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9. ELIGIBILITY LISTS 
 
9.01 ESTABLISHMENT OF ELIGIBILITY LISTS.  After each examination, an eligibility list for the 

class shall be prepared on which the names of successful candidates shall be ranked in order of 
score, including any additional points allowed by law or these rules for reserve officers or 
veterans' credit.  Individuals participating in the examination on a delayed eligibility basis shall 
be certified in order of rank when they have attained full eligibility for appointment. 

9.03 RETURN TO ELIGIBILITY LISTFOLLOWING LAYOFF.  Employees who have been laid off 
and whose period of recall eligibility has expired may request that their name be restored to the 
eligibility list for the class from which they were laid off.  Such request must be made within one 
year of the expiration of recall eligibility.  The Chief Examiner will approve such requests 
provided the employee separated from service in good standing and the appointing authority 
approves.  The employee's name shall be restored to the current and successive lists in order of 
original score for a maximum of one year from the date of the restoration. 

 
9.04 RESCINDED OFFER OF EMPLOYMENT. When an offer of employment is rescinded due to 

shortage of funds or budget adjustments by the Board candidates who have completed or not the 
post-offer process shall have their names restored to the current and successive lists in order of 
original score for a maximum of one year from the date of restoration to the list.   

 
9.05 ALTERNATIVES TO ELIGIBILITY LIST APPOINTMENTS 
 
   a. As an alternative to appointment from the current eligibility list for a class and/or 

competitive examination, an appointing authority may fill a vacancy by any of the 
following means: 

 
  (1) Transfer of an employee from a position in the same or lateral classification 

provided the employee meets the qualifications for the classification.  
Transferred employees shall be placed at the same step in the new range. 

 
  (2) Demotion of an employee from a higher classification provided the employee 

meets the qualifications for the classification.  Demoted employees shall be 
placed at the highest step in the new range not exceeding the former salary.  

 
  (3) Reinstatement of a former employee, who attained regular status in the 

classification, left County service in good standing and the reinstatement is 
effective within two years of separation.  Reinstated employees shall be placed at 
the step number and not necessarily salary level previously attained prior to 
separation.  Time served at the former step shall be applied toward eligibility for 
the next step increase.  Additionally, if a vacancy exists, and with the approval of 
the appointing authority, reinstatements may be made to a lower classification 
for which the employee has attained regular status and which is in the same 
career ladder/series as the last position held. 

 
  (4) Transfer or demotion of an employee who has a qualified disability under the 

ADA or state law and who successfully meets the minimum qualifications for a 
position.  Employees who are reasonably accommodated will be placed at the 
highest step in the new range that is equal to or below their former salary.  If the 
former salary exceeds the maximum of the new range, the employee shall be 
placed at the top step of the new range. 

 



 
 2 

  (5) Absorption of an employee as a result of the Sheriff’s Office absorbing the 
function which that employee performs.  An employee added to the Department 
in this fashion shall be placed at the highest step in the new range that does not 
exceed his/her former salary. If the former salary exceeds the maximum of the 
new range, the employee shall be placed at the top step of the new range. 

 
  (6) Conversion of a temporary employee to regular status, when he/she has held a 

temporary position in excess of 1040 hours and subsequently that position, 
responsible for the specific functions formerly performed by the temporary 
employee, is converted to a regular classified position.  Temporary employees 
may be converted without competitive process under this subsection, at the 
discretion of the Sheriff.  An employee added to the Department in this fashion 
shall be placed at the highest step in the new range that does not exceed his/her 
former salary.  If the former salary exceeds the maximum of the new range, the 
employee shall be placed at the top step of the new range. 

 
 b. When there is no current eligibility list for a classification, the Secretary, with approval 

of the appointing authority, may authorize certification from an alternative list, provided 
however; that the qualifications and examination used for the alternative class can be 
construed to adequately address the requirements of the class to which appointment is 
desired.  This procedure may only be used for appointment to a lower or lateral 
classification. 

 
 c. Upon recommendation of the appointing authority and passing a qualifying examination 

employees may be promoted to successive classification levels within alternately staffed 
positions.  The Chief Examiner shall determine the appropriate examination to determine 
eligibility for promotion.  No positions or classifications may be established as 
alternately staffed without approval of the Commission.  Effective upon adoption of this 
rule, all Deputy Sheriff positions are deemed alternately staffed, subject to approval by 
the Board of County Commissioners and the collective bargaining requirements 
associated with RCW 41.56. 

 
 d. Except as otherwise provided in these rules, all appointments to positions in the 

classified service shall be made on the basis of competitive examination.  
 
9.09 DURATION OF ELIGIBILITY LISTS 
 

 a. Except as otherwise provided in this section, all open competitive eligible registers shall 
remain in effect for one year from the effective date of their establishment.  Promotional 
eligibility lists shall remain in effect for one year from the date of their establishment.  

 
 b. With the approval of the appointing authority, an open or promotional list may be 

extended by the Secretary for a maximum of six additional months.     
 
 c. When an eligibility list is deemed by the Secretary to contain an inadequate number of 

qualified eligibles to fill current and anticipated vacancies, the Secretary may authorize 
cancellation of the current eligibility  list and/or a new examination, with eligibles from 
the new  list merged with those on the existing  list based on score.  The minimum 
duration of an eligibility list shall be six months for an open  list and twelve months for a 
promotional list. 

 
d. Employees on current eligibility lists may extend their eligibility through reapplication 

for subsequent examinations.  When this is the case, their position on the list shall be 
based on the last score received.  If an employee elects not to re-take an examination, 
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their employment eligibility shall terminate upon expiration or cancellation of their 
eligible list. 

 
e. When an eligible candidate in good standing is activated into the military, his/her 

remaining time on the eligibility list shall be frozen until he/she successfully completes 
the military commitment and is available for civilian employment. Candidates must 
request that this rule be invoked by providing a written request, and an estimated date of 
release from military. Application of this rule has a maximum time period of up to one 
full calendar year from the date of when a candidate has been activated into military 
status. 

 
 
9.11 AVAILABILITY OF ELIGIBLES 
 
 a. It shall be the responsibility of an eligible to notify the Civil Service Department in 

writing immediately of changes in address, telephone number, change of name through 
marriage or otherwise, or any changes which may affect availability for employment. 

 
 b. The name of an eligible who submits a written statement restricting the conditions under 

which available for employment shall be withheld from certifications which do not meet 
the conditions specified.  New written statements may be filed at any time within the 
duration of an eligibility list modifying conditions under which employment would be 
accepted. 

 
9.13  CANCELLATION OF ELIGIBILITY 
 
 a. An eligible's name may be removed from an eligibility list for failure to pass a required 

examination or upon receipt of proof of material physical or mental disability or other 
unfitness, fraudulent conduct or false statements by the eligible or by others with the 
eligible's collusion, in connection with any application, examination for, or securing of 
an appointment.  A previous unsatisfactory work record with the County or previous 
employers may be the basis for removal if such would have provided the basis for 
dismissal from County service. 

 
 
 b. An eligible's name may be removed from the eligibility list for other reasons, including: 
 
  (1) Failure to respond to inquiries or notices from the County 
 
  (2) Refusal to accept two consecutive offers of employment except as provided in 

section 9.13 (e). 
 
  (3) Rejection by the appointing authority after three successive certifications to 

vacant positions, in such circumstances the department must notify the Human 
Resource Department within 10 days in order that candidates may receive timely 
notification of standing. 

 
 c. Such action contemplated by this rule may also be taken for other material reasons. 
 
 d. Separation from the service shall terminate promotional eligibility.  
 
 e. Open or promotional eligibles may request that their name be placed on an inactive list 

due to temporary disability or unavailability for employment or place reasonable 
restrictions on the types of positions for which certified, E.g. selected shifts or 
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geographic assignments.  When such requests are approved by the Secretary, the eligible 
shall only be certified within the limits specified and failure to certify shall not 
jeopardize eligibility based on the disqualifications in 9.13 b above. 

 
9.14 PROVIDING INFORMATION TO CANCELED ELIGIBLES.  When notifying an eligible of 

removal from the eligibility list, the basis for the removal shall be included in the 
correspondence.  Notification will be sent to candidates within 10 days of their removal via email 
or standard letter. Although certain aspects of the testing materials contain confidential or 
privileged information, the applicants will be provided with reasonable, general information as to 
the basis for the removal.  Names of individuals, statements from past employers and diagnosis 
revealed in psychological or medical evaluations will not be released to candidates. 

 
9.15 RESTORATION OF NAMES TO ELIGIBILITY LISTS.  The name of an eligible which has 

been removed from an eligibility list may be restored upon written request to the Secretary for 
such restoration.  The request must specify the reasons for the requested restoration.  The 
Secretary may approve the request if it is deemed that the evidence submitted justifies such 
approval. 

 
9.16 REAPPLICATION OF NAMES REMOVED FROM ELIGIBILITY LISTS. When a person is 

removed from an eligibility list for cause as indicated in Rule 9.13 [CANCELLATION OF 
ELIGIBILITY], such individual becomes ineligible to reapply for that  position and all other 
classified positions within the Clark County Sheriff’s Office for a period of eighteen (18) months 
from the date of written notification. 

 
9.17 APPEAL.  Whenever a person’s name is removed from an eligibility list, such person has the 

right to appeal, and must notify the Chief Examiner/Secretary in writing within 10 calendar days 
of receipt of notification.  Written notifications must state the basis for the appeal.  

 
 
 
 


