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POLICY 
 
King County will respond effectively to employment-related complaints alleging violations of King 
County Code, policy, or workplace rules. Workplace investigations will be timely, thorough, fair, and 
impartial. The County will determine the appropriate response to all complaints, which may include a 
formal investigation. Substantiated investigation findings will result in corrective action, up to and 
including termination.  
 
 
POLICY APPLICABILITY 
 
The county’s Employment-Related Workplace Investigations policy applies to all employees in the 
executive branch departments, divisions, offices, and agencies, including the Assessor’s Office and 
King County Elections. This includes all career service, provisional, temporary, probationary, and 
appointed employees. Additionally, individuals doing business on behalf of King County may be 
subject to an investigation. Departments may have additional rules or requirements due to the nature 
of their work. For example, the Department of Adult and Juvenile Detention (DAJD) and the King 
County Sheriff’s Office (KCSO) have their own internal investigation unit policies that shall be 
followed. In the event any provision of this policy conflicts with an applicable provision of a collective 
bargaining agreement or binding past practices, the latter shall prevail. 
 
 
DEFINITIONS 
 
“Complaint” is an allegation of a violation of King County Code, policy, or workplace rules.  
 
“Complainant” is the person who alleges that an employee has violated King County Code, policy, or 
workplace rules. 
 
“Respondent” is an employee who is the subject of an allegation of a violation of King County Code, 
policy, or workplace rules. 
 
“Substantiated” is a finding that an allegation is proven by a preponderance of the evidence. 
 
“Unfounded” is a finding that an allegation is not supported by a preponderance of the evidence. 
 
“Unsubstantiated” is a finding that an allegation is neither proven nor disproven by a preponderance 
of the evidence, although there may be some corroborated facts. 
 
“County Internal Investigator” is a county employee who conducts investigations.  
 
“External Investigator” is a non-county employee contracted to conduct an investigation. 
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PROCEDURES 
 
Reporting Complaints and Evaluating Need for Investigation 
 
Supervisors and managers shall immediately report employment-related complaints alleging 
violations of King County Code, policy, or workplace rules to their department Human Resources 
(HR) Manager or their designee. 
 
The department HR Manager will work with supervisors and managers to determine whether a 
complaint or concern warrants investigation. The decision not to conduct a formal investigation must 
be documented and the HR Manager shall compile and retain fact-finding documentation, including 
notes and other evidence collected. If the HR Manager determines that an investigation is not 
warranted, the HR Manager may recommend interventions, such as but not limited to, mediation, 
alternate dispute resolution, or coaching. 
 
If the HR Manager determines that an investigation is warranted, they will identify the appropriate 
investigator. The HR Manager may consult with the Labor and Employment section of the 
Prosecuting Attorney’s Office (PAO), the Department of Human Resources (DHR) Director or their 
designee, and the Office of Labor Relations (if the employee is represented), to identify the 
investigation plan and/or the appropriate investigator.  
 
 
Assignment of Investigator 
 
Investigations will be conducted by supervisors or managers, HR Staff, a county internal investigator, 
an external investigator, an investigator from King County’s Workforce Equity team, or Metro’s Equal 
Employment Opportunity (EEO) Office. Supervisors and managers shall consult with HR Managers 
prior to conducting any investigations. An investigator is assigned based on consideration of the 
following factors: 1) type of allegation, 2) the complexity of the investigation, and 3) the availability of 
internal resources to complete the investigation in a timely manner. Generally, the following will guide 
the selection of the investigator: 
 

• If the complaint alleges a department policy or workplace rule violation, or the 
investigation is limited in scope, the HR Manager will assign supervisors, managers, or 
HR staff to investigate.   

• If the complaint alleges a King County Code or countywide policy violation, or the 
investigation will be complex, HR Managers will assign HR staff or county internal 
investigators to investigate. The HR Manager may assign a county internal investigator 
within their own department or arrange for the assignment of a county internal investigator 
from another department.  

• If the complaint alleges discrimination, harassment, inappropriate conduct, or retaliation 
based on a protected class, and if substantiated would constitute a violation of the 
Nondiscrimination, Anti-Harassment & Inappropriate Conduct Policy, the HR Manager 
shall notify the Workforce Equity team and may request a Workforce Equity investigator.  

• The HR Manager may consult with the Department’s Equity Inclusion and Belonging (EIB) 
Manager.  

o The EIB Manager provides assessment, analysis, and recommendations when 
complaints involve race, gender, and inappropriate conduct based on a protected 
class. The EIB Manager does not participate in the investigations and does not 
advise on any corrective action recommendations. 

 
The HR Manager shall consult the PAO and DHR if the HR Manager believes the utilization of an 
external investigation is necessary. If during the investigation, the evidence substantially alters the 
scope of the investigation, the HR Manager shall consult with the PAO and DHR. Workforce Equity 
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and Metro EEO Office investigators are also available to consult with departments about 
investigations. 
 
 
Tracking the Investigation 
 
HR Managers are required to coordinate, provide oversight, and track investigations within their 
department conducted by supervisors, managers, county internal investigators, or external 
investigations. HR Managers will notify the DHR Director, or their designee, of employment-related 
investigations to be conducted by external investigators and shall seek assistance as appropriate.  
 
HR Managers are responsible for ensuring department complaints filed under the Nondiscrimination, 
Anti-Harassment & Inappropriate Conduct Policy are entered in the county complaint tracking log.  
 
Investigations will typically be completed within ninety (90) calendar days of the HR Manager being 
notified of a complaint, or as otherwise required by collective bargaining agreements. The time to 
complete the investigation may be extended, in accordance with collective bargaining agreements if 
applicable. 
 
 
Investigation Findings 
 
The assigned investigator shall thoroughly investigate the complaint. At the conclusion of the 
investigation, the investigator will complete written documentation, such as a report or a pre-
disciplinary notice, of their findings, including a determination of substantiated, unsubstantiated, or 
unfounded. The draft written documentation shall be submitted for review to the HR Manager or their 
designee. Once the written documentation is finalized, the HR Manager or designee will inform the 
respondent of the findings and any action that will be taken and notify the complainant that the 
investigation has been completed and provide appropriate information regarding the findings.   
 
 
ADDITIONAL RESOURCES 
 

• Due Process Manual 
• Nondiscrimination, Anti-Harassment & Inappropriate Conduct Policy 
• Imposition of Disciplinary Action 
• Paid Administrative Leave Policy 
• King County Acceptable Use Policy (KCIT) 

 
 
 
 
 
QUESTIONS 
 
Refer questions or comments to your department’s Human Resources Manager or the Department of 
Human Resources.  
 
 

https://cdn.kingcounty.gov/-/media/king-county/depts/dhr/documents/policies/investigation-and-discipline/dueprocessmanual2013.doc?rev=3501126bf996405d9ea4ad7efa0fb586&hash=9958BC43CAA76C6D32AF9B56CE4E1404
https://cdn.kingcounty.gov/-/media/king-county/depts/dhr/documents/policies/20210012nondiscrimination-and-antiharassment21324.pdf?rev=cd0e40cbb131474ab36f9cb72b669b3f&hash=22B8D2019CE37EF38C13CC7B8472D1BC
https://cdn.kingcounty.gov/-/media/king-county/depts/dhr/documents/policies/investigation-and-discipline/20110003disciplinaryprocedureseapreferralfinal111722.pdf?rev=d383ef0d150b4f66a719b7c9ddd05d4e&hash=D8E73CBC5183B33C5D3071F11110DE92
https://cdn.kingcounty.gov/-/media/king-county/depts/dhr/documents/policies/leave-administration/paidadministrativeleavepolicyfinal51923.pdf?rev=af59f91c4a5d4edea287ced3711cd5a3&hash=7E0DADED7D9E1563B9AA5967CF512F44
https://cdn.kingcounty.gov/-/media/king-county/depts/kcit/documents/acceptable_use_policy.pdf?rev=1e243ee2752d4f72b9dd0c9b46529352&hash=E9FF30562A1A0AD9C89FFF8DBC0BCC57
https://kc1-my.sharepoint.com/:w:/r/personal/kimberly-hr_robinson_kingcounty_gov/_layouts/15/Doc.aspx?sourcedoc=%7B41D08208-DBD7-402A-B037-9A2B3A4F1375%7D&file=HR%20Manager%20List%20--%20Current.docx&action=default&mobileredirect=true

