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Board of Trustees 
 

Whitman County Rural Library District 

  

By-Laws 
  

  

 

Article I   

Identification   

  

 The name of the organization is Whitman County Rural Library District with headquarters in Colfax, 
Washington. 

  

  

Article II   

 Purpose   

  

 The purpose of the Whitman County Rural Library District Board is to represent the library both to 

the people and to the governing officials. It is the trustee's obligation to see that adequate funds are obtained 

for good library service; to promote the best possible use of all library resources in the area, to improve 

existing libraries, and extend library service to those not previously served.  The basic philosophy of the 

Library Board of Trustees shall conform to the tenets set forth in the Library Bill of Rights.  (Appendix A - 

Policy Manual)   

  

  

Article III   

 Board of Directors   

  

Section 1.  Number and Qualifications   
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The governing body of the library is composed of five members as appointed by the County Commissioners. 

  

Section 2.  Term of Office   

  

A trustee's office shall be five years.  No trustee shall serve more than two full consecutive terms.  A former 

Board member can be reappointed after a lapse of one year.  If a member is appointed to serve an unexpired 

term of office, it does not count as a full term, leaving the option of two more terms for the member. 

 

Section 3.  Disqualification, Vacancies   

 

A trustee's position shall be declared vacant if:   

1.   A trustee moves from Whitman County.   

2.  When any trustee fails to attend at least three consecutive meetings of the Board.    

3.   It shall be the duty of the Library Director, under the direction of the Board of Trustees, to advertise the 

opening, interview qualified applicants and recommend the best candidate (s) to the Whitman County Board 

of Commissioners for appointment. 

 

Section 4.  Officers  

 

Officers of the Board shall be chairman, vice-chairman and secretary. Officers shall be elected at the regular 

annual meeting in November of the previous year.  An officer may succeed himself/herself.  Vacancies in the 

office shall be filled by vote at the next regular meeting of the Board after the vacancy occurs. 

 

 The duties of the officers are as follows: 

 

The chairman shall preside at meetings and perform such other duties as custom and law devolve upon the 

chairman.   

  

The vice-chairman shall assume the duties of the chairman in the event of the absence or disability of the 

chairman.   

  

The secretary shall assume duties appropriate to the office as needed.  

 

The Director or designee shall serve as executive secretary to keep true and accurate records of all 

proceedings of the Board meetings.  The Director has no vote on the Board.   
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Section 5.  Indemnity Agreement 

 

The Board of Trustees shall abide by the American Library Trustee Association indemnification statement, as 

follows: 

 

 “It should be considered mandatory that every library have an adequate level of insurance coverage.  

If any claim or action not covered by insurance or State Statute is instituted against a trustee of the Library 

System arising out of an act or omission by a trustee, acting in good faith for a purpose considered to be in the 

best interest of the System; or if any claim or action not covered by insurance or State Statute is instituted 

against a trustee, allegedly arising out of an act or omission occurring within the scope of their duties as such a 

trustee; the System shall at the request of the trustee: 

 a) Appear and defend against the claim or action; and 

 b) Pay or indemnify the trustee for a judgment and court costs, based on  

    such a claim or action; and 

 c) Pay or indemnify the trustee for a compromise or settlement of such a  

    claim or action, providing the settlement is approved by the Board of  

    Trustees.” 

 

Decision as to whether the System shall retain its own attorney or reimburse the trustee expenses to their own 

legal counsel rest with the Board of Trustees and shall be determined by the nature of the claim or action. 

 

The term trustee shall include any former trustee of the System. 

 

 

Article IV 

Meetings 

 

Section 1.  Time   

 

The Library Board shall meet on the third Tuesday of each month in the afternoon at the Whitman County 

Library or at the place designated at the preceding meeting.    

  

Section 2.  Special Meetings   

Special meetings of the Board of Trustees may be called by the chairman or upon written request of three 

members, for the transaction of business as stated in the meeting request.  Notice stating the time and place of 
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any special meeting and the purpose for which it is called shall be given each member of the Board of 

Trustees three days in advance of the meeting.   

 

 

Section 3.  Executive Sessions 

 

The Board may go into an executive session during any meeting but they must announce the purpose of the 

executive session and the amount of time they expect it to take as in RCW 42.30.110 (see appendix E.)  If the 

session lasts longer than the stated time, the Board must announce the additional time required to any 

members of the public in attendance.     

 

Section 4.  Quorum   

  

A quorum for transaction of business shall consist of a simple majority.   

  

Section 5.  Open Public Meetings   

  

The Board will follow the rules laid down in RCW 42.30 concerning the Open Public Meetings Act. (See 

Appendix E)  

  

Section 6.  Parliamentary Authority   

  

Robert's Rules of Order, latest revised edition, shall govern the parliamentary procedure of the meetings.   

 

 

 

 

Article V   

 Committees   

 Section1.  Ad Hoc Committee   

          

Ad Hoc committees for the study of special problems shall be appointed by the chairman, with the approval of 

the Board, to serve until the final report of the work for which they were appointed has been filed.  
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Article VI   

 Duties of the Board of Trustees   

  

Adhere to practice and procedures as spelled out in the Washington State Public Library trustee manual 

 

1. Employ a qualified Library Director – maintain an on-going performance appraisal process for the Director. 

2. Identify and adopt written policies to govern the operation and programs of the library. 

3. Ensure that the library has a long-range planning process with implementation goals and evaluation. 

4. Ensure that the library has an active marketing program.  Participate when appropriate. 

5. Secure adequate funds and investments to carry out the library’s program – assist in the preparation and 

presentation of the annual budget. 

6. Be familiar with local, state and Federal library laws, as well as any pending legislation. 

7. Participate at all Board meetings and see that accurate records are kept on file.  Comply with Freedom of 

Information regulations.  

8. Attend trustee meetings and workshops. 

9. Appoint liaison to attend Friends meetings. 

10. Network with community members to advocate for the library and seek their input for services.  

 

Article VII 

 

Director 

  

 The Director shall be considered the executive officer of the Board and shall have sole charge of the 

administration of the library under the direction and review of the Board.  The Director shall be held 

responsible for the care of the buildings and equipment, for the employment and direction of the staff, for the 

efficiency of the library's service to the public, and for the operation of the library under the financial 

conditions set forth in the annual budget.  The Director shall attend all Board meetings.   

               

 

 If the Director fails in the performance of above duties the Board has the authority to ask for the resignation of 

said person or terminate his/her appointment, effective date of termination shall be set by the Board.   
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Article VIII  

 Mileage and Expenses   

  

 Board members may be reimbursed for mileage to attend library meetings.   

  

  

Article IX   

 Amendments   

  

 These by-laws may be amended at any regular meeting of the Board with a quorum present, by 

majority vote of the members present. 

 

 

 

Whitman County Library 
 

Policy Statement  

 

The Whitman County Library Board of Trustees sets forth as a primary goal the basic 

tenets of the Library Bill of Rights (Appendix A) and the Freedom to Read Statement (Appendix B).   

 

Mission Statement 

 

The mission of Whitman County Rural Library is to be our community’s #1 resource for 

information, recreation, and discovery. 

 

 

Values Statement 

 

• Intellectual freedom   
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• Equal access for all   

• Respect for diversity   

• Personal and organizational accountability   

• Providing services, technologies, and library materials based on the needs and 

desires of the community 

• Individual pursuit of learning as an informed citizenry is the foundation of a 

democratic society   

• Basic literacy and information literacy as critical life skills in our every-

changing world   

• Reading as a means to education, enlightenment and enjoyment 

• The library as a social and information commons 

• Helpful, friendly service 

• Collaboration and partnerships with public, private and library organizations. 

• Cooperation, collaboration and partnerships with area residents, businesses, 

libraries, and public and private agencies and organizations 

• Fiscal and professional responsibility 

 

Service Roles defined for Whitman County Rural Library by the 

Strategic Plan of are: 

 A.  Heart of the community    

 B.  Popular materials focus 

 C.  Center for lifelong learning 

 D.  Access to information and community referral 

            E.         Community development 

 

 

Please see the "Whitman County Rural Library District:  Strategies for the Future, 2016 and Beyond" 

 For Goals and Objectives and development of strategic plan. 

 

I. ORGANIZATION AND STRUCTURE   
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A. Whitman County Library is organized and operates under the County Rural Library 

District Laws of the State of Washington, this policy and procedure manual, and other 

statutes applicable to public libraries.  

B. The policy and procedure manual may be amended at any regular meeting of the 

Library Board of Trustees with a quorum present, by majority vote of the members 

present. 

C. A headquarters is maintained where administrative offices will supervise services 

throughout the area.  

D.  Library service is extended to all residents of the Rural Library District by means of 

branch libraries and mail service.  Additional outreach programs will be provided as 

dictated by need and budget limitations.   

E. Any incorporated city or town inside the district may contract for library service.  

Service outlets in incorporated cities and towns may be by means of branches, deposit 

collections, or a combination of such outlets.  

F. Incorporated cities may request to become a part of the rural library district as provided 

by RCW 27.12.360   (see Annexation.).    

G. Whitman County Rural Library District:  

 1. Is a single county library district which, by law, serves all unincorporated rural 

areas of the county. By law, the Library Board may choose to contract with 

incorporated towns to provide library service. 

                                   2.            Incorporated cities or towns in Whitman County may request annexation into the       

                                                         Library district.  The Board of Trustees has the authority to accept or deny such                                            

             Requests (see Annexation)             

 3.  Whitman County Library System serves adults and children from the 

headquarters library and the branch libraries and with books by mail.  

 

H. Audience/User Groups  

  

 1. Whitman County Library System serves all residents of unincorporated areas 

within the county, all residents of annexed cities, and all residents of all cities 

contracting with the library system. 

 2.   Non-residents may use the collection in-house, or may choose to acquire a non-

resident library card.  This card may restrict the non-resident borrower's 

privileges (see Circulation Policy).  

 3. The library has a reciprocal agreement with Neill Public Library in Pullman 

and Latah County Library in Moscow, ID to provide residents in their service 

area cards free of charge.   
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 4. The library offers to cooperate with school libraries in the county who wish to 

utilize some library resources.  This is arranged on a case-by-case basis.  

 

II.  SERVICES OF THE LIBRARY 

 

A. The number one objective at Whitman County Library is friendly, top quality customer 

service. 

B. The library staff provides guidance and assistance for people to obtain the information 

they seek in a variety of formats.  See also Reference Policy (Appendix I.)  

C. The library provides information and materials to help people to equip themselves for 

useful occupational and practical affairs; to increase their competence to form sound 

judgments; to increase their understanding and appreciation of their cultural heritage; 

and to promote personal and social well-being.               

D. The library initiates programs, promotes exhibits and provides other guides to 

stimulate the use of library materials for the enlightenment of people of all ages.  

Requests for program sponsorship are evaluated by the Director or designee.   

E. The library cooperates with other community agencies and organizations in ways that 

meet the mission of the library. 

F. The library accepts a responsibility for securing information beyond its own resources 

by:  

1.    Collecting information about and listing for referral, resources of agencies, 

institutions, organizations, and individuals in and beyond the community both 

in print and online.  Whitman County Rural Library District cannot accept 

responsibility for the accuracy of these print or online resources.  

2.          Borrowing materials for patrons through interlibrary loans that are not owned 

by the library and which can’t be purchased, or materials for which the demand 

does not justify purchase.  

 3. The library adheres to the policies and procedures set forth in the Interlibrary 

Loan Policy. 

G. The library will lend to other libraries upon request, adhering to the policies and 

procedures set forth in OCLC policies. 

            H. The library endeavors to maintain a balance in its services to all age groups.           

 1.  The public library cooperates with, but cannot perform the function of school 

and other institutional libraries which are designed to meet curricular needs.  

The library endeavors to assist school libraries in the proper performance of 

their function whenever possible.  Special borrowing privileges for teachers are 

allowed as long as such loans do not weaken the collections available to the 

public.  The children's department conducts classroom visits, gives library 
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instruction at the headquarters branch in an effort to promote full use of the 

public library.           

 2. Other groups, such as physically or mentally challenged, will have the 

opportunity for equal access to library programs and services.  

                

I. Library services are provided during the hours which seem to best meet the needs of 

the community and through service outlets located at points of maximum convenience 

to the public.  

              

J. Periodic review is made of library service to determine whether the needs of the 

community indicate that present services should be altered in any way.  

              

K. The library may charge such fees or impose such penalties as it deems necessary to 

assure fair use of its services or to ensure the return of borrowed materials.  

 

III.   COMMUNITY LIBRARY SERVICES  

 

A. The library establishes community libraries under the following conditions:  

 1. Need  

 2. Demand  

 3. Availability of physical quarters  

 4. Potential for future growth  

 5.  Contribution for overall service patterns in the area  

B. Community libraries are maintained by contractual agreements between the library and 

cities, other entities, or by other arrangements in the unincorporated community. 

 C. The community library has regular hours of service which are based on the size and 

needs of the community served.  Such hours are determined by the Director, working 

in cooperation with the Board of Trustees.  

 D.  Community libraries are not located in private homes or in school buildings unless 

there is no other location available.  

 E.  Branch managers are responsible for library operations as defined in the Branch 

manual.  

1. Circulation and reference service of the highest quality. 

2. Service and special programs for area children like summer reading and story 

time.  
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3. Library promotion and public relations in local media and newsletters. 

 4. Operation of and assisting customers with library computers or related 

technologies. 

5. Collection management, including trips to Colfax to rotate collection. 

 

IV.   OTHER EXTENSION SERVICES  

 

 A. Patrons are encouraged to request material, by author, title, or subject when the local 

collections do not meet their needs. Such requests are filled from within the library 

collections, by transfer from headquarters or between outlets.  When the collection 

cannot meet the demand, such requests are forwarded to other agencies according to 

Interlibrary Loan protocol.  

B. Residents of Whitman County Rural Library District are able to use the libraries of 

Neill Public and Moscow Latah free of charge, thanks to a reciprocal agreement with 

these libraries.  Residents will be required to obtain a card from the library and adhere 

to their policies for borrowing.   

C. Teachers wishing to assure the availability of materials for mass student assignments 

on single or limited topics are urged to contact the library headquarters prior to the 

assignment.  If materials are limited, the library will be happy to place a borrowing 

period limitation on these materials and/or place some materials on reserve.  

D. A Books by Mail program is offered to Whitman County Rural Library District 

residents that are homebound or have difficulty accessing conventional services. 

E. Parent Resource Center 

 

 

V.   LIBRARY BUILDINGS  

 

 A. The Board of Trustees assumes responsibility to assure that the headquarters building 

meets the requirements of modern library service.  

B. Communities are urged to make continuous analysis of community library buildings to 

determine if they are adequate and inviting. Programs for site acquisition, remodeling 

or construction should be adopted only after careful study and consultation with the 

Director and the Library Board.  

 C. Quarters for community libraries are provided in all cases by the local cities and towns.  

Contracts specifying the responsibilities of the Library District and the contracting or 

annexed city are provided by the Library District and must be signed in order for the 

District to provide library service at a branch site. Contract uniformity must be 

maintained.  
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VI.   ANNEXATION TO THE RURAL LIBRARY DISTRICT   

 

A. General Purpose:              

1.  Annexation is the method by which an incorporated city may become part of 

the rural library district as provided by RCW 27.12.360.              

  B. Method:  (to be followed in numerical order)  

1.  Board approval of annexation is required.  

2.  An ordinance must be passed by the city council stating an intention to annex 

to the library district.  

3.  Approval of the ordinance must be made by the Library Board of Trustees.  

4.  A resolution by the County Commissioners must be made approving a special 

election.  

5.  The issue is placed on ballot by the municipality.  

6.  Approval of the ballot issue by the majority of the voters within the city limits.  

 

C. Responsibilities of the City Government:   

1.  To provide a suitable space for the operation of a library.  

2.  To pay the cost of providing heating, lighting, furniture, water, garbage, 

janitorial services, janitorial supplies, insurance and other items as negotiated 

per contract. 

3. To maintain the grounds and the premises and to keep the same in good repair 

at the city's expense.  

 D.  Responsibilities of the Library District:   

1.  To provide rotating collections of library materials on a monthly basis.  

2. To pay the salaries of the branch manager and substitute.  

2. To set the wages of the branch manager and substitute.  

3. To hire and discharge the branch manager and substitute. 

4. In the case of the City of Colfax, a building/janitorial fee will be computed and 

assessed to determine annual contract fees.  

 

VII. INTERLIBRARY LOAN POLICY 

Interlibrary loan (ILL) is an important and necessary part of library service as it is impossible for any library to 

purchase all requested materials.  Whitman County Library System encourages patrons to make use of this 

service.  However, some restrictions are necessary. 
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A. Interlibrary loan materials should not be requested more than once per year by a patron.  The 

ILL department may make exceptions in special cases. 

B. Only materials not owned by the Whitman County Library System may be borrowed via 

interlibrary loan.  Exceptions may be made for lost items or under special circumstances.  

Patrons should contact the ILL department for assistance. 

C. WCL attempts to fill all requests, but each lending library sets its own policies.  Audio-Visual 

materials, reference books, rare books, and books less than six months old may not be available 

via interlibrary loan.  

D. Due to the nature of public library collections, staff members cannot undertake original 

research through interlibrary loan for patrons or students.  We cannot support college courses 

by providing required reading materials.  Specific reading lists or specialized subject materials 

for college research should be requested through the appropriate University library. 

E. If the request is time sensitive, WCL will make every effort to provide Interlibrary Loans to 

patrons by the date specified on the request. However, we can make no guarantees as we are 

dependent upon the staffing and policies of other libraries.  Patrons can expect to wait up to 

several weeks for interlibrary loan materials to arrive. 

F. WCL generally borrows from libraries that do not charge ILL fees. Should the lending library 

charge a fee, that fee will be passed along to the patron with prior approval from that patron. 

G. The library will borrow up to five (5) items per month per patron. If a patron desires more than 

five interlibrary loans prior approval from the ILL department is required.  A borrowing fee of 

five dollars ($5) to offset postage and staff costs may be assessed.  

H. Patrons will only be allowed one (1) interlibrary loan item at a time.  Exceptions to this may be 

made for book clubs, teachers and homeschool families in good standing at the library or others 

via prior arrangement with the ILL Department. 

I. Patrons with ten dollars ($10) or more in fees/ fines may not use the interlibrary loan service 

until their fees/ fines are under this amount. 

J. Interlibrary loan service is a privilege.  Patrons who abuse this privilege by failing to return 

books on time, by failing to pick up interlibrary loan books or with other library issues may 

have their interlibrary loan privileges suspended. 

K. Interlibrary Loan service is only available on resident adult and family accounts. 
 

 

Revised 1/25/17    Resolution 2017-3 

 

 

VIII. POLICY for LIBRARY MEETING ROOM AND THE CENTER USAGE  

 

A. Colfax Meeting Facilities: 

Whitman County Rural Library District provides a meeting space in the Colfax Library available for 
public use when it is not being used by the District or its recognized Friends of the Library group. 

 

Meetings may not be scheduled more than two months in advance without Director approval.  Once 
scheduled, these dates are subject to cancellation if they conflict with unforeseen Library or Friends usage. 
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The District allows use of the meeting rooms by any other group or individual, subject to the limitations 

below and upon completion of The Application for Use (see Appendix F.) Permission to use these 

facilities will not be denied to any group or individual because of race, religion, color, sex, national origin, 

marital status, familial status, age, sexual orientation, or disability. 

 

When scheduling conflicts occur, the District will select uses for the meeting room that most closely align 
with the District’s mission statement and service roles.  

 

Payment of a fee is required for the following types of activities of groups or individuals other the Library 

or Friends of the Library: 

� Any use where the library’s kitchen, special equipment or library staff’s time to set-up and/or 
cleanup the room is required.  

� Any use for which attendees are assessed a charge other than a nominal amount to defray the cost 
of materials or supplies. 

� Any use for which there is solicitation for the sale of goods or services. 

� Private social functions where the general public is not allowed to attend. 

� Meetings or usage by any organizations or individuals residing outside of Whitman County. 

 

For any other use, the District does not require a fee for the use of its meeting rooms. 

 

Permission to use District meeting room does not constitute or imply endorsement or sponsorship by the 
District and meeting room users are expected to fully comply with all applicable provisions of law 
including no smoking, no alcoholic beverages and limited political uses as described in RCW 42.17.130. 

 

Meetings or groups whose members are under age 18 must be supervised by an adult in attendance at all 
times. An adult must also sign the Application for Use (appendix F.) 

 

Meeting attendees who are loud, disorderly and/or abusive of others or the facility may be asked to leave 
and liable for all damages. 

 

Requests for events that require an alcohol or gambling permit must be approved by the library director or 
appointee. Proof of Insurance may be required for such events. 

 

The District does not assume liability for injuries to individuals or damages to personal property that occur 
as a result of actions of the sponsors or participants in activities in its meetings rooms. 

 

The Director is responsible for establishing and administering procedures to carry out this policy. 
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B. Branch meeting rooms/spaces: 

In towns throughout Whitman County that are served by Whitman County Library branch locations, 
meeting space may be provided as a service of the city governments who own those buildings and are 
responsible for activities held within them. In those instances, all policies will be set forth by those cities 
and adhered to by library staff when using those spaces for library related programs. 

 

ADOPTED BY: THE WHITMAN COUNTY RURAL LIBRARY DISTRICT BOARD OF TRUSTEES 
2/13/17 

 

  

IX.  ANNOUNCEMENTS AND SOLICITATIONS   

A.   Solicitations:  

1.    Due to its status as a public, non-profit, non-partisan organization, Whitman 

County Library cannot collect money for any group or individual for non-

library purposes.  Upon approval by the library Board of Trustees, the library 

may display posters or other materials indicating where such donations may be 

made in the case of non-profit groups.  

 2.     In order to protect the library staff and to assure library patrons of                     

their freedom to peaceful use of the library, neither individuals nor groups will 

be allowed to solicit for any purpose, monetary or otherwise, on the library 

premises.  

 

B.   Public Announcements:  

  

1. Whitman County Library System displays or distributes announcements in the 

form of posters or printed handouts for any community agency or organization.  

Posters making religious or political statements will not be displayed due to our 

status as a public agency.  If there is any question as to suitability of the 

material, it will be forwarded to the Director for approval. 

2. In order to protect library staff and to assure library patrons of their right to 

peaceful use of the public library, neither individuals nor groups will be 

allowed to distribute printed materials on the library premises.  

 

X.   DISPLAYS  
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A. The Director may grant the privilege of placing exhibits and displays in the library, 

subject to the following conditions: 

 

1. No poster, display, exhibit, pamphlet, brochure, leaflet or booklet shall be 

exhibited, displayed or placed in the library for distribution without permission 

of the Director (or designee.) 

2. No organization or individual shall be permitted to display or exhibit any 

materials which advocate the election or defeat of a candidate for public office, 

or which advocate an affirmative or negative vote for or against any proposition 

or initiative, whether political or otherwise. Official election information will 

be made available in the library.   

3. No organization or individual shall be permitted to place in the library any 

receptacle which solicits donations, nor shall any poster or display be permitted 

which advocates or solicits consideration of any product or item sold by any 

commercial or charitable enterprise. 

4. Available space may be used by any group whose purpose for the display 

promotes the welfare or educational enlightenment of the community.  Such 

displays shall be on a "first-come, first served" basis, subject to the limitations 

of space as determined by the Director.  Any organization requesting the use of 

this space must sign the "display contract". (Appendix G) 

5. The library assumes no responsibility for the preservation, protection, or 

possible damage or theft of any item displayed or exhibited.  All items placed 

in the library are done so at the owner's risk. 

6. Items are displayed for one month, unless otherwise agreed upon by the library 

and the display owner. In the event that the owner of the display does not 

reclaim it by 14 days after the agreed ending date of the exhibit, the library 

assumes ownership with the right to sell or dispose of the property. 

7. Display areas for the public include two sides of the bulletin board of the 

triangular display module. 

 

XI.  CIRCULATION  

A.   Services:  

1.  The library serves residents of the District, annexed cities and contracting 

cities.   These residents are issued library cards free of charge by showing proof 

of residency in the county.  Persons or families residing outside of the library 

district but owning property against which the library tax is levied are given 

free resident library cards with current identification.  Persons who live outside 

the library district in areas with which the library does not have a reciprocal 

agreement or negotiated contract may be issued a non-resident card upon 

showing current identification, for a annual fee of $30.00 per family. 
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2. Whitman County Rural Library District has a reciprocal agreement with both 

Neill Public Library in Pullman and Latah Free Public Library in Moscow to 

honor their residents by issuing these patrons Whitman County Library Cards 

free of charge. 

3. Reference service via our Internet website, the U.S. Mail, or by phone will be 

offered to people outside of our library district at a rate of $30.00 per hour. 

4.  The use of the library or its services may be limited when excessive demands 

of groups or individuals tend to curtail service to the general public. 

5. The use of the library or its services may be denied for due cause.  Such cause 

may be, but is not limited to, having two lost books or having ten dollars 

($10.00) or more in un-paid library charges (Individual and/or family), 

outstanding accounts at other libraries, non compliance with rules governing 

the use of the library (see appendix H) or noncompliance with computer use 

policies (see appendix J).   

6. In extreme cases of misuse, persons may be evicted from the library premises 

for due cause, per RCW 27.12.290. In such cases, the library director (or 

designee) will present or mail, via certified mail, a notice of eviction (see 

appendix M) to the evicted persons. 

7.  Service will not be denied or abridged on the grounds of religious, racial, 

social, economic, or political status.  

8. If a user damages library property, he/she will be asked to pay replacement or 

repair costs at the discretion of the director.  In the case of materials, this cost 

shall be the cost of replacing the item.  In the case of damage to other property 

or to the building, the user will either repair the damage at his/her own expense 

or pay the cost of having the repair done.  

9. To protect the rights of Whitman County Library users of all ages, no one will 

be allowed to check out library materials without first presenting his or her 

library card, or the number of same, or picture identification to the person at the 

circulation desk. 

 

B. Registration:  

 

1. A computerized patron registration file will be maintained.  

2. The registration forms used by persons under 18 years of age will be signed by 

their parent or guardian and will be filed for reference of responsibility.  The 

one exception will be if a person under 18 can show documentation that he/she 

is emancipated.   

3. Each patron's first library card is free.  If, however, it shall be lost, a 

replacement fee may be charged. 
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C. Circulation Period:   

1. The rules for circulation of materials are based on the value of the Item, 

popularity, the number of Items of that type owned by Whitman County Library 

or other factors. 

2. The basic circulation period for library materials varies according to type, age 

and cost of material. 

 

D. Renewals:  

Renewals will be made for most print materials unless there are other patrons waiting 

for the material. Telephone renewals will be made.  

   

E. Overdue Notices:  

1.  Patrons will receive 2 overdue notices, then a statement after item is 6 weeks 

overdue. A schedule of overdue notices is maintained by the person in charge 

of circulation.  

2. Persons who consistently have overdue notices may be denied library 

privileges. Willingly retaining books is a Class 4 Civil Infraction (RCW 

27.12.340). 

 

F.   Lost Materials  

  

1.   All materials will be considered "lost" when they are six weeks overdue or 

sooner for just cause such as (but not limited to) change of residence without 

notification.  A statement will be sent notifying them of the lost material 

charges. The balance on their account includes a charge for the lost material 

plus a processing fee.  Patrons who pay for lost items and subsequently return 

the item within six months of the date it is lost will receive a refund for the 

material but not the processing fee.     

2. Patron accounts with balances $25.00 or more are sent to collection 30 days or 

more after the last notice was sent.  The library will assess a collection fee to 

offset staff time, postage and other expenses. Any items on accounts that have 

been sent to collection may not be returned to Whitman County Library for 

refund.  Patrons sent to collection must deal with the collection agency once 

their account has been turned over to a collection agency. 

   

3. Past due accounts of $75 or more may be referred to civil court.  The library will assess 

additional fees to cover staff time, service fees, garnishment fees, attorney fees, etc. 
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4.  Patrons writing checks to Whitman County Library that are returned for insufficient funds will 

be charged an additional $20.00 handling fee.   

  

G.   Requests:  

Requests will be taken for books not on the shelf.  The borrower will be notified when the 

book is available.  These items will be held for the patron at the circulation desk for one week. 

 

H. Limits 

 1.  At any given time, each patron is limited to twenty-five (25) items and each family 

card is limited to fifty (50) items.   

 2.  Provider cards may be issued to those who provide programs for children.  Borrowing 

limit is 25 items and/or left to the discretion of the Youth Services Manager (or designee.) 

 3. Non Resident cards are issued to people not residing or owning property within the 

Whitman County Rural Library District.  Non-resident cards may be purchased for $30 per 

year per household or for free to those persons living in areas with which WCL has a 

reciprocal borrowing agreement (Neill Public Library, Latah County Library District, WSU 

Libraries.) 

 4. Non Resident cards have borrowing limits of 2 items for a 3 month probationary 

period and a ten item limit there after.  They are allowed one card per household, no direct-

home mailing privileges, no interlibrary loan services and no checkout if account balance is 

above zero. 

 5. New patrons or those with a troublesome history record may be assessed lower check-

out limits by the director (or designee.) 

 

I.   Privacy of Circulation:  

All circulation records and other records identifying the names of library users are confidential 

in nature.  Such records shall not be made available to any person, agency of state, federal or 

local government except under such process, order or subpoena as may be authorized under 

the authority of, and pursuant to, federal, state, or local law relating to civil, criminal or 

administrative discovery procedures or legislative investigative power.  Upon receipt of such 

process, order, or subpoena, the library attorney will be consulted to determine if such process, 

order or subpoena is in proper form and if there is a showing of good cause for its issuance.  

Children's circulation records shall be made available only to themselves and/or their parents 

or legal guardians. 

 

J.   Disclaimer on Use of Library Materials 

Whitman County Library shall not be responsible for the condition of our library materials, 

including Videos, DVD's, CD's and any other library materials.  Due to the heavy use of 
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library materials, the library cannot be held responsible for the condition of these materials 

and any damage that may be sustained in their use thereof. 

 

 

XII. PROCEDURES FOR RECONSIDERATION OF LIBRARY MATERIALS  

 

A.  The Director or other staff member will give the patron the form entitled 

"A Citizen's Request for Reconsideration of Library Materials". (see 

Appendix C) 

B.  The completed form, along with notes of any oral interviews with the 

patron will be referred to the Director.  

C.  The material in question will be reviewed by one or more staff members 

and professional reviews will be checked if possible.  

D.  Within two (2) weeks a written or oral reply of the Director's decision to 

retain or discard the materials will be made to the patron.  

E.  If the patron is not satisfied with this response, he/she may bring the 

matter before the Library Board.   

F.  Whitman County Library subscribes to the provisions of the Library Bill of 

Rights, the Washington Library Association Intellectual Freedom 

Statement and the Freedom to Read Statement as adopted by the 

American Library Association. These documents are included in the 

Appendices of this policy.  

G.  All individuals have the right to choose which library materials they will 

use.  However, no one has the right to restrict the freedom of others to 

read, view or listen to their choice of materials.  

H.  No book or other library material is automatically removed from the 

collection because of an objection to it. 

 

XIII. CASH HANDLING POLICY 

 

A.  This policy describes the proper handling of all monies collected by 

Whitman County Library staff as well as petty cash procedures and 

reconciliation procedures.  A clear cash handling policy is necessary to 

protect the staff from charges of mishandling funds and to facilitate fund 

recovery in the event of a crime. 

B. Collecting funds from Patrons 

a. Upon receiving funds from the public at the main branch in Colfax, 

the staff will immediately deposit the funds in the cash register under 
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the appropriate fund number.  At branches, the staff will put any 

money received from patrons along with receipts in an envelope and 

include in their next mailing to Colfax. 

b. Receipts shall be written for all fines, lost books and charges on their 

Library Account in Horizon.  Payment of charges should be noted on 

their library account.  Receipts for smaller amounts that include 

copies or using the fax machine are optional, but staff will write one 

upon request. 

C. Reconciliation 

a. The cash register at the main branch in Colfax will be closed out at 

the beginning of the day by designated staff.  They will count the 

money and reconcile to the cash register receipt.  They will leave 

$29.10 in the drawer, which was the beginning balance.  The receipt 

and money will be taken to the business manager’s office and locked 

in the desk drawer. 

b. Branches will send in their receipts and money to the Branch 

Supervisor every time they mail items to Colfax.  The Branch 

Supervisor will reconcile the receipts, verifying payment in Horizon 

patron accounts.  The receipts and money are kept in a locked drawer 

until given to the business manager. 

D. Deposits 

a. The business manager will create spreadsheets for both cash register 

receipts and branch receipts, reconciling both.  She will also prepare 

deposit slips to the Whitman County Treasurer’s Office. 

b. Deposits will be made weekly, as a general rule. 

 

 

XIV. INTELLECTUAL FREEDOM POLICY    

The public library is unique among institutions as an unbiased repository for recorded 

expression of human thought.  It must, therefore, accept responsibility for providing free access by the 

public to all points of view contained therein.  However, the addition of an item to the collection in no 

way represents an endorsement by the library of any theory, idea, or policy contained in it. In the 

collection of the Whitman County Library System, all sides of controversial issues will be represented 

as far as budget, space, and availability of materials allow.  Selection will be based on the criteria 

given in the materials selection policy.  The race, religion, nationality or political views of an author, 

the frankness or coarseness of language, the controversial content of an item, or the endorsement or 

disapproval of an individual or group in the community will not cause an item to be automatically 

included or excluded from the collection.  The Library subscribes to the provisions of the American 

Library Association's "Library Bill of Rights" (Appendix A), the "Washington Library Association 

Intellectual Freedom Statement" (Appendix K) and to the "Freedom to Read" Statement (Appendix 

B).   

Responsibility for the reading choices of children rests with their parents or legal guardians.  Adult 

selection will not be inhibited by the possibility that materials may inadvertently fall into the hands of 

children.  No material will be sequestered except for the express purpose of protecting it from injury 

or theft.  
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The library will not indicate, through use of labels or other devices, particular philosophies outlined in 

any library materials, regardless of format.  

 

XV.    COLLECTION DEVELOPMENT POLICY  

A. PURPOSE:   

1.   The purpose of this policy is to guide library staff and to inform the residents of 

Whitman County about the principles upon which materials selections are made.  The 

policy was written to define the standards and to outline the responsibilities for 

materials selection.  Within the following guidelines, staff members must use their 

professional judgment to determine which materials best meet the objectives of the 

library system and the needs of its patrons.                   

 2.        Purchase of materials shall be in harmony with the General Library Goals as 

established by the Whitman County Library Board of Trustees and will reflect 

objectives established in the Board's five year plan.                  

3.    The word "materials" has the widest possible meaning; it may include books 

(hardbound and paperbound), objects, pamphlets, maps, periodicals, newspapers, 

audio, video formats, downloadable collections and other non-print materials.   

4.        "Selection" refers to the decision that must be made to add a given item to the 

collection or to retain one already in the collection.  It does not refer to guidance in 

assisting a library patron. 

  

           B. AUDIENCE/USER GROUPS  

1. Adult Patrons  

a.    The materials in the adult collection are selected primarily to serve the needs of adult 

patrons. 

2. Children and Young Adults 

a.    The materials in the children's collections are selected to serve the needs of toddlers, 

pre-school age children, school age children, middle school and high school 

students, and young adults.  

b.   Books and materials in the children's collection include non-book materials, picture 

books, audio books, beginning readers, juvenile non-fiction and juvenile fiction.   

c.   At the library, children and young people have access to all books in the system.  It 

is the responsibility of the parent or guardian to oversee their selection of materials, 

as staff does not monitor selection of material. 

3.  Branch Patrons  

a.  Materials in branch libraries are based upon rotating collections from the general 

collection.  Materials are selected for branch libraries by headquarters staff and 

branch personnel. 
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b. Branch patrons are able to request any circulating item from WCL. 

c.  Periodical selection is influenced by the size and character of the community 

served and by the availability of space and funds.  

                     4.   Library/School Relationship 

a.  In general, the school library should be considered as the primary resource for the 

student's assignments. The public library should provide materials for additional 

study, research, and the creative use of leisure time.  

b.  While students from public schools, private schools, institutions of higher learning 

and home schooling programs are actively encouraged to use Whitman County 

Library System, it should be noted that it is not possible for the library to purchase 

materials specific to curricula.  It is library policy to purchase materials which will 

supplement and complement offerings of school libraries within the library district.  

 

C.  USE OF THE LIBRARY'S COLLECTION:   

1.  The Library Board recognizes that many materials are controversial and that any given 

item may offend some patrons. Selection will not be made on the basis of any assumed 

approval or disapproval, but solely on the merit of the work as it relates to the library's 

objectives and serves the expressed or anticipated needs and interests the community. 

2. Library materials will not be marked or identified to show approval or disapproval of the 

contents, and nothing will be sequestered except for the express purpose of protecting it 

from injury or theft. 

3.  The use of rare or scholarly items of great value will be controlled to the extent required 

to preserve them from harm. 

4. Responsibility for the reading of minors rests with their parents and legal guardians.  

Selection of adult materials will not be limited by the possibility that materials may come 

into the possession of minors.  

5.  Patrons not finding desired materials in the library's collection may request that the item 

be borrowed through interlibrary loan or that it be purchased.  Patrons wishing to request 

such materials should fill out a standard request for materials form.  (See also Interlibrary 

Loan Policy)  

 

 D.     RESPONSIBILITY FOR SELECTION:  

 

1. The final responsibility for all selection of materials rests with the Director as authorized 

by the Library Board.  

2. Selection of materials is vested in the Director, and under his or her direction, in 

members of the staff who are qualified by reason of education and training. Materials 

are selected in accordance with library policy. 
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3.  Suggestions for materials to be purchased are always welcome from patrons, Board and 

staff members. 

 

         E.        CRITERIA FOR SELECTION:  

1.  The general criteria considered in selecting and purchasing materials include:  

a. Significance and permanent value to the existing collection.  

b. Qualifications of author or producer.   

c. Suitability of subject and style for intended audience. 

d. Quality of format.  

e. Availability of materials in the subject and balance of materials currently available in 

the collection. 

f. Demand by patrons.  

g. Attention given to the item by reviewers and general news media. 

h. Availability of materials at other libraries.  

i. Price   (Extremely expensive materials, regardless of quality or favorable reviews, are 

often beyond the limits of the library budget.) 

j. Quality of translation.  

 

F. SELECTION TOOLS:   

 

1. Since it is impossible for librarians to examine all items being considered for purchase, it 

is necessary to depend on reliable selection aids.  These sources may include:  

         a. Library Journal  

                            b.  Booklist  

                            c.  Wilson Library Bulletin  

                            d.   School Library Journal  

                            e.   Publisher's Weekly  

                            f. New York Times Book Review  

                            g.   Kirkus  

                            h.  Horn Book  

                            i.    Kliatt  

                            j.    Patron requests or recommendation  
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k.  Bibliographies and other selective lists published by library, educational and scientific 

organizations.  

  

G.  PROCEDURES FOR SELECTION:  

 

1.  Reviews are read. 

2.  Patron requests are evaluated for purchase.    

3.  The number of copies to be purchased is determined by demand and budgetary factors.  

4.  The amount of money available for expenditure also determines the number of items and 

copies to be ordered. 

5.  Materials may be rejected for purchase for the following reasons:  

a.  Lack of demand  

b. Inappropriate for collection  

c.  Sufficient titles on the subject already available in collection  

d. Negative reviews  

e.  No reviews available  

f.  Too expensive or other budget constraints 

g. Format is inappropriate for collection  

h. Too specialized or technical to appeal to a broad audience.    

6.  Materials are ordered from a wide variety of vendors.  Generally, an item will be ordered 

first through vendors who provide the best discount.  If the item is unavailable through 

the vendor, it will then be ordered direct from the publisher or producer.  Materials 

may be purchased through local bookstores if the item is needed immediately or if the 

item is not available through the regular vendor.  

7. The library does not participate in preview programs. Exceptions may be made only with 

the permission of the Director.  

8. The library participates in selected book clubs or purchase plans authorized by the 

Director.  Participation in a book club should be based on savings to the library or on 

acquisition of materials not readily available in another manner.  

9. The library may subscribe to standing order plans as authorized by the Director. 

 

H.    SCOPE OF COLLECTION:  

1. Through careful selection the library attempts to maintain a balanced collection of 

quality materials, including items of contemporary significance and permanent value, 

as well as a sampling of current social issues and ephemeral items.  
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2.  Although the needs of the library district patrons are the major factor in the choice of 

materials, all subject areas, including religion, politics, sex education, as well as social, 

moral, economic and scientific issues are considered for selection in order to maintain 

a well-balanced collection.  

3.  Since the library serves patrons with a wide range of ages, educational backgrounds and 

reading skills, an attempt is made to select materials of varying complexity.  

4. Given the proximity of Washington State University and the University of Idaho, the 

library will not attempt to purchase materials aimed at serious academic research at the 

graduate level.  

 

I.   COLLECTION MAINTENANCE  

 

1.  Replacement:  

a.   Worn items still in heavy use may be rebound or replaced at the discretion of the 

Director or designee.  

b.   All items are not automatically replaced.  Replacement depends on usage, whether 

the item is in print, the existence of similar materials in the collection, and the 

availability of newer materials.  

2.   Weeding:  

a.   In order to maintain the best possible collection weeding is continual.    

b.   Items are discarded if they are outdated, if they no longer circulate, if there are 

more duplicate copies than are needed, or if they are in poor physical condition.  

c.   Books of historical significance will be retained in the collection.  

d.   A complete weeding of the entire collection shall be accomplished every 5 years.  

e.  Items discarded are plainly marked "WITHDRAWN” and/or recycled. 

f.   The Board of Trustees have authorized discarded material to be given to the 

Friends of WCL for their sale puposed. 

 

J.   CONTROVERSIAL MATERIALS  

 

1.   The criteria for selecting controversial materials are the same as for any other materials.  

2.  Controversial materials have no distinguishing labels and are shelved in the general 

collection.  

3. Please see "Intellectual Freedom Act" in this manual. 
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XVI. DONATIONS AND GIFTSDONATIONS AND GIFTSDONATIONS AND GIFTSDONATIONS AND GIFTS    

 

A. Donations of materials  

 

1. Donations of high quality books, magazines and other library materials are encouraged. 

2. The Library accepts donated materials with the understanding that these materials will not 

necessarily be added to the library collection. 

3. Donated materials are evaluated at headquarters to determine whether they will be added to the 

library collection, sold at the Friends of the Library booksale, used in some other manner, or 

discarded. 

4. All materials are evaluated following the library’s collection development policies. 

5. The library cannot appraise donated material, but can give a receipt that describes the quantity of 

the donation. 

6. Donated materials are made available for use throughout the library system. 

 

B. Donations of personal property: 

 

1. Personal property, art objects, portraits, antiques and other museum objects are accepted at the 

discretion of the Director and/or the Board.  Artwork becomes the property of the library district 

and is subject to existing polices should disposition of the property become necessary.  Once 

accepted, the donor releases all rights of ownership for the item(s). 

 

C. Naming library buildings/facilities:  

 1. All branches of Whitman County Library are named and identified by location, as this is most 

effective in helping library users identify where library services are available and which library is 

most convenient for their use. All signage, provided by the library district, will reflect the location 

names and Whitman County Library branding. 

For facilities not owned by the library district, the naming or dedication of a building is left to the 

discretion of the building’s owner, which is generally a town or city entity. The district is not 

responsible for signage or usage of building names. 

2 Persons or groups who have made a significant financial or other contribution to the development 

of library services may be honored by applying their name to a portion of a facility, e.g., a 

community room, reading alcove or materials collection. Because the library encourages 

donations from the private sector, this policy allows for permanent recognition of such donations 

when they are deemed significant.  

All names changes to portions of a facility, or any buildings owned by the district, must be 

approved by the library director and the Board of Trustees. 

3.  Furniture, equipment, and materials can be purchased by the library in honor of financial 

donations, memorials or in-kind library contributions with honorees being recognized with a 
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plaque or special signage. These honors or special designations may only last for the lifetime of 

the item and the library is not responsible for maintaining it beyond this time period. 

4.  Artwork may be donated to the library and accepted at the discretion of the library director and/or 

the branch coordinator for branch locations. Gift plates or plaques can be utilized to recognize the 

donor. Artwork becomes the property of the library district and is subject to existing polices 

should disposition of the property become necessary.   

 

D. Monetary gifts: 

 

1. The library shall accept gifts, bequests and memorials. Donors will be encouraged to give to the 

Whitman County Library, Whitman County Library Foundation or Friends of the Whitman 

County Library.  

2. The library will accept cash gifts for the purchase of materials or periodical subscriptions. These 

donations must meet the library’s collection development policies.  

3. Library employees shall not accept personal gifts valued at $50 or more, that result from their 

employment with Whitman County Library, as outlined in RCW 42.52.150.  

 

XVII.  PURCHASING POLICY  

In purchasing supplies, equipment and services, it is the policy of the Whitman County Rural Library 

District to make every attempt to obtain maximum quality at minimum cost in a timely manner.  The 

District's Director, as its purchasing agent, shall use the following guidelines:  

A.   Direct Purchasing:  

 Any item or group of identical items valued at less than $5,000 may be purchased directly 

from a supplier, taking into account buyer experience and knowledge of the market to achieve 

maximum quality at minimum cost.  

B.   Quotations:  

   For any item or group of identical items valued from $5,000 to less than $40,000, price 

quotations must be secured from enough vendors to assure establishment of a competitive 

price.  

C.  Competitive Bidding:  

1.  For any item or group of identical items whose value is $40,000 or more, a formal 

sealed bid procedure shall be used as standard procedure.  Competitive bidding shall 

be solicited by public notice.  Bids may be solicited from any source thought to be of 

advantage to the district and shall be in writing.  

2.  Contracts shall be awarded to the lowest responsible bidder, taking into consideration 

the quality of the articles proposed to be supplied, their conformity with specifications, 

the purposes for which required, and time of delivery. Whenever there is reason to 

believe the lowest acceptable bid is not the best price obtainable, all bids may be 

rejected and the Director may call for new bids or enter into direct negotiation to 
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achieve the best possible price. Each bid with name of the bidder shall be recorded, 

with the successful bid indicated and shall, after letting of the contract, be open to 

public inspection.  

3.  In determining "lowest responsible bidder," in addition to price, the following elements 

shall be given consideration:  

 a.  The ability, capacity and skill of the bidder to perform the contract or provide the 

service required.  

b.   The character, integrity, reputation, judgment, experience and efficiency of the 

bidder.  

c.  Whether the bidder can perform the contract within the time specified.  

d.  The quality of performance of previous contracts or service.  

e.  The previous and existing compliance by the bidder with laws relating to the 

contract or services.  

f.   Such other information as may be secured having a bearing on the decision to 

award the contract. 

 

4.  The District may reject the bid of any bidder who has failed to perform satisfactorily 

on a previous contract.  

5.  If there is no response from vendors to a request for bids, or if the response is limited 

to the extent that the District does not have an appropriate choice of options, the 

District may either re-advertise for bids or negotiate directly with a vendor.  

6.   In the bidding process, the District may require a bidder to obtain a bond or bonds or a 

District-approved substitute payable to the District in such amount with such surety or 

sureties as determined by the District conditioned that the bidder will fully, faithfully, 

and accurately execute the terms of the bid and/or subsequent contract.  The bond or 

bonds shall be filed in the District's business office.  

 

D.  Exceptions to quotations or competitive bidding:  

 

1.  Quotations or formal sealed bidding shall not be necessary for:  

a.   Emergency purchases, if such sealed bidding procedure would prevent or hinder 

the emergency from being appropriately met.  

b.  Purchases which are clearly and legitimately limited to a single source of supply 

and purchases involving special facilities services, or market conditions, in which 

instances the purchase price may be best established by direct negotiation.  

c.  Purchase of library materials, including but not limited to books, periodicals, 

pamphlets, cassette tapes, films, and microfilms.  
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d.   Purchases of insurance and bonds.  

e.   Purchase of repair and maintenance services by a manufacturer's representative.  

f.   Purchase of bibliographic services from Sirsi Dynix, OCLC, etc.   

g.  Items purchased through a purchasing contract with the State of Washington, a 

political subdivision of the State of Washington under the Interlocal cooperation 

Act (RCW 39.34.010), or from Central Stores, Purchasing Division, Department of 

General Administration, State of Washington.  

 

E.   Procurement of Architectural & Engineering Services:  

1. The District shall publicly announce requirements for architectural and engineering 

services and negotiate contracts for such services on the basis of demonstrated 

competence and qualification for the type of professional services required and at fair 

and reasonable prices (RCW 39.80).  This policy shall apply only to such services 

whose value is estimated to be $5,000 or more, following the District's procedures for 

competitive bidding.  

 

F.   Use and control of credit cards by library employees: 

 

 1. Distribution.  Credit cards may be distributed to those Library employees who, in the 

opinion of the Director, have job responsibilities which would cause their job 

performance to benefit by use of a credit card. 

2. Authorization and Control.  Authorized employees may use the credit card for 

purchasing items in the budgeted category in which they are responsibility or other 

areas approved by the Director.  To be used only if open other payment options are not 

available. 

3.   Credit Limits.  Employees shall get approval from the director for credit card 

purchases beyond their normal budget limit responsibility.  

4.   Personal Charges Not Authorized.  Personal charges may not be made with library 

credit cards.  Any charges which cannot be properly identified or which are not 

properly allowed shall be paid promptly by the card user by check and, together with 

interest and all other charges made by the credit card company, shall constitute a prior 

lien against all amounts owed by the city to the card user until paid in full.  

5.      Reporting.  Credit card charges for approved purchases need to be signed and forwarded 

to the Business Manager within seven working days of the purchase. 

G.    Food Purchase Policy 

1.         The library offers community programs, events and meetings to support its 

mission.  On occasion, these activities may require that food and beverages be 

purchased from library funds. 
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2.   The library may purchase food and beverages and serve them in connection 

with library sponsored activities, events and meetings at the discretion of the 

Director or designee. 

3. The purchases shall be reasonable and abide by the library’s purchasing 

policies and procedures.  The purchase of alcoholic beverages with library 

funds is not allowed. 

          

XVIII.  DISPOSITION OF SURPLUS PROPERTY  

A.   Since there is the occasional need to dispose of books and other items of furniture and 

equipment which are no longer needed or appropriate for public use, and since Attorney 

General Legal Opinion (AGLO) 1974, No. 101, dated December 2, 1974 affirmed that the 

Board of Trustees of a Rural Library District does have the lawful authority to dispose of such 

surplus material equipment;  

B.   Be it resolved by the Whitman County Rural Library District Board that the Board has adopted 

the following policy regarding surplus property disposal.  

 

1.  Disposition of property valued at less than $1500:  Any property with an estimated 

value of less than $1500 shall be disposed of by the method determined by majority 

action of the Board at the time the property is declared surplus. Methods of disposal 

may include sale at a fixed price established by the Board, sale at public auction, or 

sale by sealed bid.  

2. Disposition of property valued at $1500 or more:  Any property with an estimated 

value of $1500 or more shall be disposed of by the method determined by majority 

action of the Board at the time the property is declared surplus. Methods of disposal 

may include sale at public auction, or sale by sealed bid.  In either case, such surplus 

property shall be advertised in the official Whitman County newspaper of public 

record for one day or more prior to making the property available for public inspection.  

 3.   Exceptions:  

a.  In the event that the Board of Trustees authorizes surplus property to be sold to 

another governmental agency, the following procedure will be followed:  

  

Property may be sold at a fixed price as established by the Board, on a 

negotiated basis between the WCL Director and the authorized 

representative of the other agency, or via the sealed bid method 

as the Board shall determine at the time the item is declared 

surplus.  

b. In the event the surplus property is to be traded in on a similar new item which has 

a value of $1500 or more, the following procedure will be followed:  
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A minimum of three bids will be solicited for the new item.  Included as 

part of the vendor proposal will be a separate price offer for the item to 

be traded in. All other things being equal, the vendor with the lowest 

net cost for the new item will be awarded the bid.  After reviewing all 

bids, if it appears that it would not be economically advantageous to 

accept any trade-in offer, the surplus item may be disposed of under 

provisions of paragraph 1 or 2 of this policy, as appropriate.  

 

4.  General Considerations:  

a.  Estimated value for any item to be disposed of will be determined by the Board, 

based upon a recommendation by the Director and/or knowledge of Board 

members. Factors which are to be considered in determining value are original 

purchase price, age, condition of item and the going market value as derived from 

classified ads, retail outlets, swap meets, etc.  

b.  All monies received from the sale of surplus items shall be returned to the General 

Fund of the Whitman County Rural Library District.  

c.  Surplus items shall be disposed of strictly in accordance with pre-sale publicity and 

notices regarding place, date and time of sale. No pre-sales or pre-inspections of 

any surplus items are to be authorized for any parties, either those from the public 

or those associated in any way with Whitman County Library.  No individuals 

involved in recommending or deciding what items of furniture and equipment are 

surplus shall have the opportunity to purchase those items prior to the sale.  

d.  Any surplus items which are to be sold as a group only will be clearly marked and 

advertised in that manner.  

e.  Any item of surplus equipment is to be sold "as is," with no warrantees made or 

implied as to the fitness of the item for any intended use or as to its condition. Any 

known defects which may constitute a safety hazard will be stated on an itemized 

list to accompany the surplus item.  

f. In the event the surplus item has not been sold after all reasonable sales efforts 

have been made, the item may be disposed of in a manner deemed appropriate by 

the Director.  Examples of possible methods of disposition would be sale for 

salvage value or disposal at a refuse site.  Unsold surplus property may not be 

donated to any individual or public or private organization except as specified 

under Article VIII, Section 7, of the Washington State Constitution.  

 

XVIV. PERSONNEL POLICY:  STAFF, BOARD AND DIRECTOR RELATIONSHIP  

  

A. Director  
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 The Director serves as the channel of communication between the Library Board, the library 

staff and the public.  Under these policies, adopted by the Board of Trustees, the Director 

administers the library and directs the staff.  

B. Staff  

1.  The library staff has responsibility for public relations in contact with the public both 

inside and outside the library.    

2. Members of the staff are be encouraged to make suggestions to the Director on any 

phase of library service which they feel can be improved.  These suggestions are 

channeled through departments and/or directly to the Director.  

3. Staff members will participate in appropriate and on-going programs of staff 

development and continuing education policies, in-house or at workshops, seminars 

and meetings within the limitations imposed by budget and current staffing levels. 

 C. Drug Free Workplace 

 In compliance with Whitman County personnel regulations, Whitman County Rural Library 

shall be a drug free workplace. See Appendix D. 

D. Board of Trustees  

1. The Board of Trustees serves as the liaison between the library and the public and 

between the library and government officials.  

2. Its members advise the Director of needs in the community and explain the library and 

its services in lay terms to the public.  

3. The Board works with the Director in adopting a budget.  

4. Members of the Board will not discuss policy matters with members of the staff 

without knowledge of the Director.  

5. If circumstances require by passing the normal administrative channels, the matter 

should be acted upon by the Board as a whole prior to any such discussion. 

E. STAFF CLASSIFICATIONS:   

1.   FULL-TIME EMPLOYEES:  

  Full-time employees are those who are not in a temporary or introductory status and 

who are regularly scheduled to work 40 hours per week.    Generally, these employees 

are eligible for the facility’s benefit package, subject to the terms, conditions and 

limitations of each benefit program.  Vacation, holidays, insurance, retirement, etc. are 

included in full-time employee benefits package.  Payroll is computed on a yearly 

salary basis. 

2. PART-TIME EMPLOYEES: 

 Part-time employees are those who are not assigned to a temporary or introductory 

status and who are regularly scheduled to work less than a full-time schedule (124 or 

less hours per month.)  Part-time employees working 70-124 hours a month (for 5 

consecutive months) are eligible for a retirement benefit.  
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3.  TEMPORARY EMPLOYEES:  

 Employees hired for temporary positions lasting for less than six months, unless 

specified by the Director, board or terms of a grant.   Temporary employees are not 

eligible for paid sick leave, retirement, vacation, or holidays for the duration of the 

temporary position including periods extended beyond six months.  

4.  INTRODUCTORY EMPLOYEES: 

Introductory employees are those whose performance is being evaluated to determine 

whether further employment in a specific position or with the facility is appropriate.  

Employees who satisfactorily complete the introductory period of one year will be 

notified of their new employment status. 

5.  EXEMPT EMPLOYEE: 

An Exempt employee, typically the library director, is paid on a salary basis; e.g., the 

employee regularly receives each pay period a predetermined amount constituting all 

or part of an employee’s compensation, which amount is not subject to reduction 

because of variations.  Exempt employees are not eligible for overtime.  Exempt 

employees shall not have their predetermined salary reduced during a workweek in 

which they perform any work exempt as does not jeopardize the employee’s exempt 

status under federal and state law.  Accrued sick or vacation leave should be used for 

absences of a day or more.  Exempt employees will not have their salaries reduced for 

less than a full day absence. 

 

F. RESIGNATION:  

Employees must give the Director or the Board two (2) weeks prior notice when resigning.  

 

G.   GENERAL PERSONNEL GUIDELINES:  

1. PERSONNEL RECORDS:  

a.  The Director or designee shall maintain a personnel record for each employee.   

b.  The employee records shall be considered confidential and shall be accessible only 

to the employee, the Director, the Director's appointee, or as required by law.  

2. TEMPORARY APPOINTMENTS:  

a.  As a substitution for a regular employee who has taken leave of absence.  

b.  When it is necessary to fill a short term appointment which has been authorized by 

the Board. 

c.  When the library has been awarded a grant which includes funds for additional, 

temporary personnel.  

d.  Temporary employees shall serve at the discretion of the Director.  
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e.  No temporary appointment shall exceed six months unless a longer period is 

stipulated by the board or under conditions of a grant or contract. 

f.  Not eligible for benefits unless a longer period is stipulated under conditions of a 

grant or by the library board. 

3. EVALUATIONS:  

a.  Employees shall be evaluated yearly.  

b.  New employees shall be evaluated frequently, ideally at three months and six 

months and one year.  

4.  HIRING, DISCIPLINE, DISCHARGE:  

 Whitman County Library is an “At Will” employer.  Thus all hiring, disciplinary 

action and/or discharge of employees will be based upon employee performance 

and will be at the discretion of the library director.  Discharge can be, but is not 

limited to the following reasons: 

a. Failure to meet performance standards and/or unsatisfactory performance 

evaluation 

b. Drinking intoxicating beverages, or the illegal use of drugs on the job, or 

arriving on the job under the influence of intoxicating beverages or drugs. 

c. Violation of a duty 

d. Insubordination 

e. Breach of discipline 

f. Being absent from work without first notifying and securing permission 

from the employee’s supervisor. 

g. Being habitually absent or tardy for any reason. 

h. Misconduct 

i. Conviction of a felony or of a misdemeanor involving moral turpitude. 

j. Using religious, political or fraternal influence 

k. Accepting fees, gifts or other valuable items in the performance of the 

employee’s official duties for the library. 

5.    RESTRICTION ON EMPLOYMENT:   

a.  Employment with the library requires an employee to conduct any and all personal 

matters in a manner that will bring no discredit to the library.  This includes proper 

use of staff computers as spelled out in numbers 9 & 10 of the computer policies 

(see appendix J.)  

b. Peddling or solicitation of any kind on Library premises or during regular working 

hours is not allowed without the express written consent of the Director.  
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6. POLITICAL ACTIVITY:  

 The rules governing political activities of employees shall follow the provisions of 

RCW 41.06.250 as amended by CH. 136, Laws of 1974, 1st Ex. Sess. (see Appendix 

P) 

7. PERSONAL APPEARANCE AND CONDUCT:  

 It shall be the responsibility of all employees to represent the library to the public in a 

manner which shall be courteous, efficient, and helpful. They must arrive for work 

clean, well-groomed and appropriately dressed. Attitude: All employees should 

remember that the main function of the library is to provide service to the public.  It is 

the duty of all employees to do this effectively and efficiently. Wholehearted 

cooperation with the public, your supervisor, your fellow employees, and Director is 

the best way to accomplish this task.  

 

H.   ABSENCES:  

1.   Payments may be made to employees for absence during their assigned hours only for 

the purpose and to the extent provided in sections which deal with paid holidays, 

vacation, sick leave, administrative leave, civil leave, and compensatory time.   

2.  Employees shall be credited with accrued vacation and sick leave with pay at the end 

of each month. These hours are not available for use until earned.  

3. All types of leave and all overtime must be approval by the Director (or designee.) 

4. The library’s official work week is Sunday-Saturday and full time employees are not 

allowed to work more than 40 hours within that time frame unless they have the 

expressed written consent of the director (or designee.) In such cases, overtime hours 

will be compensated at 1.5 times the normal rate of pay. 

5. Library Closures:  

All branches of Whitman County Library will be closed for the following 

holidays (any time the holiday falls on a Saturday or Monday, the library will 

close on the adjacent Sunday: 

New Year's Day - January 1  

Martin Luther King's Birthday - 3rd Monday of January 

President's Day - 3rd Monday in February 

Easter - Sunday   

Memorial Day - Last Monday in May (3 day weekend)  

Independence Day - July 4  

Maintenance Week – First full week each August (Mon thru Sun) 

Labor Day -First Monday in September (3 day weekend)  
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Veteran's Day - Nov. 11 

Thanksgiving - Fourth Thursday in November  

Friday after Thanksgiving 

Christmas Eve - December 24 

Christmas - December 25  

New Year's Eve - after 3 p.m. Dec. 31   

6.  Free day: 

 Two free days of leave will be allotted each full time equivalent per year and MUST 

BE TAKEN BEFORE NOVEMBER 1 of each year.  

7. Vacation: 

 Anniversaries will be the beginning of the month nearest the employee's date of 

employment. 

a.   Salaried full-time employees will receive basic vacation of 12 days per year.  The 

Director will receive 15 vacation days per year. All full-time employees, including 

the Director, may carry-over only 12 vacation days into the next calendar year. 

Vacation and Free Days beyond 96 hours as of December 31 will be lost.  

b. Salaried full-time employees will be credited with additional vacation days for longevity 

of service according to the following schedule: 

2 full years of service on Jan. 1     1 day 

3 or 4 full years of service     2 days 

5 to 10 years of service    3 days 

11 or more years of service    4 days 

 The additional vacation days will be added on Jan. 1 of each calendar year. 

c. Upon resignation or termination of employment, eligible employees who have 

vacation time will be paid out up to 96 hours of that time.   Employees who 

have accumulated vacation time that exceeds 96 hours upon resignation or 

termination, those hours will be lost and not paid out.   

d. Non Benefit positions (ie. hourly positions) will not accrue vacation. 

 

8. Sick Leave:  

 Is granted to employees in order that they need not work when ill nor suffer loss of pay 

due to illness. It is not to be used as vacation or for any other purposes than those listed 

below: 

-illness of the employee 
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-illness in the employee's immediate family (spouse, children, dependent 

relatives and foster children 

-death in the immediate family (maximum 5 days) 

-other funeral attendance at the discretion of the Director 

-medical/dental appointments (time recorded by hours taken (appointments 

taking less than one hour will not be counted) 

-vacation days will not be used for illness unless all sick leave is exhausted. 

 

a. Salaried full time employees accumulate sick leave at the rate of 1 day per month 

to a maximum of 60 WORKING DAYS (480 hours) that will be carried forward 

into the next year.   The sick leave hours of employees who have earned over 480 

hours will be converted to vacation hours at a 50% rate. 

 b.   Non-benefit positions, (ie. Hourly Employees) will not accrue sick leave. 

c. Sick leave shall be reported at the beginning of any period of sick leave to the 

Director by the employee or a person designated to act for him prior to the 

beginning work hour.  The employee or a delegate shall continue to notify the 

Director at reasonable intervals.    

d. Extended illness (more than 3 days) may require a doctor's certificate UPON 

REQUEST from the Director.  

e. Sick leave may be extended under special circumstances by Board permission.  

With Board permission, after sick leave is exhausted, employees may take leave 

without pay.  At the employee's option, vacation may be used as sick leave, but 

sick leave may not be used as vacation.  

f. Upon resignation or termination of employment, eligible employees who have 

accumulated sick leave time will lose those hours and not have them paid out.  

Eligible employees who take an approved leave of absence without pay from the 

Director may have their sick leave restored if returning to work at the same 

level.   Eligible employees on approved leave of absence without pay have the 

option to receive COBRA benefits when they leave as stated in Appendix Q.  

g. In a case where an employee is forced to take an extended sick leave which 

exhausts all of their accumulated sick and vacation leave, fellow employees may 

donate their accumulated sick or vacation leave towards this employee's sick leave 

on a day-for-day basis.  All donations are voluntary and confidential and must be 

approved by the Director and properly reported to the business manager. (Added 

Nov. 18, 1996) 

h. Health Insurance Portability and Accountability Act.  Please see Appendix O. 

 

9.  Administrative Leave:  
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 Administrative leave may be given to attend meetings as authorized by the Director 

and the Board. Such time will be counted as regular work time.  

 

10. Leave Without Pay:  

a.  Leave without pay may be granted on a case-by-case basis with permission of the 

Director and the Board. Unless for educational purposes, leave without pay shall 

not exceed six months.  

b. No vacation or sick leave benefits or any other benefits shall accrue while the 

employee is on leave of absence without pay, and the employee's anniversary date 

will be adjusted accordingly.   

c.      Requests for leave without pay shall be made in writing to the Director and reviewed 

by the Board.  

d. Family & Medical Leave (FMLA/FLA) – please see Appendix P 

 

11.  Civil Leave:  

 Any employee who is called to jury duty or is subpoenaed to appear as a witness before 

any court or other public body, in any proceeding in which the employee is not a party 

of interest in the litigation, shall receive from the Whitman County Library his/her 

normal rate of pay for the time actually required to be absent from work because of 

such obligation.  However, if such employee shall receive compensation for jury duty 

or as a witness, such compensation received, excluding mileage reimbursement, shall 

be deposited into the appropriate general county fund.  Any such absence from duty 

shall not be considered sick or annual leave.  If an employee is called to jury duty or 

subpoenaed as a witness in Whitman County and is dismissed prior to the end of the 

work shift, the employee shall report to work for the remainder of the work shift. 

 12.  Maternity Leave:  

a. Disabilities caused or contributed to by pregnancy, miscarriage, abortion, childbirth 

and recovery there-from, are, for all job related purposes, to be considered 

temporary disabilities, and, as such, will follow regular sick leave policy.   

b. A six week period of recovery after childbirth or related circumstances shall be 

considered reasonable.  Sick leave and/or vacation may be used for this recovery 

period. Additional time off without pay may be requested if sick leave or vacation 

has been exhausted.  

c. To be eligible for sick leave because of childbirth or related circumstances, an 

employee shall give her/his employer 2 weeks notice (if possible) of her/his 

anticipated date of departure and intention to return. 

 d.    Women employees cannot categorically be denied the opportunity to work during the 

entire period of pregnancy, but may continue to work as long as her physician 
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concurs in her ability to work and demands of the job are met.  All points listed 

under "Maternity" shall apply equally to married and unmarried women and men.  

                  13.      State Industrial Compensation:  

                          Any employee who is eligible for State Industrial Compensation for time off      because of 

an "ON THE JOB" injury shall be paid sick leave in the amount of the difference between his regular pay and 

that paid by State Industrial after the first three days off the job. Full amount of sick leave shall be paid for 

the first three days.  Should an employee later be paid by State Industrial for the first three days, it shall be 

credited to the library from money due the employee in the next payroll period.  

         14.   Salaries and Related Benefits:  

a. The Director shall make recommendations for staff wage levels and increases 

with the Board of Trustees reviewing and approving them annually. 

b. Wage increases and/or cost of living raises are set by the Director and 
approved by the Board based on merit, performance of duties and the 
availability of funds.  

 

c. The wage for any position will be established prior to hiring new personnel by 

the Director (or designee). 

                                                    

d. A review of staff wages in comparison to those for comparable library 

positions within the State of Washington should be done on a regular basis.  

The Director or Board may choose to adjust certain salaries to assure that the 

library retains quality personnel.  

e. Each benefited employee of Whitman County Library will have money 

deducted from his/her paycheck for the following benefits: Social Security, 

Washington State Industrial Insurance, and, if applicable, retirement benefits 

through Washington Public Employee Retirement System (PERS).  PERS 

requirements for eligibility may exclude some employees.  Spouse or pendent 

coverage is paid for by the employee. 

I. Vehicle Policy 

 

 1. This policy is to inform each Whitman County Library employee of how the Library 

Automobile will be used (for official use). 

 2. The Whitman County Library automobile will be used for official business only. 

 3. Employees shall wear a seat belt at all times while driving or riding in a Whitman 

County Library vehicle.   

 4. Employees shall track the mileage of each trip in the book provided in the vehicle. 

 5. No smoking is allowed in Whitman County Library vehicles. 
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 6. Employees shall at all times observe safe driving procedures when operating a 

Whitman County Library owned vehicle. Employees are personally responsible for any 

driving infractions or fines as a result of their driving. 

 7. Non-employee, non-business associates shall not ride in or drive Whitman County 

Library vehicles without prior approval from the Director. 

 8. All Whitman County Library vehicles shall be equipped with the following emergency 

equipment: 

a. Flashlight; 

b. Flares; 

c. First Aid Kit; and 

d. Immediately report any missing or used equipment to the Business Manager for 

replacement. 

9. Any accident occurring in a Whitman County Library vehicle shall be reported to the 

Director as soon as possible and in all cases within 48 hours of occurrence. 

10. Employees may not drive a Whitman County Library vehicle for Whitman County 

Library business without prior approval of their supervisor. Before approving a driver 

who is driving a Whitman County Library vehicle for the first time, the Library shall 

have on file the employee Driver’s License number and verification of insurance. 

11. Employees approved to drive on Whitman County Library business are required to 

inform their supervisor of any changes that may affect either their legal or physical 

ability to drive or their continued insurability.  

12. Employees are not permitted, under any circumstances, to operate a Whitman County 

Library vehicle, or a personal vehicle on Library business, when any physical or mental 

impairment causes the employee the inability to drive safely. This prohibition includes, 

but is not limited to, circumstances in which the employee is temporarily unable to 

operate a vehicle safely or legally because of injury, illness or medication. 

13. Employees shall not operate any Whitman County Library vehicle at any time, or 

operate personal vehicles while on Library business, with any alcohol, illegal drugs or 

drugs that cause impairment in their blood system. 

14. Employees are required to report any safety concerns about a vehicle 

immediately so that repairs can be made. Some examples might be brakes, 

lights, steering mechanisms, seatbelts, and windshield wipers.  

 

J. Travel in a personal vehicle 

 

1. Employees and Board members will be paid mileage at a rate approved by the Board 

when using their personal vehicles in the course of doing library business.    Director 

and/or Board approval is needed PRIOR TO MAKING THE TRIP.  
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2. In addition to the paid mileage, when traveling on library business, or for additional 

training, each employee is allowed food reimbursement.  Lodging costs are also paid 

when an overnight stay is required.  If the employee has a library credit card, they may 

use that credit card for meals and/or other travel expenses.  All travel for library must 

be pre-approved by the director or designee. 

3. Exceptions to the above mentioned policies may be negotiated with the Director and/or 

the Board of Trustees upon written request.  

4.      Employees are required to have auto insurance on any personal vehicle used for library 

business, as it is their auto policy that is liable in case of accident.  Employees are 

personally responsible for any accidents, driving infractions or fines as a result of their 

driving.  

 

K. Reimbursement Policy for Employee work, presentations or travel outside Whitman County 

Library 

1. Employees receiving an honorarium, reimbursement or compensation for work,        

presentations or travel outside of Whitman County Library but related to their work at 

WCL must have such activities approved by the library director or designee. 

2. Should work, presentations, or travel be on Whitman County Library time or in the 

library vehicle, all compensation received by employees shall be made or forwarded to 

WCL. 

3. Should the work, presentations or travel be on the employee’s own time, vacation time, 

or in a personal vehicle, all compensation should remain with the employee. 

 

L. Bereavement: 

 If any staff member or their immediate family passes away, the library may provide a 

memorial plate in a book of the family's choosing.  This will be in lieu of a traditional floral 

arrangement or other memorial.  The library will also provide a sympathy card signed by all 

available staff members. 

 

M. Library Closure due to inclement weather or other conditions. 

1.  It may be necessary in cases of severe weather, natural disaster or unforeseen events, to close the 

library.  Under such circumstances, the Director or designee will make the decision to close the 

library.  In cases where the library is closed under this policy, employees will be compensated as 

if the library were open, without counting against the employees’ sick leave or vacation. 

2.  Absence due to an employee's inability to report for scheduled work because of severe inclement 

weather, conditions caused by severe inclement weather, or any natural disaster shall not be paid. 

The only exception shall be if an employee is unable to make it to work due to the official closure 

of a county road or state highway. 
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 3.  In the event a branch manager is unable to staff the branch with a sub or other library staff, they 

may close for the day, with approval from the director or designee.  Employees will not be 

compensated for these closures. 

 

        NNNN....    DISCRIMINATORY WORKPDISCRIMINATORY WORKPDISCRIMINATORY WORKPDISCRIMINATORY WORKPLACE HARASSMENT POLILACE HARASSMENT POLILACE HARASSMENT POLILACE HARASSMENT POLICY AND COMPLAINT CY AND COMPLAINT CY AND COMPLAINT CY AND COMPLAINT 
PROCEDUREPROCEDUREPROCEDUREPROCEDURE    

 

The purpose of this Policy is to clearly establish Whitman County Library’s (WCL) commitment to provide a work 

environment free from harassment, to define discriminatory harassment, and to set forth the procedure for 

investigating and resolving internal complaints of harassment. Because of the tremendous importance of a workplace 

free from any form of harassment, each supervisor or manager shall review this policy annually. Additionally, upon 

hire, this policy shall be fully discussed with each employee, to ensure that its contents are known by the employee.  

 

All jobs with the WCL are extremely important to the members of our community .It is critical that all employees treat 

all other employees with dignity and respect. It is the responsibility of each and every employee, supervisor and 

manager to make sure that there is no inappropriate behavior occurring in the workplace. Inappropriate behavior will 

not be tolerated. WCL has committed itself to eliminating harassment of any kind. Zero Tolerance is our rule, and all 

employees are expected to conform to this policy of Zero Tolerance. 

 

This Policy applies to all terms and conditions of employment, including but not limited to hiring, placement, 

promotion, disciplinary action, layoff, reinstatement, transfer, leave of absence, compensation and training. 

POLICY 
 

Harassment of an applicant, contractor, customer, supervisor, manager, or employee by a supervisor, management 

employee or co-worker on the basis of race, religion, color, national origin, ancestry, disability, medical condition, 

marital status, pregnancy, sexual orientation, gender or age is explicitly in violation of State and/or Federal law and 

will not be tolerated by WCL. 

 

Employees, supervisors or managers found to be participating in any form of job based harassment or retaliating 

against any other employee shall be subject to disciplinary action up to and including termination from WCL. 

RESPONSIBILITIES 
 

Management: It is the responsibility of the Director and the Board of Trustees to develop this policy, keep it up to 

date, and to ensure that any violation of this policy brought to their attention is dealt with fairly, quickly, and 

impartially. The Director and the Board of Trustees also have the responsibility of setting the proper example. 

 

Supervision: It is the responsibility of supervision to enforce the policy, to make a review with each new employee to 

ensure they know the policy and to regularly check the workplace and environs to make ensure the policy is being 
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followed. When a deviation from this policy is noted or reported, supervisors shall bring this information to 

management immediately. All supervisors also have the responsibility of setting the proper example. 

Workers: It is the responsibility of each and every employee to know the policy and to follow the policy. It is 

imperative that every employee treats every other employee with dignity and respect. 

DEFINITIONS 
 

For purposes of clarification, harassment includes but is not limited to the following behaviors: 

1. Verbal Harassment -Epithets, derogatory comments, slurs, propositioning, or otherwise offensive words or 

comments on the basis of race, religious creed, color, national origin, ancestry disability, medical condition, marital 

status, pregnancy, sexual orientation, gender or age, whether made in general, directed to an individual, or to a group 

of people regardless of whether the behavior was intended to harass. This includes but is not limited to inappropriate 

sexually oriented comments on appearance, including dress or physical features, sexual rumors, code words, and race 

oriented stories. 

2. Physical Harassment -Assault, impeding or blocking movement, leering, or the physical interference with normal 

work, privacy or movement when directed at an individual on the basis of race, religious creed, color, national origin, 

ancestry, disability, medical condition, marital status, pregnancy, sexual orientation, gender or age. This includes 

pinching, patting, grabbing, inappropriate behavior in or near bathrooms, sleeping facilities and eating areas, or 

making explicit or implied threats or promises in return for submission to physical acts. 

3. Visual Forms of Harassment -Derogatory, prejudicial, stereotypical or otherwise offensive posters, photographs, 

cartoons, notes, bulletins, drawings or pictures on the basis of race, religious creed, color, national origin, ancestry, 

disability, medical condition, marital status, pregnancy, sexual orientation, gender or age. This applies to both posted 

material or material maintained in or on WCL equipment or personal property in the workplace. 

4. Sexual Harassment -Any act which is sexual in nature and is made explicitly or implicitly a term or condition of 

employment, is used as the basis of an employment decision, unreasonably interferes with an individual's work 

performance or creates an intimidating, hostile or offensive work environment. The First Amendment allows anyone 

to associate with anyone else they desire. It is natural for people who meet in the workplace to sometimes become 

romantically or financially involved, and it is not the Department's intent to interfere with any dating or business 

relationship. Any involvement between employees must be voluntary and desired by both parties. However, many 

problems have developed in government organizations because of dating and business relationships, and they can 

interfere with our goal of having a sound professional work environment. 

With respect to dating, it is not inappropriate for a person to ask out a co-worker. 

However, if you do not want to go out with another employee, it is imperative that your response to the request is firm 

and definite. After this firm, definite response has been made; it is inappropriate for the requesting party to make any 

further attempt to initiate a dating relationship. Repeated requests for a dating relationship constitute Sexual 

Harassment. It is also inappropriate for any relationship to interfere with normal work operations in any manner. 

Personnel who desire to become involved with someone in the workplace must be aware of the following guidelines. 

 

1. There shall be no dating or business activities on company time or company property. 

2.  There shall be no use of company property to arrange dating or business activities. 

3.  All behavior between employees shall be behavior conducive to a sound professional work environment at all 

times when on company property or on company time. Hand holding, kissing, hugging, sexual comments and 
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other behavior generally associated with a dating relationship are inappropriate while on company time or 

company property. 

4. Any relationship, whether dating or business, involving personnel at different levels on the chain of command 

(or where one party has functional supervision over another) shall be reported by the person of higher rank to 

the Director immediately. Failure to report this relationship is a violation of this policy. The Director shall 

make recommendations to ensure that this relationship will not detract from a sound professional work 

environment. Such recommendations may include the transfer of the higher-ranking person to another 

position.  

A. COMPLAINT PROCEDURE 

Confrontation 

If any person feels they are the victims of any form of harassment, they should inform the person(s) participating in 

this behavior that he/she finds it offensive. This one on one confrontation has been demonstrated to be an effective 

way to end harassing behaviors. If the inappropriate behaviors do not stop, the offended employee can initiate either 

an informal or formal complaint as described below. Because confrontation is difficult for some people and because of 

the complex nature of harassment, employees are not required to confront an offending party prior to initiating this 

complaint procedure. 

Informal Complaint 

Any employee, contractor, customer or job applicant who believes he or she is a victim of discriminatory workplace 

harassment should make a complaint orally or in writing with any of the following: 

1. A supervisor. 

2. The Director. 

Any supervisor, who observes inappropriate behavior or receives a harassment complaint, shall notify the Director 

immediately. 

An informal resolution will be attempted whenever appropriate. If the informal resolution process is unsuccessful, the 

complainant may direct a formal complaint to the Library Director.  

Formal Complaints 

 

Preliminary Complaint 

 

Filing of a Preliminary Complaint: 

Any employee, customer, contractor or applicant who alleges to be a victim of discriminatory workplace harassment 

should, within 30 calendar days of the alleged incident: 

1. Contact his/her supervisor OR 

2. Contact the Director. 

This preliminary complaint can be a verbal or written. 

 

Time Extension: 

The supervisor or the Director may extend the time requirements set forth in this procedure when he/she determines it 

is in the best interests of fairness and justice to the parties involved. 
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Review of Preliminary Complaint: 

Upon notification of a harassment complaint, the supervisor and/or the Director shall conduct an initial investigation 

to make a preliminary determination as to whether there is any merit to the complaint. If no merit is found, the 

supervisor and/or the Director may still meet with the parties involved to attempt to conciliate the complaint or 

conflict between the parties. 

Formal Complaint: 

If after an initial investigation is conducted, there is no resolution and/or no conciliation of the preliminary complaint, 

a formal written complaint can be filed by the complainant. A written statement of charges shall be completed, signed 

and given to the Director within five (5) days of failed resolution.  

Upon receipt of the formal written complaint, the Director will contact the alleged harasser(s) who will be informed of 

the basis of the complaint, will be given a copy of the statement of charges, and will be provided an opportunity to 

respond. The response shall be in writing, addressed to the Director, and received by the Director within ten (10) 

calendar days after being notified of the complaint. Concurrently, a formal investigation of the complaint may be 

commenced. 

Review of Response and Findings: 

Upon receipt of the response, the Director may further investigate the formal complaint. Such investigation may 

include interviews with the complainant, the accused harasser(s), and any other persons determined to possibly have 

relevant knowledge concerning the complaint. This may include victims of similar conduct. 

Factual information gathered through the investigation will be reviewed to determine whether the alleged conduct 

constitutes harassment, giving consideration to all factual information, the totality of the circumstances including the 

nature of the verbal, physical visual or sexual conduct and the context in which the alleged incident(s) occurred. 

The results of the investigation and the determination as to whether harassment occurred shall be final and binding and 

will be reported to appropriate persons including the complainant, the alleged harasser(s), and the supervisor within 

twenty (20) calendar days from the receipt of the response. 

B.   DISCIPLINARY ACTION 

If harassment is determined to have occurred, the Director shall take and/or recommend to the Board of Trustees 

prompt and effective remedial action against the harasser. The action will be commensurate with the severity of the 

offense, up to and including termination from employment. If discipline is imposed, the nature and extent of the 

discipline will not divulged to the complainant. 

C.  RETALIATION 

Retaliation in any manner against a person for filing a harassment charge or initiating a harassment complaint, 

testifying in an investigation, providing information or assisting in an investigation, is expressly prohibited and subject 

to disciplinary action up to and including removal. The Director will take reasonable steps to protect the victim and 

other potential victims from further harassment, and to protect the victim from any retaliation as a result of 

communicating the complaint. 

D.  CONFIDENTIALITY 

Confidentiality will be maintained to the fullest extent possible in accordance with applicable Federal, State and local 

law. 

E.  FALSE COMPLAINTS 

 

Any Complaint made by an employee of WCL regarding Job Based Harassment which is conclusively proven to be 

false, shall result in discipline. This discipline may include dismissal from employment. This section is not intended to 
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discourage employees from making complaints regarding Job Based Harassment. However, false complaints adversely 

impact the workplace and the career of the accused, even when disproved, and will not be tolerated. 

F.  LIMITATIONS 

The use of this procedure is limited to complaints related to discriminatory workplace harassment on the basis of race, 

religion, color, national origin, ancestry, disability, medical condition, marital status, pregnancy, sexual orientation, 

gender or age. All other complaints shall be handled through the Employee Grievance Procedure as established by the 

Employee Policy Manual. 

G.  DISTRIBUTION 

This policy shall be available to all employees, supervisors and managers and Trustees of Whitman County Library. 

Any questions, concerns or comments related to this policy should be directed to the Director.  
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I. PURPOSE/OBJECTIVE 

 

A. To establish risk management and safety policies to ensure a safe and healthy work 

environment. 

B. To encourage staff and the general public to fully participate in said safety procedures. 

C. To provide direction for efficient and safe operation of Library services and the maintenance 

thereof. 

D. To develop and implement policies that will meet the safety criteria established by state 

regulations and consistent with suggested risk management procedures by the Library's 

insurance carrier. 

 

II. LOSS CONTROL RESPONSIBILITIES 

A. Director 

 The Director, as the Library's chief administrative officer will have the overall responsibility 

to implement and monitor the loss control policies with specific responsibilities as follows: 

a. Appoint a safety chair to implement the risk management program for the Library. 

b. Investigate accidents to ensure that cause factors are identified and proper corrective 

action is taken to prevent recurrence. 

c. Audit the program, with the chair, to appraise it for effectiveness in all situations. 

 

B. Safety Chair 

  The Safety Chair will be responsible for the direction of the risk management program, 

specifically: 

a. Make recommendations to the Director for approval so that appropriate action can be 

taken. 

b. Maintain a risk management program that includes current practices that are effective 

in preventing injuries, vehicular safety, maintenance of Library buildings and 

equipment, and provision of efficient operation of services. 

c. Inform the Director and the Board of Trustees about status of matters affecting the risk 

management program. 

d. Coordinate compliance with federal, state, and local safety laws. 

e. Provide adequate safety orientation, job training safety, and continuing safety 

instructions to all employees and volunteers.  There must be an annual formal safety 

review at each annual staff development day.  Winter driving safety instruction should 

be included in each branch managers November visit to headquarters. 
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C. LIBRARY BOARD OF TRUSTEES 

 The Library Board of Trustees, by resolution, will endorse all risk management policies and 

procedures, and will strive to allocate available and adequate funding to comply with 

requirements contained herein.  

 

D. LIBRARY EMPLOYEES 

 All Library employees will adhere to all adopted policies to ensure efficient operation and 

maintenance of Library services and for their own safety and protection as well as the public 

they serve.  Specific requirements as a condition of employment include: 

a. Promptly and accurately report all accidents and injuries. 

b. Promptly report all unsafe actions and conditions to their supervisor. 

c. Keep work areas and access to these work areas, clean and safe at all times.  

d. Study, observe and obey all safety practices including the wearing of personal 

protective equipment when it is needed. 

e. Cooperate with other employees to eliminate accidents. 

 

 

III. VEHICLE SAFETY 

The risk management policy applies to all activities within the scope of Library operations, including 

non-owned vehicles: 

A. Vehicle Inspections: 

The library vehicle will be serviced regularly and inspected at that time.  Any defects or concerns 

with the vehicle should be reported to library administration, so they can be remedied before the 

vehicle is driven.  A list of suggested tools to carry in the library vehicle is attached to this 

document. 

B. Vehicle Maintenance: 

 The vehicle operator/owner is expected to maintain a safe vehicle for use on library business. 

C. Vehicle Operation: 

1. All vehicles will be operated only by employee-owners, and the use of seat-belts are 

mandatory when vehicle is in operation. 

2. Vehicle operators/owners must possess a valid Washington State Drivers license, and 

submit a record of same to be placed in his/her personnel file. 

3. Vehicle operators/owners must provide proof of the required state insurance coverage.   
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4. Employees will be reimbursed for the travel/mileage expenditures at the current Whitman County rate 

per mile when use is pre-approved by the Director. A minimum liability coverage of $300,000 is 

advised. 

 

 IV.  GENERAL SAFETY 

   

A. Personal Safety 

1. All employees must be fully aware of potential problem patrons and adhere to the 

"Problem Patron Manual". Especially each branch manager, when working alone, must 

have access to local law enforcement.  Every employee must act upon their own 

"comfort" level in any situation and their decision should be respected. 

2. Each employee, by law, must take a 15 min. break mid-morning and mid-afternoon in 

addition to at least a 30 minute lunch break.  This is to insure the most productive 

work patterns and minimize stress and fatigue. 

B. Personal Protective Equipment 

 Any Library employee who performs a task that could result in injury or illness must wear 

protective equipment while performing such tasks.  Examples include (but are not limited to): 

1. Rubber gloves must be worn when working with any blood-borne pathogens.  (Blood, 

vomit or any bodily fluid.) 

2. Rubber gloves must be worn when cleaning the public restrooms (see above). 

C. Library Property 

1. Library buildings will contain necessary emergency equipment and supplies for fire 

protection and will be checked annually for any necessary repair or replacement.  

Fire/emergency exits will be well marked and easily accessible.  The Headquarters 

building will be checked annually by the Fire Dept. to prevent fire hazards.  Employees 

will be informed of evacuation procedures.   

2. Employees will report any obvious or potential safety or health hazard to their 

immediate supervisor.   

3. Exterior walks must be kept free of ice, snow and other hazards at all locations. 

D. First Aid/CPR 

Library employees are encouraged to obtain a First Aid/CPR card with Director or Supervisor 

approval and be compensated for their time.   

E. Handicap Access 

 It is the intention of the Library Board of Trustees that safe access to our facilities be provided 

to all people, including those with handicaps. 

 Every effort should be made by each staff member to be aware of these needs and provide 

assistance when asked. 
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Vehicle Tools List: 

 

 1. First Aid Kit 

 2. Wheel blocks 

 3. Fuses 

 4. Jumper cables 

 5. Ice scraper 

 6. Shovel 

 7. Hand tool box 

 8. Screwdrivers 

 9. Pliers 

    10. Adj. wrenches 

    11. Flashlight 

    12. Tow chain 

    13. Warn. Triangle 

    15. Handyman Jack 

    16. Blanket/gloves/stocking cap 
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XXII.XXII.XXII.XXII.    REPORTING IMPROPER GREPORTING IMPROPER GREPORTING IMPROPER GREPORTING IMPROPER GOVERNMENTAL ACTION AOVERNMENTAL ACTION AOVERNMENTAL ACTION AOVERNMENTAL ACTION AND ND ND ND PROTECTING EMPLOYEESPROTECTING EMPLOYEESPROTECTING EMPLOYEESPROTECTING EMPLOYEES    
AGAINST RETALIATIONAGAINST RETALIATIONAGAINST RETALIATIONAGAINST RETALIATION    

PPPPolicy Statementolicy Statementolicy Statementolicy Statement    
 

It is the policy of the Whitman County Rural Library (1) to encourage reporting by its employees of improper 

governmental action taken by Whitman County Rural Library officers or employees and (2) to protect Whitman 

County Rural Library employees who have reported improper governmental actions in accordance with Whitman 

County Rural Library’s policies and procedures. 

Definitions 
 

As used in this policy, the following terms shall have the meanings indicated: 

 

1. “Improper governmental action” means any action by a Whitman County Rural Library officer or 

employee: 

A. That is undertaken in the performance of the officer’s or employee’s official duties, whether or not 

the action is within the scope of the employee’s employment; and 

B. That (i) is in violation of any federal, state, or local law or rule (ii) is an abuse of authority, (iii) is of 

substantial and specific danger to the public health or safety or (iv) is a gross waste of public funds. 

“Improper governmental action” does not include personnel actions, including employee grievances, 

complaints, appointments, promotions, transfers, assignments, reassignments, reinstatements, restorations, 

reemployments, performance evaluations, reductions in pay, dismissals, suspensions, demotions, 

violations of collective bargaining or civil service laws, alleged violations of labor agreements or 

reprimands. 

2. “Retaliatory action” means any adverse change in the terms and conditions of Whitman County Rural 

Library employee’s employment. 

 

3. “Emergency” means a circumstance that if not immediately changed may cause damage to persons or 

property. 

Procedures for Reporting 
 

Whitman County Rural Library employees who become aware of improper governmental actions should raise the 

issue first with their supervisor.  If requested by the supervisor, the employee shall submit a written report to the 

supervisor, or to some person designated by the supervisor, stating in detail the basis for the employee’s belief that an 

improper governmental action has occurred.  Where the employee reasonably believes the improper governmental 

action involves his or her supervisor, the employee may raise the issue directly with the Human Resources Director of 

Whitman County Rural Library. 
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In the case of an emergency, where the employee believes that damage to persons or property may result if action is 

not taken immediately, the employee may report the improper governmental action directly to the appropriate 

government agency with the responsibility for investigating the improper action. 

The supervisor, or the Library Director, as the case may be, shall take prompt action to assist Whitman County Rural 

Library is properly investigating the report of improper governmental action. Whitman County Rural Library officers 

and employees involved in the investigation shall keep the identity for reporting employees confidential to the extent 

possible under law, unless the employee authorizes the disclosure of governmental action shall be advised of a 

summary of the results of the investigation, except that personnel actions taken as a result of the investigation may be 

kept confidential. 

Whitman County Rural Library Employees may report information about improper governmental action directly to the 

appropriate government agency with responsibility for investigating the improper action if the Whitman County Rural 

Library employee reasonably believes that an adequate investigation was not undertaken by Whitman County Rural 

Library to determine whether an improper governmental action occurred, or that insufficient action has been taken by 

Whitman County Rural Library to address improper governmental action or that for other reasons that improper 

governmental action is likely to recur. 

Whitman County Rural Library employees who fail to make a good-faith attempt to follow Whitman County Rural 

Library’s procedures in reporting improper governmental actions shall not receive the protections provided by the 

Whitman County Rural Library in these procedures. 

 

Protection Against Retaliatory Actions 
 

Whitman County Rural Library officials and employees are prohibited from taking retaliatory action against a 

Whitman County Rural Library Human Resources Director.  Whitman County Rural Library officials and supervisors 

shall take appropriate action to investigate and address complaints of retaliation. 

Employees who believe that they have been retaliated against for reporting an improper governmental action should 

advise their supervisor or the Whitman County Rural Library Human Resources Director. Whitman County Rural 

Library officials and supervisors shall take appropriate action to investigate and address complaints of retaliation. 

If the employee’s supervisor or Library Director, as the case may be, does not satisfactorily resolve a Whitman County 

Rural Library employee’s complaint that he or she has been retaliated against in violation of this policy, the Whitman 

County Rural Library employee may obtain protection under this policy and pursuant to the state law by providing a 

written notice to the Library Board of Trustees: 

 

a. Specifies the alleged retaliatory action and 

b. Specifies the relief requested. 

 

Whitman County Rural Library employees shall provide a copy of their written charge to the Library Board of 

Trustees no later than thirty (30) days after the delivery of the charge to Whitman County Rural Library, the Whitman 

County Rural Library employee may request a hearing before a state administrative law judge to establish that a 

retaliatory action occurred and to obtain appropriate relieve provided by law.  An employee seeking a hearing should 

deliver the request for hearing to the Library Director within the earlier of either fifteen (15) days of delivery of the 

Whitman County Rural Library’s response to the charge of retaliatory action, or forty-five (45) days of delivery of the 

charge of retaliation to Whitman County Rural Library for response. 
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Upon receipt of request for hearing, Whitman County Rural Library shall apply within five (5) working days to the 

State Office Administrative Hearings for an adjudicative proceeding before an administrative law judge: 

 Office of Administrative Hearings 
 PO Box 42488 

 Olympia, WA   98504-2488 

 360-664-8717 

 

Whitman County Rural Library will consider any recommendation provided by the administrative law judge that the 

retaliator be suspended with or without pay, or dismissed. 

 

Responsibilities 

The Library Director is responsible for implementing Whitman County 

Rural Library’s policies and procedures for (1) reporting improper 

governmental actions and (2) for protecting employees against 

retaliatory actions. This includes ensuring that this policy and these 

procedures are (1) permanently posted where all employees will have 

reasonable access to them, (2) are made available to any available to 

any employee upon request and, (3) are provided to all newly hired 

employees.  Elected officials, department heads and supervisors are 

responsible for ensuring the procedures are fully implemented within 

their areas of responsibility.  Violations of this policy and these 

procedures may result in appropriate disciplinary action, up to and 

including dismissal.   
  

List of AgenciesList of AgenciesList of AgenciesList of Agencies    
 

Following is a list of agencies responsible for enforcing federal, state, and local laws and investigating other issues 

involving improper governmental action. Employees having questions about these agencies or procedures for reporting 

improper governmental action are encouraged to contact the Library Director. 
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Whitman County 

 

Whitman County Rural Library 

S. 102 Main   

Colfax, WA   99111       
509-397-4366 

 

Whitman County Prosecutor 

P.O. Box 30 

Colfax, WA   99111 

509-397-6250 

 

Whitman County Public Health Department 

Administrator 

N. 310 Main 

Colfax, WA   91111 

509-397-6280 

 

Whitman County Sheriff 

P.O. Box 470 

Colfax, WA   99111 

509-397-6266 

 

State of Washington 

 

Attorney General’s Office 

1125 Washington St. SE 

PO Box 40100 

Olympia, WA   98504-0100 

360-753-6200 
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Human Rights Commission 

Great Western Building, #416 

W. 905 Riverside 

Spokane, WA   99201-1099 

509-456-4473 

 

State Auditor’s Office 

Legislative Building 

P.O. Box 40021 

Olympia, WA   98504-0021 

360-902-0360 

 

State Department of Ecology 

Eastern Regional Office 

4601 N. Monroe, Suite 202 

Spokane, WA   99205 

509-456-2926 

 

Department of Labor & Industries 

Employment Standards 

901 N. Monroe St. Suite 100 

Spokane, WA   99201 

 

State Liquor Control Board 

Enforcement Office 

111 N. Vista Road, Suite 3d 

Spokane, WA    

509-625-5513 

 

Department of Natural Resources 

P.O. Box 47001 

Olympia, WA   98504-7001 

360-902-1004 
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UNITED STATESUNITED STATESUNITED STATESUNITED STATES    

 

Department of Agriculture 

Office of Inspector General 

1000 2nd Avenue 

Seattle, WA   98104 

 

Alcohol Tobacco & Firearms 

Law Enforcement Office 

920 W. Riverside Ave. 

Spokane, WA   99201 

509-353-2862 

 

U.S. Attorney 

3600 Seafirst Fifth Ave. Plaza 

Seattle, WA   98104 

206-553-7970 

 

Department of Commerce 

2001 6th Ave, Suite 650 

Seattle, WA   98121 

206-553-5615 

 

Consumer Product Safety commission 

1111 3rd Ave. 810 

Seattle, WA   98101 

206-553-5276 

 

U.S. Customs Service 

Office of Enforcement 
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1000 Second Avenue, Suite 2300 

Seattle, WA   98101 

206-553-7531 

 

U.S. Department of Education 

Office of the Inspector General 

915 Second Avenue 

Seattle, WA   98174-1099 

206-220-7800 

 

Environmental Protection Agency 

Eastern Regional Office 

N. 4601 Monroe – Suite 202 

Spokane, WA   99205-1295 

 

Equal Employment Opportunity commission 

Federal Office Building 

909 First Ave – Suite 400 

Seattle, WA   98104-1061 

206-220-6883 

 

Federal Emergency Management Agency 

Washington State Emergency Mgmt. Division 

Building 20, M/S:TA-20 

Camp Murray, WA   98430-5122 

253-512-7200 

 

Federal Trade Commission 

Northwest Region 

2896 Federal Building 

915 Second Ave 

Seattle, WA   99174 

206-220-6363 
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General Services Administration 

PO Box 41000 

Olympia, WA   98504-1000 

360-902-7300 

 

Department of Health 

1112 SE Quince St. 

PO Box 47890 

Olympia, WA   98504-7890 

360-236-4010 

 

Department of Housing & Urban Development 

909 1st Ave, Suite 200 

Seattle, WA   98104-1000 

206-220-5101 

 

Interstate Commerce Commission 

1300 S. Evergreen Park Drive SW 

Olympia, WA   98504-7250 

360-664-1160 

 

Department of Interior 

U.S. Fish & Wildlife Services 

Regional Director 

8702 N. Division 

Spokane, WA   99218 

509-456-4082 

 

Department of Justice 

Drug Enforcement Administration 

1124 W. Riverside Ave, Suite L300 

Spokane, WA   99201 
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509-353-2964 

 

Department of Labor 

Occupational Safety & Health (OSHA) 

1111 Third Ave, Suite 715 

Seattle, WA   98101-3212 

206-553-5930 

 

National Transportation Safety Board 

915 2nd Ave. 

Seattle, WA   98174 

206-220-7754 

 

Department of Transportation 

Office of Inspector General 

915 Second Ave. 664 

Seattle, WA   98174 

206-220-7754 

 

Department of Treasury 

Bureau of Alcohol, Tobacco & Firearms 

Seattle, WA   98101 

206-220-6450 

 

Department of Veterans Affairs 

Office of the Inspector General 

2030 9th Ave. 210 

Seattle, WA   98121 

206-553-2706 
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Appendix A 

Library Bill of Rights 

 

The American Library Association affirms that all libraries are forums for information 

and ideas, and that the following basic policies should guide their services. 

I. Books and other library resources should be provided for the interest, information, 

and enlightenment of all people of the community the library serves. Materials 

should not be excluded because of the origin, background, or views of those 

contributing to their creation.  

II. Libraries should provide materials and information presenting all points of view on 

current and historical issues. Materials should not be proscribed or removed because 

of partisan or doctrinal disapproval.  

III. Libraries should challenge censorship in the fulfillment of their responsibility to 

provide information and enlightenment.  

IV. Libraries should cooperate with all persons and groups concerned with resisting 

abridgment of free expression and free access to ideas.  

V. A person’s right to use a library should not be denied or abridged because of origin, 

age, background, or views.  

VI. Libraries which make exhibit spaces and meeting rooms available to the public they 

serve should make such facilities available on an equitable basis, regardless of the 

beliefs or affiliations of individuals or groups requesting their use.  

 

Adopted June 18, 1948.  

Amended February 2, 1961, and January 23, 1980, 

inclusion of “age” reaffirmed January 23, 1996, 

by the ALA Council. 
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Appendix B 

The Freedom to Read Statement 

 

The freedom to read is essential to our democracy. It is continuously under attack. Private groups and public 

authorities in various parts of the country are working to remove or limit access to reading materials, to censor content 

in schools, to label “controversial” views, to distribute lists of “objectionable” books or authors, and to purge libraries. 

These actions apparently rise from a view that our national tradition of free expression is no longer valid; that 

censorship and suppression are needed to avoid the subversion of politics and the corruption of morals. We, as citizens 

devoted to reading and as librarians and publishers responsible for disseminating ideas, wish to assert the public 

interest in the preservation of the freedom to read.  

Most attempts at suppression rest on a denial of the fundamental premise of democracy: that the ordinary citizen, by 

exercising critical judgment, will accept the good and reject the bad. The censors, public and private, assume that they 

should determine what is good and what is bad for their fellow citizens.  

We trust Americans to recognize propaganda and misinformation, and to make their own decisions about what they 

read and believe. We do not believe they need the help of censors to assist them in this task. We do not believe they 

are prepared to sacrifice their heritage of a free press in order to be “protected” against what others think may be bad 

for them. We believe they still favor free enterprise in ideas and expression.  

These efforts at suppression are related to a larger pattern of pressures being brought against education, the press, art 

and images, films, broadcast media, and the Internet. The problem is not only one of actual censorship. The shadow of 

fear cast by these pressures leads, we suspect, to an even larger voluntary curtailment of expression by those who seek 

to avoid controversy.  

Such pressure toward conformity is perhaps natural to a time of accelerated change. And yet suppression is never more 

dangerous than in such a time of social tension. Freedom has given the United States the elasticity to endure strain. 

Freedom keeps open the path of novel and creative solutions, and enables change to come by choice. Every silencing 

of a heresy, every enforcement of an orthodoxy, diminishes the toughness and resilience of our society and leaves it 

the less able to deal with controversy and difference.  

Now as always in our history, reading is among our greatest freedoms. The freedom to read and write is almost the 

only means for making generally available ideas or manners of expression that can initially command only a small 

audience. The written word is the natural medium for the new idea and the untried voice from which come the original 

contributions to social growth. It is essential to the extended discussion that serious thought requires, and to the 

accumulation of knowledge and ideas into organized collections.  

We believe that free communication is essential to the preservation of a free society and a creative culture. We believe 

that these pressures toward conformity present the danger of limiting the range and variety of inquiry and expression 

on which our democracy and our culture depend. We believe that every American community must jealously guard the 

freedom to publish and to circulate, in order to preserve its own freedom to read. We believe that publishers and 

librarians have a profound responsibility to give validity to that freedom to read by making it possible for the readers 

to choose freely from a variety of offerings. The freedom to read is guaranteed by the Constitution. Those with faith in 

free people will stand firm on these constitutional guarantees of essential rights and will exercise the responsibilities 

that accompany these rights.  

We therefore affirm these propositions:  
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1. It is in the public interest for publishers and librarians to make available the widest diversity of views and 

expressions, including those that are unorthodox or unpopular with the majority.  

Creative thought is by definition new, and what is new is different. The bearer of every new thought is a rebel 

until that idea is refined and tested. Totalitarian systems attempt to maintain themselves in power by the 

ruthless suppression of any concept that challenges the established orthodoxy. The power of a democratic 

system to adapt to change is vastly strengthened by the freedom of its citizens to choose widely from among 

conflicting opinions offered freely to them. To stifle every nonconformist idea at birth would mark the end of 

the democratic process. Furthermore, only through the constant activity of weighing and selecting can the 

democratic mind attain the strength demanded by times like these. We need to know not only what we believe 

but why we believe it.  

2. Publishers, librarians, and booksellers do not need to endorse every idea or presentation they make available. 

It would conflict with the public interest for them to establish their own political, moral, or aesthetic views as 

a standard for determining what should be published or circulated.  

Publishers and librarians serve the educational process by helping to make available knowledge and ideas 

required for the growth of the mind and the increase of learning. They do not foster education by imposing as 

mentors the patterns of their own thought. The people should have the freedom to read and consider a broader 

range of ideas than those that may be held by any single librarian or publisher or government or church. It is 

wrong that what one can read should be confined to what another thinks proper.  

3. It is contrary to the public interest for publishers or librarians to bar access to writings on the basis of the 

personal history or political affiliations of the author.  

No art or literature can flourish if it is to be measured by the political views or private lives of its creators. No 

society of free people can flourish that draws up lists of writers to whom it will not listen, whatever they may 

have to say.  

4. There is no place in our society for efforts to coerce the taste of others, to confine adults to the reading 

matter deemed suitable for adolescents, or to inhibit the efforts of writers to achieve artistic expression.  

To some, much of modern expression is shocking. But is not much of life itself shocking? We cut off literature 

at the source if we prevent writers from dealing with the stuff of life. Parents and teachers have a 

responsibility to prepare the young to meet the diversity of experiences in life to which they will be exposed, 

as they have a responsibility to help them learn to think critically for themselves. These are affirmative 

responsibilities, not to be discharged simply by preventing them from reading works for which they are not yet 

prepared. In these matters values differ, and values cannot be legislated; nor can machinery be devised that 

will suit the demands of one group without limiting the freedom of others.  

5. It is not in the public interest to force a reader to accept with any expression the prejudgment of a label 

characterizing it or its author as subversive or dangerous.  

The ideal of labeling presupposes the existence of individuals or groups with wisdom to determine by 

authority what is good or bad for the citizen. It presupposes that individuals must be directed in making up 

their minds about the ideas they examine. But Americans do not need others to do their thinking for them.  

6. It is the responsibility of publishers and librarians, as guardians of the people’s freedom to read, to contest 

encroachments upon that freedom by individuals or groups seeking to impose their own standards or tastes 

upon the community at large.  

It is inevitable in the give and take of the democratic process that the political, the moral, or the aesthetic 

concepts of an individual or group will occasionally collide with those of another individual or group. In a free 
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society individuals are free to determine for themselves what they wish to read, and each group is free to 

determine what it will recommend to its freely associated members. But no group has the right to take the law 

into its own hands, and to impose its own concept of politics or morality upon other members of a democratic 

society. Freedom is no freedom if it is accorded only to the accepted and the inoffensive.  

7. It is the responsibility of publishers and librarians to give full meaning to the freedom to read by providing 

books that enrich the quality and diversity of thought and expression. By the exercise of this affirmative 

responsibility, they can demonstrate that the answer to a “bad” book is a good one, the answer to a “bad” 

idea is a good one.  

The freedom to read is of little consequence when the reader cannot obtain matter fit for that reader’s purpose. 

What is needed is not only the absence of restraint, but the positive provision of opportunity for the people to 

read the best that has been thought and said. Books are the major channel by which the intellectual inheritance 

is handed down, and the principal means of its testing and growth. The defense of the freedom to read requires 

of all publishers and librarians the utmost of their faculties, and deserves of all citizens the fullest of their 

support.  

We state these propositions neither lightly nor as easy generalizations. We here stake out a lofty claim for the value of 

the written word. We do so because we believe that it is possessed of enormous variety and usefulness, worthy of 

cherishing and keeping free. We realize that the application of these propositions may mean the dissemination of ideas 

and manners of expression that are repugnant to many persons. We do not state these propositions in the comfortable 

belief that what people read is unimportant. We believe rather that what people read is deeply important; that ideas can 

be dangerous; but that the suppression of ideas is fatal to a democratic society. Freedom itself is a dangerous way of 

life, but it is ours.  

 

This statement was originally issued in May of 1953 by the Westchester Conference of the American Library 

Association and the American Book Publishers Council, which in 1970 consolidated with the American Educational 

Publishers Institute to become the Association of American Publishers.  

Adopted June 25, 1953; revised January 28, 1972, January 16, 1991, July 12, 2000, by the ALA Council and the AAP 

Freedom to Read Committee.  

A Joint Statement by: 

American Library Association and 

Association of American Publishers  

Subsequently Endorsed by:  

• American Association of University Professors  

• American Booksellers Foundation for Free Expression  

• American Society of Journalists and Authors  

• American Society of Newspaper Editors  

• Anti-Defamation League of B’nai B’rith  

• Association of American University Presses  

• Center for Democracy & Technology  

• The Children’s Book Council  
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• The Electronic Frontier Foundation  

• Feminists for Free Expression  

• Freedom to Read Foundation  

• International Reading Association  

• The Media Institute  

• National Coalition Against Censorship  

• National PTA  

• Parents, Families and Friends of Lesbians and Gays  

• People for the American Way  

• Student Press Law Center 

Copyright © 2000, American Library Association. 

Last Modified: Wednesday, 29-Nov-2000 15:50:17 CST  
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Appendix C 

Request for Reconsideration of MaterialsRequest for Reconsideration of MaterialsRequest for Reconsideration of MaterialsRequest for Reconsideration of Materials    
 

 

Title: __________________________________________________________________ 

 

Author: ________________________________________________________________ 

 

Format (book, video, other): ________________ Publisher (if known): ____________ 

 

Request initiated by: _____________________________________________________ 

 

Telephone: __________________ Address: ___________________________________ 

 

City: ____________________________________ Zip code: ______________________ 

 

Client represents: 

 

_________ Himself/Herself 

 

_________ Organization/Name    _________________________________________ 

 

1. Did you read the cover letter outlining Whitman County Library’s role as a public library and its 

commitment to the principles of intellectual freedom? 

 

2. Have you read the entire book (if not a book, viewed or listened to the item in its entirety)? If not, what 

parts? 

 

3. Why do you disapprove of this material? (Be as specific as possible.) 
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4. How do you suggest the library deal with this material? 

 

 

5. Can you suggest an alternative to take its place? 

 

Signature of citizen _____________________________ Date ____________________ 

 

Name of receiving staff member ____________________________________________ 

 

Please forward this completed form and the material in question to: 

Director 
Whitman County Library 

S. 102 Main 

Colfax, WA  99111 
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Appendix D 

 

Drug Free Workplace 

 

Whitman County Recognizes alcohol and drug abuse as potential health, safety and security problems. 

Whitman County expects all employees to assist in maintaining a work environment free from the effects of 

alcohol, drugs, or other intoxicating substances. Compliance with this substance abuse policy is made a 

condition of employment. 

 

I. Whitman County prohibits employees from the unlawful manufacture, dispensing, possession, use 

distribution, or purchase of non-prescribed drugs and intoxicants on County premises and from 

working under the influence of alcohol, illegal drugs, or intoxicants during working hours. 

II. Employees are required to report to their jobs in an appropriate mental and physical condition, 

ready to work. If an employee may be impaired because of taking medication according to a 

doctor’s prescription, he is expected to discuss it with his/her supervisor before commencing work 

that day. 

III. Any employee who is convicted of any violation of any criminal drug statute (including 

misdemeanors) for a violation occurring on Whitman County property or time shall notify his or 

her supervisor within five (5) days of the date of conviction. A conviction includes any finding or 

guilty (including one agreed to by the employee), or pleas of no contest and/or any imposition of a 

fine, jail sentence, or other penalty. 

IV. Employees who have an alcohol or drug abuse problem are strongly encouraged to seek assistance 

through any programs offered through the county’s health carriers or the Employees’ Assistance 

Program.  Any violation of this substance abuse policy will result in discipline up to, and 

including discharge. 

V. Drug Abuse Education Program.  Through its Wellness Program, the County will utilize all 

available County resources, such as provided through the Alcoholism Center and Health 

Department to educate employees as to the dangers of drug abuse. 

 

 

 

 

Section: C      

 Subject: Drug Free Workplace 

 

 



 70

Revised: June, 1992     

 Page: C-4 

 

 

 

 

 

 

Appendix E  

Open Public Meetings Act 

RCW 42.30.010 

Legislative declaration.  

The legislature finds and declares that all public commissions, boards, councils, committees, subcommittees, departments, divisions, offices, and 

all other public agencies of this state and subdivisions thereof exist to aid in the conduct of the people's business. It is the intent of this chapter 

that their actions be taken openly and that their deliberations be conducted openly.  

     The people of this state do not yield their sovereignty to the agencies which serve them. The people, in delegating authority, do not give their 

public servants the right to decide what is good for the people to know and what is not good for them to know. The people insist on remaining 

informed so that they may retain control over the instruments they have created.  

[1971 ex.s. c 250 § 1.] 

NOTES:  

     Reviser's note: Throughout this chapter, the phrases "this act" and "this 1971 amendatory act" have been changed to "this chapter." "This act" 

[1971 ex.s. c 250] consists of this chapter, the amendment to RCW 34.04.025, and the repeal of RCW 42.32.010 and 42.32.020.  

RCW 42.30.020 

Definitions.  

As used in this chapter unless the context indicates otherwise:  

     (1) "Public agency" means:  

     (a) Any state board, commission, committee, department, educational institution, or other state agency which is created by or pursuant to 

statute, other than courts and the legislature;  

     (b) Any county, city, school district, special purpose district, or other municipal corporation or political subdivision of the state of 

Washington;  

     (c) Any subagency of a public agency which is created by or pursuant to statute, ordinance, or other legislative act, including but not limited to 

planning commissions, library or park boards, commissions, and agencies;  

     (d) Any policy group whose membership includes representatives of publicly owned utilities formed by or pursuant to the laws of this state 

when meeting together as or on behalf of participants who have contracted for the output of generating plants being planned or built by an 

operating agency.  

     (2) "Governing body" means the multimember board, commission, committee, council, or other policy or rule-making body of a public 

agency, or any committee thereof when the committee acts on behalf of the governing body, conducts hearings, or takes testimony or public 

comment.  
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     (3) "Action" means the transaction of the official business of a public agency by a governing body including but not limited to receipt of 

public testimony, deliberations, discussions, considerations, reviews, evaluations, and final actions. "Final action" means a collective positive or 

negative decision, or an actual vote by a majority of the members of a governing body when sitting as a body or entity, upon a motion, proposal, 

resolution, order, or ordinance.  

     (4) "Meeting" means meetings at which action is taken.  

[1985 c 366 § 1; 1983 c 155 § 1; 1982 1st ex.s. c 43 § 10; 1971 ex.s. c 250 § 2.] 

NOTES:  

     Severability -- Savings -- 1982 1st ex.s. c 43: See notes following RCW 43.52.374.  

RCW 42.30.030 

Meetings declared open and public.  

All meetings of the governing body of a public agency shall be open and public and all persons shall be permitted to attend any meeting of the 

governing body of a public agency, except as otherwise provided in this chapter.  

[1971 ex.s. c 250 § 3.] 

RCW 42.30.040 

Conditions to attendance not to be required.  

A member of the public shall not be required, as a condition to attendance at a meeting of a governing body, to register his name and other 

information, to complete a questionnaire, or otherwise to fulfill any condition precedent to his attendance.  

[1971 ex.s. c 250 § 4.] 

RCW 42.30.050 

Interruptions -- Procedure.  

In the event that any meeting is interrupted by a group or groups of persons so as to render the orderly conduct of such meeting unfeasible and 

order cannot be restored by the removal of individuals who are interrupting the meeting, the members of the governing body conducting the 

meeting may order the meeting room cleared and continue in session or may adjourn the meeting and reconvene at another location selected by 

majority vote of the members. In such a session, final disposition may be taken only on matters appearing on the agenda. Representatives of the 

press or other news media, except those participating in the disturbance, shall be allowed to attend any session held pursuant to this section. 

Nothing in this section shall prohibit the governing body from establishing a procedure for readmitting an individual or individuals not 

responsible for disturbing the orderly conduct of the meeting.  

[1971 ex.s. c 250 § 5.] 

RCW 42.30.060 

Ordinances, rules, resolutions, regulations, etc., adopted at public meetings -- Notice -- Secret voting prohibited.  

(1) No governing body of a public agency shall adopt any ordinance, resolution, rule, regulation, order, or directive, except in a meeting open to 

the public and then only at a meeting, the date of which is fixed by law or rule, or at a meeting of which notice has been given according to the 

provisions of this chapter. Any action taken at meetings failing to comply with the provisions of this subsection shall be null and void.  

     (2) No governing body of a public agency at any meeting required to be open to the public shall vote by secret ballot. Any vote taken in 

violation of this subsection shall be null and void, and shall be considered an "action" under this chapter.  

[1989 c 42 § 1; 1971 ex.s. c 250 § 6.] 

RCW 42.30.070 

Times and places for meetings -- Emergencies -- Exception.  

The governing body of a public agency shall provide the time for holding regular meetings by ordinance, resolution, bylaws, or by whatever other 

rule is required for the conduct of business by that body. Unless otherwise provided for in the act under which the public agency was formed, 

meetings of the governing body need not be held within the boundaries of the territory over which the public agency exercises jurisdiction. If at 

any time any regular meeting falls on a holiday, such regular meeting shall be held on the next business day. If, by reason of fire, flood, 

earthquake, or other emergency, there is a need for expedited action by a governing body to meet the emergency, the presiding officer of the 

governing body may provide for a meeting site other than the regular meeting site and the notice requirements of this chapter shall be suspended 

during such emergency. It shall not be a violation of the requirements of this chapter for a majority of the members of a governing body to travel 
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together or gather for purposes other than a regular meeting or a special meeting as these terms are used in this chapter: PROVIDED, That they 

take no action as defined in this chapter.  

[1983 c 155 § 2; 1973 c 66 § 1; 1971 ex.s. c 250 § 7.] 

RCW 42.30.075 

Schedule of regular meetings -- Publication in state register -- Notice of change -- "Regular" meetings defined.  

State agencies which hold regular meetings shall file with the code reviser a schedule of the time and place of such meetings on or before January 

of each year for publication in the Washington state register. Notice of any change from such meeting schedule shall be published in the state 

register for distribution at least twenty days prior to the rescheduled meeting date.  

     For the purposes of this section "regular" meetings shall mean recurring meetings held in accordance with a periodic schedule declared by 

statute or rule.  

[1977 ex.s. c 240 § 12.] 

NOTES:  

     Effective date -- Severability -- 1977 ex.s. c 240: See RCW 34.08.905 and 34.08.910.  

Public meeting notices in state register: RCW 34.08.020.  

RCW 42.30.080 

Special meetings.  

A special meeting may be called at any time by the presiding officer of the governing body of a public agency or by a majority of the members of 

the governing body by delivering personally or by mail written notice to each member of the governing body; and to each local newspaper of 

general circulation and to each local radio or television station which has on file with the governing body a written request to be notified of such 

special meeting or of all special meetings. Such notice must be delivered personally or by mail at least twenty-four hours before the time of such 

meeting as specified in the notice. The call and notice shall specify the time and place of the special meeting and the business to be transacted. 

Final disposition shall not be taken on any other matter at such meetings by the governing body. Such written notice may be dispensed with as to 

any member who at or prior to the time the meeting convenes files with the clerk or secretary of the governing body a written waiver of notice. 

Such waiver may be given by telegram. Such written notice may also be dispensed with as to any member who is actually present at the meeting 

at the time it convenes. The notices provided in this section may be dispensed with in the event a special meeting is called to deal with an 

emergency involving injury or damage to persons or property or the likelihood of such injury or damage, when time requirements of such notice 

would make notice impractical and increase the likelihood of such injury or damage.  

[1971 ex.s. c 250 § 8.] 

RCW 42.30.090 

Adjournments.  

The governing body of a public agency may adjourn any regular, adjourned regular, special or adjourned special meeting to a time and place 

specified in the order of adjournment. Less than a quorum may so adjourn from time to time. If all members are absent from any regular or 

adjourned regular meeting the clerk or secretary of the governing body may declare the meeting adjourned to a stated time and place. He shall 

cause a written notice of the adjournment to be given in the same manner as provided in RCW 42.30.080 for special meetings, unless such notice 

is waived as provided for special meetings. Whenever any meeting is adjourned a copy of the order or notice of adjournment shall be 

conspicuously posted immediately after the time of the adjournment on or near the door of the place where the regular, adjourned regular, special 

or adjourned special meeting was held. When a regular or adjourned regular meeting is adjourned as provided in this section, the resulting 

adjourned regular meeting is a regular meeting for all purposes. When an order of adjournment of any meeting fails to state the hour at which the 

adjourned meeting is to be held, it shall be held at the hour specified for regular meetings by ordinance, resolution, bylaw, or other rule.  

[1971 ex.s. c 250 § 9.] 

RCW 42.30.100 

Continuances.  

Any hearing being held, noticed, or ordered to be held by a governing body at any meeting may by order or notice of continuance be continued or 

recontinued to any subsequent meeting of the governing body in the same manner and to the same extent set forth in RCW 42.30.090 for the 

adjournment of meetings.  

[1971 ex.s. c 250 § 10.] 
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RCW 42.30.110 

Executive sessions.  

(1) Nothing contained in this chapter may be construed to prevent a governing body from holding an executive session during a regular or special 

meeting:  

     (a) To consider matters affecting national security;  

     (b) To consider the selection of a site or the acquisition of real estate by lease or purchase when public knowledge regarding such 

consideration would cause a likelihood of increased price;  

     (c) To consider the minimum price at which real estate will be offered for sale or lease when public knowledge regarding such consideration 

would cause a likelihood of decreased price. However, final action selling or leasing public property shall be taken in a meeting open to the 

public;  

     (d) To review negotiations on the performance of publicly bid contracts when public knowledge regarding such consideration would cause a 

likelihood of increased costs;  

     (e) To consider, in the case of an export trading company, financial and commercial information supplied by private persons to the export 

trading company;  

     (f) To receive and evaluate complaints or charges brought against a public officer or employee. However, upon the request of such officer or 

employee, a public hearing or a meeting open to the public shall be conducted upon such complaint or charge;  

     (g) To evaluate the qualifications of an applicant for public employment or to review the performance of a public employee. However, subject 

to RCW 42.30.140(4), discussion by a governing body of salaries, wages, and other conditions of employment to be generally applied within the 

agency shall occur in a meeting open to the public, and when a governing body elects to take final action hiring, setting the salary of an 

individual employee or class of employees, or discharging or disciplining an employee, that action shall be taken in a meeting open to the public;  

     (h) To evaluate the qualifications of a candidate for appointment to elective office. However, any interview of such candidate and final action 

appointing a candidate to elective office shall be in a meeting open to the public;  

     (i) To discuss with legal counsel representing the agency matters relating to agency enforcement actions, or to discuss with legal counsel 

representing the agency litigation or potential litigation to which the agency, the governing body, or a member acting in an official capacity is, or 

is likely to become, a party, when public knowledge regarding the discussion is likely to result in an adverse legal or financial consequence to the 

agency;  

     (j) To consider, in the case of the state library commission or its advisory bodies, western library network prices, products, equipment, and 

services, when such discussion would be likely to adversely affect the network's ability to conduct business in a competitive economic climate. 

However, final action on these matters shall be taken in a meeting open to the public;  

     (k) To consider, in the case of the state investment board, financial and commercial information when the information relates to the investment 

of public trust or retirement funds and when public knowledge regarding the discussion would result in loss to such funds or in private loss to the 

providers of this information.  

     (2) Before convening in executive session, the presiding officer of a governing body shall publicly announce the purpose for excluding the 

public from the meeting place, and the time when the executive session will be concluded. The executive session may be extended to a stated 

later time by announcement of the presiding officer.  

[1989 c 238 § 2; 1987 c 389 § 3; 1986 c 276 § 8; 1985 c 366 § 2; 1983 c 155 § 3; 1979 c 42 § 1; 1973 c 66 § 2; 1971 ex.s. c 250 § 11.] 

NOTES:  

     Severability -- Effective date -- 1987 c 389: See notes following RCW 41.06.070.  

     Severability -- 1986 c 276: See RCW 53.31.901.  

RCW 42.30.120 

Violations -- Personal liability -- Penalty -- Attorney fees and costs.  

(1) Each member of the governing body who attends a meeting of such governing body where action is taken in violation of any provision of this 

chapter applicable to him, with knowledge of the fact that the meeting is in violation thereof, shall be subject to personal liability in the form of a 

civil penalty in the amount of one hundred dollars. The civil penalty shall be assessed by a judge of the superior court and an action to enforce 
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this penalty may be brought by any person. A violation of this chapter does not constitute a crime and assessment of the civil penalty by a judge 

shall not give rise to any disability or legal disadvantage based on conviction of a criminal offense.  

     (2) Any person who prevails against a public agency in any action in the courts for a violation of this chapter shall be awarded all costs, 

including reasonable attorney fees, incurred in connection with such legal action. Pursuant to RCW 4.84.185, any public agency who prevails in 

any action in the courts for a violation of this chapter may be awarded reasonable expenses and attorney fees upon final judgment and written 

findings by the trial judge that the action was frivolous and advanced without reasonable cause.  

[1985 c 69 § 1; 1973 c 66 § 3; 1971 ex.s. c 250 § 12.] 

RCW 42.30.130 

Violations -- Mandamus or injunction.  

Any person may commence an action either by mandamus or injunction for the purpose of stopping violations or preventing threatened violations 

of this chapter by members of a governing body.  

[1971 ex.s. c 250 § 13.] 

RCW 42.30.140 

Chapter controlling -- Application.  

If any provision of this chapter conflicts with the provisions of any other statute, the provisions of this chapter shall control: PROVIDED, That 

this chapter shall not apply to:  

     (1) The proceedings concerned with the formal issuance of an order granting, suspending, revoking, or denying any license, permit, or 

certificate to engage in any business, occupation, or profession or to any disciplinary proceedings involving a member of such business, 

occupation, or profession, or to receive a license for a sports activity or to operate any mechanical device or motor vehicle where a license or 

registration is necessary; or  

     (2) That portion of a meeting of a quasi-judicial body which relates to a quasi-judicial matter between named parties as distinguished from a 

matter having general effect on the public or on a class or group; or  

     (3) Matters governed by chapter 34.05 RCW, the Administrative Procedure Act; or  

     (4)(a) Collective bargaining sessions with employee organizations, including contract negotiations, grievance meetings, and discussions 

relating to the interpretation or application of a labor agreement; or (b) that portion of a meeting during which the governing body is planning or 

adopting the strategy or position to be taken by the governing body during the course of any collective bargaining, professional negotiations, or 

grievance or mediation proceedings, or reviewing the proposals made in the negotiations or proceedings while in progress.  

[1990 c 98 § 1; 1989 c 175 § 94; 1973 c 66 § 4; 1971 ex.s. c 250 § 14.] 

NOTES:  

     Effective date -- 1989 c 175: See note following RCW 34.05.010.  

Drug reimbursement policy recommendations: RCW 43.20A.365.Mediation testimony competency: RCW 5.60.070 and 5.60.072.  

RCW 42.30.200 

Governing body of recognized student association at college or university -- Chapter applicability to.  

The multimember student board which is the governing body of the recognized student association at a given campus of a public institution of 

higher education is hereby declared to be subject to the provisions of the open public meetings act as contained in this chapter, as now or 

hereafter amended. For the purposes of this section, "recognized student association" shall mean any body at any of the state's colleges and 

universities which selects officers through a process approved by the student body and which represents the interests of students. Any such body 

so selected shall be recognized by and registered with the respective boards of trustees and regents of the state's colleges and universities: 

PROVIDED, That there be no more than one such association representing undergraduate students, no more than one such association 

representing graduate students, and no more than one such association representing each group of professional students so recognized and 

registered at any of the state's colleges or universities.  

[1980 c 49 § 1.] 

RCW 42.30.900 

Short title.  

This chapter may be cited as the "Open Public Meetings Act of 1971".  
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[1971 ex.s. c 250 § 16.] 

RCW 42.30.910 

Construction -- 1971 ex.s. c 250.  

The purposes of this chapter are hereby declared remedial and shall be liberally construed.  

[1971 ex.s. c 250 § 18.] 

RCW 42.30.920 

Severability -- 1971 ex.s. c 250.  

If any provision of this act, or its application to any person or circumstance is held invalid, the remainder of the act, or the application of the 

provision to other persons or circumstances is not affected.  

[1971 ex.s. c 250 § 19.] 
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Appendix F 

Meeting Room Application for Use and Fees  

                                                                                            Date(s) of event: ______   

              Fees are paid: ______ 

Library meeting room orororor The Center (circle one)(circle one)(circle one)(circle one)          Staff initials: _____ 
 

Available: Mon-Weds 8 a.m. – 8 p.m., Thurs – Fri 8 a.m. to 6 p.m. Sat. – Sun 1-5 p.m.   

 

Capacity: Each facility holds 110 chairs; or approximately 10 tables with 60-80 chairs (The Center does 

not have water or kitchen facilities.) 

      

Today’s date ___________ Meeting dates and times ______________________ 

Organization ___________ Person Responsible (18 or older) _______________ 

Phone ____________ Address ___________________ City, State, Zip _______ 

 

ONLY CLEAR BEVERAGES ARE ALLOWED in carpeted rooms.     

    *Alcoholic Beverages, Illegal Drugs and/or Gambling prohibited in any area. 

Fee Schedule 

All fees are non-refundable (unless cancellation is due to library conflict) and are due upon reservation of 

the room. Circle appropriate fees. 

• Free presentations, free local meetings or activity that is free   

      and open to public                                    No Charge 

• Large kitchen (warming only, no meal preparation)                  $10 

• Laptop computer, projection, sound or equipment***       $15 

• Private meetings, social functions (hourly fee for all open hours room    

           is occupied for set up, the event and cleanup time.)                         $15 per hour   

• Any use for which attendees are assessed registration fees or charges assessed other than a 

nominal amount to defray the cost of materials for supplies.                                                 

                                                                      20% of profits or $50 per day   

• For profit use, those soliciting the sale of goods or services                      

                                                          20% of profits or $50 per day 

• *Table cloth rental may be available with prior approval. 

                (Cost is $4 each if self-laundering, $8 each if WCL launders.)            $_______ 

 

• *Use by agencies or individuals not residing within the library district (including Pullman)   may be 

subject to additional rates or fees. 

 

• Room cancellation fee if notified less than 24 hours prior to event.      $25 

 



 77

*Administrative approval and customer attention is required for the following: 

* Requests for use of meeting facilities outside of regular library hours, events scheduled more 

than two months in advance, the use of tablecloths or use by non-library district agencies and individuals 

must be approved by the library director or appointee. 

* Requests for events that require an alcohol or gambling permit must be approved by the library 

director or appointee. Proof of Insurance for the event may be required. 

* Any request for use of computer, projection or electronic equipment must be approved by the 

technology staff at least one week prior to the event. Users may be required to attend a training session 

in order to utilize this equipment. 

* The library often publicizes public meetings and for-profit uses in its news releases, calendars, or 

other venues as time allows. If you do NOT want the library to publicize your public event, please notify 

library personnel.  

* The library does NOT purchase or guarantee any type of advertising so tenants of the room 

should market their own events and services. 

AGREEMENT: I have read and understand the rules and regulations for using Whitman County Rural 

Library District’s meeting room and will take full responsibility to abide by those rules and regulations.  I 

do hereby understand that I am responsible for the supervision and control of any group or individuals 

while using Whitman County Rural Library District meeting room to ensure their safety, prevent injury 

and/or damage to the equipment, property or grounds of the center.  The applicant is at least 18 years of 

age, has authority to make this application and agrees to comply with all facility rules and regulations, 

and assume liability for any and all damages that are due to the negligence of the applicant. 

I also understand that I am responsible for ALL SET UP and leaving the room in the same condition 

as when I assumed possession. I am responsible for protecting all areas of the meeting room and all of 

its contents. Should any items be stolen, damaged, broken or a cleaning fee assessed, I assume liability 

for these costs. 

Indemnification / Hold Harmless 

User shall indemnify and hold harmless Whitman County Rural Library District, its officers, officials, 

employees and volunteers from and against any and all claims, suits, actions, or liabilities for injury or 

death of any person, or for loss or damage to property, which arises out of use of Premises or from any 

activity, work or thing done, permitted, or suffered by User in or about the Premises, except only such 

injury or damage as shall have been occasioned by the sole negligence of Whitman County Rural Library 

District. 

 

Signature of applicant ______________________________ Date ____________ 

(Must be same person responsible and listing information above.) 

Director or technical staff approval (*when applicable)  _____________________ 

 

 

 

Revised 2/13/17   Resolution   2017-8 
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Appendix G 

Display Loan Agreement 

 

Display Loan Agreement between Whitman County Library and 

 

 Name ________________________________________ 

 

 Address_______________________________________ 

 

 Phone ________________________________________ 

 

Descriptions of objects loaned for display: 

 

 ___________________________________________________________ 

 

 ___________________________________________________________ 

 

Date Loaned _____________________________________________________ 

 

Date to picked up __________________________________________________ 

 

Owner’s estimated value of loan material________________________________ 

 

Owner’s Insurance _________________________________________________ 

 

* * * * * * * * * * * * * * * 

 

I, ________________________________________________________, agree to indemnify and save and 

hold harmless the Whitman County Library District from and against any and all loss, damage, injury liability 

and claims for loss, damages or injuries to property arising out of the loan of said property to the library for 

display or special exhibit purposes.  If I have not reclaimed said property on loan to the library by 14 days 
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after the agreed ending date specified above, the library will assume ownership with the right to sell or 

dispose of the property.    

     I hereby agree to the terms stipulated above. 

 

     _____________________________________ 

     Owner 

 

     _____________________________________ 

     Authorized library personnel 

 

      

     _____________________________________      

     Date                    

 

 

 

 

 

Revised 2/13/17   Resolution 2017-5    
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APPENDIX HAPPENDIX HAPPENDIX HAPPENDIX H    
 

Rules Governing the Use of the Library 
 

 

While in the library, PLEASE DO NOT: 

• Smoke 

• Consume Food or Beverages near computers 

• Solicit or Sell 

• Sleep 

• Bring pets into the building (except service animals) 

• Harass patrons or library personnel by noisy or disorderly conduct, abusive, obscene or 

threatening language or unpredictable behaviors 

• Exhibit behaviors that, in the opinion of the library staff, constitutes misuse or defacement of 

library materials or facilities 

• Obstruct any public access point 

• Be drunk or disorderly 

• Leave children under 7 years unattended 

• Place feet on tables or chairs   

• Bring or use bikes, skateboards or skates 

• Generate an offensive, pervasive odor 

• Disobey the computer use/Internet policies 
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• Create disruptive noise, including cell phones, pagers or other audible devices 

Violation of these rules may be cause for a temporary or permanent prohibition 

 from the future use of library facilities. 
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Appendix I 

Reference PolicyReference PolicyReference PolicyReference Policy    

Adopted by the Board of Trustees June 18, 2001 
 

Whitman County Library strives to provide accurate information and referrals in all 13 of our locations, on-line 

through our website and by telephone. Staff will initiate and maintain a dialogue with customers requesting 

information. The exchange enables staff to better serve the public by completely understanding the nature of the 

information being requested. Examples of services provided in all locations include: help answering specific 

questions or locating items for checkout, readers advisory, assistance with basic research, orientation & instructional 

tours to new patrons or local groups, searching and instruction on the use of library computers, searching and 

requesting on the library catalog, using the Internet, and use of online databases. 

Reference services are provided in a timely manner. If staff cannot meet the customer’s information needs 

immediately, they will request a deadline for which the information must be received. The Colfax Library has been 

identified as the reference center to answer reference questions from Colfax and the twelve rural branch libraries. If 

customer deadlines permit, referrals will be made to this reference center. To expedite the process, branch library 

staff should phone or email the reference center.  

BASIC SERVICE GUIDELINES: 

1.1 CONFIDENTIALITY:     Whitman County Library staff guarantee the customer’s right to confidentiality in all 

reference transactions. Information obtained to fill a request is delivered directly to the customer who placed 

the request; exceptions to this practice are made only with prior instruction from the customer. 

1.2 TIMELINESS:     Information requests are filled as soon as possible from the time they are received. Whenever a 

customer provides staff with a deadline for filling a request, every attempt is made to meet the deadline. In the 

event the deadline cannot be met, staff will contact the customer to explain the situation or negotiate a new 

deadline.  

1.3 SERVICE PRIORITIES:     Customers are served on a first-come, first-serve basis, with priority given to those who 

make the request in person. When requests require extended searches or workload must be prioritized, 

requesters’ deadlines will be used as the deciding factor. 

1.4 REFERENCE INTERVIEW:     Staff will communicate with the requester to verify or clarify the request. When 

providing information to fill the request, staff members will seek verification or satisfaction on the part of the 

library user to insure the transaction is complete. 

1.5 DOCUMENTION OF INFORMATION:     All information provided by Whitman County Library staff is documented. 

Sources are cited verbally or in writing depending on the format of the information. Staff does not summarize or 

interpret any information given to customers.  

1.6 NON-RESIDENT SERVICE:     Basic questions are answered for all customers. If a customer resides outside the 

Whitman County Library District and their request will consume an inordinate amount of time or research, they 

will be advised of and assessed a $30 per hour non-resident reference fee. 
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APPENDIX JAPPENDIX JAPPENDIX JAPPENDIX J    
 

Whitman County Library Computer Use /Internet Policies 

 

1.  All computer users must check with library personnel before using the computers to assist in tracking usage and 

to verify that computer privileges have not been revoked.  

2.  Parental (or guardian’s) permission is required for those under 18 years of age to use unfiltered Internet stations. 

PARENTS OR GUARDIANS are responsible for Internet information accessed by their children. Library staff does 

not oversee computer usage and are not responsible for information accessed. 

3.  Patron time on computers is limited in order that the maximum number of citizens be allowed access. Specific 

time limits are determined on a branch-by-branch basis.  

4.  No food or drink is allowed at the computer stations. 

5.  Fees are charged for all printing and photocopies. Fees will be posted and are charged for each “side” of the page 

that is printed, not for each page. 

6.  Whitman County Library’s public computers are minimally filtered in order to meet the criteria for federal e-rate 

funds. Contact library staff if a site is being blocked that does not violate rules 9-10. 

7.  Any behavior deemed by library staff to be suspicious, offensive, obscene, or threatening will result in loss of 

computer privileges. 

8.  Patrons are financially responsible for any damage caused to computers as a result of violating the library’s 

computer use policy. 

9.  Computers may not be used to view, print or download illicit or pornographic material. 

10.  The following are prohibited on library computers: 1) violation of copyright law or software licenses. 2) 

Misrepresenting ones self. 3) Harassing others. 4) Violation of computer system security of WCL or other 

systems. 5) Destruction of or damage to equipment, data or software (including creation of viruses), or changing 

the system settings. 6) Unauthorized use of accounts or network identification assigned to others. 7) Violation of 

federal, state or local laws and regulations. 8) Other illegal uses of library work stations not spelled out in this 

document. 

11.  Whitman County Library is not responsible for the data security of our patrons, as we have no control over the 

sites they are using or the security of those locations. This also applies to links within the library’s website that 

take patron’s to outside sites. 

Failure to abide by these rules may result in a variety of penalties, including (but not limited to): warnings; suspension 

of computer privileges; financial responsibility for damage to equipment and software; legal proceedings brought by 

the library, copyright holders or law enforcement personnel; and suspension of all Library privileges. 
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APPENDIX KAPPENDIX KAPPENDIX KAPPENDIX K    

INTELLECTUAL FREEDOMINTELLECTUAL FREEDOMINTELLECTUAL FREEDOMINTELLECTUAL FREEDOM    STATEMENTSTATEMENTSTATEMENTSTATEMENT    
 

The Washington Library Association supports the principle of free, open, and unrestricted 

access to information and ideas regardless of the medium in which they exist. 

A democracy can only succeed if citizens have access to the information necessary to form 

opinions and make decisions on issues affecting their lives. Libraries play a key role in 

providing access to this information. 

The Association regards this access as a right of all citizens. Therefore the Association 

believes that libraries have a responsibility to provide access to a wide range of perspectives 

and viewpoints. 

The Association believes that parents and legal guardians have the responsibility to guide 

their own children in the exercise of their rights of access. 

The Association recognizes privacy and confidentiality as essential components of 

intellectual freedom. 

 

The Association supports local community involvement in developing policies that uphold 

the United States and Washington State constitutional guarantees of free speech and 

intellectual freedom. 

 

The Washington Library Association endorses the American Library Association's Code of Ethics, Freedom to Read 

Statement, and Library Bill of Rights and its interpretations. 

 

Therefore, the Washington Library Association opposes censorship and restrictions on 

access to the full range of constitutionally protected materials. 

Ratified at the WLA Conference in Spokane, WA – 4/6/01 
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Appendix L 

 

XVIII -Personnel policies 

L. (or Q.) policy - Workplace Visitors and personal business as related to library resources 

and computers 

a. Workplace visits, personal phone calls and time spent discussing personal matters with 

fellow staff shall be considered personal time. Paid time for breaks (15 minutes for every 

4 hours) can be used to cover these situations. Lunch hours can also be adjusted or work 

days lengthened to cover time spent with visitors, phone calls or personal employee 

conversations. 

b. Children, family members or other guests shall not accompany library employees to 

work. Occasional exceptions may be granted with prior approval from a supervisor. 

c. Misuse of public property is strictly prohibited. Employees are required to pay for 

library supplies, paper, photocopies, or other items for which the public is also required to 

pay a fee. 

d. Any action that violates the law, violates library computer policies or affects the ability 

of a staff computer to perform its work is strictly prohibited. Online shopping, games, 

personal emails and other computer uses are allowable during breaks, lunch hour or off 

duty hours.  

e. Staff should be sensitive to colleagues’ ability to work and also to the appearance of 

impropriety to the public as related to their interactions and/or use of public properties. 

All employees should seek the advice of supervisors as needed. 

 

 

 

 

 

 

Revised 7/19/16  Resolution 16-14



 86

 

Appendix M 

 

NOTICE OF EVICTION FROM WHITMAN COUNTY LIBRARY DISTRICT 
 

 

 

NAME: _________________________________________________________________ 

 

ADDRESS: _____________________________________________________________ 

 

CITY, STATE: ________________________________ ZIP CODE: ________________ 

 

TELEPHONE: ___________________ LIBRARY CARD NUMBER: ______________ 

 

 

 

YOU ARE HEREBY NOTIFIED THAT YOU HAVE ACTED IMPROPERLY  

 

PURSUANT TO THE LIBRARY’S RULES AND REGULATIONS BY: ____________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

THIS IS NOTICE THAT YOU ARE FORBIDDEN ENTRY TO ANY WHITMAN  
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COUNTY LIBRARY LOCATION. FAILURE TO COMPLY MAY RESULT IN  

 

CHARGES BEING FILED WITH THE POLICE DEPARTMENT. 

 

 

 

SIGNED: __________________________________________________ 

 

DATED: ________________________ 

 

 

 

Copies: Chief of police 

  Librarian in charge 

  Other 
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 APPENDIX NAPPENDIX NAPPENDIX NAPPENDIX N    

PROCEDURES FOR RESPONDING TO REQUESTS FROM  
LAW ENFORCEMENT OFFICERS  
FOR PATRON RECORDS 
 

There are, on occasion, times when law enforcement officers from the local, state, or federal level may approach 

Whitman County Library staff with requests for information about patrons’ use of the library and its resources.  It is 

our policy that law enforcement agencies must obtain a court order or present a signed Subpoena Duces Tecum or a 

warrant from their jurisdiction’s authority.   In the case of officers from the Federal Bureau of Investigations, the 

request may also come in the form of a search warrant issued under the USA Patriot Act Amendment.  Any staff 

members who are approached by law enforcement officers should use the following guidelines.   

 

When Visited By Law Enforcement Person: 

Ask them for their identification to ensure that they are official law enforcement officers.   

Ask to see their court order.  Choose the appropriate steps below depending on their response:  

 

1. If No Court Order, Subpoena, or Warrant are Presented: 

 

� Do not provide information being requested. 

� Assure officer/agent that, while we do comply with the law, procedures must be followed.   

� Refer officer/agent to the library director, associate director, or person in charge in Colfax.   

 

2. If the Court Order is in the Form of a Subpoena: 

 

� Refer any person attempting to serve legal documents relating to a court order, summons, and 

complaint or subpoena to the director, assoc. director or person in charge in Colfax.   

 

3. If the Court Order is in the Form of a Search Warrant:  

 

� Information or property identified in a warrant must be available immediately.  

� Ask agent/officer to give warrant to the director, assoc. director or person in charge. 

� Supervisor may ask agent to have library counsel present before the search begins to assure that the 

search conforms to the terms of the search warrant. 
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� Director, assoc. director, or person in charge, will direct the warrant immediately to legal counsel.   

� Do not interfere with the agent’s search or seizure. 

� Make a list of all items removed from the facility.   

 

4. If the Court Order in the Form of Search Warrant Issued Under the USA Patriot Act Amendment (Foreign 

Intelligence Surveillance Act, FISA): 

 

� Same procedure as for a search warrant except there is a gag order.   

� No information can be disclosed to any other party, including the patron whose records are the 

subjects of the search warrant.  You must comply with this order.   

� Call the director, assoc. director, or person in charge, to get legal assistance.  

� If unable to reach the director, assoc. director, or person in charge, contact the library’s legal council 

immediately. Gary Libey 397-4345.  
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 APPENDIX OAPPENDIX OAPPENDIX OAPPENDIX O    

HIPPA 

 

To: Employees Who Are Eligible to Participate in Whitman County Library Group Health Plans 

From: Peggy Bryan, Business Manager 

Re: Notice of Health Insurance Portability and Accountability Act of 1997 

 

 

 

You are eligible to participate in a group health plan offered to Whitman County Library employees (to actually 

participate, you must complete an enrollment form and may need to pay part of the premium through payroll 

deduction). 

Federal law (called HIPAA) requires that we notify you about two very important provisions in the plan.  The first 

is your right to enroll in the plan under its “special enrollment provision” if you acquire a new dependent, or you or 

an eligible dependent decline coverage under this plan because of alternative coverage and later lose such coverage 

due to certain qualifying reasons.  Second, this notice advises you of the plan’s preexisting condition exclusion 

rules that may temporarily exclude coverage for certain pre-existing conditions that you or your family may have. 

 

I.  SPECIAL ENROLLMENT PROVISIONS 

Rule #1—Loss of Coverage.  If you are declining enrollment for yourself or your dependents (including your 

spouse) because of other health insurance coverage, and that coverage terminates due to certain qualifying reasons 

(i.e., exhaustion of COBRA or state law continuation rights; loss of eligibility for other coverage due to legal 

separation, divorce, death, termination of employment or reduction in hours; or because employer contributions for 

the other coverage ceases) you “may” in the future be able to enroll yourself or your dependents in this plan, 

provided that you request enrollment within 30 days after your other coverage ends, and that you meet certain other 

important conditions described in the plan SPD (Summary Plan Description). 

Rule #2—Marriage, Birth or Adoption.  In addition, if you acquire a new dependent as a result of marriage, 

birth, adoption, or placement for adoption, you “may” be able to enroll yourself, your spouse, and your newly 

acquired dependents, provided that you request enrollment within 30 days after the marriage, birth, adoption, or 

placement for adoption, and that you meet certain other important conditions described in the SPD. 

Important Warning 

If you decline enrollment for you or your dependents, you must complete the attached “Form for Employee to 

Decline Coverage.”  On the form, you are required to state that coverage under another group health plan or other 

health insurance coverage is the reason for declining enrollment, and you are asked to identify that coverage.  If 

you fail to complete the form, neither you nor your dependents will be entitled to the special enrollment rights 

described in Rule #1 above, but you will still have the special enrollment rights described in Rule #2.  Without the 

special enrollment rights described in Rule #1, you must wait until the plan’s annual enrollment period to enroll, 

except in cases of marriage, birth, adoption or placement for adoption.  Further, when you eventually do enroll 

during annual open enrollment, you will be treated as a “late enrollee.” 
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II.  PRE-EXISTING CONDITION PROVISIONS 

Pre-Existing Condition Defined.  A pre-existing condition is any condition (whether physical or mental), 

regardless of the cause of the condition, for which medical advice, diagnosis, care or treatment was recommended 

or received with the 3-month period ending on your enrollment date or, if earlier, the first day of the waiting period 

for such enrollment.  (For new hires who are hired into a benefits eligible job, the 3-month period starts on the date 

of hire.) 

For How Long is Coverage for Pre-Existing Conditions Excluded?  Our plan excludes coverage for your or 

your dependents’ pre-existing condition for 3 months, starting on your enrollment date, or, if earlier, the first day of 

the waiting period for such enrollment.  (For new hires who are hired into a benefits eligible job, the 3-month 

period starts on the date of hire.) 

Prior Periods of Coverage May Shorten or Even Eliminate our Plan’s 3-Month PCE Period.  In general, you 

will be given “credit” for all days on which you had qualifying health care coverage prior to joining our plan.  Days 

of prior coverage are “credited” by reducing, day-for-day, the 3-month pre-existing condition exclusion period you 

otherwise would face under the plan.  More specifically, our plan’s 3-month PCE period will be shortened one day 

for each day that you had “creditable coverage” under another health plan, provided that you do not have a 63-day 

lapse in coverage after your creditable coverage ended.  A waiting period to get into a plan generally does not count 

as a lapse in coverage.  (Some people elect COBRA coverage under their prior plan just to ensure they don’t 

experience a 63-day lapse in coverage.)  Creditable coverage includes coverage under a group health plan, health 

insurance coverage, a State health benefits risk pool, Medicare, Medicaid, and certain other coverages.  Coverage 

you may have as a dependent—e.g., under your spouse’s plan—will count for this purpose. 

Our plan uses the “Alternative Method” of crediting prior group health coverage.  Under this method, the plan 

first will determine your creditable coverage under the Standard Method discussed in the preceding paragraph 

(under that method, the plan determines how much creditable medical coverage you had in general, without regard 

to the specific type of coverage).  Then, the plan will count the number of days during that time on which you had 

coverage in each of the five following categories: (1) dental; (2) vision; (3) prescription drugs; (4) substance abuse 

treatment; (5) mental health.  Your 3-month PCE period for coverage in each of these five categories of benefits 

will be reduced by the number of days or prior creditable coverage you show in each of the categories.  A 63-day or 

greater lapse in coverage with respect to a specified category will not result in a loss of credit for prior coverage for 

that category, provided that you didn’t have a lapse in coverage of your overall creditable medical coverage. 

How to Show Us That You Had Creditable Coverage Before Joining our Plan.  In order for the 3-month PCE 

period to be shortened as described above, you must show us that you had prior creditable coverage under another 

group health plan, a health insurance policy, a State health benefits risk pool, Medicare, Medicaid, etc.  To 

demonstrate to us that you had other creditable coverage, you should provide us with a “Certificate of creditable 

coverage” from your prior plan.  Other evidence of coverage will also be accepted.  Most group health plans, 

health insurers and HMOs automatically furnish these certificates to individuals when coverage is lost.  In addition, 

all plans, insurers and HMOs are required to provide these certificates upon request.  The certificate will tell us 

how long you had coverage under your prior plan, and when it ended.  Following the receipt of the certificate, we 

will ask the entity that issued the certificate to disclose additional information so we can determine your creditable 

coverage with respect to the five categories described under the alternative method, unless the original certificate 

contains that information. 

You have the right to request a certificate from a prior plan, insurer, HMO, or other entity through which you had 

creditable coverage.  If, after making reasonable efforts, you have difficulty getting a certificate from your prior 

plan, insurer, HMO, or other entity through which you had creditable coverage, please contact us at the address or 

phone number above, and we will attempt to assist you. 

After we receive your certificate(s) or other evidence of coverage, we will determine whether, and for how long, 

our plans PCE period will apply to you.  If we determine that our plan’s PCE period will apply to you, we will 

advise you of this. 
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Appendix P 

Political Activity RCW 41 

 

RCW 41.06.250 

Political activities. 

(1) Solicitation for or payment to any partisan, political organization or for any partisan, political purpose of any 

compulsory assessment or involuntary contribution is prohibited: PROVIDED, HOWEVER, That officers of 

employee associations shall not be prohibited from soliciting dues or contributions from members of their 

associations. No person shall solicit on state property or property of a political subdivision of this state any 

contribution to be used for partisan, political purposes. 

 

(2) Employees of the state or any political subdivision thereof shall have the right to vote and to express their opinions 

on all political subjects and candidates and to hold any political party office or participate in the management of a 

partisan, political campaign. Nothing in this section shall prohibit an employee of the state or any political subdivision 

thereof from participating fully in campaigns relating to constitutional amendments, referendums, initiatives, and 

issues of a similar character, and for nonpartisan offices. 

 

(3) A classified civil service employee shall not hold a part time public office in a political subdivision of the state 

when the holding of such office is incompatible with, or substantially interferes with, the discharge of official duties in 

state employment. 

 

(4) For persons employed in state agencies or agencies of any political subdivision of the state the operation of which 

is financed in total or primarily by federal grant-in-aid funds political activity will be regulated by the rules and 

regulations of the United States civil service commission. 

 

(5) The provisions of this section shall supersede all statutes, charter provisions, ordinances, resolutions, regulations, 

and requirements promulgated by the state or any subdivision thereof, including any provision of any county charter, 

insofar as they may be in conflict with the provisions of this section.  

[1974 ex.s. c 136 § 1; 1961 c 1 § 25 (Initiative Measure No. 207, approved November 8, 1960).] 
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APPENDIX APPENDIX APPENDIX APPENDIX QQQQ    

FAMILY & MEDICAL LEAFAMILY & MEDICAL LEAFAMILY & MEDICAL LEAFAMILY & MEDICAL LEAVE (FMLA/FLA)VE (FMLA/FLA)VE (FMLA/FLA)VE (FMLA/FLA)    
 

P E R S O N N E L   P R O C E D U R E  Whitman County Library 

       

Family & Medical Leave (FMLA/FLA)  REVISION DATE: April 17, 2012   

 

 

Purpose 

 To explain how the Family and Medical Leave Policy (Chapter 4.26) will be administered. 

 

Procedure 

Eligibility 

To be eligible for leave under the federal Family and Medical Leave Act (FMLA), an employee must have worked 

for the District for 12 months (over any time frame, including a break in service not to exceed 7 years) and have 

worked a minimum of 1250 hours in the 12 months immediately preceding the request for leave.  Except for 

Military Caregiver Leave, the District uses a rolling 12 month period calculated backwards from the date an 

employee first uses leave. 

 

 1. Leave Entitlement 

 An eligible employee may be granted up to 12 workweeks of unpaid leave during any 12 month period for 

one or more of the following reasons: 

  a. For incapacity due to pregnancy, prenatal medical care, or child birth, and care of the newborn; 

  b. For pre-adoption activities, or to care for a child after placement in the home for adoption or foster 

care; 

  c. To care for the employee’s parent, spouse, or child with a serious health condition; 

  d. For the employee’s own serious health condition that makes the employee unable to  perform the 

essential functions of his/her job;  

  e. For a qualifying exigency arising from an employee’s  parent, spouse or child’s call to active  National 

Guard or military Reserve duty in support of a contingency operation.  

   Exigency leave:  

� Is only available to family members of those in the National Guard and Reserves and to certain 

retired military recalled to duty. 

� Does not apply to families of active members of the regular armed forces.  
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� Only applies to a federal call to duty or a state call under order of the president. 

  f.  For Military Caregiver Leave: An employee who is the spouse, son, daughter, parent, or next of kin of 

a covered servicemember with a serious illness or injury incurred in the line of duty while on active 

duty is entitled to a total of 26 workweeks of unpaid leave during a single 12 month period to care 

for the servicemember. 

� There is a separate “FMLA year” for military caregiver leave.  It is measured forward from the 

first day caregiver leave is used and ends 12 months later. 

� Once an employee takes military caregiver leave, and has begun the “FMLA year for military 

caregiver leave,” the employee can take a maximum of 26 weeks of leave for any FMLA purpose. 

 

 2. Leave for Pregnancy Disability and to Care for Newborn  

  In addition to the federal FMLA described above, state law provides certain additional leave rights in 

connection with pregnancy related disability and to care for a newborn. 

  a. Pregnancy Disability Leave, for the period of time the employee is temporarily disabled or 

incapacitated due to pregnancy or childbirth, must be granted regardless of the employee’s eligibility 

for FMLA.  

� If the employee is eligible for FMLA leave, the Pregnancy Disability leave will run concurrently 

with her FMLA leave. 

� If the employee is not eligible for FMLA leave, the employee must use her paid leave(s) (per 

District sick and vacation leave policies) for Pregnancy Disability Leave.  

� Once the employee has exhausted her paid leave, she may be placed on leave without pay status 

for the duration of her Pregnancy Disability Leave. 

  b. The Washington Family Leave Act (FLA) provides certain additional leave benefits to care for a 

newborn.  

� Except for qualifying exigency leave and servicemember caregiver leave, the FLA largely mirrors 

the FMLA, with the same eligibility standards and entitlement to 12 weeks of leave for family and 

medical reasons.  As with FMLA leave, the employee is required to use accrued paid leave(s) as 

part of their FLA leave. 

� In most situations, leave under the FLA runs concurrently with FMLA leave.  FLA leave does not 

run concurrently with Pregnancy Disability Leave.  In this instance, FLA leave is in addition to any 

leave taken for Pregnancy Disability.  

    For example, assume an FMLA and FLA eligible employee works up to her delivery date, and (per 

her doctor’s certification) needs 6 weeks of Pregnancy Disability Leave to recover from childbirth.  

This 6 week period is also covered by FMLA leave.  Once the employee is no longer disabled from 

childbirth, she is still entitled to 12 weeks of FLA leave to care for the newborn.  Thus the total 

leave entitlement would be 18 weeks - 6 weeks of Pregnancy Disability leave, and 12 weeks of 

FLA leave.  Only the first 12 weeks of leave would run concurrently with FMLA leave. 

 

 3. Differences between federal FMLA and state FLA 
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 a. Under the federal Family and Medical Leave Act (FMLA), the District must continue to pay its portion 

of the employee’s health insurance premium for up to 12 workweeks of FMLA leave.   

� The District is not required to pay employee health insurance premium under the state Family 

Leave Act (FLA) or for Pregnancy Disability Leave unless they run concurrent with FMLA leave.  

� In the above example, the District’s obligation to pay its portion of the health insurance premium 

ends with the completion of 12 weeks of FMLA leave, even though the employee may be entitled 

to use an additional 6 weeks of FLA leave. 

� As long as the employee is on paid leave, he/she should continue to receive their benefits in the 

normal manner.  

� Under COBRA, once an employee is placed on leave without pay statue, he/she is entitled to 

continue their health insurance on a self pay basis. 

 b. The federal FMLA may run concurrently with other state leave statutes such as Worker’s 

Compensation, Pregnancy Disability Leave, FLA, or Family Care Act Leave.  Whenever possible, the 

District will run leaves concurrently.  

  c. Disability or incapacity due to pregnancy or childbirth may not run concurrently with the state FLA.  

 

 

 4. Limitations on FMLA Leave Entitlement 

  a. Married couples employed by Whitman County Library are limited in the amount of family leave they 

may take for the birth and care of a newborn child, placement of a child for adoption or foster care, 

or to care for a parent with a serious health condition to a combined total of 12 weeks (or 26 weeks if 

leave to care for a covered servicemember with a serious injury or illness is used).  FMLA leave for 

 birth and aftercare, or placement for adoption or foster care, must end within 12 months of the 

birth or placement.  

  b. Employees may take FMLA leave intermittently (e.g., in separate blocks of time for a single  qualifying 

reason), or on a reduced work schedule. When leave is needed for planned medical  treatment, the 

employee must make a reasonable effort to schedule treatment so as not to unduly  disrupt the 

employer’s operation. If FMLA leave is for birth and care of the newborn, or placement  for foster care or 

adoption, use of intermittent leave is subject to District approval. 

 5. Continuation of Pay and Benefits 

  a. FMLA leave is unpaid leave.  However, per District policy, employees are required to use their accrued 

paid leave (e.g. sick, vacation, and/or holiday leave) as part of their FMLA leave entitlement.  

  b. Employee use of paid leave, to run concurrent with FMLA leave, must comply with the District’s 

normal policies for using paid leave.  Once the employee has exhausted their paid leave, they should 

be placed on leave without pay for the duration of their FMLA leave. 

  c. During the 12 (or 26) workweeks of FMLA leave, the District will continue to pay its portion of health 

insurance premiums, provided that the employee continues to pay  his/her share of the health 

insurance premiums, if any.  Failure of the employee to pay his/her portion of the premium may 

result in cancellation of health insurance.  It is the employee’s responsibility to arrange for 

continuation of premium payments while on FMLA leave. 
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  d. If the employee has exhausted FMLA leave, and extends their leave as leave without pay (LWOP), the 

employee may continue health insurance benefits on a self pay basis under COBRA. 

e. Benefits that operate on an accrual basis (e.g., vacation and sick leave) will not accrue during any 

unpaid leave under this policy.  Moreover, an employee on leave without pay (LWOP) will not accrue 

seniority or service time for the employee’s eligibility  for performance review, salary review or 

adjustment.  The employee’s anniversary date should be adjusted per current policy. 

  f. An employee’s eligibility for qualified benefits (e.g., worker’s compensation, retirement or deferred 

compensation) will be governed by the terms of each respective benefit plan. 

 6. Employee Notice & Responsibilities 

  a. Employees must provide 30 days advance notice of the need to take FMLA leave when the need is 

foreseeable.  When 30 days notice is not possible, the employee must provide notice as soon as 

practicable and generally must comply with the District’s normal call-in procedures. 

  b. Employees seeking Qualifying Exigency Leave must give reasonable and practical notice if the 

exigency is foreseeable.  The notice should include: information that a covered family member is on 

active duty or been called to active duty, provide a listed reason for leave (see list of reasons at end 

of document), and an estimate of the duration of the requested leave. 

  c. For Military Caregiver Leave employees must give as much notice as practicable. 

  d. Employees must provide sufficient information for the District to determine if the leave may qualify 

for FMLA protection and the anticipated timing and duration of the leave.  Sufficient information may 

include that the employee is unable to perform job functions, the family member is unable to perform 

daily activities, the need for hospitalization or continuing treatment by a health care provider, or 

circumstances supporting the need for military family leave.  

  e. Employees also must inform the District if the requested leave is for a reason for which FMLA leave 

was previously taken or certified. 

  f. Periodic notification during leave.  Employees should contact their immediate supervisor or manager 

every two (2) weeks by telephone and once a month in writing/email to report on their status and 

intentions to return to work at the end of their leave period, unless other arrangements have been 

made. 

 

 7. Certification Requirements 

  a. The District may require certification from a health care provider substantiating the employee’s leave 

request.  Anytime an employee expects to be or is absent for more than 3 consecutive work days as 

the result of his or her own serious health condition (including pregnancy), the employee may be 

required to submit a medical certification.  Certification requirements differ according to whether the 

leave is for the employee’s own serious health condition or that of a covered family member.  When 

an employee foresees the need for leave and has provided at least 30 days notice, the District may 

request certification before the leave begins.  The employee must provide certification within 15 

calendar days of the District’s request.  Failure to provide the requested certification may delay the 

leave.   

  b. The District may require a second, and in some cases a third, medical opinion, at the District’s 

expense, depending upon the circumstances.  During the course of the leave, the District may under 

certain circumstances require additional medical recertification every 30 days.  In addition, if the 
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circumstances giving rise to the need for leave have changed significantly, or if the District has reason 

to doubt the validity of the stated reason for the absence, the District reserves the right to request 

recertification at any time. 

  c. Employees seeking Qualifying Exigency Leave or Military Caregiver Leave must certify they are 

eligible to take leave. 

� Qualifying Exigency Leave.  The employee should provide a copy of the service member’s active 

duty orders, documentation verifying time, place, and date of scheduled pre- or post-deployment 

activities, and/or complete the Department of Labor (DOL) form WH-384. 

� Military Caregiver Leave.  The employee should provide a copy of the Department of Defense 

(DOD) “invitational travel orders” or “invitational travel authorization,” and/or complete form 

WH-385. 

  d. All employees returning from FMLA leave taken because of their own serious health condition are 

required to furnish a “Fitness for duty” certification before they will be allowed to return to work.  The 

District will consider making a reasonable accommodation for any disability an employee may have 

where required by law.  Medical certification may also be required for any employee who claims he or 

she is unable to return to work at the scheduled conclusion of a leave or who requests a leave 

extension. 

 8. Reinstatement after leave.  Eligible employees taking leave under this policy will be reinstated to their 

former position, or to an equivalent position with equivalent benefits and other terms and conditions of 

employment.  However, no employee is entitled under this policy to any right, benefit, or position other 

than that to which the employee would have been entitled had he or she not taken leave.  Thus, for 

example, if a layoff or some other extenuating circumstance or business condition arises which affects the 

employee’s position, reinstatement may not be possible. 

  The District also reserves the right to deny leave reinstatement to key employees, where such denial is 

necessary to prevent substantial and grievous economic injury to the District’s operations. 

  Key employees should be notified in writing of the District’s intention to deny reinstatement as soon as a 

determination is made that such injury would occur. 

  Key employees notified while on leave, and who decide not to return to work, should remain on leave for 

the balance of the leave period and then be terminated. 

Key employees are defined as salaried FMLA eligible employees who are among the highest-paid 10 

percent of all employees employed by the District within seventy-five miles of the facility at which the 

employee is employed. 

 

 

DEFINITIONS 

 

 Child    includes a biological, adopted, foster child, stepchild, legal ward, or a child of an employee standing in 

loco parentis (i.e., in place of a parent), who is under 18, or older than 18 if incapable of self-care 

because of a mental or physical disability. 

 Parent: includes the biological, adoptive, or step parent, or individual who stood in loco parentis to an 

employee when the employee was a child.   
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 Spouse:  either a husband or wife as defined under Washington Law and does not include a domestic partner. 

 Serious health condition:  Includes an illness, injury, impairment, or physical or mental condition that involves 

inpatient care in a hospital, hospice, or residential medical care facility, or continuing treatment by a 

health care provider (i.e., doctors of medicine or osteopathy who are licensed to practice medicine or 

surgery by the state in which they practice), or involves a period of incapacity requiring 3 or more 

days absence from work and necessitates continuing treatment by a health care provider or any 

period of incapacity due to pregnancy or prenatal care. 

Covered servicemember: an individual with a serious illness or injury, incurred in the line of duty, while on 

active duty, as determined by the Department of Defense (DOD), that may render him medically unfit 

to perform the duties of his office, grade, rank, or rating and for which he is undergoing medical 

treatment, recuperation, therapy, or outpatient treatment or is on a temporary disability retired list 

(TDRL). 

Next of Kin:  As in the case of defining a son or daughter, “parent” is defined broadly and includes the 

servicemember’s biological, adopted, or foster parent; stepparent; or other person who stood in loco 

parentis to the servicemember.  “Parent” does not include in-laws.  “Next of kin” excludes a 

servicemember’s spouse, parent, or child, and is defined as the following blood relatives, in this order 

of priority: 

  * Blood relatives with legal custody of the servicemember by court order or statute; 

  * Siblings; 

  * Grandparents; 

  * Aunts and uncles; and 

  * First cousins. 

 The servicemember, however, may designate a specific blood relative as next of kin in writing, and that 

will control.  Employers can ask employees for reasonable documentation of family relationships; a simple 

statement will suffice. 

 

 Qualifying Exigencies (Eight Types of Qualifying Exigencies) 

The regulation contains a “specific and exclusive” list of reasons for qualifying exigency leave, as follows: 

� Short-notice deployment, meaning a call or order that’s given seven or fewer calendar days before 

deployment. The employee can take up to seven days beginning on the date of notification. 

� Military events and related activities, such as official military-sponsored ceremonies and family support 

and assistance programs sponsored by the military and related to the family member’s call to duty. 

� Urgent (as opposed to recurring and routine) child-care and school activities such as arranging for child 

care. “Child” is defined more broadly than under the childbirth and adoption leave portions of the FMLA 

to include a biological, adopted, or foster child; a stepchild; a legal ward of a covered military member; or 

a child for whom a covered military member stands in lieu of a parent. The child must be either under age 

18 or, if older than 18, incapable of caring for herself because of physical or mental disability. 

� Financial and legal tasks, such as making or updating legal arrangements to deal with a family member’s 

active duty. 
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� Counseling for the employee or his minor child that isn’t already covered by the FMLA. 

� Spending time with the covered servicemember on rest and recuperation breaks during deployment, for 

up to five days per break. 

� Post-deployment activities such as arrival ceremonies and reintegration briefings, or to address issues 

from the servicemember’s death on active duty. 

� Other purposes arising out of the call to duty, as agreed upon by the employee and employer. 
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APPENDIX APPENDIX APPENDIX APPENDIX RRRR    

COBRA COVERAGE RIGHTCOBRA COVERAGE RIGHTCOBRA COVERAGE RIGHTCOBRA COVERAGE RIGHTSSSS    

    
From: Human Resources Manager 

To: Employees & Spouse, if applicable, with Health Coverage Benefits 

Date: __________________ 

Re: Continuation Coverage Rights Under COBRA 

You (the employee) and your spouse, if applicable, should read this summary notice carefully and sign & return the 

attached acknowledgement to Human Resources.  This notice is for your information and should be kept with your 

medical, dental, vision, and EAP plan information.  If you received this information in the past; please consider this an 

update. 

 

Introduction 

You are receiving this notice because you have recently become covered under a group health plan through 

Whitman County Library.  Whitman County Library (the “Employer/Benefits Administrator
2”) maintains group 

health plans that are subject to this notice: medical, dental, vision, and an employee assistance program (EAP).  If 

you are covered by the medical, dental, vision and/or EAP, you may elect COBRA coverage in one or more of 

these plans.  This notice contains important information about your right to COBRA continuation coverage, which 

is a temporary extension of coverage under the plan.  This notice generally explains COBRA continuation 

coverage, when it may become available to you and your family, and what you need to do to protect the right 

to receive it.  COBRA applies only to the benefits under the group health plans referenced above and not to any 

other plans or benefits such as life insurance, disability coverage, accidental death and dismemberment benefits. 

The right to COBRA continuation coverage was created by a federal law, the Consolidated Omnibus Budget 

Reconciliation Act of 1985 (COBRA).  COBRA continuation coverage can become available to you when you 

would otherwise lose your group health coverage.  It can also become available to other members of your family 

who are covered under the plan when they would otherwise lose their group health coverage.  For additional 

information about your rights and obligations under the plan and under federal law, you should contact the 
2
Benefits Administrator.   

The plan does not offer greater COBRA rights beyond what COBRA requires. Nothing in this notice is intended to 

expand your rights beyond COBRA’s requirements. 

COBRA Continuation Options  

You may elect to continue the coverage you had prior to the date coverage would otherwise end.  Your 

continuation options may be medical, dental, vision, or EAP.  You may elect one or more of the plans available to 

you.   

Note that when you first enroll in COBRA, you may only continue the coverage you had as an active employee. For 

example, you can’t switch from the Premera WCIF 750 Plan to the Premera WCIF 500 Plan, or vice versa. Also, to 

elect an EAP, dental plan or vision, you must be enrolled for these benefits at the time you group coverage ends. 

What is COBRA Continuation Coverage? 

COBRA continuation coverage is a continuation of plan coverage when coverage would otherwise end because of a 

life event known as a “qualifying event.”  Specific qualifying events are listed later in this notice.  After a 
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qualifying event, COBRA continuation coverage must be offered to each person who is a “qualified beneficiary.”  

You, your spouse, and your dependent children could become qualified beneficiaries if coverage under the plan is 

lost because of the qualifying event.  Under the plan, qualified beneficiaries who elect COBRA continuation 

coverage must pay for COBRA continuation coverage.   

 If you are an employee, you will become a qualified beneficiary if you lose your coverage under the plan 

because either one of the following qualifying events happens: 

 

• Your employment ends for any reason other than your gross misconduct; or 

• Your hours of employment are reduced. 

 If you are the spouse of an employee, you will become a qualified beneficiary if you lose your coverage under 

the plan because any of the following qualifying events happens: 

• Your spouse dies; 

• Your spouse’s hours of employment are reduced; 

• Your spouse’s employment ends for any reason other than his or her gross misconduct; or 

• You become divorced or legally separated from your spouse. 

Your dependent children will become qualified beneficiaries if they lose coverage under the plan because any 

of the following qualifying events happens: 

• The parent-employee dies; 

• The parent-employee’s hours of employment are reduced; 

• The parent-employee’s employment ends for any reason other than his or her gross misconduct; 

• The parents become divorced or legally separated; or 

• The child stops begin eligible for coverage under the plan as a “dependent child.” 

If you are on a leave of absence under the Family and Medical Leave Act of 1993 (FMLA) and do not return to 

active employment following the leave, a qualifying event will occur.  This allows you and your dependents to 

continue coverage for up to 18 months from the date that the Benefits Administrator
2 receives written notice that 

you will not be returning to work or your FMLA leave ends, whichever one comes first, but no later than the end of 

the FMLA leave. 

When is COBRA Coverage Available? 

The plan will offer COBRA continuation coverage to qualified beneficiaries only after the Plan 

Administrator
1
 has been notified that a qualifying event has occurred.  When the qualifying event is the end 

of employment, reduction of hours of employment or death of the employee, the employer must notify the 

Plan Administrator
1
 of the qualifying event. 

You Must Give Notice of Some Qualifying Events 

For the other qualifying events (divorce or legal separation of the employee and spouse or a dependent child’s 

losing eligibility for coverage as a dependent child), you must notify the Benefits Administrator
2
 within 60 days 

after the qualifying event occurs by completing and submitting the Notice to Employer of Qualifying Event Form or 

Other Event That May Affect Duration of COBRA Coverage.  If you or a family member fails to provide this notice 

during the 60-day notice period, you will lose your right to elect COBRA coverage.  The Notice to Employer of 

Qualifying Event Form is available in the Human Resources section of the Intranet or from the Human Resources 

office. 
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The plan provides that your spouse’s coverage terminates as of the last day of the month in which a divorce or legal 

separation occurs.  A dependent child’s coverage terminates the last day of the month in which he or she ceases to 

be an eligible dependent under the plan (for example, after attainment of a certain age). 

How is COBRA Coverage Provided? 

Once the Plan Administrator
1 receives notice that a qualifying event has occurred, COBRA continuation coverage 

will be offered to each of the qualified beneficiaries.  Each qualified beneficiary will have an independent right to 

elect COBRA continuation coverage.  Covered employees may elect COBRA continuation coverage on behalf of 

their spouse, and parents may elect COBRA continuation coverage of behalf of their children. 

COBRA continuation coverage is a temporary continuation of coverage.  When the qualifying event is the death of 

the employee, divorce or legal separation, or a dependent child’s losing eligibility as a dependent child, COBRA 

continuation coverage lasts for up to a total of 36 months.   

When the qualifying event is the end of employment or reduction of the employee’s hours of employment, the 

employee, spouse, and all eligible dependents may elect up to 18 months of COBRA continuation coverage.  There 

are two ways in which this 18-month period of COBRA continuation coverage can be extended, either by a 

disability extension or second qualifying event extension, both described later in this notice. 

Medicare Rules 

The employee’s understanding of Medicare eligibility rules is crucial in making a retirement date decision.  

Medicare entitlement can affect an individual’s COBRA rights and impact how long a spouse and dependent 

children can continue COBRA coverage. 

• If the employee becomes entitled to Medicare within 18 months prior to the qualifying event date, 

COBRA continuation coverage for dependent qualified beneficiaries lasts up to 36 months from the 

Medicare entitlement date.  For example, if a covered employee becomes entitled to Medicare 8 months 

before the date on which his employment terminates, COBRA continuation coverage for his spouse and 

children can last up to 36 months from the Medicare entitlement date, which is equal to 28 months of 

COBRA coverage (28+8=36 months). 

• If the employee becomes entitled to Medicare more than 18 months before the qualifying event, the 

spouse and dependent children may be eligible for COBRA continuation coverage for 18 months. 

• If the employee becomes entitled to Medicare after the qualifying event date, the spouse and dependent 

children may be eligible for COBRA continuation coverage for 18 months. 

Disability extension of 18-month period of continuation coverage 

If you or anyone in your family covered under the plan is determined by the Social Security Administration to be 

disabled and you notify the Plan Administrator
1 in a timely fashion, you and your entire family may be entitled to 

receive up to an additional 11 months of COBRA continuation coverage, for a total maximum of 29 months.  The 

disability would have to have started at some time before the 60th day of COBRA continuation coverage and must 

last at least until the end of the 18-month period of continuation coverage.   

The disability extension is available only if you notify the Plan Administrator
1 in writing of the determination by 

the SSA within the initial 18-month period but not later than 60 days after the date of the SSA determination. 

If you have a loss of SSA disability status, you are required by law to notify the Plan Administrator
1 within 30 days 

of a final determination made by the SSA that you are no longer disabled.  Once notified, your extended COBRA 

continuation coverage will be terminated effective the first month following the SSA’s determination of loss of 

disability status. 

Second qualifying event extension of 18-month period of continuation coverage 

If your family experiences another qualifying event while receiving 18 months of COBRA continuation coverage, 

the spouse and dependent children in your family can get up to 18 additional months of COBRA continuation 

coverage, for a maximum of 36 months, if notice of the second qualifying event is properly given to the plan.  This 
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extension may be available to the spouse and any dependent children receiving continuation coverage if they lose 

coverage due to: 

• Your death; 

• Your divorce or legal separation; or 

• Your dependent children lose dependent status under the Plan. 

This extension applies only if the event would have caused the enrolled family member to lose coverage under the 

plan had the first qualifying event not occurred. 

As described above, to be eligible for this extension, you or your family members must notify the Plan 

Administrator
1 within 60 days of the later of the date of a divorce, loss of dependent eligibility or the date 

coverage is lost due to one of the preceding events.   

Newborns and adopted children 

A child who is born to or placed for adoption with the covered employee during a period of COBRA continuation 

coverage is a qualified beneficiary and has independent COBRA election rights. 

 

You must notify 1Plan Administrator in writing of the birth or adoption and elect coverage for your child within the 

plan’s otherwise applicable enrollment period for newborns or adopted children. If the newborn or adopted child is 

determined to be disabled within 60 days of his/her birth or placement for adoption, the 29-month disability 

extension may be available for all covered family members. 

How Can You Elect COBRA Continuation Coverage? 

To elect continuation coverage, you must complete the Election Form and furnish it according to the directions on 

the form.  Each qualified beneficiary has a separate right to elect continuation coverage.  For example, the 

employee’s spouse may elect COBRA continuation coverage even if the employee does not.  COBRA continuation 

coverage may be elected for only one, several, or for all dependent children who are qualified beneficiaries.  A 

parent may elect to continue coverage on behalf of any dependent children. The employee or the employee’s spouse 

can elect continuation coverage on behalf of all the qualified beneficiaries. 

 

In considering whether to elect continuation coverage, you should take into account that a failure to continue your 

group health coverage will affect your future rights under federal law.  First, you can lose the right to avoid having 

pre-existing condition exclusions applied to you by other group health plans if you have more than a 63-day gap in 

health coverage, and election of continuation coverage may help you not have such a gap.  Second, you will lose 

the guaranteed right to purchase individual health insurance policies that do not impose such pre-existing condition 

exclusions if you do not get continuation coverage for the maximum time available to you.  Finally, you should take 

into account that you have special enrollment rights under federal law.  You have the right to request special 

enrollment in another group health plan for which you are otherwise eligible (such as a plan sponsored by your 

spouse’s employer) within 30 days after your group health coverage ends because of the qualifying event listed 

above.  You will also have the same special enrollment right at the end of continuation coverage if you get 

continuation coverage for the maximum time available to you. 

How Much does COBRA Continuation Coverage Cost? 

Generally, each qualified beneficiary may be required to pay the entire cost of continuation coverage.  The amount 

a qualified beneficiary may be required to pay may not exceed 102 percent (or, in the case of an extension of 

continuation coverage due to a disability, 150 percent) of the cost to the group health plan (including both employer 

and employee contributions) for coverage of a similarly situated plan participant or beneficiary who is not receiving 

continuation coverage.  Information on the required payment for each continuation coverage period for each option 

will be described in detail when you receive the election materials. 
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When and How Must Payment for COBRA Continuation Coverage be Made? 

First payment for continuation coverage 

If you elect continuation coverage, you do not have to send any payment with the Election Form.  However, you 

must make your first payment for continuation coverage no later than 45 days after the date of you election (This is 

the date the Election notice is post-marked, if mailed).  If you do not make your first payment for continuation 

coverage in full no later than 45 days after the date of your election, you will lose all COBRA continuation 

coverage rights under the plan.  You are responsible for making sure that the amount of your first payment is 

correct.  Payment contact information will be provided with the election material.  At that time, you may contact 

Benefit Solutions, Inc. (BSI) at PO Box 6, Mukilteo, WA, 98275 (425.771.7359) to confirm the correct amount of 

your first payment. 

Periodic payments for continuation coverage 

After you make your first payment for continuation coverage, you will be required to make periodic payments for 

each subsequent coverage period.  The amount due for each coverage period for each qualified beneficiary is 

shown in the Election Notice.  The periodic payments can be made on the monthly basis.  Under the plan, each of 

these periodic payments for continuation coverage is due on the first of the month for that coverage period.  If you 

make a periodic payment on or before the first day of the coverage period to which it applies, your coverage under 

the plan will continue for that coverage period without any break.  The plan will send periodic notices of payments 

due for these coverage periods. 

 

Grace periods for periodic payments 

Although periodic payments are due on the dates shown above, you will be given a grace period of 30 days after the 

first day of the coverage period to make each periodic payment.  Your continuation coverage will be provided for 

each coverage period as long as payment for that coverage period is made before the end of the grace period for 

that payment. 

If you fail to make a periodic payment before the end of the grace period for that coverage period, you will lose all 

rights to COBRA continuation coverage under the plan. 
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Termination of Group Coverage 

You may be entitled to purchase an individual policy directly through the carrier when your COBRA 
continuation coverage expires.  This option will only be available if there is a conversion policy under the 
group health plan you were enrolled in prior to your qualifying event.  Contact the Plan Administrator

1
 for 

more details. 

If You Have Questions 

Questions concerning your plan or your COBRA continuation coverage rights should be addressed to the 
contact or contacts identified below.  For your information about your rights under ERISA, including 
COBRA, the Health Insurance Portability and Accountability Act (HIPAA), and other laws affecting group 
health plans, contact the nearest Regional or District Office of the U.S. Department of Labor’s Employee 
Benefits Security Administration (EBSA) in your area or visit the EBSA website at www.dol.gov/ebsa.  

(Addresses and phone numbers of Regional and District EBSA Offices are available through EBSA’s 
website.) 

Keep Your Plan Informed of Address Changes 

In order to protect your family’s rights, you should keep the plan administrator informed of any changes in the 

addresses of family members.  You should also keep a copy, for your records, or any notices you send to the Plan 

Administrator
1 or the 2Benefits Administrator. 

Plan Contact Information 

If you (the employee) or a family member has any questions about this notice or COBRA, please contact the 
2
Benefits Administrator.  You may also ask for additional copies of any of the required notice forms and 

procedures, which contains important information about plan benefits, eligibility, exclusions and limitations. 

Plan Administrator
1
:  Benefit Solutions, Inc is the plan administrator for medical, dental, vision insurance and 

EAP.  All notices and other communications regarding the plan and regarding COBRA should be directed to the 

Plan Administrator
1.  If you have questions concerning your right to purchase continuation coverage, please contact 

the Benefits Administrator
2. 

 

 1
Plan Administrator/Insurer: Attention: WCIF COBRA Department 

Benefit Solutions, Inc. (BSI)  

PO Box 6 

Mukilteo, WA  98275  

Phone: 425.771.7359 

Fax: 425.771.1226 

Email: COBRA@BSITPA.com 

 

    2
Benefits Administrator: Human Resources  

       Whitman County Library 

       102 S. Main 

       Colfax, WA   99111 

        509-397-4366 
 



 106

Appendix S 

Whitman County Rural Library District 

Public Records Policy 
 

Whitman County Rural Library District (WCL) follows the requirements of RCW 42.56 Public Records, 

commonly known as the Public Records Act.  

 

Definitions 

A public record, as defined in the RCW, includes any writing containing information relating to the 

conduct of government or the performance of any governmental or proprietary function prepared, 

owned, used, or retained by any state or local agency regardless of form or characteristics, except as 

there exempted. The definition of a public record contains three elements, (WAC 44-14-03001): 

 

1. The record must be a “writing,” which is broadly defined to include any recording of any 

communication, image or sound. A writing includes not only conventional letters and memoranda, but 

also emails, videos, photos and computer data. (RCW 42.56.010) 

2. The writing must relate to the conduct of government or the performance of any governmental or 

proprietary function. 

3. The writing must be prepared, owned, used or retained by the agency. 

 

Requests 

WCL encourages requests either for inspection or for copies of public records to be in writing addressed 

to the Public Records Officer and may be made in person to the WCL business office at 102 S. Main, 

Colfax WA. Requests can also be made by mail, email or fax. Individuals asking for public records 

information will receive a response within five (5) business office working days from the receipt of the 

request. The response will include one of the following (RCW 42.56.520): 

 

1. response to the request;  

2. acknowledging the receipt of the request and an estimate of additional time needed to produce the 

information requested;  

i. clarify the request 

ii. locate records to respond to the request 

iii. contact a third party affected by the request 

iv. determine whether any records are covered by an exemption and should not be disclosed in 

whole or in part 

3. denial of the request based on specific exemption authorizing the withholding of the record (or part) 

and a brief explanation of how the exemption applies to the record withheld. RCW 42.56.210(3). Public 

records shall be available for inspection and copying during regular library hours. 

 

Access to Public Records 

(a) Responding to public records requests is one of the library’s essential functions. (b) There is no 

charge for inspection of or locating public documents.  (c) Similar to WCL’s other essential 

functions, the staffing and resources that WCL can devote to responding to public records 

requests are necessarily limited by budgetary constraints as just 12 FTE’s staff 14 locations. (d) In 

order to avoid excessive interference with other essential functions of the library and in light of 

these constraints, the Whitman County Library Board of Trustees has established that not more 

than two hours per week of staff time can be devoted to responding to public records requests. 
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This amount is approximately ¼ of 1% of Whitman County Library’s annual budget and the 

amount is in line with a number of agency policies within the region. (e) The Library’s Business 

Manager has been designated as the Public Records Officer for the library district and is 

responsible for overseeing the library’s compliance with the public records disclosure 

requirements.  

 

Fees 

RCW 42.56.120 allows for a reasonable charge for printed copies to be imposed for producing copies of 

public records. All copies of public records will incur a charge equal to the library’s public copying per 

page fee along with fees for staff member’s time to reproduce (prorated from actual salaries), cost of 

packaging and postage. For items saved to cd or other media, actual cost of the media storage will be 

relayed to the requester. Payment must be received prior to producing and/or mailing the information. 

 

Exemptions 

Any library record used to maintain control of library materials, or to provide access to information, that 

discloses or could be used to disclose the identity of a library user or to identify specific library users 

with specific library materials or information requests, is exempted from public disclosure to protect 

user privacy by RCW 42.56. 

 

Certain other exemptions, including personnel matters, items relating to land acquisition, labor 

negotiations, and donor identification are defined in the R.C.W. If any item is withheld, the specific 

exemption that authorizes such withholding will be cited and an explanation will be provided by the 

Public Records Officer.  

 

Implementation 

This policy will be implemented by the Public Records Officer, as delegated by the Library Executive 

Director. The Public Records Officer is expected to make every effort to apply these rules in a fair, 

reasonable, humane, and positive manner. 
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Appendix T 

MICROSOFT OFFICE SPECIALIST TESTING POLICY 

The Colfax branch of Whitman County Rural Library (WCL) is proud to be a Certiport Authorized Test Center 
(CATC) for the Microsoft Office Specialist (MOS) test, as part of the Washington State Library (WSL) Microsoft 
IT Academy program.   

ARTICLE 1: EXAM FEES 

For Whitman County Library District residents with a library card, the first exam and one re-test is free with a 
certificate of completion of an advanced Office 2010 or 2013 course from WSL Microsoft IT Academy. 
Subsequent exams, and for any non-resident candidates, will be $50. Test vouchers must be obtained through 
WCL.  No proctoring fees will be charged. Payments accepted in cash or check only. 

ARTICLE 2: CANDIDATE POLICIES 

Test Candidates, Proctors and Administrators must adhere and/or enforce all of the following policies when taking 
or administering an exam at a Certiport Authorized Testing Center. 

• Tests must be scheduled and confirmed at least ten (10) days before the proposed test date.  Scheduling can 
be made by phone (509-397-4366) Monday – Friday 10 am to 4 pm.  Test must be started and completed by: 
Monday – Wednesday 10 am to 5 pm and Friday 10 am to 4 pm. 

• Upon arrival at the testing center, Test Candidates must present their personal identification bearing a 
photograph and signature. 

• Test Candidates may not take recording devices such as paper/pencil, cameras, PDAs, computers, or 
communication devices such as cell phones, or pagers into the testing area. 

• Test Candidates must not communicate with other Test Candidates either in the testing room, or in any 
other area of the testing facility during authorized testing breaks. 

• Test Candidates must read and accept the terms of the Non-Disclosure Agreement presented prior to the 
start of the exam. 

• Test Candidates must not remove exam content from the testing area, and must not reproduce exam content 
outside of the testing area. 

• Test Candidates must abide by the terms of the Retake Policy. 

• Test Candidates found to have violated testing center rules may lose any existing certifications and may be 
made permanently ineligible for additional certifications. 

Please Note: In certain circumstances, the computer on which a Test Candidate is taking the exam may stop 
responding, or produce an error condition in which continuation of the exam would not be possible. If a Test 
Candidate experiences this or any other computer interruption, they must notify the Certiport Authorized Testing 
Center (CATC) Administrator and/or Proctor immediately to restart the exam. When the computer is restarted 
and/or the error condition resolved, the Proctor will launch the software again and the Test Candidate will choose 
the "In-Progress" exam, which will return them to the point at which the interruption occurred. The software will 
retain the exam progress and time remaining up to the point of termination, as long as the exam is resumed on the 
same computer in which it was started. 

ARTICLE 3: PHYSICAL TESTING ENVIRONMENT 

1. Ensure the testing area is a professional environment where Test Candidates may take the exam without 
interruptions.  
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2. Ensure that each test is actively proctored with an unobstructed view of each Test Candidate in the testing 
area. The proctor is to be located in the same room with the Test Candidate.  

3. If partitions are not available for the testing stations, ensure that Test Candidates are seated far enough 
apart to minimize distractions and prevent cheating. The recommended distance is four feet. 

4. While testing is in progress, use of equipment such as printers, fax machines, copiers, telephones, or other 
electronic devices is not permitted in the testing environment. 

ARTICLE 4: CANDIDATE CHECK-IN AND EXAM PROCEDURES 

1. The CATC is required to maintain a log showing when the Test Candidate signs in and out. 

2. The CATC is responsible for verifying the Test Candidate’s identity with at least one form of valid 
identification (containing both a photograph and the Test Candidate’s signature). 

3. The CATC/Proctor must not allow recording or electronic devices in the testing area. Such devices include: 
paper, pens, pencils, cameras, computers, or cell phones. Additional Test Candidate property, such as 
books or bags, should be stored outside the testing environment or inaccessible during the exam. 

4. The CATC/Proctor may permit a Test Candidate to take a break during testing if requested, but must 
inform the Test Candidate that the testing clock cannot be stopped during the break. Test Candidates must 
not be permitted to conduct activities during a break that may compromise exam security - including use of 
a telephone and/or communicating with other Test Candidates. Candidates must sign out and back in for 
each break. 

5. The Proctor must confirm that the Test Candidate’s ID matches the Certiport account information on the 
Proctor Validation Screen prior to launching the exam. 

6. Proctors may answer questions regarding the functionality of the exam software, but may not answer 
questions or provide instructions related to exam content. 

ARTICLE 5: PUBLIC TESTING CENTERS 

1. Accurate scheduling information must be included on the CATC locator, and should be updated as needed. 

2. Personnel responding to exam scheduling requests must be thoroughly trained on Certiport product 
offerings and procedures. Please Note: If you choose to offer online exams the CATC locator will display 
your center as offering ALL online exams. 

3. The CATC Logo must me posted in a location that is visible to Test Candidates prior to entering the 
facility. 

4. The CATC should greet the Test Candidates in a professional manner and provide testing policies and 
procedures prior to the beginning of the exam. 

ARTICLE 6: ACCOMODATION OF DISABILITIES 

As a worldwide provider of certification exams, Certiport is committed to ensuring that those persons with the 

desire to certify their proficiency in the use of computers should have the opportunity to do so. Certiport, 

accordingly, embraces the Americans with Disabilities Act (ADA) as well as other global accommodations for 

disabilities designed to advance those goals. 

 

 

Proposed: September 23, 2014 

Effective: 
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Appendix U 

SOCIAL MEDIA POLICY 
 

 

This policy will be included in the WCL policies and procedures, available on www.whitco.lib.wa.us or 
in print if requested. 

 

Purpose:  

Whitman County Rural Library District endorses the use of carefully chosen social media tools as an 

important enhancement to communication, collaboration and information exchange between District 

administration, staff, friends, library users and the general public. Social media use by libraries can 

provide streamlined, cost-effective marketing and outreach, as well as foster a sense of community 

between the library and its members.  

Definition:  

Social media is defined as any web applications, site or account that facilitates the sharing of ideas, 

opinions and information about library related subjects and issues.  

Social media tools employed by the District will be selected to enhance or provide more cost-effective 

means to deliver such library services and functions as:  

• Community outreach, marketing and publicity  

• Education of the community in the use of library resources  

• Readers’ advisory services  

• Information and reference services  

• Book discussion groups  

• Reading readiness activities for pre-school children  

• Reading incentive programs for all ages  

• Cultural and educational programming  

• Advertisement of volunteer or job opportunities available at the District  

• Additional library-related uses that may be explored or expanded upon as deemed reasonable by 

library administration  

• Create a welcoming and inviting online space where library users will find useful and entertaining 

information  

 

Rights of the Library: 

The WCL library director or designated social media manager reserve the right to monitor content on all 

of its Social Media web applications, web sites and web accounts, and to modify or remove any 

messages, tags or postings that it deems, in its sole discretion, to be abusive, defamatory, in violation of 

copyright, trademark right or other intellectual property right of any third party, or otherwise inappropriate 

for the service.  

Disclaimer 
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WCL will make a good faith effort to implement this policy in a fair and consistent manner. Any views 

expressed on social media are those of the individual post author only. The library accepts no liability for 

the content of this site. 

Public Terms of Use:  

WCL has no affiliation with any advertisements or other material posted by third party sites or software. 

WCL social media sites are for individuals to discuss things related to WCL and our community.  

By choosing to comment on WCL social media sites, individuals agree to these terms:  

Comments are moderated by WCL staff, and WCL reserves the right to not post or to remove comments 

that are unlawful or off-topic as determined in its sole discretion, including, but not limited to:  

• Plagiarized material  

• Off-topic comments  

• Commercial material/spam or solicitations  

• Duplicate posts from the same individual  

• Impersonation of another person or posting of someone’s private information  

• Profanity, hate, political statements  

• Any efforts to intimidate, harass, personally attack or defraud another  

• Any disruptive or overly excessive postings  

• Posting meant to further illegal activity  

• Sexual content or links to sexual content  

• Statements that ridicule, malign, disparage or otherwise express bias against any race, religion or 

any group or individual  

• Content that reveals private, personal information without permission  

• Copyright violations  

• Information that may tend to compromise the safety or security of the public  

• Images, executable programs or any non-textual content  

 

Persons who repeatedly violate these terms may be barred from further postings.  

All comments are public records, and as such, are subject to public records laws and records retention 

schedule. Commenters are urged to protect their privacy. Comments should not post personally 

identifying information, including but not limited to: school, age, phone number, address, library card 

number.  

The District’s Executive Director is responsible for establishing administrative procedures necessary to 

carry out this policy, which shall include the right of appeal for suspensions longer than thirty (30) days.  

 

Staff Terms of Use:  

WCL regards online Social Media in the same way as its other information resources and 

communications.  This policy is not intended to replace other Library policies but, rather, to supplement 

those policies.   

Responsibility of staff 
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• Social Media sites are on-going web products.  They have a clear start date but no end date and 

staff who are considering proposing a Social Media website must be aware of the ongoing time 

commitment required to maintain audience interest at a satisfactory level. 

• All new Social Media sites must be cleared by a manager.  The manager will assume 

responsibility for ensuring this policy is strictly enforced and have primary administrative access 

to the site.  The director of the library has ultimate authority in terms of the Library’s Social Media 

presence. 

• All Social Media applications will be tied a multiuser email account, or have some other provision 

to ensure that access to the site can be maintained if the creator terminates employment with 

WCL.   

Appropriate content 

• Notices of upcoming Library or community meetings or events 
• Content of all press releases 
• Information about library services, trends or technologies 
• Communication between library staff and the library community regarding WCL work and/or 

projects  
• Training and continuing education opportunities 
• Promotion of WCL, other library systems or other approved community activities. 

 
Inappropriate content 

• Obscene or racist content 

• Personal attacks, insults, or threatening language 

• Potentially libelous statements 

• Copyrighted or plagiarized material 

• Private, personal information published without consent 

• Comments totally unrelated to the content of the forum 

• Hyperlinks to material that is not directly related to the discussion or Library 

• Commercial promotions or spam 

Photos and other audio/visual material 

Photos and other audio/visual material are an important element of Social Media content.  Staff is 

encouraged to share relevant photos.  Staff wishing to share these types of material via Social Media 

that include person’s faces must first give those persons the opportunity to opt out if people do not want 

their photos shared.  Tagging of people in pictures should be limited to those who have given specific 

permission. 

Attribution  

In accordance to provision IV of the ALA Code of Ethics, and various international, federal, state and 

local laws, staff will make every attempt to protect copyrighted or other intellectual property rights. 

 

• When quoting another blog or publication, be sure to link to the original (if possible) and use 
quotation marks or blockquotes 

• When using images or other media found elsewhere on the web, attribute credit to the author or 
creator via hyperlink.   
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Appendix V 

WHITMAN COUNTY LIBRARY / FRIENDS OF WHITMAN COUNTY LIBRARY 

 - RELEASE AND WAIVER OF LIABILITY, ASSUMPTION OF RISK, AND INDEMNITY AGREEMENT  

 

Activity and location: _____________________________________________________  

IN CONSIDERATION of being permitted to participate in any way in Whitman County Library sponsored activities 

(Activity”), I for myself, my personal representatives, assigns, heirs and next of kin: 

1. Acknowledge, agree and represent that I understand the nature of the Activity and that I am qualified, in 

good health and in proper physical condition to participate in such Activity.  I further acknowledge that 

the Activity may involve certain hazards.  I further agree and warrant that if at any time I believe the 

conditions to be unsafe, I will immediately discontinue further participation in the Activity. 

2. Fully understand that: (a) Activity involves risks and dangers of serious bodily injury, including permanent 

disability, paralysis and death, and also involves risk of damage or loss to equipment (“Risks”);  (b) these 

risks and dangers may be caused by my own actions, or inactions, the actions or inactions of others 

participating in the Activity, the condition in which the Activity takes place, or the negligence of the 

“Releasees” named below  (c) there may be other risks and social and economic losses either not known 

to me or not readily foreseeable at this time; and I fully accept and assume all such risks and responsibility 

for losses, costs and damages I incur as a result of my participation in the Activity. 

3. Hereby release, discharge and covenant not to sue the Whitman County Library, their affiliates, the 

unaffiliated instructor _____________________________, their respective administrators, directors, and 

officers (the Releasees” herein) from all liability, claims, demands, losses or damages on my account 

caused or alleged to be caused in whole or in part by the negligence of the Releasees or otherwise, 

including negligent rescue operations; and I further agree that I, despite this Release and Waiver of 

Liability Assumption of Risk and Indemnity Agreement I, or anyone on my behalf, makes a claim against 

any of the Releasees, I will indemnify, save, and hold harmless each of the Releasees from any litigation 

expenses, attorney fees, loss, liability damage, or cost which any may incur as the result of such claim. 

I have read this Agreement, fully understand its terms, understand that I have given up substantial rights by 

signing it and have signed it freely and without any inducement or assurance of any nature and intend it to be a 

complete and unconditional release of all liability to the greatest extend allowed by law and agree that if any 

portion of this Agreement is held to be invalid, the balance, notwithstanding, shall continue in full force and 

effect. 

 

Participant’s Signature __________________________________  

Printed Name ____________________________Date_______ 

 

Guardian’s Signature (if participant is under 18 years of age): __________________________________  

Printed Name ____________________________Date_______ 

 
 
Adopted 2/13/17   Resolution 2017-8 
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Appendix W 

Whitman County Library 3D Printer and Printing Policy 

Purpose 

Whitman County Library provides community access to new and emerging technologies such as 3D 

printing to inspire interest in design and help the community bring their creations to life.  This policy 

establishes how and under what circumstances residents of Whitman County Library District may use 

the library’s 3D printer and printing capabilities. 

Policy 

3D printing allows patrons to make a 3D object out of plastic.  The object design may be uploaded from 

a digital computer file. 

I. The library’s 3D printer may be used only for lawful purposes.  The public will not be permitted 

to use the library’s 3D printer to create material that is: 

a. Prohibited by local, state or federal law. 

b. Unsafe, harmful, dangerous or poses an immediate threat to the well-being of others.  

c. Obscene or otherwise inappropriate for the library environment. 

d. In violation of another’s intellectual property rights.  For example, the printer will not be 

used to reproduce material that is subject to copyright, patent or trademark protection. 

e. WCL does not provide access to 3D printer for the production or sale of goods. 

 

II. 3D print requests will only be accepted from residents of Whitman County Library District and 

paying non-resident cardholders. Reciprocal cardholders are invited to pay the non-resident 

fee to participate. 

III. The library reserves the right to refuse any 3D print request including those owing $10 or more 

on their library account or those residing outside of the library district. 

IV. Cost: 3D printing will cost the user $1.00 per object plus ten cents ($0.10) per one gram to offset 

the cost of the filament and maintenance of the 3D printer.  Before a print is released to the 

user, they must have any and all print invoices paid in full.   

V. Items printed from the library’s 3D printer must be picked up within 7 days from the Colfax 

Branch or they become the property of the library. Items must be picked up by the individual 

who printed them, a parent, guardian or designee. 

VI. The library will schedule only one print job per day per person. 

VII. Only designated library staff or volunteers will have hands-on access to the 3D printer. 

VIII. Supervision of the use of the 3D printer by library staff does not constitute knowledge, or 

acknowledgement, of any final use of the 3D product, and the library specifically disclaims 

any knowledge thereof. 

IX. Once in possession by the patron, WCL expressly disclaims any and all personal injury or property 

damage caused by use or misuse of 3D printed object. 

 
 
Adopted October 16, 2018 Resolution 18-16 


