFICE OF THE BOROUGH MANAGER

May 24, 2012 (updated 5/22/2013)
To:

All White Cliff Employees

From: Cynna Gubatayao
Re:

Appropriate Dress and Professional Atmosphere

With the warm weather it can be tempting to dress more casual than usual. While we do not
have a detailed dress code policy, Borough Code 3.15.070 states that employees “shall
dress appropriately for their job position and particular duties.” Also keep in mind that here
in the White Cliff building, we have other tenants including the offices for Federal and State
officials, and their visitors as well as members of the public coming to conduct business with
the Borough.

While I will leave the definition of ‘appropriate’ to the judgment of you and your supervisor,
there are certain guidelines that apply to all employees. Shoes must be worn at all times.
Beachwear is never appropriate in the office. If you change into workout clothes for lunch,
please change back into your work clothes before returning to work. If you change into more
casual clothes for after work activities, please do so after your work is done for the day.

Thank you for your consideration of our tenants and visitors, and for maintaining a
professional atmosphere at all times.

5.02 Appropriate Dress/Professional Atmosphere

5.03 Smoking Policy

5.04 Computer System Use Policy

5.04 Computer System Use Policy

5.05 Cell Phones and Similar Devices

ACKNOWLEDGMENT

I, ___________________________, acknowledge I have
received and read the below-referenced paperwork/bulletin.

Signature: ______________________________________
Date: __________________
SUBJECT
Cell Phone and Similar Device Policy
Including: iPads, cell phones, smart phones, tablets, desktop computers

& Computer System Use Policy

Additional user guidelines:
•

Possession of a Borough issued cell phone or similar device is a privilege, not a right.

•

User is responsible for general care of the device.

•

Cell phones or devices with GPS capabilities may be accessed and used for Borough purposes.

•

Reasonable use of cell phone or similar device is expected. Excessive usage may result with
revocation of device.

RETURN THIS SIGNED FORM TO THE MANAGER’S OFFICE

5.05 Cell Phones and Similar Devices

KETCHIKAN GATEWAY BOROUGH
1900 First Avenue, Suite 210, Ketchikan, Alaska 99901
• Telephone: (907) 228-6625 • Fax (907) 228-6684

Office of the Borough Manager

May 2, 2014

To:

Re:

Cell Phone Allowance

Dear Employee,
Effective immediately, cell phone allowances will be processed through payroll and not
through accounts payable. Your next allowance will show up on your June 5, 2014 paycheck.
Please feel free to call me if you have any questions.

Assistant Borough Manager

5.05 Cell Phones and Similar Devices

KETCHIKAN GATEWAY BOROUGH
DEPARTMENT NAME
DEPARTMENTAL POLICY & PROCEDURE

Policy
Title:

PURPOSE:

Exemption from
Unemployment Insurance

To clarify exemption or eligibility for Unemployment Insurance based on Borough service
by the Mayor, Assembly members, Planning Commission members, and election workers.

PROCEDURE:
The defmition of employment in AS 23 .20.525 includes some local government elements in AS 23.20.525(a)(4) and (12).
AS 23.20.526- exclusions from the defmition of"employment" - includes AS 23.20.526(d)(8) which excludes persons in
the employ of the state or a political subdivision of the state if the service is performed by an individual in the exercise of
duties:
(A) as a judicial officer, the governor, the lieutenant governor, a person hired or appointed as the head or deputy
head of a department in the executive branch, a person hired or appointed as the director of a division of a
department in the executive branch, an assistant to the governor, a chair or member of a state commission or
board, state investment officers and the state comptroller in the Department of Revenue, an appointed or
elected municipal officer*, any other elected official, the fiscal analyst of the legislative fmance division, the
legislative auditor of the legislative audit division, the executive director of the Legislative Affairs Agency,
and the directors of the divisions within the Legislative Affairs Agency;
(B) as a member of the Alaska Anny National Guard or Alaska Air National Guard or Alaska Naval Militia;
(C) as an employee serving on only a temporary basis in case of fire, storm, snow, earthquake, flood, or similar
emergency; or
(D) as an election official or election worker if the amount of remuneration received by the individual during
the calendar year for services as an election official or election worker is less than $1,000;*
Based on the statute above, the Mayor, Assembly members, Planning Commission members and some election workers
are not eligible for unemployment insurance based on their service to the Borough and income from meeting stipends.
This policy is not meant to address questions of eligibility based on any other employment or sources of income for these
individuals.
In many places, Borough code makes reference to the Attorney, the Clerk, and the Manager as being appointed, or as
being an official. Per KGB §30.10.019(p), these three individuals are employees because they work for the borough for a
salary. As such, they m eligible for unemployment insurance based on their Borough employment.

* Emphasis added
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KETCHIKAN GATEWAY BOROUGH
MANAGER'S OFFICE
DEPARTMENTAL POLICY & PROCEDURE
Policy No.: HR-51

Policy
Title:

Eligibility for Hire

PURPOSE:
The Borough endeavors to hire the best candidates and to provide a safe and drug free workplace
for all employees of the Ketchikan Gateway Borough. Accordingly, under some circumstances, an
applicant or potential applicant is not eligible for hire. This policy clarifies those circumstances,
and provides a method for a potential candidate to appeal his or her status as 'not eligible for
hire'.
PROCEDURE:
The flowing applicants or potential applicants (referred to as 'applicant' within this policy) are
not eligible for hire:
•
•
•
•
•
•

Any previous employee fired for just cause.
Any previous employee who resigns with less than two weeks' notice, or the contractually
obligated minimum when collective bargaining agreements require less than two weeks.
Any previous applicant who failed the pre-employment drug test.
Any previous applicant who accepted a position and then failed to begin their employment
with the Borough.
Any applicant with a felony conviction.
Any applicant with a misdemeanor conviction within the last five years.

Applicants or who have been identified as 'not eligible for hire' may appeal their status to the
Borough Manager. To file an appeal, the applicant must submit their request in writing, and
include any information they feel explains why they should be eligible for employment with the
Ketchikan iateway Borough.
The Borough Manager shall respond in writing within ten days. The Manager's response shall
state whether or not the applicant's status is being revised, and shall state the reason why or
why not and the factors influencing the decision.
Approved SOP's t.o be filed in LaserFiche under Manager's Office/KGB Policies and Procedures/Department
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Factors to be considered when determining whether or not to revise an applicant's status may
include:
•
•
•
•

•

The nature and severity of the infraction;
The length of time since the infraction;
The total number of infractions;
Actions taken by the applicant relevant to the infraction, ie, participation in a drug or
alcohol program or anger management program (if the applicant chooses to share such
information);
Any other relevant, non-discriminatory information.

Applicants may appeal their 'not eligible for hire' status no more than once every two years.

Approved SOP's to be filed in Laser Fiche under J'vlanager's Office/KGB Policies and Proccdures/Departn1ent
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6.02 Eligibility for Hire

KETCHIKAN GATEWAY BOROUGH
1900 First Avenue, Suite 210, Ketchikan, Alaska 99901
• Telephone: (907) 228-6625 o Fax (907) 228-6684

Office of the Borough ManagerL

KETCHIKAN GATEWAY BOROUGH
Eligibility for Hire Appeal form,
According to Borough Policy HR-51, there are many incidents that would make a
person ineligible for hire/re-hire.
Please use this form to explain why you would like to appeal to the Borough
Manager to allow your application to be considered for the position.

Mailing Address: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
What position are you applying for?

For what reason would you not be eligible for hire/re-hire? (i,e,failed pre-employment
drug test, felony or misdemeanor (within 5 yrs) conviction, previously fired from the
Borough, etc,)

Please explain what steps you have taken since that time to change the situation that
caused you to become ineligible? (Attach additional pages if necessary) Please include
any information you feel explains why you feel you should be eligible for employment

'I

Cbnt inued iOn baclCl-----3>

6.02 Eligibility for Hire

This information will go before the Borough Manager to either approve or deny the
request for appeal. The Manager will respond within ten days and will state whether the
applicant's status will be revised or not.

Printed Name: _ _ _ _ _ _ _ _ _ _ _ _ __

Signature: ______________ Date: _________ L

6.02 Eligibility for Hire

