
 

White Salmon City Council Meeting 
A G E N D A  

May 01, 2024 – 6:00 PM 
119 NE Church Ave and Zoom Teleconference 

Meeting ID: 844 5204 5444 
Call In: 1 253 215 8782 US (Tacoma) 

Zoom Link: https://us02web.zoom.us/j/84452045444  
  

 

I. Call to Order, Land Acknowledgement, and Presentation of the Flag 
II. Roll Call 
III. Changes to the Agenda 

IV. Presentations 
A. Asian Pacific Islander Heritage Month 
B. Klickitat County Childcare Committee Presentation 
C. Mayor's Update 

V. Public Comment Any public in attendance at the meeting (either in person or via Zoom) 
will be provided an opportunity to make public comment of a general nature in the time 
allotted. No registration is required. Each person will be allowed three minutes for 
comment. 

VI. Consent Agenda 
A. Approval of Manhole Project Payment No 2 ($48,499.02) 
B. Approval of SCADA Project Payment No 2 ($28,077.15) 
C. Approval of Task Order PWB Funding Application - Anderson Perry (Documents will 

be provided on 04.29.2024) 
D. Resolution 2024-05-590 Adopting the White Salmon Personnel Policies 
E. Resolution 2024-05-591 Adopting the White Salmon Planning Commission Bylaws 
F. Approval of Meeting Minutes-April 17, 2024 
G. Approval of Vouchers 

 
VII. Business Items  

A.   Set Time and Date for Public Hearing - Annexation Petition ANX-WS-2024-001 
1. Presentation 
2. Discussion 
3. Action 

VIII. Reports and Communications 
A. Department Head Reports 
B. Council Member Reports 
C. Committee Reports 

IX. Executive Session (if needed) 

X. Adjournment 
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File Attachments for Item:

A. Approval of Manhole Project Payment No 2 ($48,499.02)
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COUNCIL REPORT 
 

  Business Item     X Consent Agenda 
 
Needs Legal Review:       No, Not Necessary  
Meeting Date:    5.1.24 
Agenda Item:      Jewett Manhole Improvement Project Payment No.2-  
   Slateco LLC 
Presented By:    Andrew Dirks- PWD 
 
Action Required:  
Review and approve payment No. 2 for the Jewett Manhole Improvement Project.  
   
Motion for Business Item / Proposed Motion for Consent Agenda:  
Motion to approve Jewett Manhole Project payment No.2 to Slateco LLC in the amount not to 
exceed $48,499.02. 
 
Explanation of Issue: 
Application for payment No. 2 includes weekly virtual meetings with the Contractors, Engineer, and 
Owner, pavement restoration on Jewett Blvd, SE 5th Ave and on NW Loop Rd east of the 
intersection of Montana Dr, completion of Alternate 3- NE Spring St MH repair and completion of 
Alternate 4- SW Waubish St MH repair. Approved payment for items for construction facilities and 
temporary controls (traffic control and project safety). Anderson Perry staff have observed the 
Contactor’s work and were satisfied with the progress of the work and requested payment amount.  
 
Council Options: 
City Council has the following options available at this time: 

1. Accept the Staff Recommendation. 
2. Revise the Staff Recommendation. 
3. Other action as desired by council. 

 
Fiscal Analysis: 
The adopted budget contains the full allocation for the Manhole Project in the Wastewater Reserve 
Fund.  
 
Diversity Equity Inclusion & Stakeholder Analysis: 
Improving the manholes along Jewett Avenue will benefit the accessibility of the system and also 
help with efficiency and maintenance, thereby contributing to a system that is more resilient and 
cost-effective for all residents and users. 
 
Policy & Plan Implications: 
This project is represented in the Capital Facilities Improvement Plan  
 
Recommendation of Staff/Committee: 
Staff recommends approving the Jewett Manhole Project payment No.1 to Slateco LLC in the 
amount not to exceed $48,499.02.  
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LETTER OF TRANSMITTAL 

TO:  City of White Salmon  DATE:  April 22, 2024 
ATTN:  Stephanie Porter, City Clerk/Treasurer  JOB NO.:  250‐15 
  P.O. Box 2139  RE:  City of White Salmon, Washington 
  White Salmon, Washington  98672    Manhole Improvements 2024 
       
     
WE ARE SENDING YOU: 

COPIES  DESCRIPTION 

1  Application for Payment No. 2 
   
   
   
   

THESE ARE TRANSMITTED AS CHECKED: 

☐As requested  ☐  For review and comment  ☐  __________________ 

☐  For your use  ☐  For your files 

☒  For approval  ☐  For Bids Due __________________ 

REMARKS 
   

Stephanie: 

Application for Payment No. 2 includes weekly virtual meetings with the Contractors, Engineer, and Owner, 

pavement restoration on Jewett Boulevard, SE 5th Avenue and on NW Loop Road east of the intersection 

with NW Montana Drive, completion of Alternate 3 – NE Spring Street Manhole Repair, and completion of 

Alternate 4 – SW Wasubish Street Manhole Repair.  Approved payment items for construction facilities and 

temporary controls (temporary traffic control and project safety).  Anderson Perry staff have observed the 

Contractor’s work were satisfied with the progress of work and requested payment amount. 

Please contact me if you have any questions or comments on this invoice or the project itself. 

 

 

 
JP/rw 

cc:  File No. 250‐15‐069 (w/encl.)    Signed:   

    Jay Peninger 
     
   
   

 
LOT_App4PayNo. 2_WS_ManholeImp24_250‐15.docx 
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4.22.24

4/22/2024
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Date:  April 22, 2024  Page 2  of  3

FROM:  Slateco, LLC

  

TO:  City of White Salmon, Washington

Date of Completion Contract Amount Date of Estimate

Original Amount of Contract:      246,588.00$        From: March 9, 2024

Revised:  Change Orders: (+ or -) -$                      To: April 19, 2024

Current Contract Amount 246,588.00$        

Item CONTRACT ITEMS BID PRICES PREVIOUS THIS PERIOD TOTAL TO DATE

No. Description Qty. Unit Unit Price Qty. Amount Qty. Amount Qty. Amount

Base Bid

1 Mobilization/Demobilization All Req'd LS $22,900.00 75% $17,175.00 0% $0.00 75% $17,175.00

2 Construction Facilities and Temporary Controls All Req'd LS 27,000.00 50% 13,500.00 25% 6,750.00 75% 20,250.00

3 Excavation Safety System All Req'd LS 2,500.00 100% 2,500.00 0% 0.00 100% 2,500.00

4 New Manhole Cone with Lid Castings 6 EA 5,083.00 6 30,498.00 0 0.00 6 30,498.00

5 Replacement of Manhole Lid Castings 13 EA 1,230.00 14 17,220.00 0 0.00 14 17,220.00

6 Temporary Asphalt Installation and Removal 40 SY 195.00 57 11,115.00 0 0.00 57 11,115.00

7 Asphalt Removal and Restoration 40 SY 250.00 0 0.00 57 14,250.00 57 14,250.00

8 Pavement Marking Restoration All Req'd LS 1,100.00 0% 0.00 100% 1,100.00 100% 1,100.00

9 Manhole Rehabilitation 54 VLF 462.00 0 0.00 0 0.00 0 0.00

$ 92,008.00 $ 22,100.00 $ 114,108.00

Item CONTRACT ITEMS BID PRICES PREVIOUS THIS PERIOD TOTAL TO DATE

No. Description Qty. Unit Unit Price Qty. Amount Qty. Amount Qty. Amount

Alternate 1 - Replacement of Vault Hatch at Heritage Plaza Lift Station

A1-1 Mobilization/Demobilization All Req'd LS $2,200.00 0% $0.00 0% $0.00 0% $0.00

A1-2 Replacement of Vault Hatch at Heritage Plaza Lift Station All Req'd LS 29,800.00 0% 0.00 0% 0.00 0% 0.00

A1-3 Asphalt Removal and Restoration at Heritage Plaza Lift 115 SY 69.00 0 0.00 0 0.00 0 0.00

$ 0.00 $ 0.00 $ 0.00

Item CONTRACT ITEMS BID PRICES PREVIOUS THIS PERIOD TOTAL TO DATE

No. Description Qty. Unit Unit Price Qty. Amount Qty. Amount Qty. Amount

A2-1 Manhole Repair All Req'd LS $23,700.00 90% 21,330.00 10% $2,370.00 100% $23,700.00

$ 21,330.00 $ 2,370.00 $ 23,700.00

Item CONTRACT ITEMS BID PRICES PREVIOUS THIS PERIOD TOTAL TO DATE

No. Description Qty. Unit Unit Price Qty. Amount Qty. Amount Qty. Amount

A3-1 Manhole Repair All Req'd LS $8,100.00 0% 0.00 100% $8,100.00 0% $8,100.00

$ 0.00 $ 8,100.00 $ 8,100.00

APPLICATION FOR PAYMENT NO. 2

CITY OF WHITE SALMON, WASHINGTON

MANHOLE IMPROVEMENTS 2024

Original:   September 30, 2024

On Schedule:               Yes             No     

Total Base Bid

Total Alternate 1

Alternate 2 - NW Loop Road Manhole Repair

Total Alternate 2

Alternate 3 - NE Spring Street Manhole Repair

Total Alternate 3

App4Pay No. 2_WS_ManholeImprov24_250-15.xlsx
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Date:  April 22, 2024  Page 3  of  3

Item CONTRACT ITEMS BID PRICES PREVIOUS THIS PERIOD TOTAL TO DATE

No. Description Qty. Unit Unit Price Qty. Amount Qty. Amount Qty. Amount

A3-1 Manhole Repair All Req'd LS $14,700.00 0% 0.00 100% $14,700.00 0% $14,700.00

$ 0.00 $ 14,700.00 $ 14,700.00

Change Orders: Qty. Unit Unit Price PREVIOUS THIS PERIOD TOTAL TO DATE

Qty. Amount Qty. Amount Qty. Amount

$ 0.00 $ 0.00 $ 0.00

Materials on Hand: Qty. Unit Unit Price PREVIOUS THIS PERIOD TOTAL TO DATE

Qty. Amount Qty. Amount Qty. Amount

$ 0.00 $ 0.00 $ 0.00

TOTAL WORK COMPLETED AND MATERIALS ON HAND $ 113,338.00 $ 47,270.00 $ 160,608.00

SUMMARY

1. Amount Earned $ 113,338.00 $ 47,270.00 $ 160,608.00

2. Amount Retained (5%) $ (5,666.90) $ (2,363.50) $ (8,030.40)

3. Sales Tax (7.6%) $ 8,613.69 $ 3,592.52 $ 12,206.21

4. Liquidated Damages $ 0.00 $ 0.00 $ 0.00

Amount Due for Payment $ 116,284.79 $ 48,499.02 $ 164,783.81

Amount Due for Payment this Estimate $ 48,499.02

Estimated % Job Completed: 51%

APPLICATION FOR PAYMENT NO. 2
CITY OF WHITE SALMON, WASHINGTON

TOTAL TO DATEPREVIOUS THIS PERIOD

Total All Change Orders

Total Materials on Hand

Alternate 4 - SW Wasubish Street Manhole Repair

Total Alternate 4

MANHOLE IMPROVEMENTS 2024

App4Pay No. 2_WS_ManholeImprov24_250-15.xlsx
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File Attachments for Item:

B. Approval of SCADA Project Payment No 2 ($28,077.15)
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COUNCIL REPORT 
 

  Business Item     x Consent Agenda 
 
Needs Legal Review:       No, Not Necessary   
Meeting Date:    5.1.24 
Agenda Item:      SCADA Upgrade Project Payment No. 2- Coburn Electric   
Presented By:    Andrew Dirks, Public Works Director  
 

Action Required:  
Review and approve SCADA Upgrade Project Payment No. 2 to Coburn Electric in the amount not 
to exceed $ 28,077.15.   
 
Motion for Business Item / Proposed Motion for Consent Agenda:  
Motion to approve and approve SCADA Upgrade Project Payment No. 2 to Coburn Electric in the 
amount not to exceed $ 28,077.15. 
 
Explanation of Issue: 
This application includes payment for labor at the Booster Pump Station and the City Shop, time 
and materials for submittals and meetings and payment for materials on hand.  
 
Council Options: 
City Council has the following options available at this time: 

1. Accept the Staff Recommendation. 
2. Revise the Staff Recommendation. 
3. Other action as desired by council. 

 
Fiscal Analysis: 
The adopted budget contains the full allocation for the SCADA Upgrades project in the Water- Short 
Lived assets fund.  
 
DEI & Stakeholder Analysis:  

Upgrading the SCADA system plays a role in advancing equity by ensuring reliable, efficient, 

transparent, and resilient water services for all residents. By addressing these key aspects, the 

city can work towards creating a more equitable and sustainable water system that benefits 

everyone in the community. 

 
Policy & Plan Implications:  
This project was listed in the Water System Plan as well as the Capital Facilities Improvement 
Plan.  
 
Recommendation of Staff/Committee: 
Staff recommends approving SCADA Upgrade Project Payment No. 2 to Coburn Electric in the 
amount not to exceed $ 28,077.15. 
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APPLICATION FOR PAYMENT NO. 2

CITY OF WHITE SALMON, WASHINGTON 

SCADA UPGRADE 2023 

TO City of White Salmon, Washington 

FROM Coburn Electric, Inc. 

For Work accomplished through the date of: April 22, 2024

1.
2.
3.
4.
5.
6.
7.
8.
9. 

Original Contract Price 
Net Change by Change Orders and Written Amendments(+/-)
Current Contract Price (1 plus 2) 
Total Work Completed and Materials On Hand to Date*
Retainage: 5% 
Sales Tax: 7.6% 
Liquidated Damages 
Less Previous Application for Payments
DUE THIS APPLICATION (4 minus 5, plus 6, minus 7 and 8) 

$
$
$
$
$ 

$ 
$
$
$

(OWNER)

(CONTRACTOR)

242,229.12
13,557.60

255,786.72
92,461.38 
(4,623.07)

7,350.97

66,788.22
28,077.15 

• Line 4 may not match Line 3 on final Application for Payment due to bid versus constructed quantity differences on unit price work. 

Accompanying Documentation:

Contractor's Certification:

The undersigned Contractor certifies that (1) all previous progress payments received from Owner, if any, on account of Work done
under the Contract referred to above have been applied on account to discharge Contractor's legitimate obligations incurred in
connection with Work covered by prior Application; (2) title of all Work, materials, and equipment incorporated in said Work or
otherwise listed in, or covered by this Application for Payment will pass to Owner at time of payment free and clear of all Liens, 
security interests, and encumbrances (except such as are covered by a Bond acceptable to Owner indemnifying Owner against any 
such Lien, security interest, or encumbrance}; (3) all Work covered by this Application for Payment is in accordance with the Contract
Documents and not defective; and (4) Record Drawings and required job photos are up-to-date, accurate, and complete for Work
performed.

Dated Coburn Electric, Inc. 

�R

By:_��,,c.......;..,_.,,,..-:.....,�'------------

Payment of the above AMOUNT DUE THIS APPLICATION is recommended
4/23/2024

Dated

APPROVED by Owner:

Dated

Anderson P'erry & Associates, Inc. 

EI\IGl�i�:''c':'.u"s� .. -- ., _ .... --�--..

Davl"d Jepsen 
E=djepsen@andersonperry.com. 
O="Anderson Perry & Associates, 

By: ---------�lnc
;;.::.;."•c.;C;.;.N;...;

=O;:.;a
;.;.vi�d�Je;,;p

;:.;
se

:;.:n __ _ 

City of White Salmon, Washington 

OWNER

By: ______________ _

Title:
-------------------

4/23/2024 

S:\Docs\White Salmon\250·20 SCADA System Upgrades\App4Pay\App4Pay No. 2\App4Pay No. 2_WS_SCADA_250·20.xlsx Page 1 of 3 
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Date:  April 23, 2024 Page 2  of  3

FROM: Coburn Electric, Inc.

TO:   City of White Salmon, Washington

Date of Completion Contract Amount Date of Estimate

Original Amount of Contract:       242,229.12$        From: 

Revised:   Change Orders: (+ or ‐) 13,557.60$           To:

Current Contract Amount 255,786.72$       

Item CONTRACT ITEMS BID PRICES PREVIOUS THIS PERIOD TOTAL TO DATE

No. Description Qty. Unit Unit Price Qty. Amount Qty. Amount Qty. Amount

1 Booster Pump Station

Labor All Req'd LS $21,000.00  0% $0.00 50% 10,500.00 50% $10,500.00

Materials All Req'd LS 48,000.00  0% 0.00 0% 0.00 0% 0.00

2 City Shop

Labor All Req'd LS 38,000.00  0% 0.00 5% 1,900.00 5% 1,900.00

Materials All Req'd LS 26,400.00  0% 0.00 0% 0.00 0% 0.00

3 Buck Creek WTP

Labor All Req'd LS 4,920.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 3,400.00  0% 0.00 0% 0.00 0% 0.00

4 Buck Creek Monitoring Station

Labor All Req'd LS 3,400.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 355.00  0% 0.00 0% 0.00 0% 0.00

5 Well No. 2

Labor All Req'd LS 4,350.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 800.00  0% 0.00 0% 0.00 0% 0.00

6 Childs Monitoring Station

Labor All Req'd LS 2,145.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 355.00  0% 0.00 0% 0.00 0% 0.00

7 Spring Street Reservoir

Labor All Req'd LS 2,500.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 6,600.00  0% 0.00 0% 0.00 0% 0.00

8 Los Altos

Labor All Req'd LS 3,250.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 6,250.00  0% 0.00 0% 0.00 0% 0.00

9 Strawberry Mountain

Labor All Req'd LS 3,250.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 6,550.00  0% 0.00 0% 0.00 0% 0.00

10 Dock Grade

Labor All Req'd LS 2,150.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 6,250.00  0% 0.00 0% 0.00 0% 0.00

APPLICATION FOR PAYMENT NO. 2
CITY OF WHITE SALMON, WASHINGTON

SCADA UPGRADE 2023

Original:   September 27, 2024

On Schedule:               Yes             No     

Base Bid   

March 5, 2024

April 22, 2024

4/23/2024

S:\Docs\White Salmon\250‐20 SCADA System Upgrades\App4Pay\App4Pay No. 2\App4Pay No. 2_WS_SCADA_250‐20.xlsx
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Date:  April 23, 2024 Page 3  of  3

Item CONTRACT ITEMS BID PRICES PREVIOUS THIS PERIOD TOTAL TO DATE

No. Description Qty. Unit Unit Price Qty. Amount Qty. Amount Qty. Amount

10 Dock Grade

Labor All Req'd LS $2,150.00  0% $0.00 0% $0.00 0% $0.00

Materials All Req'd LS 6,250.00  0% 0.00 0% 0.00 0% 0.00

11  HWY 14 Bingen Intertie

Labor All Req'd LS 3,250.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 6,250.00  0% 0.00 0% 0.00 0% 0.00

12  Heritage Plaza Lift Station

Labor All Req'd LS 3,900.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 6,900.00  0% 0.00 0% 0.00 0% 0.00

13  Waubish Lift Station

Labor All Req'd LS 3,300.00  0% 0.00 0% 0.00 0% 0.00

Materials All Req'd LS 7,100.00  0% 0.00 0% 0.00 0% 0.00

14  Meetings and Submittals

Labor All Req'd LS 3,750.00  50% 1,875.00 0% 0.00 50% 1,875.00

Materials All Req'd LS 2,000.00  100% 2,000.00 0% 0.00 100% 2,000.00

$ 3,875.00 $ 12,400.00 $ 16,275.00

Change Orders: Qty. Unit Unit Price PREVIOUS THIS PERIOD TOTAL TO DATE

Qty. Amount Qty. Amount Qty. Amount

1‐1 Operator Interface Terminals x3 All Req'd LS $12,600.00 0% $0.00 0% $0.00 0% $0.00

$ 0.00 $ 0.00 $ 0.00

Materials on Hand: Qty. Unit Unit Price PREVIOUS THIS PERIOD TOTAL TO DATE

Qty. Amount Qty. Amount Qty. Amount

Base Bid Items ‐ App4Pay 1 All Req'd LS $56,051.70 100% $56,051.70 0% $0.00 100% $56,051.70

Base Bid Items ‐ App4Pay 2 All Req'd LS $15,281.34 0% 0.00 100% 15,281.34 100% 15,281.34

1‐1 Panel View Plus 7 All Req'd LS 4,853.34 100% 4,853.34 0% 0.00 100% 4,853.34
Materials Installed All Req'd LS 0.00 0% 0.00 0% 0.00 0% 0.00

$ 60,905.04 $ 15,281.34 $ 76,186.38

TOTAL WORK COMPLETED AND MATERIALS ON HAND $ 64,780.04 $ 27,681.34 $ 92,461.38
SUMMARY

1. Amount Earned $ 64,780.04 $ 27,681.34 $ 92,461.38

2. Amount Retained (5%) $ (3,239.00) $ (1,384.07) $ (4,623.07)

3. Sales Tax (7.6%) $ 5,247.18 $ 2,103.78 $ 7,350.97

4. Liquidated Damages $ 0.00 $ 0.00 $ 0.00

5. Sales Tax Correction (App4Pay No. 1 @ 8.1% instead of 7.6%) $ 0.00 $ (323.90) $ (323.90)
Amount Due for Payment $ 66,788.22 $ 28,077.15 $ 94,865.38

Amount Due for Payment this Estimate $ 28,077.15

Estimated % Job Completed: 9%

TOTAL TO DATE

Base Bid Total

PREVIOUS THIS PERIOD

Total All Change Orders

Total Materials on Hand

APPLICATION FOR PAYMENT NO. 2 
CITY OF WHITE SALMON, WASHINGTON 

SCADA UPGRADE 2023

Change Order No. 1

See attached Materials on Hand worksheet

4/23/2024

S:\Docs\White Salmon\250‐20 SCADA System Upgrades\App4Pay\App4Pay No. 2\App4Pay No. 2_WS_SCADA_250‐20.xlsx
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City of White Salmon
SCADA Upgrade 2023 Project

Materials On-Hand
Application for Payment No. 2

Supplier Order/Invoice No. Product No. Unit Cost Total Cost Invoice Cost Station Installed?
Base Bid - App4-Pay 1

North Coast S013277191.001 RSLogix 500 Pro 1 8,934.51$        8,934.51$       8,934.51$       BPS
North Coast S013277191.003 RSLogix 500 Pro 1 8,934.51$        8,934.51$       8,934.51$       City Shop
Automation Direct 16217371 Rhino Select PSP series 3 179.00$            537.00$           Booster / Spring St. Res./ Waubish Lift

Eaton Miniature CB 3 20.00$              60.00$             Booster / Spring St. Res./ Waubish Lift
DINector screw terminal block 2 89.00$              178.00$           Booster / Spring St. Res./ Waubish Lift
Automation Direct control relay 34 5.25$                178.50$           Booster/ Heritage Plaza/ Waubish
Automation Direct relay socket 34 4.50$                153.00$           Booster/ Heritage Plaza/ Waubish
DINector single level terminal blk 3 74.00$              222.00$           Booster/ Strawberry Mtn.
DINector DIN rail 1 56.00$              56.00$             Booster/ Spring St./ Strawberryt Mtn.
STRIDE Ethernet switch 6 249.00$            1,494.00$       Booster/ City Shop/ Buck Creek WTP/ Buck Creek Monitoring/ Well 2/ Childs
ProSense Signal Conditioner 2 238.00$            476.00$           Waubish
Bussman fuse, MDA series, 2A 2 24.50$              49.00$             Booster/ Spring/ Waubish
Bussman fuse, MDA series, 5A 1 16.00$              16.00$             Booster/ Spring/ Waubish
DINector terminal block jumper 1 29.50$              29.50$             Booster/ Spring/ Strawberry
DINector screw down end bracket 1 31.50$              31.50$             Booster/ Spring/ Strawberry
DINector terminal block end cover 1 14.50$              14.50$             3,495.00$       Booster/ Spring/ Strawberry

Inductive Automation 1316227 Ignition Custom Package 8.1 2 11,380.00$      22,760.00$     BPS/City S
BasicCare Support Plan 1 3,641.60$        3,641.60$       26,401.60$     BPS

Broadcom 1616001037160 VMware Workstation 17 Pro 2 498.00$            996.00$           996.00$           BPS/City S
Dell Technologies 838313862 Wireless Keyboard & Mouse 2 74.37$              148.74$           148.74$           BPS/City S
Dell Technologies 838313870 Dell 27 Monitor 2 159.99$            319.98$           319.98$           BPS/City S
Dell Technologies 838313888 Tripp Lite Display Port 2 20.69$              41.38$             41.38$             BPS/City S
Dell Technologies 838313896 Precision 5820 Tower 2 3,201$              6,402.32$       BPS/City S

ProSupport, 3 years 2 69.16$              138.32$           BPS/City S
McAfee Business Protect, 3 yrs 2 119.67$            239.34$           6,779.98$       BPS/City S

Subtotal 56,051.70$     56,051.70$     
Base Bid App4-Pay 2
North Coast S013277462.001 Compact 500 DC Input 4 293.88$            1,175.52$       

CompactLogix 3MB 1 5,974.58$        5,974.58$       
Compact 5000 Relay 3 786.11$            2,358.33$       
Compact 5000 Analog In 3 973.66$            2,920.98$       
Compact 5000 Analog Out 1 1,723.97$        1,723.97$       
Screw Compact 5000 S 1 37.77$              37.77$             
Screw Compact 5000 1 11 69.05$              759.55$           
MicroLogix 16 Point D 1 264.01$            264.01$           
MicroLogix Cable 1 66.63 66.63$             
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City of White Salmon
SCADA Upgrade 2023 Project

Materials On-Hand
Application for Payment No. 2

Subtotal 15,281.34$     

Change Order No. 1
North Coast S013277463.001 PanelView Plus 7 3 1,617.78$        4,853.34$       4,853.34$       

Change Order Total 4,853.34$       4,853.34$       
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File Attachments for Item:

D. Resolution 2024-05-590 Adopting the White Salmon Personnel Policies
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COUNCIL REPORT 
 

  Business Item     X Consent Agenda 
 
Needs Legal Review:       Yes, completed.  
Meeting Date:    Wednesday, May 1, 2024 
Agenda Item:      Resolution 2024-05-590 Amending the White Salmon 

Personnel Policies 
Presented By:    Troy Rayburn, City Administrator 
      

Action Required:  
Review and approve Resolution 2024-05-590 relating to repealing of the 2016 Personnel 
Policies and replace with 2024 Personnel Policy Manual.  
   
Motion for Business Item / Proposed Motion for Consent Agenda:  
Motion to approve Resolution 2024-05-590 Amending the White Salmon Personnel Policies. 

 
Background of Issue: 
It has been approximately eight years since the Personnel Policy was updated. This is an 
administrative function but requires City Council approval due to previous 2016 policy adoption. 
All polices align with current State of Washington law, Federal law, and White Salmon Collective 
Bargaining Agreements.  
 
The updated 2024 Personnel Manual was shared and reviewed with staff at its March 14 
working retreat and is live on the city website.  
 
Explanation of Issue: 
The City Administrator and Mayor worked with the City’s previous contract human resources 
consultant to identify aspects of the outdated employee handbook that needed revision.  The 
goal being to provide employees with not only updated information, but clear information.  
Examples include demographic and population numbers per the most recent census 
information, organizational structure, protocols for city owned vehicles including the GoForth 
Car Share Program, revised office hours to include Monday workday, use of correct department 
names, and benefits package including Infant at Work Program and Remote Work Program to 
name a few.   
 
Council Options: 
City Council has the following options available at this time: 

1. Accept the Staff Recommendation. 
2. Revise the Staff Recommendation. 
3. Other action as desired by council. 

 
Fiscal Analysis: 
There are no Financial Implications. 
 

X 
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Diversity Equity Inclusion & Stakeholder Analysis: 

Reviewing and updating the city’s employee policies ensures they are in alignment with current 

needs and is part of creating an inclusive, diverse, and equitable work environment. By focusing 

on inclusive hiring practices, equitable compensation, and benefits, fostering an inclusive 

workplace culture, promoting professional development and advancement opportunities, 

supporting work-life balance and flexibility, and maintaining transparency and accountability, 

the city can build a workforce that reflects the diversity of the community served and values the 

contributions of every employee. This not only enhances employee satisfaction and retention 

but also contributes to the city’s overall success and effectiveness.  

 
Policy & Plan Implications: 
Replaces the 2016 personnel policy and will aid in the City’s efforts to maintain fair and 
transparent information for all.   
 
Recommendation of Staff/Committee: 
Staff recommend approval of the 2024 Employee Manual. 
 
Follow Up Action: 
The Personnel Policies should be reviewed annually and updated to include any changes in 
State Law, Federal Law, or the Collective Bargaining Agreement (Union Contract).  
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Resolution 2024-05-590 

Amending the White Salmon Personnel Policies 

Page 1 

CITY OF WHITE SALMON 

RESOLUTION 2024-05-590 

A RESOLUTION OF THE CITY OF WHITE SALMON, WASHINGTON REGARDING 

THE MATTER OF AMENDING THE PERSONNEL POLICY FOR THE CITY OF 

WHITE SALMON. 

WHEREAS, the City Council of White Salmon adopted Resolution 2016-08-438 

amending the White Salmon Personnel Policy; and 

WHEREAS, the dated White Salmon Personnel Policies includes policies that align with 

current State of Washington law, federal law, and the White Salmon Collective Bargaining 

Agreement; and  

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE 

CITY OF WHITE SALMON, WASHINGTON, as follows: 

SECTION 1. The City Council for the City of White Salmon hereby repeals all previous 

personnel policies and adopts the following policies as described in Exhibit "A", attached hereto 

and incorporated by reference, for the benefit of the city. 

SECTION II. This resolution will be effective immediately upon passage. 

PASSED by the Council of the City of White Salmon, Washington. Dated this 1st day of 

May, 2024. 

CITY OF WHITE SALMON, WASHINGTON 

____________________________________ 

Marla Keethler, Mayor 

ATTEST: APPROVED AS TO FORM: 

_______________________________

Stephanie Porter, Clerk/Treasurer  Shawn MacPherson, City Attorney 
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Introduction to the 
City of White Salmon

About this Handbook
This Handbook is intended to be a source of general information concerning the City of White Salmon’s 
policies, procedures, practice and benefits. We hope that it will be a helpful resource for you in the course 
of your employment and ask that you take time to read it and become familiar with its contents. It should 
be kept throughout your employment with the City of White Salmon. It is not possible for any handbook to 
cover all events or circumstances that can arise. Departments may have additional policies and procedures 
to be upheld by the employees in those departments.  

This Handbook is not intended, and should not be construed, as a promise of specific treatment in any 
specific circumstance, or as a guarantee of employment for any particular time. Department heads and 
exempt employees of the City not covered by a union collective bargaining agreement are considered to be 
“at will”. This means that either those employees or the City of White Salmon can terminate employment 
relationship at any time, with or without notice or cause. 

The policies, procedures, practices and benefits described in this handbook shall apply to all employees of 
the City of White Salmon except where otherwise noted herein or unless they conflict with provisions of 
any binding collective bargaining agreement, civil service rules or law. 

All policies, procedures, practices, and benefits in this handbook become effective as of the date of this 
handbook. Of course, circumstances may occur that will require the policies, procedures, practices, and 
benefits described in this Handbook to change from time to time. Except for the at-will employment 
relationship, which can be altered only by a written agreement signed by the Mayor or their designee, the 
City of White Salmon reserves the right to modify, amend, supplement, deviate from, or rescind any or all 
provisions of this Handbook as it deems appropriate at its sole and absolute discretion. 

All interpretations of and changes to the policies, procedures, practices, or benefits in this handbook can 
be made only by the City Administrator with the approval of the Mayor and City Council. This document 
should not be construed or relied upon by anyone as a legal document, covenant or contract of any kind. 

If you have questions about any part of this Handbook, please feel free to contact the City Administrator 
at any time. 

This handbook describes conditions and procedures regarding discipline and termination of employment. 
Although the City of White Salmon may follow these conditions and procedures, the City of White Salmon 
retains the right to deviate from them as it deems necessary at its sole discretion.
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The City of White Salmon is comfortably situated 
at an elevation of 550 feet, on a bluff overlooking 
the Columbia River, Mt. Hood, and Hood River, 
Oregon. The city takes its name from the nearby 
White Salmon River.

The views from the White Salmon are quite 
spectacular. From the bluff looking south one 
can see the Columbia River, the city of Hood 
River and its valley, as well as, the truly majestic 
Mt. Hood. Looking towards the northeast one can 
catch a glimpse of Washington’s Mt. Adams. The 
city also includes approximately 3/4 of a mile of 
Columbia River frontage, including access to the 
Hood River Bridge.

The phrase, “The Land Where The Sun Meets The 
Rain” is often used to describe the climate in 
and around White Salmon. The city is located on 
the dry side of the Cascade Mountain range in a 
transition zone between the marine-influenced 
climate west of the Cascades and the dry 
continental climate of the inter-mountain region. 
The Columbia River Gorge serves as a funneling 
conduit for the differing air pressures on either 
side of the Cascades, resulting in reliable westerly 
winds in summer. The broad expanse of the Columbia River Gorge and the reliable summer winds have 
led to development of the area as a premier windsurfing and kiteboarding mecca.  In winter the pressure 
patterns reverse, putting White Salmon at the top of the funnel where the bulk of the Cascade range 
typically inhibits the chilly easterlies that buffet Portland at the west end of the funnel.

The area’s relatively mild climate and location combine to offer visitors and residents a recreation paradise. 
Hiking, camping and biking opportunities are abundant throughout the Columbia River Gorge, Gifford Pinchot 
National Forest and Mt. Adams areas. Fishing is world class in the Columbia River and the abundant lakes 
and tributaries flowing off the High Cascades. Water enthusiasts can also sail, windsurf and kiteboard on 
the Columbia, or take a rafting or kayaking trip on either the White Salmon, Little White Salmon or Klickitat 
Rivers. In winter, downhill skiing is available at several resorts on nearby Mt. Hood and cross-country trails 
are maintained throughout the Mt. Hood and Gifford Pinchot National Forests.

Because of its proximity to the Columbia River transportation corridor, White Salmon offers unique 
opportunities for progressive industrial development and has developed into an unmanned aerial vehicle 
nexus. White Salmon also has access to nearby barge, train, air transport and interstate highways – all 
leading to Pacific Rim ports and other major transportation arteries. The City of White Salmon continues 
to invest in the retail-tourism sector. Art, restaurants, lodging, and recreational activities bolster the city’s 
retail economy. In general, the area’s farms, orchards, gardens, logging mills, fishing and hunting provide a 
special and diverse way of life for local residents. If you decide to become a neighbor instead of a visitor, 
you will be in excellent company.

History of the City of White Salmon
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POPULATION & LAND USE
White Salmon is a city located in Klickitat County, Washington. With a 2023 population of 2,563, 
it is the 277th largest city in Washington and the 9630th largest city in the United States. White 
Salmon is currently growing at a rate of 1.02% annually and its population has increased by 
3.14% since the most recent census, which recorded a population of 2,485 in 2020. Spanning 
over 2 miles, White Salmon has a population density of 1,704 people per square mile.

The average household income in White Salmon is $71,913 with a poverty rate of 5.47%. The 
median apartment rental costs in recent years comes to $1,725 per month, and the median 
house value is $639,00. The median age in White Salmon is 43.6 years, 47.5 years for males, and 
40 years for females.

White Salmon Demographics

• Asian: 0%
• Black or African American: 0%
• Hispanic / Latino: 21%
• Native American: 0%
• Native Hawaiian or Pacific Islander: 0%
• Other race: 0%
• Two or more races: 5%
• White: 74%

• 0-9: 7%
• 10-19:  9%
• 20-29: 14%
• 30-39: 5%
• 40-49: 11%
• 50-59: 16%
• 60-69: 20%
• 70-79: 14%
• 80+: 3%

0-9 19-Oct 20 – 29 30 – 39 40 – 49 50 – 59 60 – 69 70 – 79 80+
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The City operates under a Mayor-Council form of government. Under this system, there are five elected 
Councilmembers and the Mayor. The Mayor and Councilmembers are elected at large to serve consecutive 
four-year terms. The Mayor and Councilmembers hold the only elected positions in the City organization. 

Administration - The City Administrator is appointed by the Mayor and is responsible for the overall 
administration of the City’s operations. The chain of command runs from the Mayor to the City Administrator, 
department heads, managers, supervisors, to non-supervisory personnel. 

The Mayor and City Administrator are responsible for the preparation of the City’s annual budget, and the 
enforcement and implementation of all laws, policies and services of the City, and directing the allocation and 
organization of the City’s resources. The Revised Code of Washington Section 35A.12.090 charges the Mayor 
with the responsibility for personnel administration. The Mayor may delegate any of these responsibilities to 
the City Administrator. The Mayor’s Office oversees the development and implementation of all policy and 
program initiatives, including the City Council’s top legislative priorities. The functions of this department 
also include the City Clerk (office manager and front desk reception / payroll clerk). 

Finance – While the Mayor and City Administrator are responsible for the overall administration or 
implementation of the City’s annual budget, it is the Treasurer’s responsibility to implement the planning 
process that goes into developing the annual budget.  The three (Mayor, City Administrator, and Treasurer) 
work as a team to ensure fiscal accountability to the taxpayers of White Salmon.  The treasure is also 
responsible for payment of budget amendments, invoices, payroll, and quarterly budget reports to council. 

Police Department – The Bingen-White Salmon Police Department is a full service municipal police agency 
serving the city of White Salmon and Bingen. The Department employs 6 certified police officers, including 
a chief, 6 Patrol Officers, and two non-sworn Police Clerks.

The Bingen-White Salmon Police Department’s fundamental duty is to serve the community; to safeguard 
lives and property; to protect the innocent against deception, the weak against oppression or intimidation 
and the peaceful against violence or disorder; and to respect the constitutional rights of all to liberty, 
equality and justice. Our goal is to live our Mission every day and continue to maintain our community’s 
trust.

Fire Department – The White Salmon Volunteer Fire Department responds to about 75 calls per year, 
including structure fires, brush fires, car fires, rescues, car accidents, downed power lines, medical assists, 
and much more. The department trains weekly to prepare for emergency situations. Drills include “burn-
to-learns” (controlled burns), vehicle extrication, ladders and roof operations, interior attack, exterior 
suppression, communications, SCBA (Self-Contained Breathing Apparatus) use, and first aid/CPR. These 
pictures show the White Salmon, Bingen, and District #3 fire departments on calls and doing drills.

Public Works Department – The Public Works Department is here to plan for the future, manage the 
growth, and maintain the various systems that support this community. We do so in a manner that respects 
the values and residents of White Salmon. Our team takes great honor in serving the residents of this 
community and creating an environment that is conducive to quality living and exceptional business.

City Operations
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Services provided by Public Works also include:

• Facilities Maintenance
• Fleet & Equipment Maintenance
• Neighborhood Traffic Management
• Parks Maintenance
• Street Maintenance
• Water & Sewer Planning, Operations and Maintenance

The City of White Salmon operates a water and wastewater system inside and outside City Limits.

Recreation and Park Planning – The City of White Salmon adopted a Park System Plan in October 2022. 

The Plan includes the following documents:

•  Park System Plan
•  Park System Plan Appendices
•  Capital Improvement Plan

The Park System Plan is the culmination of work undertaken by consultants Cameron McCarthy in 
consultation with the city and residents from the White Salmon area. Consultation included stakeholder 
interviews, conversations, public comment and an open house held in June 2022.

The focus of White Salmon’s Park System Plan is to establish goals, policies and objectives to address the 
communities needs related to city parks. The Plan includes a list of prioritized projects that was developed 
through public input. It is intended to complement the newly adopted 2021 Comprehensive Plan.

There are several park facilities within the City of White Salmon:

• White Salmon City Pool (The pool is permanently closed). 
• Rheingarten Park – The park is currently open to the public. We ask that all current COVID19 guidelines 
be followed. At this time, the picnic shelter and the gazebo are available for reservations.
• Gaddis Park - The park is currently open to the public. We ask that all current COVID19 guidelines be 
followed. This park is not available for reservations.
• Fireman’s Park
• Pioneer Park
• SPOKES Bike Park - The park is currently open to the public. We ask that all current COVID19 
guidelines be followed. This park is not available for reservations.

Planning and Community Development – The objective of the Department is the day-to-day administration 
of the City’s land use regulations, which focuses on building permit review for conformance with zoning 
regulations, environmental policy review for all public and private sector projects, and land use permit 
processing.  Land use permit processing includes Conditional Use Permits, Variances, Home Occupation 
Permits, Rezones, Subdivisions, Short Plats, Boundary Line Adjustments and Sign Permits.  The City strives 
to provide a high level of customer / applicant services as it relates to timely, accurate, and complete 
information. 

Building Code Enforcement – Building Code enforcement is coordinated through Planning and Community 
Development.  The City currently contracts with the Hood River County Building Department to provide 
enforcement of land use development and building codes.    
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Purpose and Scope

• We demonstrate reverence for the law by 
personally modeling law-abiding behavior.
• We understand the strength of cooperation 
and collaboration and that our success 
depends on our ability to perform together as 
a cohesive team.
• We encourage new ideas that support the 
fulfillment of our mission. 

The mission of the City of White Salmon is to 
collaboratively engage with our community, fostering 
unity and common ground to uplift the quality of life 
for all residents. We are dedicated to safeguarding 
lives and property, diminishing the incidence and 
fear of crime, and ultimately enhancing public safety 
through shared efforts and understanding.

Mission Statement

In 2040, White Salmon is a thriving village bounded 
by mountains, rivers and the Columbia River Gorge 
National Scenic Area. We nurture innovation and 
diversity, creating opportunities and partnerships that 
foster a prosperous community. Our unique location 
affords residents and visitors a gateway to explore 
the surrounding natural beauty. The city offers small 
streets and pedestrian paths that allow residents to 
walk to a variety of destinations, interact regularly 
with neighbors, and support a vibrant downtown 
business district. Our quality of life is based on 
balanced and sustainable growth that contributes to 
the community’s authenticity and prosperity.

Vision Statement

• All human life is precious and equal.
• Our conduct will meet the highest standards of 
integrity, trust, and morality with respect for our 
residents and fellow employees. 
• We hold ourselves accountable to the highest 
ideals of professionalism, ethics, and competency at 
every level.

Core Values

30

D.



12

General Policies 
and Practices

As employees, we would hope that you will be committed to our vision and principles which means: 

Believing in the vision - not just accepting it. Making the vision happen by taking an active role in producing 
and continuously redefining our service products - not waiting for someone else to tell you what to do. 
Remember that while performing even the most routine activity, you are a representative of the City. Your 
words and actions leave a lasting impression. 

By sharing our commitment to excellence, you acknowledge the importance of government services and the 
impact your work makes on the thousands of people who treasure White Salmon as their home or place 
of business. Just as important, the pride you show in your work reflects the pride you feel in yourself. So 
while our commitment to excellence helps us to better serve the community, it also helps us to enjoy a 
more productive, responsive work environment. 

You Can Make a Difference for 
the City of White Salmon
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Customer Service 
We believe our purpose is to serve our customers well. Excellent service is both an attribute and an attitude. 
We are realistic about what we can do and we try to exceed our customers’ expectations. Our internal and 
external customers expect to experience us as: 

• Respectful • Accessible

• Good listeners • Flexible

• Reliable • Interested in feedback/involvement

This means: 

• We treat residents with dignity even when we disagree. 
• We respond to voicemail and email messages promptly. 
• We offer assistance to each and every customer waiting for service. 
• Well-informed staff will cover front-line positions during vacations and lunch hours to ensure high 
quality service to the customer. 
• When we can’t grant a customer’s request, we explain why and offer alternatives, if possible. 
• Our doors are open and we are ready to serve the public at the stated hours of operation. 
• Customer feedback, both internal and external, is requested and used in refining products and 
services. We present ourselves in a professional manner by maintaining organized work areas and 
dressing appropriately in business casual attire. 
• Remember: employees are customers too. 

 

Growth and Ethical Conduct
We believe in personal and professional growth and ethical conduct of all employees. We value:  

• Honesty and integrity. 
• Skilled employees committed to our customer service vision. 
• A diverse workforce as a source of creativity. 
• Training that focuses on our technical needs and corporate values. 
• Empowering employees to apply their training. 

This means: 

• We train all employees in our vision and values. 
• Technical training is rooted in the goal of improving service delivery.  
• We motivate employees by rewarding achievement. 
• We address conflict among employees directly and constructively without burdening our customers. 
• We do not discriminate through giving of special privileges to customers, self, or family, nor do we accept 
favors or benefits from customers that might be construed as influencing government duties and decisions. 
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Teamwork
Encouraging teamwork affords us great value and advantages. These advantages are: 

• Broader work opportunities • Skill diversity

• Creativity • Empowerment

• Building relationships 

This means: 

• We don’t allow departmental lines to become barriers in assembling a team. 
• We look to all employees, regardless of title, training or degree, to contribute ideas and actions 
leading us toward our vision and goals. 
• We support and create an enjoyable work environment. 
• We look for non-traditional ways to create new and better products. 
• Experimentation is O.K. 
• We don’t say, “It’s not in my job description.” 
• When we see something that needs to be done, we just do it if we can, rather than report it. For 
example, any City employee who sees a branch on the sidewalk would move it.

 

Government’s Role
We believe government’s role in the future requires innovation today. To prepare for a changing future we 
encourage: 

• Responsible risk taking. 
• A creative, diverse work environment. 
• Keeping current on technology trends and standards. 
• Goal setting and work planning. 
• Continuous evaluation and improvement of services. 
• Public enterprise. 

This means:

• We explore using our specialized skills and knowledge to expand our revenues. 
• We define our goals and quantify our services.

The City organization exists to service the people of this community. To strengthen that service, the Council 
has established a number of advisory committees and staff are expected to work with these committees 
and assist them in carrying out their responsibility. The goal of the city is to serve the best interest of the 
community with enthusiasm, openness and transparency.

Code of Ethics
All employees, including regular full and part-time, represented, employees working under an employment 
agreement, and temporary and seasonal/hourly employees are considered “public officers and employees” 
of the City for purposes of this code of ethics. As declared in State law, high moral and ethical standards 
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among public servants are essential to the conduct of government in order to eliminate conflicts of interest, 
improve standards of public service and promote and strengthen the faith and confidence of our residents 
in their government. 

The public trust prohibits employees from giving or receiving any compensation, gift, reward, or gratuity for 
any matter connected with or related to their services as an officer or employee of the City. Gifts and/or 
compensation must be immediately returned to the donor. 

The following are definitions of some of the terms used in the City’s ethics policy: 

Gift: Anything of economic value, not including the following: campaign contributions, informational 
materials exclusively for official or office use, memorials, trophies, and plaques.

If no commercial value, gifts of $25.00 or less for bona fide, non-recurring, ceremonial occasions. 

Compensation: Anything of economic value, however designated, which is paid, granted or transferred, or is 
to be paid, granted or transferred for, or in consideration of, personal services to any person. 

Except as authorized by law and in the course of their official duties, no City employee may use the power 
or authority of their position with the City in a manner intended to induce or coerce any other person to 
provide a City employee or any other person with any compensation, gift or other thing of value directly or 
indirectly. 

Similarly, employees may not disclose confidential information gained by reason of their official position, or 
otherwise use such information for their or any other person’s gain or benefit. 

City employees, acting in their official capacity, may not transact business with any business entity of which 
the employee or member of the employee’s immediate family is an officer, agent, employee, member or 
part owner. For the purposes of this policy, “immediate family” includes an employee’s immediate family 
(spouse, registered domestic partner, parent, sibling, step-parent, parent-in-law, child, step-child, child-
in-law, grandparent, or grandchild). 

This policy is not intended to address all prohibited behaviors that may constitute conflicts of interest for 
employees. For those situations not addressed in this ethics policy, employees should refer to the following 
“ethics commandments” to guide their actions: 

1. Don’t take advantage of your job or position for personal gain. 

2. Know the rules and follow them. If the rules are unclear, read items 3 through 7 below 24 to help decide 
your course of action. 

3. If it feels unethical, it probably is. For example, if you get a gift and you like it, you should probably 
send it back. 

4. Do what is in the public’s best interest. 

5. Does the action you are about to take withstand the test of “reportability?” That is, would it be 
embarrassing to you or the City if it were printed on the front page of the local newspaper? 

6. Be aware of how others would think and feel about your action. 

7. For all issues, ask yourself, “Does it meet these tests?” Regarding big issues, or any issues you have 
doubts or questions about, seek the help of an “ethical buddy” -- someone with whom you can discuss 
the ethics of the issue or discuss the matter with the City Administrator. The “ethical buddy” should be 
someone in a management position in the City.
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Recruitment 
and Hiring

Hiring Process 
It is the City’s goal to recruit, hire and retain qualified employees. In order to ensure a fair and equitable hiring 
process, the following procedures have been established as guidelines. These guidelines are advisory only 
and may be modified by the City Administrator or department head based on the individual requirements 
of the open position. 

To begin the hiring process, the department head will receive approval from the City Administrator regarding 
the open position and will recommend any necessary changes to the position or job duties. If it is a new 
position, other approval and funding processes may need to be obtained from Finance Director as directed 
by the City Administrator. 

Upon the City Administrator’s approval, with the help of the department head, a job announcement will be 
produced containing a detailed job description and language pertaining to equal employment opportunity, 
job skills testing, the possibility of requiring a physical examination and drug and alcohol testing. 

The recruitment and advertising process will be conducted as a cooperative process between Administration 
and the hiring department. Job announcements may be posted in-house only, or in- house and outside 
simultaneously, at the department head’s discretion. The City Administrator retains the right to assign 
non-represented staff to non-bargaining work on different projects or to work for a different department 
without a formal recruitment process in order to best accomplish the goals of the City.

Recruitment Process for In-House Applicants 

Applications from current employees will be received during any designated in-house only, or a simultaneous 
in-house/outside recruitment process. All current employees who wish to apply for an open position must 
comply with all the application requirements as specified in the recruitment process. Candidates who do 
not submit a complete application or who do not meet the minimum job qualifications may be excluded 
from continuing in the interview and selection process. 

Once all the candidates are interviewed and all of the testing requirements and references checks are 
completed, the hiring department head will make a hiring decision. The hiring department head will discuss 
with the City Administrator the salary and any terms and conditions of employment. The hiring manager or 
Administration will inform all interviewed applicants of the hiring decision. If no selection is made from the 
recruitment process, another recruitment may commence as soon as possible. The City retains the right to 
reassign existing personnel into vacant positions without conducting a formal recruitment process.
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Administration Responsibilities 

The responsibilities of Administration vary with each job opening. Usually, the duties include drafting the 
job announcement, placing advertisements, receiving and tracking applications, assisting in the screening 
of applications, working with the hiring department to develop interview questions, assisting in the design 
of an effective interview process, participating in the interview process, facilitating the candidate evaluation 
process, and serving as a primary contact for job applicants throughout the process.

Hiring Department Responsibilities 

The hiring department has a crucial role in the hiring process. The hiring department head is responsible 
for defining the job and updating the job description. Usually, the hiring department is also responsible 
for identifying specific recruitment sources such as professional associations or trade magazines. The 
department head is responsible to ensure that: 

• The screening and evaluation of applications is completed using a uniform rating system that directly 
relates to the job requirements and essential functions of the position. 
• Interviews are conducted professionally using standardized questions and a uniform rating system. 
• The position is offered to the final candidate after receiving the City Administrator’s approval of 
salary and any other special terms and conditions of employment and with the Mayor’s final approval. 
All job offers are contingent of the outcome of any required medical examinations, drug and alcohol 
testing, driver’s record and criminal history check, and the applicant meeting the requirements of the 
Immigration Reform and Control Act (completing an I-9 Form).

 
Pre-Employment Test Requirements 

Pre-employment, post-offer medical examinations may be required when all employees in a particular 
job classification (such as police officers, firefighters, Public Works CDL employees) are subjected to an 
examination, regardless of a known disability. Information obtained concerning the medical condition or 
history of an applicant or employee will be kept in a confidential medical information file separate from 
employee personnel files and will only be shared with department heads, managers, or supervisors who 
need to be informed of work restrictions of individuals with disabilities who need special accommodation. 
Government agencies and representatives who are investigating compliance with Section 504 of the 
Rehabilitation Act of 1973, the Americans with Disabilities Act or other state and local laws may also have 
access to pre-employment, post-offer medical test results. 

All employment offers are contingent on the newly hired person’s ability to successfully pass the medical 
examination when all employees in that particular job (such as police officers, firefighters, Public Works 
CDL employees) are required to pass a medical examination related to the job duties. In certain instances, 
failure to pass a pre-employment, post-offer medical examination may be cause for withdrawal of the job 
offer or immediate termination. Drug and Alcohol Testing The City of White Salmon has a policy to maintain 
a work environment free of substance abuse. This policy applies to all current and prospective employees. 
Drug and alcohol testing is required for employees in safety sensitive positions and employees whose jobs 
require a commercial driver’s license (CDL). This requirement applies even if the employee has not yet 
obtained a CDL. All employment offers are contingent on the newly hired person, who is required to have a 
CDL, or is in a safety-sensitive position, successfully passing a drug and alcohol test. 

Positive test results will be defined as an alcohol concentration over 0.02 or a positive test result for 
marijuana, opiates, cocaine, amphetamines or phencyclidines. Candidates who test positive will be 
immediately terminated from consideration for employment.
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Nepotism – Employment of Family Members
The City permits the employment of family members of City employees (parents, children, spouse, registered 
domestic partner, or siblings) in regular or temporary positions unless: 

• The result would be one family member hiring, firing, supervising or auditing the work of another. 
• The family members would report to the same supervisor. (Except in the case of temporary and/or 
seasonal employees). 
• One family member would have access to confidential materials or records of the other family member. 
In any other situation where the City, in its sole discretion, believes a conflict of interest would arise. 

Family members of all City employees are allowed to offer their services as volunteers. Family members 
must apply for open positions and participate in the interview, testing and selection process just as any 
other candidate, and will be treated on the same basis as all other applicants.

Outside Employment
The City of White Salmon prohibits regular full time employees from accepting outside employment when it 
interferes with or conflicts with their regular duties and responsibilities with the City. Employees must notify 
their department head of outside employment. Employees will not engage in, accept private employment 
from, or render services for private interest when such activity may: 

• Occur during employee’s working hours. 
• Detract from the efficiency of the employee while performing City duties. 
• Constitute a conflict of interest or create an appearance of impropriety as determined by the City 
Administrator. 
• Stem from information or contacts made during City employment. 
• Take preference over extra duty required by City employment. 
• Interfere with emergency call-out duty. 
• The judgment or performance of official duties is impaired. 
• Involve the use of any City resources such as copiers, telephones, office supplies, materials, other 
equipment, or City work time. 

Only in those circumstances where none of these conditions occur may the employee accept outside 
employment. Engaging in outside employment that interferes with or reduces the efficiency of City 
employment may be grounds for disciplinary action up to and including termination.

Non-Discrimination
It is the policy of the City of White Salmon to provide equal employment opportunities to all employees and 
applicants for employment. The City complies with all applicable federal, state and local laws regarding 
non-discrimination on the basis of race, gender, age, sex, sexual-orientation, color, religion, national origin, 
creed, disability (if able to perform the essential functions of the position, with or without reasonable 
accommodation), veteran status, marital status, genetic information, and all other protected classes. 
Employment and promotion decisions are based solely on the individual qualifications and the valid job 
requirements of the City.
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Accommodation of Physical or Mental Disabilities 
The City of White Salmon complies fully with its duty to provide a reasonable accommodation to allow an 
employee with physical, mental, or sensory disabilities to perform the essential functions of their job. If 
you have a disability that limits your ability to perform your job, please inform your department head or 
supervisor or Administration of your request for accommodation. 

In order to provide a reasonable accommodation, the City of White Salmon may seek to communicate 
with you and your medical provider(s) to gain a better understanding of any limitations you possess, and 
given those limitations, the means by which an accommodation would allow you to perform the essential 
functions of the position. Direct communication with your medical provider will occur only after you have 
given written consent unless otherwise allowed by law.

An employee may be subject to immediate removal from the work place if their physical and/or mental 
condition renders that employee unable to safely and adequately perform their assigned duties or if the 
employee presents a danger to themself or other City employees. Depending on the circumstances, the 
employee may also be placed on FMLA leave, required to undergo a fitness for duty evaluation, and/
or required to engage in an interactive process to determine if the individual can perform the essential 
functions of their position with or without reasonable accommodation. If the employee has engaged in any 
of the conduct listed below, the employee may also be subject to discipline up to and including termination.

Accommodation for Religious Beliefs or Practices 
The City of White Salmon complies fully with its duty to provide reasonable accommodation of any 
employee’s sincerely held religious beliefs, unless the City believes such an accommodation would create 
an undue hardship. For example, if an employee requires a certain work schedule, or to dress or attire 
oneself in a way that varies from any dress code adopted by the City, please inform your department head 
or supervisor or Administration of your request for accommodation.

Volunteers 
The City recognizes the advantages of utilizing the rich skills and talents of the community and the 
community’s desire to enhance their way of life. The City’s objective is to utilize these individuals and 
organizations to benefit the community without adding undue or unnecessary liability to the residents of 
the City. 

The following guidelines will apply to any volunteer service: 

Scope of Work

Every individual and/or organization will receive a complete scope of work for each project including the 
duties of the work assigned; the supervisor’s responsibilities; training and orientation required, if any; 
personal protective equipment, if any; name and phone number of contact person; and any other relevant 
information. 
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Background Checks

As set forth by RCW 43.43.830-839, as now existing or hereafter amended, all persons coming into 
unsupervised contact with children, disabled persons or vulnerable adults will have complete criminal 
background checks performed and must truthfully and completely fill out a detailed application form 
regarding their history as it may relate to their fitness to work with such individuals. 

Liability Coverage

The City strongly recommends against using volunteers under the age of 14 years of age. Organizations 
whose membership consist of children under this age could be allowed to perform volunteer services if the 
organization provides proof of liability insurance to the City and provides all the adult supervision necessary 
to perform the work safely. 

Unless waived by the City, all organizations performing volunteer services shall provide proof of commercial 
general liability coverage, naming the City as an additional named insured. All organizations must sign a 
waiver holding the City harmless for any injuries and claims of any kind resulting from their actions, and 
provide all necessary supervision for the project. 

If an organization does not have commercial general liability insurance available through their organization, 
they can volunteer as individuals and be directly supervised by City staff. 

Organizations providing volunteer service are solely responsible for medical care for injuries incurred to 
its members or volunteers while performing any volunteer work. The organization must provide proof of 
medical insurance to the City. 

Volunteer Hours

All volunteer workers’ hours should be recorded by the supervisor and recorded as volunteer hours. Each 
department head is responsible for maintaining the name, address, social security number, emergency 
contact, outline of assigned duties and a log of hours each volunteer performs duties for the City. The 
Department is required to submit a separate monthly report to the Payroll office showing the number of 
hours of active service performed by unpaid volunteers and community service workers. Documentation for 
each report must be maintained for three years in Department files.

Volunteer Agreements

Organizations should sign an “Organization Volunteer Agreement” and individual volunteers should sign an 
“Individual Volunteer Agreement”, in form and content acceptable to the City Attorney. (agreement to be 
developed) 

Protective Equipment

If required by the Washington Industrial Safety and Health Act, the City will provide personal protective 
equipment. If a volunteer uses personal protective equipment, the City will provide adequate training in its 
proper use and care and document all training provided to volunteers. Training documents will be provided 
to Administration. 
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Community Service Workers

The supplying court or agency must provide to the City a skills/limitations/accommodations assessment 
which will include any physical or other limitations and necessary accommodations for each community 
service worker. The community service worker will be required to sign an “Agreement regarding Community 
Service” in form and content acceptable to the City Attorney which will include holding the City harmless 
for any actions or claims which might result from performing any services for the City. Community service 
workers will not use dangerous equipment. Community service workers will receive adequate instruction and 
supervision on the work to be performed. Community service workers assigned under the City’s Municipal 
Court may be provided medical coverage through the State Labor and Industries coverage for volunteer 
workers. For community service workers other than those workers ordered through the City’s Municipal 
Court, the contracting court agency will provide any required medical coverage. (form to be developed) 

Vehicles

City policy discourages a volunteer from using his or her own vehicle while performing service for the 
City. In those instances when a volunteer must use his or her own vehicle, it is the responsibility of the 
department head to ensure the volunteer has a valid Washington State Driver’s License, the volunteer’s 
vehicle is insured for liability and the volunteer is advised that the City will not be responsible for collision 
and/or comprehensive loss.

The City implemented an electronic vehicle (EV) carsharing program 2023.  The carsharing program allows 
access to the City’s EV car parked in the parking lot behind the Fire House & Public Works shop.  Interested 
residents, city employees, and our guests or tourist can make a reservation in a few simple steps by using 
the app.  Download the carshare app from the App Store or Google Play.  You can also create an account or 
make a booking in a web browser.  

To use a GoForth electric vehicle:

• Download the MDO Carshare App from the App Store or Google Play. You can also create an account 
or make bookings in a web browser.
• Register Your Account: You’ll need to enter your driver’s license and make bookings with a credit, 
debit ore prepaid card. When you register your account, a one-time fee of $10 will be charged to your 
payment card. Once approved, a $20 ride credit will be added to your account. It may take 3-5 business 
days to process your application. 
• Onboarding Call: You will receive an email to schedule a call with a staff member (about 20 minutes).
• Reserve the vehicle through the MDO Carshare app for a time you’d like to use it.
• Unlock the vehicle with the MDO Carshare app and drive.*
• Return the vehicle to the parking spot after your trip and plug it in.*

*View the in-car instructions sheet for more details.

Travel Policy / Reimbursement Expenses

It is the policy of the City to reimburse elected and appointed officials, employees and members of 
Board and committees for reasonable expenses incurred in the conduct of their city business.  Eligible 
reimbursements shall be made for pre-approved travel for an actual expense, with costs being capped at 
the per diem amount for the area, unless otherwise approved ahead of time by the mayor or designee.  
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Job Classifications
Your position with the City is categorized in several ways:

Regular full-time employee: Any person hired who regularly works a minimum of forty (40) hours per week 
and is eligible for one hundred percent (100%) of the benefits as provided by the City. This is a budgeted 
full-time equivalent (FTE) position. 

Regular part-time employee 20 hours/week or more: Any person hired who regularly works a minimum of 
twenty (20) and no more than (39) thirty-nine hours per week are eligible for one hundred percent (100%) 
of the benefits on a pro-rated basis as provided by the City. Overtime or compensatory-time are not 
calculated in the pro-rated percentage. In order to accrue prorated vacation, sick leave and holiday benefits 
as described elsewhere in this Handbook, regular part-time employees must work a minimum of 20 hours 
per week. In order to receive retirement benefits through the State Retirement System, regular part-time 
employees must work in an eligible position for a minimum of 70 hours per month for more than 5 months 
in any consecutive 12-month period. 

Regular part-time employee less than 20 hours/week: Any person hired who regularly works a less 
than twenty (20) hours per week are not eligible for healthcare benefits, but will participate in the State 
Retirement System. 

In order to receive retirement benefits through the State Retirement System, regular part-time employees 
must work in an eligible position for a minimum of 70 hours per month for more than 5 months in any 
consecutive 12-month period. 

Temporary employee: Any non-represented full-time or part-time employee, hired for a limited period of 
time with set starting and ending dates, whose compensation is hourly. This employee may or may not be 
eligible for benefits. 

Seasonal/Hourly employee: Any non-represented employee hired for a limited period of time who works 
a flexible schedule consistent with Fair Labor Standards Act provisions, and is compensated by an hourly 
wage. This employee receives only unemployment insurance and Workers’ Compensation benefits. 

Working under an Employment or Professional Service Agreement: Any person hired for a defined period of 
time under the terms of a written contract regarding scope of work and length of service. This person may 
or may not receive the benefits of a regular or part-time employee as defined by the written agreement. 

Exempt employee: Any employee who meets the criteria outlined under the Federal Labor Standards Act 
(FLSA) for exempt status employment. Exempt employees are paid on a salary basis, regardless of the 
number of hours worked per week and are not paid overtime for working more than 40 hours in one week. 

Non-Exempt employee: Any employee who does not meet the criteria outlined under the Federal Labor 
Standards Act (FLSA) for exempt status employment. Non-Exempt employees are paid on an hourly basis 
and are paid overtime wages or receive compensatory time (in lieu of overtime pay, 17 at the employee’s 
request) at a rate of 1-1/2 times their regular hourly rate for any hours worked over 40 in one week. Non-
exempt employees are not allowed to accumulate more than forty (40) hours of compensatory time. 

Represented employee: Any employee who occupies a position that is subject to a collective bargaining 
agreement, such as Firefighters, Law Enforcement Officers, Law Enforcement Support Employees, Office-
Clerical-Technical Employees, and Public Works Employees. 
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Non-represented employee: Any employee who is not in a position which is subject to a collective bargaining 
agreement. 

Essential Employee: Identified as commissioned law enforcement officers, firefighters and firefighter/
paramedics, and public works crewmembers. 

Non-Essential Employee: All other regular and part-time employees not designated as Essential Employees.

New Employee Orientation 
Each newly hired regular full-time and part-time employee will receive a new employee orientation. 
Administration will conduct an orientation of City policies and general practices as well as an orientation to 
the City’s benefit programs for those eligible for benefits. Orientations are scheduled within the first week 
of employment. The hiring department will orient the new employee to their work group, their position and 
their job duties. 

Office Hours 
City Hall is closed on Monday to provide time and space for employees to focus on assigned projects, etc.  
City Hall offices hours are open from 8:30 a.m. to 5:00 p.m. Tuesday through Friday. Flexible work schedules 
may be permitted depending on the employee’s position and departmental needs. Police and the City’s 
volunteer Firefighters provide 24-hours a day, seven days a week service. 

Pay Day Schedule 
City employees are paid on the 5th and 20th of the month by Direct Deposit to the employee’s designated 
bank, credit union, etc. Payroll deductions are listed on the check stub. Questions concerning pay should 
be directed to the employee’s department head, Administration, or to City Treasurer. 

An Employee may elect to have direct deposit portions of their paycheck directed to more than one bank or 
credit union account. Forms are available at new hire orientation as well as when updates or changes may 
need to occur. You can obtain these forms from Administration. 

Dress Guidelines 
All City employees are expected to present a professional image to other employees and to visitors and 
residents visiting City Hall and other City premises. A professional image means dressing and conducting 
yourself in a manner intended to promote an overall image of professionalism for you and the City. Given 
the varied nature of work performed by City employees, there are considerable differences in the standards 
of dress. If you have a question about how to dress appropriately for your position, please talk to your 
department head. Employees working within City offices are expected to present themselves professionally 
and appropriately in professional or business-casual attire Monday through Thursday. The following items 
are considered unacceptable for the workplace (this list is not all inclusive): 

• Any torn, ripped, ill-fitting or disheveled clothing. Employees who do not regularly meet the public 
should follow basic requirements of safety and comfort, but should still be as neat as working conditions 
permit. Certain employees may be required to meet special dress, grooming, and hygiene standards, 
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such as wearing uniforms or City- logo clothing, depending on the nature of the job.
• Casual and sports clothing unless otherwise approved by a department head; e.g., T-shirts, shorts, 
jogging suits, sweat pants, leggings, spandex, lycra, and sweatshirts (except for City logo wear). 
• Revealing or provocative clothing for either men or women; e.g., men’s pants that allow undergarments 
or bare skin to show such as low cut hip-huggers and loose fitting pants that expose underwear, men’s 
muscle t-shirts, men’s tight jeans or pants, women’s low cut tops with plunging necklines, halter tops, 
see-through tops, tops with open backs. 

The department of Public Works, Police and Fire have dress codes specific to their respective departments. 

An employee who does not meet the standards of this policy will be required to take corrective action, 
which may include leaving the premises. Non-exempt employees (those subject to the minimum wage and 
overtime requirements of the Fair Labor Standards Act) will not be compensated for any work time missed 
because of failure to comply with this policy. Violations of this policy also may result in disciplinary action.

Probationary Period 
All newly hired employees, former employees returning to work, and newly promoted employees will serve 
a 6-month probation period unless otherwise defined in a collective bargaining agreement. The probation 
period is considered an extension of the hiring process designed to give the City an opportunity to decide 
whether the employee has the ability to perform the work duties and responsibilities in a satisfactory 
manner. In some cases the probationary period may be extended before its expiration date as determined 
by the department head and approved by the City Administrator. The probation period does not alter the 
at-will relationship; any at-will employment relationship can be ended at any time, with or without notice 
and with or without cause, even after the expiration of the probationary period. 

An employee may be discharged at any time during the probationary period with or without cause stated 
and without recourse to the grievance process or any other remedy in law or equity. Successful completion 
of the probationary period does not confer additional rights unless otherwise specified in a collective 
bargaining agreement, civil service rules, or a written employment agreement or contract. The City retains the 
right to require a probation period as part of a disciplinary action, without regard to length of employment. 

Work Breaks 
Employees are entitled to one 15-minute break in the morning and one 10-minute break in the afternoon. 
Where the nature of the work allows employees to take intermittent rest periods, equivalent to fifteen 
minutes for each four hours worked, scheduled breaks are not required. Employees may not stack breaks 
back-to-back or add the time to a meal period, or skip a break and then leave early at the end of the day. 

Meal Periods 
Employees are entitled to one meal period during an 8-hour shift. The meal period should not exceed 30 
minutes or one hour depending on the type of work schedule (i.e. 9/80 work week or 40 hour workweek). The 
department head schedules meal periods so that City business is not interrupted. Non-exempt employees 
must take their meal period no less than two hours or more than five hours after the beginning of their shift. 
Employees working three or more hours longer than a normal work day shall be allowed at least one thirty-
minute meal period prior to or during the overtime period. Meal periods and breaks cannot be combined.
The employee cannot skip a meal period and then leave early at the end of the day. 
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Performance 
Evaluations/
Corrective Action

Definition and Purpose
Performance evaluations are a method by which the performance of employees is evaluated on a formal 
and regular basis. Such evaluations are conducted to maintain and improve the quality of service rendered 
by the organization. More specifically, performance evaluation is a method of maintaining or improving 
the performance of individual employees through a structured, interactive program administered by City 
management. 

It encourages performance standards such that supervisors, the Department Heads and the City Administrator 
will address the quality of work, the acceptable performance standards and provide the employee with 
the opportunity to improve through performance improvement plans. It serves as a positive force in the 
development of employee morale through encouraging closer Department Head and Supervisor contact and 
communication with the employees. 

It serves as a major factor in making promotion, transfer, salary step increases, demotions, suspensions 
without pay, and dismissal/discharge decisions. It can serve as an indicator of training, organizational, 
and supervision deficiencies in a department. Finally, it improves the quality of supervision by fostering 
the objective appraisal of employee performance. However, no employee has the right to a performance 
evaluation and the failure by the City to conduct performance evaluations shall not constitute any type 
of claim nor any grievance against the City by an employee whose performance was reviewed or by an 
employee whose performance was not reviewed. Performance evaluations shall be conducted at the sole 
discretion of the City and the fact that performance evaluations are conducted does not provide employees 
with any right to a probationary period or a period of time in which to improve performance prior to 
discharge or termination. All employees at the City remain at-will employees who can be terminated with 
or without cause, with or without notice, and regardless of work performance, unless a specific provision 
in collective bargaining agreement(s) or civil service rule states otherwise

Procedures for Evaluations
Performance evaluations will be conducted on City employees annually, on the employee’s anniversary date, 
and City management will make a reasonable effort to complete a performance evaluation within thirty (30) 
workdays of the employee’s anniversary date, unless circumstances do not allow for this. In which case, 
the performance evaluation may be done as soon as possible thereafter. No employee evaluation shall 
be conducted on persons employed in a position for fewer than ninety (90) calendar days. Performance 
evaluations shall be in writing and completed on employee evaluation forms.
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The review of an employee shall be conducted by the employee’s Department Head and the City Administrator. 
The first line supervisor will have an opportunity to provide limited input but the final decision shall be 
carried out by the City Administrator. The evaluation shall be reviewed, prepared and completed in terms 
of information written in the evaluation form by the Department Head and City Administrator before the 
evaluation is presented to the employee. Completed and evaluated performance evaluations are to be 
forwarded by the Department Head to the City Administrator in a manner that protects the confidentiality 
of the evaluations.

Supervisors, department heads and Administration are encouraged to meet with employees frequently 
to provide encouragement, feedback on performance and assistance.  It is no longer acceptable to only 
evaluate employees on an annual basis.  Good personnel management requires a level of constant and 
ongoing feedback to benefit the employee.

The Mayor, City Administrator or Department Head may choose to hold special evaluations of an employee 
at any time during the year.

Consultation with Employees
If a written performance evaluation is conducted by City management, the written performance evaluation 
of an employee shall be discussed with the employee by the Department Head and/or the City Administrator 
within thirty (30) business days after it is completed. As part of this discussion, the employee shall be 
informed by the Department Head and/or the City Administrator about the process of and rationale for 
conducting performance reviews; the actual ratings given in the respective areas rated; the reasons for the 
ratings; and, unless the City chooses not to allow the employee to continue employment, the ways in which 
the employee may address and correct areas of deficiency. In the event that, upon review of an evaluation 
by the City Administrator, actual ratings are changed, the City Administrator shall meet with the Department 
Head and the employee to discuss changes made to the review, if deemed necessary.

Department Head/Managerial Staff
With respect to Department Heads and members of the City Administrator’s staff, performance evaluations 
may be conducted by the City Administrator. If they determine the need for performance reviews, they will 
be done on the employee’s anniversary date and completed no later than thirty30) business days following 
the employee’s anniversary date, unless circumstances do not allow for this. In which case the performance 
evaluation shall be done as soon as possible thereafter. The written evaluations performed by the City 
Administrator shall be discussed with Department Heads and administrative staff.

Department Heads and members of the City Administrative staff shall be evaluated at least annually.  The 
approach as outlined above will generally apply to all Department Heads and management staff.

Appeal and/or Rebuttal Of Performance Evaluation
Should an employee believe that the evaluation ratings were not accurate, the employee may present a 
appeal to the City Administrator who, in turn, shall conduct a review of the performance evaluation and will 
present the appeal to the Mayor, for a final determination. No performance evaluation challenge or appeal 
shall be subject to any other forum such as Civil Service, collective bargaining agreement grievance and 
arbitration procedures, nor arbitration under the provisions of these policies on grievance.
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Workplace Privacy 
Desks, lockers, computers, drawers, vehicles, file cabinets, storage devices (physical or electronic), PDAs, 
cell phones, and other furniture, tools, equipment, electronic devices and communication devices furnished 
to employees by the City or used by employees to do their work (collectively “Work Property”) are not 
private even if they have locks on them or require passwords, and the City has the right to search, monitor, 
copy, take possession of, and delete or destroy any information or property that is located in or on Work 
Property, subject to the limitations of due process, record retention requirements or other applicable 
law. For employees’ security, the activities of employees and visitors to the City’s premises may also be 
monitored or recorded through the use of access cards and security cameras. Additionally, the City may 
obtain, review, store, or copy information or records on any communication or recording device that is used 
for City business even if it is not owned by the City, such as if an employee uses his or her personal cell 
phone, computer, tablet, PDA, etc. for City business.  Note: employees sign cell phone policy agreement if 
they use their own phone. The City cannot assume responsibility for any theft or damage to the personal 
belongings of City employees. Therefore, the City requests that employees avoid bringing valuable personal 
articles or property to work. Employees are solely responsible for ensuring that their personal belongings 
are secure while at work in the City. 

Workplace Rules And Prohibited Conduct
Any violation of the rules or prohibited conduct in this policy may result in discipline, up to and including 
termination. This list of prohibited conduct is illustrative only; other types of conduct injurious to security, 
personal safety, employee welfare and the City’s operations, some of which are described elsewhere in this 
Handbook, may also be grounds for discipline, up to and including termination.

• Falsification of employment or other City records. 
• Recording of work time of another employee of allowing any other employee to record your work time 
or allowing falsification of any time sheets (your own or another employee’s). 
• Theft or the deliberate or careless damage or destruction of any City property, or the property of any 
other employee, resident, vendor or third party. 
• Unauthorized use of City equipment, materials or facilities. 
• Provoking a fight or fighting during work hours or on City property.
• Carrying firearms or any other dangerous weapon on City premises at any time. 
• Engaging in criminal conduct while at work. 
• Causing, creating or participating in a significant or substantial disruption of work during working 
hours on City property. 
• Insubordination, including but not limited to failure or refusal to obey the orders or instructions of 
a supervisor or member of management, or the use of abusive or threatening language toward another 
City employee, customer or vender.
• Failure to notify a supervisor when unable to report to work, or when leaving work during normal 
working hours without permission from a supervisor to do so. 
• Failure to observe work schedules, including rest breaks and meal periods. You are expected to be at 
work on time, remain until your workday ends, and perform the work assigned to or requested of you. 
• Sleeping or malingering on the job. 
• Excessive personal telephone calls during working hours. 
• Unprofessional appearance during normal business hours. 
• Failing to attend scheduled work sessions and related activities at conferences, workshops, or 
educational events that are paid for by the City. 
• Misrepresentation of City policies, practices, procedures, or your status or authority to enter into 
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agreements on behalf of City. Employees may not use the City’s name, logo, likeness, facilities, assets 
or other resources of City for personal gain or private interests. 
• Violations of the Ethics Policy or Washington’s Ethics laws. 
• Violation of any safety, health, security or City policy, rule or procedure. Employees are expected to 
act in accordance with all appropriate codes, laws, regulations, and policies, regardless of whether they 
are set by City or outside regulatory or legislative bodies.
• Harassment or discrimination that violates City policy.

 
Corrective Action/Disciplinary Action

Purpose of Disciplinary Action
Employees are expected to perform to the best of their abilities at all times. There will be occasions, 
however, where employees perform at an unsatisfactory level, violate a policy or law, or commit an act 
that is inappropriate. When performance or conduct does not meet City standards, the City will determine 
whether it will terminate the employee’s employment or provide the employee a reasonable opportunity 
to correct the deficiency through progressive discipline (such as, in no particular order, verbal warnings, 
written warnings, suspensions without pay, and demotions). The corrective action process will not always 
commence with a verbal counseling or include a sequence or steps. Some acts, particularly those that 
are intentional or serious, warrant more severe action (including termination) on the first or subsequent 
offense. 

In lieu of terminating the employment of an employee for serious violations of City policies, procedures and 
rules and for other inappropriate behavior or conduct, the City may choose to provide the employee a final 
opportunity to continue employment in the form of a last-chance agreement. The City may also choose to 
send the employee to training or an educational opportunity.

In all cases, the City will determine the nature and extent of any discipline based upon the circumstances 
of each individual case and, where applicable, collective bargaining agreement provisions. The City may 
proceed directly to a written warning, demotion, last chance agreement, or termination for misconduct or 
performance deficiency, without any prior disciplinary steps, when the City deems such action appropriate. 
The City retains the right to terminate any employee’s employment at any time and for any reason, with or 
without advance notice or other prior disciplinary action (other than those employees who are subject to a 
collective bargaining agreement or contract of employment).

This statement of prohibited conduct does not alter the City’s policy of at-will employment. Except for 
employees subject to a collective bargaining agreement or contract of employment, the City remains free 
to terminate the employment relationship at any time, with or without cause or notice.

Name Clearing Hearing
The City will exert reasonable efforts to maintain privacy concerning the events of a discharge subject to 
the applicable laws such as Public Records Act and other public disclosure requirements. Where, however, 
the reasons for an employee’s discharge have been made public and are alleged to be inaccurate, the 
employee may request a “name clearing” hearing to be held by the City Council. The employee has the right 
for the hearing to be held in Public Open Meeting or in an Executive Session Council Meeting. The employee 
may choose to have his/her legal counsel present and/or union representation.
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Employee Grievances
  

Definition and Purpose
A grievance, as recognized by these procedures, shall be defined as a dispute or disagreement as to the 
interpretation or application of the specific terms and conditions of these policies. These procedures are 
established to provide prompt review and disposition of grievances presented by employees. This grievance 
procedure shall not be applicable to Union employees. Union employees shall be subject to the grievance 
procedures set forth in the collective bargaining agreement(s).

Departmental Level of Settlement
When an employee believes they have a grievance, he or she shall notify in writing his or her Department 
Head. The written grievance shall explain the nature of the grievance, the facts, the specific provisions of 
the policies that have allegedly been violated and the remedy requested. The Department Head shall meet 
and discuss the grievance with the employee as soon as possible but in no event later than ten (10) working 
days after the Department Head receives the grievance. In the event that the grievance is resolved at this 
point, it shall be considered settled and no further action will be taken. If the grievance is not settled, the 
Department Head shall issue a written decision within ten (10) working days of the meeting. Should the 
employee not be satisfied with the Department Head’s written decision, he or she may file a written appeal 
of the decision to the City Administrator level within ten (10) working days of the Department Head’s written 
decision. The City Administrator level review is addressed in the following section.

Settlement by City Administrator
Should the employee not be satisfied with the disposition of the grievance by the Department Head, he or 
she shall present to the City Administrator within ten (10) working days of receiving the Department Head’s 
decision, a written statement requesting a hearing before the City Administrator and stating the reasons 
for this request for appeal inclusive of the nature of the grievance, the facts, the specific provisions of the 
policies that have allegedly been violated, the remedy requested and why the Department Head’s decision 
was not accurate. Upon receiving this statement, the City Administrator shall schedule a hearing, such 
hearing to be held within ten (10) working days of receipt of the request for appeal by the employee. Upon 
scheduling the hearing, the City Administrator shall provide the employee with a written notice as to the 
date, time, and place of the hearing; the manner in which it is to be conducted; and the issue(s) to be 
decided. The employee shall have the opportunity to withdraw the request for the hearing or to request 
rescheduling of the hearing for good cause if such request is made prior to the hearing date. If the employee 
does not appear for the hearing and he or she has not requested rescheduling of the hearing prior to the 
hearing, the grievance shall be considered settled with the last answer of the Department Head in the 
matter. The procedures for conduct of the hearing shall include:

• The opportunity of the employee to be represented by an attorney or other representative of the 
employee’s choice;
• An opportunity to call and question witnesses and other pertinent parties; and
•  The opportunity to present evidence applicable to the grievance.
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The City Administrator shall consider all evidence presented, and shall have the right to call witnesses and 
request additional evidence as deemed necessary. Upon completion of the hearing, the City Administrator 
shall present his/her decision in writing to the employee and Department Head within ten (10) working days 
of the hearing’s conclusion. The decision shall include a review of the facts, a statement of the decision and 
reasons therefore, and the remedies, if any, to be applied in the case. A copy of the decision will be placed 
in the employee’s personnel folder. Should the employee be satisfied with the decision, the grievance shall 
be considered settled at this point and no further action will be taken.

Settlement by Mayor
Should the employee not be satisfied with the decision of the City Administrator, he or she may appeal 
the decision in writing to the Mayor within ten (10) working days of receiving the written decision of the 
City Administrator. The Mayor shall review all records of the case and shall render a written decision to the 
employee in the matter within ten (10) working days of receiving the appeal request of the employee. Such 
written decision shall be final and binding on all parties. A copy of such decision shall be forwarded to the 
City Administrator, the Department Head and be included in the employee’s personnel file.

Department Head/Administrative Staff
If a Department Head or a member of the City Administrator’s administrative staff (who is non union) has 
a grievance, he or she may formally and in writing notify the City Administrator as to the nature of the 
grievance, the facts, the specific provisions of the policies that have allegedly been violated and the remedy 
requested. Within ten (10) working days of receiving such notification, the City Administrator shall provide 
the Department Head or administrative staff member with a written decision statement in the matter and 
the reasons for the decision. Should the Department Head or administrative staff member be satisfied with 
the disposition of the grievance at this point, the matter will be considered settled and no further action 
taken. In the event that the Department Head or administrative staff member is not satisfied with the 
decision of the City Administrator, he or she may appeal the decision to the Mayor.

Reporting Improper Government Action General 
Policy
In compliance with the Local Government Employee Whistleblower Protection Act, RCW 42.41.050, this 
policy is created to encourage employees to disclose any improper governmental action taken by city 
officials or employees without fear of retaliation. This policy also safeguards legitimate employer interests by 
encouraging complaints to be made first to the City, with a process provided for speedy dispute resolution.

Key Definitions
Improper Governmental Action: Any action by a City officer or employee that is:

• Undertaken in the performance of the official’s or employee’s official duties, whether or not the 
action is within the scope of the employee’s employment;
• In violation of any federal, state or local law or rule, is an abuse of authority, is of substantial 
and specific danger to the public health or safety, or is a gross waste of public funds; and/or 
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• Improper governmental action or hostile actions of another employee towards a local government 
employee that was encouraged by a supervisor, senior manager, or official, but not including personnel 
actions (hiring, firing, complaints, promotions, reassignment and any other similar actions). In addition, 
employees are not free to disclose matters that would affect a person’s right to legally protected 
confidential communications.

Action: Any material course of conduct that adversely changes the terms and conditions of an employee’s 
employment.

Emergency: A circumstance that if not immediately changed may cause damage to persons or property.

Procedure for Reporting Improper Government Action: City employees who become aware of improper 
governmental action shall follow this procedure:

• Bring the matter to the attention of his/her Department Head, if not involved in the action, in writing, 
stating in detail the basis for the employee’s belief that an improper action has occurred. This shall be 
done as soon as the employee becomes aware of the improper action.
• If the employee believes that the City Administrator or designee is involved in the alleged misconduct, 
the Mayor shall be immediately notified. Alleged misconduct by the Mayor shall be reported to the 
appropriate government agency, including the State Attorney General, State Auditor or County Prosecuting 
Attorney (see Attachment “A”).
• Where the employee believes the improper action involves the Department Head, the employee  may  
raise  the  issue  directly  with  the  City  Administrator.
• The Mayor or the City Administrator or their designee, as the case may be, shall promptly investigate 
the report of improper government action. After the investigation is completed (within thirty (30) days 
of the employee’s report where retaliatory conduct is alleged), the employee shall be advised of the 
results of the investigation, except that personnel actions taken as a result of the investigation shall be 
kept confidential.

An employee who fails to make a good faith effort to follow this policy shall not be entitled to the protection 
of this policy against retaliation, pursuant to RCW 42.41.030.

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 bypass the above procedure and report the improper 
action directly to the appropriate government agency responsible for investigating the improper action.

Employees may report information about improper governmental action directly to an outside agency if the 
employee reasonably believes that an adequate investigation was not undertaken by the City to determine 
whether an improper government action occurred, or that insufficient action was taken by the City to 
address the improper action or that for other reasons the improper action is likely to recur. Employees 
may contact the Klickitat County Prosecuting Attorney directly prior to going through the internal reporting 
procedure described in this policy.

A list of City and State enforcement agencies for reporting improper governmental action is included in 
Attachment A of these personnel policies.

Protection Against Retaliation: It is unlawful for a local government to take retaliatory action because an 
employee who, in good faith, provided information that improper government action occurred. Employees 
who believe they have been retaliated against for reporting an improper government action shall follow this 
procedure:
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Procedure for Seeking Relief against Retaliation 

•  Employees must provide a written charge to the Department Head within thirty (30) days of the 
occurrence of the alleged retaliatory action. If the Department Head is involved, the notice shall go to 
the City Administrator or the Mayor. The written charge shall specify the alleged retaliatory action and 
the relief requested.
• The Department Head, Mayor or the City Administrator, as the case may be, shall investigate the 
complaint and respond in writing within thirty (30) days of receipt of the written charge.
• After receiving the City’s response, the employee may request a hearing before a State Administrative 
Law Judge (ALJ) to establish that a retaliatory action occurred and to obtain appropriate relief under 
the law. The request for hearing shall be delivered within the earlier of either fifteen (15) days of receipt 
of the City’s response to the charge of retaliatory action or forty-five (45) days of receipt of the charge 
of retaliation to the Mayor or the City Administrator for response.
• Within five (5) working days of receipt of a request for hearing the City shall apply to the State Office 
of Administrative Hearing’s for an adjudicative proceeding before an ALJ. At the hearing, the employee 
must prove that a retaliatory action occurred by a preponderance of the evidence in the hearing. The 
ALJ shall issue a final decision not later than forty-five (45) days after the date of the request for 
hearing, unless an extension is granted or unless circumstances prevent the ALJ from issuing his/her 
decision within this time frame, in which case, the ALJ shall issue his/her final decision by the end of 
the extension or as soon as possible, as the case may be.

 
Discrimination Complaints
 

Definition and Purpose
The City of White Salmon does not discriminate in admission of or access to, or treatment or employment 
in, any of its programs, services and activities. Discrimination for the purposes of these provisions shall 
be defined as any violation of applicable local, state and/or federal laws which prohibit discrimination 
on the basis of race, color, religion, gender, national origin, age or disability. The use of the procedures 
contained herein are designed to provide a means for the review and disposition of cases presented by 
individuals (members of protected minority groups and/or employees) against the City under the provisions 
of applicable local, state or federal legislation. These procedures are established to ensure the prompt 
review, impartial consideration, and equitable disposition of cases presented by any individual, as outlined 
herein. The person filing a complaint will be free from restraint, coercion, discrimination, or reprisal growing 
out of the filing of such a complaint.

Filing of a Complaint of Discrimination
Should any person (being a member of a protected minority group and/or an employee) deem it necessary 
and appropriate to file a complaint of discrimination, based upon race, color, religion, gender, national origin, 
age or disability; against any employee (or group of employees) of the City staff (or any activities of the City 
in conjunction with programs and /or services of the City); he or she shall present to the City Administrator, 
a written statement (using the form as provided by the City Administrator) requesting an investigation into 
the complaint. A formal investigation of a complaint of discrimination may be initiated without a written 
statement, but an effort will be made to have the complainant provide the City Administrator with a signed, 
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sworn and notarized statement. Before an investigation begins, the accused employee(s) will be notified, in 
writing, with respect to the nature of the complaint; in cases of complaints against activities, services or 
programs of the City, the appropriate Department Head(s) or members of the administrative staff shall be 
notified in writing.

Upon receipt of the complaining individual’s statement, the City Administrator (or designee) shall make a 
prompt and full investigation of each complaint.

Upon request for review by the complaining individual, or upon determination by the City Administrator that 
probable cause exists for the allegations made in the complaint, the City Administrator shall schedule a 
hearing within ten (10) days of the date of such determination or request for review, before the Mayor and 
City Council of the City. Upon scheduling the hearing, the City Administrator shall provide all concerned 
parties with a written notice as to the date, time, and place of the hearing, the manner in which it is to be 
conducted, and the issue(s) to be decided.

The Mayor and City Council shall consider all evidence presented to it as a result of the City Administrator’s 
investigation as well as evidence submitted at the time of the hearing and shall present their decision in 
writing within five (5) working days of the hearing’s conclusion.

The decision shall include a synopsis of the facts, a statement of the decision and reason therefore, and 
the remedies, if any, to be applied in the case. A copy of the decision and/or subsequent actions will be 
forwarded to the City Administrator to serve as the basis for action if recommended by the Mayor and City 
Council. Should the complaining individual be satisfied with the decision of the Mayor and City Council (and 
subsequent actions/remedies, if any), the matter shall be considered settled at this point and no further 
action will be taken, other than that specified in the decision of the review by Mayor and City Council.

Complaints Against Review Officials
Should any individual (being a member of a protected minority group or an employee) deem it necessary 
and appropriate to file a complaint of discrimination against any one (or group) of the reviewing officials 
outlined within this procedure; he or she may formally request a hearing (on the required form) before the 
City Council by filing such request with the City Clerk in person. Such statement must be signed, sworn and 
notarized before a hearing will be scheduled. Under these conditions, the decision of the City Council shall 
be final and binding and shall be considered as satisfying the City’s obligations regarding the consideration 
of a complaint of discrimination in admission or access to, or treatment or employment in, any of the City’s 
programs, services and/or activities. There shall be no formal right of appeal via the City of White Salmon 
from such a decision. However, such a decision shall in no way limit any individual’s rights for protection 
under the provisions of applicable local state or federal legislation.
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Policies and Programs

Inclement Weather
Check in to see if your department is operating under normal or curtailed conditions. Employees must 
contact their supervisor if they are unable to report to work. City employees are expected to use reasonable 
measures to ensure they will be able to report to work during snowy or stormy weather on regular workdays, 
if they can do so safely. Employees who report to work will receive their regular pay for that day. This will 
apply even if the employees are late to work or are released early by the authority of the Mayor or the 
Mayor’s designee. Employees who do not report to work must use accrued vacation, personal leave, comp 
time or unpaid leave. 

Should conditions prevail that require the Mayor to announce curtailment of City operations for the safety 
and welfare of City employees due to a storm or other emergency event, no pay may be deducted for time 
lost during the first two (2) days of lost that any work time is lost during such curtailment of operations, 
nor may employees be required to use vacation or compensatory time for such two (2) day period unless 
the employee had already scheduled the time as vacation or compensatory time off. Accrued vacation or 
compensatory time off may be used if the curtailment of City operations lasts more than all or part of two 
work days as deemed appropriate by the Mayor. For purposes of this policy, if operations are restored for 
a period of seven days or less and then are curtailed again, such multiple curtailments will all be treated 
as a single event and employees will not be entitled to additional paid time off during such events beyond 
any time off from work during the initial two days of the initial period of curtailment. The pay of exempt 
employees will not be reduced if operations are curtailed for less than a work week unless such reduction 
is allowed by applicable law.

Reporting to work During an Emergency (After Hours)
If the Mayor or the Mayor’s designee determines that an emergency may develop after regular business hours 
(such as a storm, landslide, etc.), employees may be notified that they are on “stand-by” for emergency 
duty. When this occurs, employees may be asked to stay at work after regular hours, or employees may be 
directed to check their voicemail or email on a regular basis throughout the evening or weekend to listen 
for a message advising them of whether they need to report for duty. In most circumstances, checking 
the City’s main telephone lines or voicemail messages every 1-2 hours should be sufficient depending on 
the situation. If you are asked to report for duty at any time during a “stand-by” situation, non-exempt 
employees will be paid at their overtime rate. 

If an emergency, event or disaster occurs during non-working hours; all Essential City employees are 
considered to be on “stand-by” for emergency duty. First, take care of your personal and family emergency 
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responsibilities, and then check your email or voicemail to see if there is a message requiring you to report 
for duty. If the phone lines are down and you are able to provide essential services (such as Police, Fire, or 
Public Works employees) then report to work if you are able, after checking to make sure the transportation 
routes are reported to be intact. Washington State’s Primary Entry Pointe Broadcast station for the Puget 
Sound area: For purposes of determining road conditions and weather information, employees should 
check local radio stations, the City website and connect with their immediate supervisor.

Employee Benefits
Your medical, dental, vision, life and long-term disability insurance coverage is administered through several 
different plan providers. Complete plan information is available from Administration. These benefits may 
otherwise be specified in provisions of an applicable collective bargaining agreement. 

Eligibility for Medical, Dental and Vision Insurance Plans
Each full-time employee and their dependents are eligible for group health and term life coverage as 
determined, from time to time (usually annually) by the Council and the insurance carrier. This plan covers 
limited hospital, doctor and medical charges for the employee and for qualified dependents. The benefits 
also include a term life insurance policy for the employee.

The health insurance options may change from year to year depending on changes in premiums and other 
changes in the health care industry. The final decision regarding which health insurance options will be 
implemented will be determined by the City Council. The City’s insurance broker or insurance companies 
will provide information and options to the City Council.

Employees are encouraged to thoroughly study the health insurance program. The health insurance provider 
is available to answer questions. It is of utmost importance that each employee becomes quickly familiar 
with the benefits and requirements of their health program. The program, for example, may require that the 
Employee provide advance notification to their doctor or insurance carrier of non-emergency admissions 
to the hospital. It is the employee’s responsibility to follow all the procedures that may be required by his 
or her health program. Failure to follow the prescribed procedures may result in the loss or deduction of 
the Employee’s health benefits.

This coverage begins no later than the first billing cycle following the first day after thirty (30) days 
employment; and coverage ceases upon the first of the month following the date of discharge or termination 
of employment, unless extension of benefits are elected and paid for by the separated employee.

Health benefits are only offered to regular full-time and introductory employees as determined by the 
insurance carrier requirements and the City Council’s decisions. The city may pay vision and dental insurance 
premiums on regular full-time and introductory employees, as determined from time to time by the City 
Council. As of January 1, 2010, the City will pay the health insurance premium for employees not represented 
by a Union under collective bargaining agreements, and 80% of the health insurance premium for the 
employee’s spouse and/or dependents. The City’s payment of employee health insurance premiums and 
covered benefits are subject to annual adjustment as determined by the City Council. Decisions pertaining 
to health insurances and benefits are not subject to any grievance procedures.

Health insurance programs, plans, contributions and benefits for represented union and police department 
personnel shall be administered in accordance with the collective bargaining agreement(s).
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Other Benefits
Please see department head and/or city administration for more information.

• Remote Work / Work from Home 
• Work from Home Policy
• Flexible Spending Accounts
• Life and Accidental Death Insurance
• Long-Term Disability Insurance
• State Retirement Plan
• Infant at Work Program (Res. NO. 2017-04-452)

The City conforms to the Washington State Department of Retirement Systems (DRS) subject to the 
limitations and requirements placed on both the employer and the employees. Employees may also choose 
to participate in the ICMA Retirement Corporation deferred compensation program if the City Council 
approves of such programs, year to year. No matching contributions will be made by the City to any deferred 
compensation programs available to employees, however, employees are highly encouraged to review and 
participate in programs that supplement retirement income.

Employee Assistance Program (EAP)
The current provider for the City of White Salmon is ComPsych.  They can be reached at compsych.com.

Worker’s Compensation
All employees, except L.E.O.F.F. I employees of the city hired prior to October 1, 1977, are covered by 
State Worker’s Compensation, a program of industrial insurance to protect workers, their families and 
dependents from loss due to an industrial accident or illness. The program provides for payment of medical 
bills, physical and vocational rehabilitation, and financial compensation while the worker is disabled, either 
temporarily or permanently and is unable to work. It also provides for lump sum payments for particularly 
serious injuries such as the loss of a finger, eye, foot, etc. and assures death benefits and compensation 
to the worker’s family or dependents in the event the injury is fatal. The benefits and provisions addressed 
in this policy are subject the limitations in the Washington State Worker’s Compensation laws and shall be 
administered subject to those laws. Full-time L.E.O.F.F. I employees are provided such coverage under the 
L.E.O.F.F. I system as defined by RCW Chapter 41.26.

Any employee involved in an industrial injury or an occupational illness as defined by the Washington State 
Worker’s Compensation law, shall report the incident to his/her immediate supervisor or Department Head 
or the City Administrator within twenty four (24) hours of the incident. The affected employee shall also file 
an application for Worker’s Compensation benefits in accordance with applicable laws, regulations or these 
policies. Failure to report an incident with twenty four (24) hour will result in forfeiture of claim.

Employees do not continue to accrue leave benefits while on leave due to an on-the-job injury or illness.

Time Off and Leaves of Absence
These benefits may otherwise be specified in provisions of an applicable collective bargaining agreement. 
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Holidays
The following holidays are granted as paid days off to all full-time employees except as otherwise specified 
in the provisions of an applicable collective bargaining agreement. 

New Year’s Day January 1st

Martin Luther King, Jr. Birthday 3rd Monday in January

Presidents’ Day 3rd Monday in February

Memorial Day Last Monday in May

Juneteenth June 19th

Independence Day July 4th

Labor Day 1st Monday in September

Veterans’ Day November 11th

Thanksgiving Day 4th Thursday in November

Day after Thanksgiving 4th Friday in November

Christmas Day December 25th

Floating Holiday One day of employee’s choice with mutual agreement 
of Employer (received after 1 year of employment)

When a holiday falls on a Saturday, the Friday before is observed as a holiday. When a holiday falls on a 
Sunday, the following Monday is observed as a holiday.

Floating Holiday 

Except as otherwise specified in the provisions of any applicable collective bargaining agreement, employees 
may choose one day a year as a Floating Holiday. To be eligible to take a floating holiday, the employee must 
have been continuously employed by the City for one year. The request for a floating holiday must be given 
to the employee’s supervisor or department head at least one week in advance unless otherwise specified 
in a collective bargaining agreement, so that the number of employees requesting a particular day off does 
not prevent the City from providing continued services to the public. The floating holiday must be used 
during the calendar year or it will be forfeited. All requests for a floating holiday must be approved by the 
department head. 

Notification of Absence

If you are going to be absent or late to work it is your responsibility to contact your supervisor or department 
head promptly so arrangements may be made to provide uninterrupted services during your period of 
absence. You should make every effort to notify your supervisor, at the latest, within 30 minutes after the 
start of your work shift. If your supervisor or department head is not available, you should leave a voicemail 
or email message. Irregular attendance or repeated tardiness may result in disciplinary action, up to and 
including termination. 

Absences for reasons other than personal leave, sick leave, emergency family medical leave, and bereavement 
leave must be approved by a supervisor before the initial day of planned leave. Failure to obtain such 
approval may result in denial of the leave request and/or disciplinary action, up to and including termination.

56

D.



38

Vacation Leave
Annual leave shall be earned and accrued from the most recent day of employment under the conditions 
hereinafter stated. Employees shall be permitted to use annual leave in units of hours or weeks subject to 
prior approval of the Department Heads and/or the City Administrator. Employees shall accumulate annual 
leave in the following manner:

Leave Category Per Month Hours Per Year

0 to end of 5th year 1 Day 8 12 Days (4.0 hrs per pay period)

Start of 6th to end of 10th year 1.25 Days 10 15 Days (5.0 hrs per pay period)

Start of 11th to end of 20th year 1.67 Days 13.34 20 Days (6.67 hrs per pay period)

Start of 21st year and Above 2.08 Days 16.68 25 Days (8.34 hrs per pay period)

Regular part-time employees who are regularly scheduled to work more than twenty (20) hours per week 
shall accrue annual leave on a pro rata basis based on their percentage of full-time employment as 
determined by City management. Temporary and seasonal employees shall not receive annual leave credit, 
unless approved by the City Council.

Introductory employees and fulltime employees shall accumulate annual leave per pay period as specified 
in this policy. Department Heads and/or the City Administrator may authorize a higher accrual rate to new 
employees commiserate with their work history. Introductory employees shall not be permitted to use any 
annual leave credit accumulated during their introductory period. Any leave which may be taken in excess 
of an employee’s accrued annual leave credit will be considered leave without pay and may result in a 
deduction of pay. All leave is subject to prior approval by the Department Head and/or City Administrator

Employee maximum annual leave accruals are subject to the following schedule: 

1 –10 years of service not more than 160 hrs.

11-15 years of service not more than 200 hrs.

16 years’ service and greater not more than 240hrs.

Once an employee reaches the applicable accrual cap, no further hours will be permitted to accrue until 
the employee has used some of the accrued vacation hours. The maximum number of hours an employee 
can roll over from one calendar year to the next will be capped at 80 hours. In cases where City operations 
have made it impractical for an employee to use annual leave, the Mayor or City Administrator may make a 
limited exception to the cap on accrual and roll over.

Upon involuntary discharge or termination or voluntary separation regular full-time employees shall be 
compensated for all accumulated unused annual leave. Employees separating voluntarily must also adhere 
to the minimum notice requirements set forth in Section 2.15 of these personnel policies. Introductory 
employees shall not be compensated for accumulated unused annual leave upon discharge or termination.

Annual Leave Requests and Scheduling
The following policies shall apply to the scheduling of vacations:

• Vacation requests and scheduling are required to be submitted by February 1st of each calendar year 
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subject to the approval of the Department Head.
• Employees shall post vacation preference on or before February 1 of each succeeding year. Selections 
from such preferences shall be made on a seniority basis of employment in determining the time of 
vacation selections for the first requested segment of vacation leave only, when more than one (1) 
requested segment of vacation leave is selected by the employee. “Segment” shall be defined as a 
group of consecutive days requested for vacation, i.e. one week, two weeks, etc. Vacation scheduling 
shall not supersede work demands that are necessary to keep the department operating efficiently. In 
the event of conflicting schedules the employee will be notified as soon as possible of the conflicting 
schedule. The employee and supervisor will identify optional dates the employee can take his/her 
leave. Once additional dates have been identified the employee will have two (2) weeks to resubmit 
their scheduled leave. If the employee fails to resubmit his/her scheduled leave in the allotted time the 
supervisor will scheduled the employees leave. Other than a work related emergencies the supervisors’ 
decision is final.  Only one (1) non-exempt employee per department shall be on vacation leave at any 
one time unless authorized by the department head.
• Vacation may be requested any time during the year provided the absence of the employee will 
not place an undue hardship on the department as determined by the Department Head and/or City 
Administrator. Where vacation requests conflict, an earlier request shall have priority over a later 
request. Employees are encouraged to work together to avoid scheduling conflicts.
• The needs of the department shall take precedence over vacation scheduling.
• Requests for vacation or changes of vacation scheduling shall be submitted two weeks in advance 
when possible and will be subject to prior approval by the Department Head and/or City Administrator.
• Vacation shall not be advanced to an employee.

 

Sick Leave
All full-time employees shall be entitled to sick leave with pay for absences resulting from illness, injuries, 
accidents, or physical incapacitation occurring off the job under the conditions hereinafter stated. Regular 
full-time employees shall earn eight (8) hours of sick leave for each full month of service. Temporary, 
seasonal, or part-time employees shall not receive sick leave credit unless approved by the City Council. 
The maximum on the amount of sick leave that an employee can accumulate is one thousand (1,000) hours.

When an employee retires from service at the City, the City Council shall, with notice to the employee, 
compensate the employee for twenty five percent (25%) of the accrued unused sick leave at the employee’s 
last recorded pay rate. Any absence for a fraction or part of a day which is chargeable to sick leave shall be 
charged in increments of not less than one half hour.

When using three (3) or more consecutive days of sick leave or less than three (3) consecutive days if City 
management suspects abuse, employees shall submit a doctor’s certificate satisfactory to City management 
before receiving compensation for the sick leave.

To be eligible for paid sick leave, an employee has a responsibility to notify his or her immediate supervisor, 
Department Head and/or City Administrator at least one-half hour prior to the beginning of their scheduled 
start time of the absence and the reasons therefore. Failure to report within one-half hour after the beginning 
of the working period constitutes absence without leave and may result in disciplinary action including 
loss of pay or other action as provided by these policies, up to and including discharge or termination. An 
employee who improperly claims sick leave will be subject to disciplinary action including loss of pay or 
other action as provided for by these policies, up to and including discharge or termination.

An employee who is terminated with cause from employment at the City shall not be compensated for 
accumulated unused sick leave.
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Shared Leave Program
The Mayor or City Administrator may authorize employees to donate their accrued vacation/sick leave 
to another City employee who is suffering from or who has an immediate family member suffering from 
an extraordinary or severe illness, injury, or physical or mental condition which has caused or is likely to 
cause the employee to take leave without pay or to terminate his/her employment. Immediate family 
consists of an employee’s spouse, child, parent, brother, sister, mother-in-law, father-in-law, grandparent, 
or grandchild. The following conditions apply:

To be eligible to donate vacation/sick leave, the employee who donates leave must have more than ten (10) 
days (more than 80 hours) of accrued leave before donating. In no event shall a leave transfer result in the 
donor employee reducing his/her vacation leave and sick leave balance to less than ten (10) days (less than 
80 hours). Transfer of leave will be in increments of one day (8 hours) of leave. All donations of leave are 
strictly voluntary.

The employee receiving donated leave shall have exhausted all his/her accumulated vacation and sick 
leave. While an employee is using shared leave, he or she will continue to receive the same treatment, in 
respect to salary and benefits, as the employee would otherwise receive if using vacation or sick leave.

Separation and Reinstatement
 
Separation

If an employee separates from employment, there will be no financial or other reimbursement to the 
employee for accrued, unused Washington Paid Sick Leave balances available at the time of separation. 

Reinstatement/Rehire

The City of White Salmon shall reinstate an employee’s previously accrued, unused Washington State Paid 
Sick Leave balance if it rehires an employee within 12 months of separation. 

Upon rehire, the City of White Salmon shall provide notification to the employee of the amount of accrued, 
unused Washington Paid Sick Leave available for use by the employee. 

If an employee is rehired within 12 months of separation, the employee will not be required to wait another 
90 calendar days to use their accrued, unused Washington Paid Sick Leave if the employee met that 
requirement during the previous period of employment. 

If an employee did not meet the 90-day requirement for the use of Washington Paid Sick Leave prior to 
separation, the previous period of time the employee worked for the City of White Salmon will count towards 
the 90 days for purposes of determining the employee’s eligibility to use Washington Paid Sick Leave. 

Compensatory (Comp.) Time
The City of White Salmon operates its pay systems based on principles of public accountability. Those 
principles generally state that government employees should not be paid for time not worked due to the 
need to be accountable to the taxpayers for the expenditure of public funds. 
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The following policy is in keeping with the current legal interpretation of FLSA and state law requirements, 
and is subject to change based on federal and/or state law. 

Exempt Employees 

• When a project or program requires extended hours for successful completion, flexible scheduling is 
available to allow an exempt employee to vary his or her schedule on a day to-day and week-to-week 
basis. Flexible scheduling is subject to general controls at the department level, and the employee must 
be accountable to their department head to follow applicable policies regarding advance notice and 
approval for absences. 
• Hours worked over 40 per week may not be accumulated as overtime or compensatory time. 
• Absences of less than half a day (4 hours) for sick, vacation, and personal leave will not be charged 
to an exempt employee’s accrued paid leave balances. 

 
Non-Exempt Employees 

• Non-exempt employees are entitled to overtime pay for hours worked in excess of 40 hours per week, 
but they may ask for compensatory (comp) time off instead of receiving a cash payment. Compensatory 
time off may be granted at the request of the employee and with the approval of the department head. 
An employee may decline comp time and be paid overtime, and the department head may deny a comp 
time request if time off is not practical, and instead overtime will be paid. 
• If the comp time option is exercised, the employee is credited with one and one-half times the hours 
worked over 40 hours in one work week, as comp time. 
• Comp time accrual will not exceed 40 hours. When the maximum accrual is reached, any subsequent 
overtime hours must be paid in cash at the overtime rate. 
• Employees should be encouraged to use comp time accrued within 90 days of earning it whenever 
possible. Department heads may require employees to use accrued comp time within a shorter time 
period (i.e. within 30 or 60 days) or may extend the 90 day limit if necessary. 

Comp time may be cashed out at any time at the request of the employee. 

Upon termination, nonexempt employees will be paid for unused comp time on their final paycheck.

Use and Recording of Compensatory (Comp) 

Time Requests to use comp time are made in the same manner as vacation. The department head evaluating 
requests should consider the desires of the employee, scheduled work, anticipated peak work-loads, 
response to unexpected emergencies, and the availability of a qualified substitute (if needed). Comp time 
should normally be used in short blocks of time, such as an afternoon or a full day. Each department must 
maintain records of overtime and comp time. These records should reflect the following: 

• Date overtime was worked and the number of hours worked. 
• Comp time hours earned if not taken in overtime wages. 
• Date comp time was taken and the number of hours used. 
• Current balance of comp time accrued.
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Drug Policy
 
Prohibited Substances
Drugs shall be defined as those substances whose dissemination is regulated by law including, but not 
limited to, narcotics, depressants, stimulants, hallucinogens, cannabis and alcohol. This definition shall 
include over-the-counter drugs and/or drugs that require a prescription or other written approval from 
a licensed physician or dentist in their use. The drugs that are controlled substances as defined in RCW 
69.50.010, a prescription drug for which the employee does have or does not have a current, valid, personal 
prescription, and which is not authorized or approved for use while operating a motor vehicle or other 
equipment, and any over-the-counter drug which may impair job performance and safety.

Policy
The presence of trace amounts of alcohol and/or over-the-counter drugs as evidenced by a drug or alcohol 
test, shall be grounds for disciplinary action to the extent that job performance and/or the ability to 
perform safely is lessened to any appreciable degree inclusive of where the presence of such substance is 
a violation of an agreed upon treatment and/or return to work agreement.

Procedures
In the event there is reasonable suspicion to believe that an employee’s job performance may be impaired 
by drugs or alcohol, the employee’s Department Head shall question the employee with regard to the 
behavior. The Department Head shall directly observe the employee’s behavior and document the behavior 
in a written memorandum. Indications of impaired behavior include, but are not limited to, the following: 
staggering or irregular gait, the odor of alcohol on the breath, slurred speech, dilated or constricted pupils, 
inattentiveness, listlessness, hyperactivity, performance problems, illogical speech and thought processes, 
poor judgment or unusual or abnormal behavior.

When possible and practical, a second managerial employee may also observe the employee to verify that 
there is reasonable suspicion to believe that drug or alcohol consumption may be involved. A determination 
shall be made as to whether or not the employee’s behavior is impaired to the point of being unable to 
perform their duties effectively and safely. The employee shall be relieved of his/her duties and placed on 
a suspension with pay status until a clear determination can be made as to the abuse or non- abuse of 
drugs or alcohol.

If it is concluded that there is reasonable suspicion to believe that drug or alcohol consumption is involved, 
the Department Head shall have a drug or alcohol test administered. The employee shall give his/her 
consent to the drug or alcohol test, in writing, before testing is conducted. Failure to execute a written 
consent to the test, or failure of the employee to take the test, when requested or directed, shall result 
in disciplinary action including discharge or termination. The city may also have the employee undergo a 
physical examination at city’s expense at the time that the drug or alcohol test is administered. The test(s) 
will be conducted within a reasonable time period after the observation of the problem.

If the test is negative, the employee shall be counseled by the physician and returned to work, if appropriate 
to the medical diagnosis; there shall be no loss of pay or benefits. Where appropriate, a signed physician’s 
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release may be required by the City before the employee is returned to work. Time lost due to an illness will 
be charged to sick leave. If the behavior that led to the initial investigation is not due to substance abuse, 
but continues to hinder job performance, the City may require the employee to undergo further medical 
evaluation.

If the test is positive, the employee may be disciplined up to and including discharge or termination 
depending upon the circumstances of the situation. Circumstances that would warrant an immediate 
discharge or termination would include incidents where the employee’s impairment resulted in risk of loss 
of life or injury to self or others, the loss or damage of property, or where the employee’s ability to perform 
his or her work is jeopardized. No supervisor nor Department Head shall have the authority to terminate, all 
recommendations for discharge or termination must be forwarded to the City Administrator and approved 
by Mayor.

In cases where the employee is not discharged or terminated, the employee may be placed in unpaid 
rehabilitation leave status. The employee shall be evaluated and a recommended appropriate treatment 
program shall then be arranged. Where appropriate, the employee shall be referred to a treatment program. 
Once the inpatient part of the program has been completed, the employee may be re-employed, but 
only with a written full release from a physician. Where it is prescribed by a physician and/or a treatment 
program, drug testing may be included as a part of that treatment program. An employee who is returned 
to work as provided for under this procedure, who fails to comply with any of the terms of an agreed upon 
treatment and/or return to work agreement, may be discharged or terminated.

The City shall utilize both urine and blood test for verification. The “enzyme- immunoassay” (EMIT) and “GS 
chromatography-mass spectrophotometer” (GS-MS) test method shall be used. In regards to alcohol, the 
City may use the breathalyzer test. The City shall pay for the costs of all tests and medical examinations 
carried out under this procedure. The City shall maintain confidentiality of these test results to the extent 
possible.

When appropriate, the City and the employee shall enter into joint agreements that establish the form of 
treatment and the conditions that will be imposed for the return of the employee to the work place.

Drug-Free Workplace
Based on the federal Drug-Free Workplace Act, the manufacturing, distribution, dispensation, possession 
and use of unlawful drugs or alcohol on City premises or during work hours by City employees is strictly 
prohibited. Employees also must notify the City within five (5) days of any conviction for a drug or alcohol 
violation. Violation of this policy can result in disciplinary action, including discharge or termination. 
Continued poor performance or failure to successfully complete a rehabilitation program is grounds for 
discharge or termination.

Substance Abuse Policy for Operators  
of Commercial Motor Vehicles
City employees who hold commercial driver’s licenses (“CDLs”) and who operate CDL motor vehicles while 
employed by the City are subject to additional policies and regulations imposed by the federal government. 
These regulations require urine drug testing and alcohol breath testing in the following circumstances:
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• Pre-employment;
• Reasonable suspicion;
• Post-accident;
• Return to duty testing; and
• Random testing.

CDL holders who test positive must be removed from service and are subject to discipline, up to and 
including discharge or termination. CDL holders shall consult the City’s CDL policy for the additional details 
concerning these policies.

Policy on Substance Abuse
The City shall discipline or discharge/terminate any regular employee and/or department member possessing, 
consuming, controlling, selling or using alcohol, drugs or other controlled substances during work hours. 
The City may also discipline or discharge/terminate an employee and/or member who exhibits an on-going 
dependence on alcohol, drugs or other controlled substances which, in the opinion of the Department 
Head, the Mayor, or the City Administrator impairs the employee’s or member’s work performance, poses 
a threat to the public confidence, or is a safety risk to the employee or others. The City is committed to 
supporting any employee and/or members who undergo treatment and rehabilitation for alcohol or other 
chemical dependency if they have voluntarily reported such problems and/or dependency. Any employee 
and/or members who test positive for controlled substances and/or alcohol and has not voluntarily reported 
such problems and/or dependency prior to reasonable suspicion conduct or behavior being determined by 
management shall be subject to disciplinary action up to and including discharge/termination.

Any employees or members who voluntarily report an alcohol, drug or controlled substance dependency 
problem will not be subject to retaliation or discrimination.

Any regular full-time employees who voluntarily seek treatment may use sick leave to attend a bona 
fide treatment or counseling program. The City may condition continued employment on the signing of a 
conditional return to duty agreement with terms and conditions inclusive of periodic re-testing, no further 
positive testing resulting in immediate discharge or termination, the employee’s successful completion of 
treatment or counseling programs and future avoidance of alcohol, drugs or other controlled substances.

All employees and/or members may be required to submit to alcohol, drug or controlled substance testing 
when the employee’s or member’s work performance causes a reasonable suspicion that the employee 
or member is impaired due to current intoxication, drug or controlled substance use, or in cases where 
employment has been conditioned upon remaining alcohol-, drug- or controlled substance-free following 
treatment. Refusal to submit to testing when requested may result in immediate disciplinary action up to 
and including discharge or termination.

Employees and members using any prescription or over-the-counter drugs which might impair their work 
performance shall notify their Department Head or duty officer. At the option of the Department Head 
or duty officer, an employee or member may be reassigned to less hazardous duty or sent back to their 
station. Regular full-time employees may be placed on sick leave if impaired work performance might pose 
a threat to the public confidence or to the safety of the employee or others.
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Leaves
 
Family and Medical Leave Act (FMLA)
The City complies with the Federal Family and Medical Leave Act (FMLA) and all applicable state laws 
related to family and medical leave. This means that, in cases where the law grants you more leave than 
our leave policies provide, we will give you the leave required by law. 

Eligibility

The Family and Medical Leave Act provides up to 12 weeks of unpaid, protected leave to eligible employees 
for qualifying medical events. To qualify for FMLA, an employee must have worked for the City for at least 
12 months and for 1,250 hours over the previous calendar year. 

Qualifying Reasons for Taking FMLA*:

• To care for your child after birth or placement for adoption or foster case.
• To care for your spouse, son, daughter or parent who has a serious health condition.
• For a serious health condition that makes you unable to perform the essential functions of your job.
• To care for a spouse, child, parent, or next of kin injured in the line of duty as a member of the Armed 
Forces and who is undergoing medical treatment, recuperation, or therapy for serious injury or illness 
incurred in the line of active duty for up to a total of 26 weeks (12 weeks as outlined above plus an 
additional 14 weeks) of protected leave within a 12-month period.
• To address a “qualifying exigency” arising out of the employee’s spouse, child, or parent in the Armed 
Forces serving on active duty.

*Leave that has been requested to care for a child after birth or placement for adoption and/or foster care, 
must be concluded within 12 months of the birth of placement of the child. 

Definitions
 
Child – Son/Daughter

A “son or daughter” is defined by FMLA as a biological, adopted, or foster child, a stepchild, a legal ward, 
or a child of a person standing in loco parentis who is either under 18 years of age or is 18 years of age or 
older and “incapable of self-care because of a mental or physical disability” at the time FMLA leave is to 
commence. FMLA also provides separate definitions of “son or daughter” for FMLA military family leave that 
are not restricted by age.

Family Member

For purposes of FMLA, “family member” is defined as a spouse, parent or a “son” or “daughter” (defined 
above).

Intermittent Leave

Dependent on the circumstances, FMLA may be taken intermittently. Intermittent or reduced schedule 
leave may be taken during a period of Family Member or Employee Serious Health Condition Leave or 
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Servicemember Family Leave. Additionally, Call to Active Duty Leave may be taken on an intermittent 
or reduced leave schedule basis. An employee may be temporarily reassigned to a position that better 
accommodates an intermittent or reduced schedule. Employees must make reasonable efforts to schedule 
planned medical treatments to minimize disruption of City operations; including consulting management 
prior to the scheduling of treatment in order to work out a treatment schedule which best suits the needs 
of both the City and the employee. Intermittent leave for Parental Leave is not available.

One-Year Calculation Period

The “12-month period” during which leave is available (also referred to as the “One-Year Calculation Period”) 
will be determined by a rolling 12-month period measured forward from the date an employee uses any 
Family Medical Leave. Each time an employee takes Family Medical Leave, the remaining leave entitlement 
would be any balance of the 12 weeks which has not been used during the immediately preceding 12 months.

Employee Responsibilities – Advanced Notice and Medical Certification

Employee’s must provide at least 30 days’ notice before Family Medical Leave is to begin if the reason for 
leave is foreseeable based on an expected birth, placement for adoption or foster care, planned medical 
treatment for a serious health condition of the employee or a family member, or the planned treatment for 
a serious injury or illness of a covered servicemember (Servicemember Family Leave). If 30 days’ notice is 
not practicable, due to multiple circumstances beyond control, notice mut be given as soon as practicable. 

We require that you provide a medical certification to support a request for leave because of a serious 
health condition (your own or your child’s, spouse’s or parent’s) whenever the leave is expected to extend 
beyond five consecutive working days or will involve intermittent or part-time leave.  We may require 
second or third opinions, at our option, at our expense.

For Call to Active Duty Leave, notice must be provided as soon as practicable, regardless of how far in 
advance such leave is foreseeable.

In addition, we require that you provide a medical certification for your fitness for duty to return to work 
after a medical leave has been taken. 

Regardless of the reason for leave, or whether the need for leave is foreseeable, employees will be expected 
to comply with the City’s normal call-in procedures. Employees who fail to comply with the City’s leave 
procedures may be denied leave, subject to discipline, or the start date of the employee’s Family Medical 
Leave may be delayed.

Military Leave
Every employee who is a member of the Washington National Guard or of the U.S. Army, Navy, Air Force, 
Coast Guard or Marine Corps, or of any organized reserve of the United States, will be granted military leave 
in accordance with state and federal law. Employees who take military leave will have whatever rights to 
reinstatement, seniority, vacation, layoffs, and compensation as are provided by applicable law. 

Paid Leave of 21 Days Per Year. Under Washington law, a public employee is entitled to a paid military leave 
of absence for a period not to exceed 21 working days during each year beginning October 1st and ending 
the following September 30th. According to guidance from the Attorney General’s office, a day is calculated 
according to the number of days the employee would have worked, but for the military leave. Military leave 
beyond the 21 days of paid time off will be unpaid, provided that employees may elect to use accrued 
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vacation, compensatory time or other available paid time off during the period of military leave. New federal 
or state legislation may change the leave period.

Employees should notify their supervisor as soon as they receive notice of the need to report for military 
duty, and provide the supervisor with a copy of the military orders. 

Leave for Spouses / Domestic Partners of Military Personnel (non-FMLA) 

During a period of war declared by the United States Congress, declared by executive order of the president, 
or in which a member of a reserve component of the armed forces is ordered to active duty pursuant to 
either sections 12301 and 12302 of Title 10 of the United States Code or Title 32 of the United States Code, 
an employee who is the spouse or registered domestic partner of a member of the Armed Forces of the 
United States, National Guard or Reserves who has been notified of an impending call or order to active duty 
or has been deployed is entitled to a total of fifteen days of unpaid leave per deployment after the military 
spouse/registered domestic partner has been notified of an impending call or order to active duty and 
before deployment or when the military spouse/registered domestic partner is on leave from deployment. 
An employee who takes this leave is entitled: (a) To be restored to a position of employment in the same 
manner as an employee entitled to state military leave is restored to a position of employment, and (b) to 
continue benefits in the same manner as an employee entitled to state military leave continues benefits.

Spousal military leave may also be covered under FMLA leave for a qualifying exigency, although an employee 
need not meet the more stringent FMLA eligibility requirements in order to take this spousal military leave. 
The purpose of this leave is to support the families of military personnel serving in military conflicts and to 
assure that these families are able to spend time together after being notified of an impending call or order 
to active duty and before deployment and during a military member’s leave from deployment. An employee 
must work an average of 20 hours per week to be eligible for this spousal/domestic partner military leave. 

An employee who seeks to take spousal/domestic partner military leave must provide the City with notice 
of their intent to take leave within five business days of receiving official notice that the employee’s spouse 
or domestic partner will be on leave or of an impending call to active duty. The employee may elect to 
substitute any available accrued leave for any part of this spousal/domestic partner military leave.

Couples Employed by Us: If both you and your spouse work for us and you request leave for the birth, 
adoption or foster care placement of a child, to care for a new child, or to care for a sick parent, the total 
annual FMLA leave available to you as a couple for those purposes is 12 weeks.

Substitution of Paid Leave: At your request or ours, certain kinds of paid leave may be substituted for 
unpaid FMLA leave.  Accrued vacation may be substituted for any type of FMLA leave.  Accrued sick leave 
may be substituted only in the circumstances where our policies or state law allow you to use that paid 
leave.  This means, in general, that sick leave may be used only for leave taken because of your own 
health condition or a spouse, child, parent, parent-in-law, or grandparent with a health condition requiring 
treatment or supervision, or for emergency purposes.

If you have any sick leave available that may be used for the kind of FMLA leave you are taking, it is our 
policy that you must use that paid sick leave as part of your FMLA leave.  Use of vacation time for FMLA 
leave, however, is at your option.

If you use paid leave for a purpose for which FMLA leave would be available, it is our policy to designate 
your paid leave as counting against your FMLA leave allowance.  You are required to notify us if you use paid 
leave for a reason covered by the FMLA so that we may properly account for the leave.
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Jury or Witness Duty
If an employee is called for jury duty or is required to testify as part of his or her regular City job, the 
employee will receive his or her regular pay for time spent testifying but must turn in to the City witness 
or jury fees received. Employees subpoenaed to testify in other cases may be excused from attendance at 
their City job but must use vacation or compensatory time for all work time missed. Notwithstanding the 
above, exempt employees will not receive any deduction in pay that would violate state or federal law. An 
employee released from jury duty for part of a day may report to work. If less than two (2) hours remain 
in the work shift, the employee may call their work supervisor for instruction. Upon completion of jury/
court witness service, the employee must forward any money received from the court or party issuing the 
subpoena to the Payroll office immediately upon receipt. The employee may retain expense money for 
meals, mileage and/or lodging.

Administrative Leave 
On a case-by-case basis, the City may place an employee on administrative leave with or without pay for 
an indefinite period of time. Administrative leave may be used when it is authorized by law in any collective 
bargaining agreement, and in the City’s best interest, such as during the pendency of an investigation. 

Religious Holidays
If an employee’s religious beliefs require observance of a holiday not included in the basic holiday schedule, 
the employee may, with their department head’s approval, take the day off using vacation or leave without 
pay. Employees should seek approval for such absences well in advance to ensure work coverage.

Bereavement (Compassionate) Leave
Employees will be granted paid bereavement leave for members of their immediate family. Immediate family 
consists of an employee’s spouse, child, parent, brother, sister, mother-in-law, father-in-law, grandparent, or 
grandchild, same-sex spouse, domestic partner. Such leave shall not exceed four working days per calendar 
year. The employee will notify the Department Head or City Administrator prior to taking bereavement leave. 
Employees may use accumulated sick leave and/or vacation hours to extend bereavement leave as needed 
subject to prior approval by the Department Head and/or the City Administrator. If a situation arises that 
may not fall under the definition of immediate family, this should be brought to the attention of the City 
Administrator for a case-by-case determination of whether or not Bereavement Leave would apply. 

Domestic Violence/Sexual Assault Victim Leave
This leave is available to employees who are victims of domestic violence, sexual assault, or stalking. It 
is also available to employees with a family member (child, spouse, registered domestic partner parent, 
parent-in-law, grandparent, or person with whom the employee has a dating relationship) who is a victim 
of domestic violence, sexual assault, or stalking. The leave may be taken in blocks, intermittently, or on 
a reduced leave schedule. The amount of leave that an employee may take is limited to a “reasonable” 
amount. Domestic violence/sexual assault leave is unpaid, although an employee may elect to use accrued 
paid leave (e.g., vacation, sick leave, compensatory time) in connection with such leave.
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Domestic Violence/Sexual Assault Leave may be taken for the following purposes:

• To seek law enforcement or legal assistance or to prepare for or participate in any legal proceeding 
related to domestic violence, sexual assault, or stalking; 
• To seek health care treatment for physical or mental injuries from domestic violence, sexual assault, 
or stalking, or attend to such health care treatment for a family member; 
• To obtain (or assist a family member in obtaining) services from a domestic violence shelter, rape 
crisis center, or other social services; 
• To obtain (or assist a family member in obtaining) mental health counseling related to domestic 
violence, sexual assault, or stalking; or 
• To participate in safety planning, to temporarily or permanently relocate, or to take other actions to 
increase the safety of the employee or family member relating to domestic violence, sexual assault, or 
stalking.

When possible, employees must give advance notice of the intention to take leave. If advance notice is 
not possible, employees (or their designees) must give notice of the need for this leave no later than the 
end of the first day the employee takes the leave. The City may require verification to support the need for 
the leave. Depending on the situation, verification can take the form of police reports, court documents, 
or the employee’s own written statement of the need for the leave. Except where disclosure is authorized 
or required by law, the City will maintain confidentiality of all information provided by the employee in 
conjunction with Domestic Violence/Sexual Assault Leave.

Shared Leave/Hardship Leave
The Mayor or City Administrator may authorize employees to donate their accrued vacation/sick leave 
to another City employee who is suffering from or who has an immediate family member suffering from 
an extraordinary or severe illness, injury, or physical or mental condition which has caused or is likely to 
cause the employee to take leave without pay or to terminate his/her employment. Immediate family 
consists of an employee’s spouse, child, parent, brother, sister, mother-in-law, father-in-law, grandparent, 
or grandchild. The following conditions apply:

• To be eligible to donate vacation/sick leave, the employee who donates leave must have more than 
ten (10) days (more than 80 hours) of accrued leave before donating. In no event shall a leave transfer 
result in the donor employee reducing his/her vacation leave and sick leave balance to less than ten 
(10) days (less than 80 hours). Transfer of leave will be in increments of one day (8 hours) of leave. All 
donations of leave are strictly voluntary.
• The employee receiving donated leave shall have exhausted all his/her accumulated vacation and sick 
leave. While an employee is using shared leave, he or she will continue to receive the same treatment, in 
respect to salary and benefits, as the employee would otherwise receive if using vacation or sick leave.

Voting
When an employee’s work schedule is such that he/she cannot vote prior or subsequent to the normally 
scheduled working hours, he/she shall be allowed a reasonable period of time off to go and vote. A 
reasonable time is up to two hours pursuant to RCW 2.36.165, except that vote-by- mail elections allow 
ample time to vote outside working hours and no voting allowance will be made in such elections. 
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Other Unpaid Leave 
Subject to operational and other considerations, the City may grant a leave of absence without pay for an 
absence not covered by any other type of leave. Any available accrued leave must be exhausted before an 
unpaid leave will be approved. 

Miscellaneous Policies

Smoking 
Smoking is not permitted in City buildings, facilities, vehicles, or within 25 feet of any City building entrance, 
window that opens, or vent. Violation of this smoking policy may result in disciplinary action, up to and 
including termination. 

Overtime 
Occasionally an employee may be asked to work overtime. Overtime for employees other than certain fire 
protection employees, police officers, and paramedics who are subject to different FLSA 7(k) work periods 
is defined as any hours worked in excess of 40 hours per week by a non-exempt employee. All overtime 
must have prior authorization from the employee’s supervisor or department head. A non-exempt employee 
has the option of receiving compensatory (comp) time in the amount of 1.5 times the hours of overtime or 1.5 
times the regular rate of pay for time worked in excess of 40 hours for that week. A non-exempt employee 
may not work overtime without prior authorization. Unauthorized overtime worked by an employee may be 
subject to disciplinary action up to and including termination. 

Exempt employees are not eligible to receive overtime pay or compensatory time. However, exempt 
employees may be eligible to receive paid administrative leave. Exempt employees, which may be determined 
from time to time by the City Administrator and applicable laws and regulations, may annually receive 
fifty-four (54) hours of administrative leave that will be credited at the beginning of the year for ease of 
administration and those hired after the first of the year will receive a pro-rata number of hours based on 
the accrual rate of four and one-half (4.5) hours each month. Paid administrative leave must be used within 
the calendar year it accrues or it will be forfeited. Those who leave City employment will be charged for any 
administrative hours taken should their time taken exceed the accrual rate of 4.5 hours each month and 
length of service for that year. 

Personnel File
Personnel files are considered confidential and the only persons authorized to access files are the employee, 
Mayor, City Administrator, City Attorney and the employee’s department head and direct supervisor. External 
requests for personal data will be provided only with the employee’s written permission or if required by 
state or federal law. The Public Records Act currently requires certain disclosure of records relating to 
discipline and also, under certain circumstances, investigation records even if disciplinary action has not 
been imposed. No information from the personnel file will be provided over the telephone except to confirm 
employment unless the employee has provided a written release. All such telephone inquiries should be 
forwarded to Administration. 
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Medical information is kept in a separate confidential medical file, available only to authorized personnel. 

If an employee wishes to view their personnel file, they may contact Administration to set up an appointment 
for that purpose. 

It is important that an employee notify the Administration of any change of address, telephone number, 
emergency contact, or change in dependents within one week of a change. These changes must be made 
on the appropriate forms (i.e. healthcare forms, emergency contact forms, etc.).

Release of Information
Information contained in an employee’s personnel records shall be released to an outside individual or 
agency only by the Mayor, City Administrator, specified designee(s) and/or attorneys for the City. Information 
will be made available to outside agencies or individuals only with the written, signed authorization of 
the employee subject to the following provisions, when the requesting agency/individual has submitted a 
written request formally asking for specified information and stating the reason(s) for the request.

Information may be released to outside agencies/individuals without the written authorization of employee 
in the below-stated instances:

• A written request when such information consists of no more than confirming employment (whether 
present or past) and dates of that employment;
• On written request, when the City has received satisfactory assurance that the information released 
shall be used for only statistical research. In such cases, the information shall be released in a form 
such that the individual(s) cannot be identified;
• On written request, to another agency or to an instrumentality of any governmental jurisdiction for a 
civil or criminal law enforcement activity if the activity is authorized by law;
• Pursuant to a written order of a court of competent jurisdiction;
• Pursuant to a written request or subpoena for the information issued in connection with a grievance, 
disciplinary investigation, litigation and any other administrative proceeding; and
• In accordance with statutes regulating release of public records.

Amendment of Records
The employee can ask the employer to review the files for irrelevant or incorrect information and if such 
information is found as determined by the employer, the employer may remove it. In case of disagreement, 
the employee is permitted to file a rebuttal or corrective statement in the personnel record. Former 
employees also have this right up to two years after discharge in accordance with Washington statutes.

Disposal of Records
Upon the discharge or termination of an employee, his/her official personnel records shall be kept for a 
period of two (2) years from the date of discharge or termination in an active file in the City Hall location 
where other official personnel files are maintained. After the two-year period has elapsed, the records shall 
be stored in an inactive capacity but accessible in accordance with records retention statutes.
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Reduction in Force 
Should a layoff or reduction in force become necessary for certain positions, procedures will be followed as 
outlined here or in the collective bargaining agreements with represented employees of the City. 

Whenever, in the judgment of the City Administrator, it becomes necessary, due to the lack of work, lack of 
funds, other economic reasons, or because the business necessity for a position or service no longer exists, 
the City Administrator may eliminate any position or employment. Reduction in force will be accomplished 
through attrition of employees whenever possible. However, an employee holding a position or employment 
with the City may be laid off or demoted without disciplinary action and without the right of appeal, unless 
such right of appeal is provided in a collective bargaining agreement. Employees to be laid off will be given 
at least two (2) weeks’ notice of the pending action. 

Regular full-time employees will be retained on the basis of seniority of continuous service with the City 
when job performance and qualifications are judged to be equal. Job performance will be determined by 
the department head on the basis of the director’s assessment of performance, skills and training. The City 
may retain a less-senior employee when the department head determines that that employee has specific 
job skills required by the City or the less-senior employee is a better performer than the more senior 
employee. 

Temporary employees with less than one year of service, or employees working under an employment 
agreement who are not in a budgeted FTE position will be laid off before regular employees. 

Represented employees should refer to their respective collective bargaining agreement for seniority 
provisions in the event of a reduction in force.

Demotion 
Demotion may be implemented: 

• In lieu of layoff. 
• As a disciplinary action. 
• When an employee becomes physically or mentally incapable of performing the duties of his or her 
position with or without reasonable accommodation 
• When an employee’s performance falls below the standard required for effective job performance. 

  
No employee may be demoted to a position for which he or she does not possess the minimum qualifications. 
An employee must be given a minimum of two (2) weeks written notice prior to the effective date of the 
demotion. 

Consideration may be given to the placement of laid-off employees in the next lower classification in which 
the employee has previously served, provided the employee’s work has been satisfactory in his or her latest 
assignment. When a vacancy occurs in a position from which an employee has taken a lower classification 
assignment, that employee will be given first opportunity to return to the former classification, provided 
the employee is still in the City’s service, the employee’s work has been satisfactory and the employee is 
qualified for the position. The department head will determine whether an employee is qualified based on: 
(1) the knowledge, abilities and skills required for the position as described in its job description and (2) the 
employee’s ability to perform the work without further training.
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Termination of Employment 
The termination of employment may result from voluntary termination (caused by an employee’s resignation 
or retirement) or an involuntary termination (caused by a reduction in force or disciplinary action). 

Voluntary Resignation 

An employee who plans to voluntarily resign or retire is encouraged to give at least two (2) weeks written 
notice prior to the effective date of termination. Unless otherwise provided in a collective bargaining 
agreement, the City will pay for accrued vacation leave to an employee who separates from the City in good 
standing. When an employee gives two (2) or more weeks of notice, the final paycheck will be issued on the 
last day of employment. If less than two (2) weeks of notice is given, the final paycheck may be mailed to 
the terminating employee within two (2) weeks after leaving the City. 

Involuntary Termination 

An involuntary termination occurs as a result of a reduction in force or a disciplinary action. Unless an 
employment contract or collective bargaining agreement provides to the contrary, the City is not required 
to give advance notice of termination in the case of disciplinary situations. Depending on the severity or 
nature of the offense, the City retains the right to terminate employment immediately. 

Pre-Disciplinary Hearing 
Employees who are not employed at-will who are facing a disciplinary termination or suspension without 
pay will be given a pre-disciplinary hearing, sometimes referred to as the Loudermill Hearing. At the hearing 
a union employee may bring a union representative. During the course of the hearing, the employee is given 
an opportunity to present any information that they wish management to consider before taking disciplinary 
action. 

Exit Interview 
Administration will schedule an exit interview for all terminating regular full-time and part-time employees. 
Administration will offer terminating employees the opportunity to describe their work experience at the 
City and any suggestions they may have for the next person who would be filling their position. The employee 
has the right to decline an exit interview. Information gathered during the feedback component of the exit 
interview may not be confidential and may be shared with the terminating employee’s department head, 
Mayor and City Council.

Social Media
For purposes of this policy, “social media” includes all means of communicating or posting information or 
content of any sort on the Internet, including to your own or someone else’s web log or blog, journal or diary, 
personal or commercial website, social networking web site, web bulletin board or a chat room, whether or 
not associated or affiliated with the City, as well as any other form of electronic communication. 
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Ultimately, you are solely responsible for what you post online. Before creating online content, consider 
some of the risks and rewards that are involved. Keep in mind that any of your conduct that adversely 
affects your job performance, the performance of co-workers, or otherwise adversely affects our residents 
or people who work on behalf of the City or the City’s legitimate business interests may result in disciplinary 
action up to and including termination.

Prohibited Postings
Employees will be subject to discipline, up to and including termination, if they create and post any 
text, images or other media that violate any City policies, including the City’s no-harassment and no-
discrimination and workplace violence policies. Similarly, postings that include threats of violence, that 
are physically threatening or intimidating, bullying or harassing, will not be tolerated and may subject an 
employee to discipline, up to and including termination. 

Do not create a link from your blog, website or other social networking site to a City-owned or maintained 
website without identifying yourself as a City employee.

Express only your personal opinions. Never represent yourself as a spokesperson for the City, unless you 
are authorized by your manager/supervisor to do so. If the City is a subject of the content you are creating, 
be clear and open about the fact that you are a City employee, and make it clear that your views do not 
represent those of the City or its employees or elected officials.

Encouraged Conduct
Always be fair and courteous to co-workers, the residents  we serve, City employees and elected officials, 
and suppliers or other third parties who do business with the City.

Also, keep in mind that you are more likely to resolve work-related complaints by speaking directly with 
your co-workers, or by utilizing our Open-Door Policy, than by posting complaints to a social media outlet. 
If you decide to post complaints or criticism, avoid using statements, photographs, video or audio that 
reasonably could be viewed as malicious, obscene, threatening or intimidating, that disparage residents, 
coworkers, City employees or elected officials, that might constitute harassment or bullying, and/or that 
violate City policies. Examples of such conduct might include offensive posts that a reasonable person 
would perceive as calculated to intentionally harm an individual’s personal or professional reputation, posts 
that could contribute to a hostile work environment on the basis of race, sex, disability, religion or any other 
status protected by law or City policy.

Maintain the confidentiality of the City’s confidential information. Do not post internal reports, policies, 
procedures or other internal, City-related confidential communications or information.

Nothing in this policy is meant to prevent an employee from exercising their right to make a complaint of 
discrimination or other workplace misconduct, engage in lawful collective bargaining activity, or to express 
an opinion on a matter of public concern that does not unduly disrupt City operations. Employees are free 
to express themselves as private residents on social media sites, but an employee’s exercise of expression 
is balanced against the City’s interest in the effective and efficient fulfillment of its responsibilities to the 
public.
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Confidential City Information
Employees must not access, use or disclose sensitive or confidential information or data except in 
accordance with City policies, practices and procedures, and as authorized by state or federal laws or 
regulations. Employees with access to confidential information, including but not limited to customer or 
employee financial, medical or personal information (including, without limitation, Social Security numbers), 
are responsible for the safekeeping and handling of that information to prevent unauthorized disclosure. 
Employees who access, use or disclose confidential information contrary to Washington or federal laws or 
for personal use or financial gain may be subject to civil or criminal penalties under those laws, in addition 
to appropriate disciplinary action for violating this policy. 

No records or information including (without limitation) protected medical data, documents, files, records, 
computer files or similar materials (except in the ordinary course of performing duties on behalf of the City) 
may be removed from our premises without permission from their department Director or Administration. 
Likewise, any materials developed by the City’s employees in the performance of their jobs is the property 
of the City and may not be used for personal or financial gain. Additionally, the contents of records or 
information otherwise obtained in regard to City business may not be disclosed to anyone, except where 
required for a business purpose or when required by law.

Attachment A
CITY AND STATE ENFORCEMENT AGENCIES FOR REPORTING OF IMPROPER GOVERNMENTAL ACTION

Klickitat County Prosecuting Attorney 
205 S Columbus Ave MS-CH 18 Room 106 
Goldendale, WA 98620 
Phone: (509) 773-5838 

Washington State Attorney General 
1125 Washington Street SE 
PO Box 40100 
Olympia, WA 98504-0100 
Phone: (360) 753-6200

Washington State Auditor 
P.O. Box 40021 
Olympia, WA 98504-0370 
Phone: (360) 902-0370
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COUNCIL REPORT 
 

  Business Item     X Consent Agenda 
 
Needs Legal Review:       Yes, completed.  
Meeting Date:    Wednesday, May 1, 2024 
Agenda Item:      Resolution 2024-05-591 Adopting White Salmon Planning 

Commission By-laws and Rules of Procedure 
Presented By:    Troy Rayburn, City Administrator 
    Kelly Hickok, Deputy City Attorney   
 

Action Required:  
Review and approve the City of White Salmon Planning Commission’s operating bylaws. 
   
Motion for Business Item / Proposed Motion for Consent Agenda:  
Motion to approve Resolution 2024-05-591 Adopting White Salmon Planning Commission By-laws 

and Rules of Procedure.   
 
Background of Issue: 
The Planning Commission convened twice (February 28 and March 27, 2024) with legal counsel 
to work through and come to an agreement on its rules of operation.     
 
Explanation of Issue: 
The Planning Commission expressed an interest in creating bylaws relating to the role of the 
Planning Commission and how it functions. Legal Counsel researched other cities’ planning 
commission bylaws and presented information and recommendations from those examples. 
Those cities include the City of Camas, WA, the City of Pullman, WA, and the City of Woodland, 
WA. 
 
The Planning Commission reviewed the draft bylaws, and the following topics were discussed 
and incorporated into the final draft: the date and location of regular meetings, rules of 
procedure for legislative hearings and quasi-judicial hearings, remote attendance, and voting.  
 

- The Planning Commission shall have one regular monthly meeting, held at 5:30 p.m. on 
the first Wednesday after the first City Council meeting of the month. The meetings will 
be held at the City Council Chambers in the Fire Hall at 119 NE Church Ave. 

 
- The Planning Commission members expressed a need for clear guidelines regarding 

per-person and Zoom time limits on public comments in a public hearing setting. 
Regarding public comment, each member of the public is limited to three (3) minutes per 
person for public testimony. At the onset of the meeting, the Chair has the authority to 
increase the per-person time for public comment at his or her discretion based on the 
nature and attendance of the meeting. The Chair may use his or her discretion to accept 
additional testimony or evidence after the closing of the public testimony portion of the 
hearing, providing that all members of the public who gave previous testimony are still 
present. 
 

X 
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- The Planning Commission members expressed that in-person attendance was 
preferred. The bylaws reflect this preference. While remote attendance is allowed, 
commission members shall notify the Chairperson if they are unable to attend the 
meeting in person. For public hearings, commission members must attend in person to 
vote on any matter at a public hearing unless remote attendance is excused by a 
majority vote of the Commission. 

 
Council Options: 
City Council has the following options available at this time: 

1. Accept the Staff Recommendation. 
2. Revise the Staff Recommendation. 
3. Other action as desired by council. 

 
Fiscal Analysis: 
There are no Financial Implications. 
 
Diversity Equity Inclusion & Stakeholder Analysis: 
The Planning Commission’s new bylaws will create a framework of operation that ensures all 
Planning Commission members, applicants, and residents are heard in a fair and open public 
proceeding.  
 
Policy & Plan Implications: 
The Planning Commission’s adopted bylaws will aid in the City’s efforts to maintain a fair and 
transparent public process where there is a clear set of rules of procedure. 
 
Recommendation of Staff/Committee: 
Staff recommend approval of the Planning Commission’s bylaws relating to rules of procedure 
and how it functions. 
 
Follow Up Action: 
It is recommended that the Planning Commission review the By-Laws and Rules of Procedure 
annually. Any updates would be at their discretion.  
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Resolution 2024-05-591 

Adopting the White Salmon Planning Commission By-laws and Rules of Procedure
Page 1 

CITY OF WHITE SALMON 

RESOLUTION 2024-05-591 

A RESOLUTION OF THE CITY OF WHITE SALMON, WASHINGTON REGARDING 

THE MATTER OF ADOPTING PLANNING COMMISSION BYLAWS AND RULES 
OF PROCEDURE FOR THE CITY OF WHITE SALMON. 

WHEREAS, the City of White Salmon has created a Planning Commission pursuant to 

authority granted by Ch 35.63 RCW, and by ordinances establishing such commission as set 

forth in Chapter 2.20.020 of the White Salmon Municipal Code, and 

WHEREAS, the White Salmon Municipal Code gives the Planning Commission the 

power to adopt their own rules, and 

WHEREAS, the Planning Commission reviewed and created bylaws governing the 

organization and procedures of the commission, and 

WHEREAS, the City Council desires to adopt the bylaws as policy; and 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE 

CITY OF WHITE SALMON, WASHINGTON, as follows: 

SECTION 1. The City Council for the City of White Salmon hereby adopts the 

following by-laws and rules of procedure as described in Exhibit "A", attached hereto and 

incorporated by reference, for the benefit of the city. 

SECTION II. This resolution will be effective immediately upon passage. 

PASSED by the Council of the City of White Salmon, Washington. Dated this 1st day of 

May, 2024. 

CITY OF WHITE SALMON, WASHINGTON 

____________________________________ 

Marla Keethler, Mayor 

ATTEST: APPROVED AS TO FORM: 

_______________________________

Stephanie Porter, Clerk/Treasurer  Shawn MacPherson, City Attorney 
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Planning Commission By-laws and Rules of Procedure  

Adopted by Resolution 2024-05-591- May 1, 2024  

PLANNING COMMISSION OF THE CITY OF WHITE SALMON 

By-laws and Rules of Procedure 

I. NAME

The official name shall be "The Planning Commission of the City of White Salmon."

II. MEETINGS

A. Location:

1. All meetings shall be held at White Salmon City Council Chambers
located in the Fire Hall at 220 NE Church Avenue, White Salmon, WA
98672, unless otherwise directed by City staff and appropriate
notification to the media and public is provided.

B. Date and Time:

1. The Commission will have one regular monthly meeting date upon which
it will convene to do business as necessary in response to citizen or city
council requests. Regular meetings shall be held on the first Wednesday
after the first City Council meeting of the month at 5:30 p.m.

C. Special Meetings and Workshops:

1. Special meetings and workshops (outside of a regular meeting) may be
held at the discretion of the Commission after consultation with City staff
regarding availability. Workshops shall be held for the development of
long-range plans, updating ordinances, and other work programs
deemed necessary by the Planning Commission or City Council.

2. Action may be taken at a special meeting, provided that appropriate
public notice requirements are met.

D. Joint Meetings:

1. The Planning Commission will be available for joint meetings with the
City Council at least once annually to gather information and generally
discuss topics related to the development and growth of the City.

E. Meeting Notices and Agenda:

1. Written notice of all regular and special meetings or workshops shall be
provided twenty-four (24) hours in advance of the meeting date.

2. An agenda of the matters to be considered by the Planning Commission
at the meeting shall be available no fewer than five (5) days before the
meeting.

F. Attendance:

1. Commission members are expected to attend all regular and special
meetings in person.

2. Any member anticipating absence from an official meeting shall notify
the Chairperson and City Staff in advance.

3. Any absence may be excused by a majority vote of the Commission.

Resolution 2024-05-591 - Exhibit A
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Planning Commission By-laws and Rules of Procedure  

Adopted by Resolution 2024-05-591- May 1, 2024  

Unexcused absences from three consecutive regular meetings shall be 
reported to the City Council for appropriate action. 

G. Remote Attendance:

1. Remote attendance shall be allowed via audio or video conferencing as
allowed by law and subject to the conditions as set forth herein. There is
no limit to the number of times a commission member may attend a
meeting by remote attendance and no limit to the number of commission
members who may participate by remote attendance in a meeting.
Remote attendance by any member shall be considered an appearance
towards a quorum. Remote attendance is for the benefit of the City of
White Salmon and not for the benefit of an individual member or the
membership as a whole.

i. Commission members shall notify the Chair of the Planning
Commission (or Vice-Chair if the Chair is the member), on or
before the day of the meeting that such member is unable to
attend the meeting in person.

ii. Public hearings—Commission members must attend in person to
vote on any matter at a public hearing unless remote attendance
is excused by a majority vote of the Commission.

2. To participate in remote attendance, the member(s) must be able to hear
everything that is spoken by any member(s) or individual (s) who are
participating in the meeting, either in person or by remote attendance,
and all members and individual(s) attending the meeting in person or
remotely must be able to hear everything spoken by the member(s).

3. Remote attendance by commission members shall be announced by the
Chair or Chair pro tempore in the chair's absence and reflected in the
meeting minutes.

Ill. ORGANIZATION OF THE PLANNING COMMISSION 

A. Membership:

1. The Planning Commission shall consist of five members appointed by
the Mayor and confirmed by the City Council. All members shall live
within the White Salmon Urban Area. At least three members of the
White Salmon Planning Commission shall be residents of the City of
White Salmon.

B. Election of Officers:

1. The officers of the Planning Commission shall consist of a Chairperson
and Vice-Chairperson elected annually from the members of the
Planning Commission by a majority vote of the members.

2. Any officer may be removed at any time by a majority vote of the
Planning Commission, with the officer in question not voting and not
present. Four members of the commission shall be present to have a
vote.
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Planning Commission By-laws and Rules of Procedure  

Adopted by Resolution 2024-05-591- May 1, 2024  

3. A member of the city staff shall serve as secretary to the commission.

C. Duties of the Chairperson and Vice-Chairperson:

1. Chairperson: The Chairperson shall preside over the meetings of the
Planning Commission and will exercise all the powers usually incident to
the office. The Chairperson will work with staff to review meeting agendas.
The Chairperson may create standing or temporary committees to
examine, investigate, and inquire into subjects of interest to the Planning
Commission. No standing or temporary committee shall have the power
to commit the Planning Commission to endorse any plan or program.

2. Vice-Chairperson: The Vice-Chairperson shall, in the absence of the
Chairperson, perform all duties of the Chairperson at a regular or special
meeting. In the absence of the Chairperson and Vice-Chairperson, the
members present may elect a temporary Chairperson to preside at the
meeting.

D. Code of Conduct

1. It is the constant duty of each Commission member to maintain respect
for each other, the staff, consultants, and the public. Likewise, the
Commission shall require corresponding respectful behavior from all
persons who attend a meeting, whether in-person or via video.

2. Conflict of Interest: Commission members are expected to comply with

RCW 42.23.070.

3. Appearance of Fairness: Commission members are expected to comply

with RCW 42.36.

4. Ex Parte Communication: Commission members are expected to comply
with RCW 42.36.060.

IV. OPERATIONS AND CONDUCTING BUSINESS

A. Quorum:

1. A quorum is required for the Planning Commission to conduct business.
It shall consist of at least three Planning Commission members of record
at the call for a vote on a question. If members leave during the course
of a meeting, reducing the attendance below three members, the quorum
will have ceased. Action shall be by majority of those present and voting,
when those present constitute a quorum, at any regular or special
meeting of the Planning Commission.

B. Motions and Voting:

1. All members of the Planning Commission may make and vote on motions
to recommend approval, approval with conditions, or denial of any
development proposal or amendment to a long-range plan or city
ordinance. All motions shall be made in the affirmative. For matters
requiring a public hearing, motions may be accompanied by an oral
statement, by the person making the motion, of reasons and findings
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Planning Commission By-laws and Rules of Procedure  

Adopted by Resolution 2024-05-591- May 1, 2024  

supporting the motion. This statement may include reference to any part 
or all of the planning staff's report and to testimony or evidence submitted 
at the hearing. 

2. Motions addressing development proposals may be acted on by a
majority of the Planning Commission present at the time of a vote on the
question, provided there is a quorum present. Recommendations for
approval on amendments to the text or maps of long-range plans and
city ordinances require an affirmative vote by a majority of the Planning
Commission.

3. Planning Commission members must be present to vote on motions;
proxy votes are not valid votes. A tie vote means the motion fails. A
member may abstain from voting.

4. Where not otherwise specified in these rules of procedure, the meetings
of the White Salmon Planning Commission and the manner of conducting
business shall be governed by the latest edition of Robert's Rules of
Order.

V. WORKSHOPS

A. Workshops shall be held for the development of long-range plans, updating
ordinances, and other work programs deemed necessary by the Planning
Commission or City Council.

VI. PUBLIC HEARING PROCEDURES
A. Rules of Procedure for Legislative Hearings

1. Chair – Opens the hearing:
2. Initial Presentation:

i. Staff
3. Chair – Opens the hearing for public testimony:

i. Proponents (those testifying in support or neutral).
ii. Opponents (any party in opposition to the application).
iii. City staff rebuttal and/or clarifications.

4. Chair – Closes the public testimony portion of the hearing.
5. Chair - Asks the Commissioners if there are questions for staff or for other

persons who testified.
6. Commissioner proposes a motion.
7. Another Commissioner seconds the motion, and then the Chair states the

motion to the assembly.
8. Chair - Calls for deliberation and/or discussion of the motion.

i. Discussion must be confined to the motion before the commission.
ii. If there is no further discussion, the Chair calls for a vote on the

motion and restates the motion.
9. Chair - Closes the hearing upon a motion being passed by a majority of

the Planning Commission.
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Planning Commission By-laws and Rules of Procedure  

Adopted by Resolution 2024-05-591- May 1, 2024  

Note: Each member of the public is limited to three (3) minutes per person for 
public testimony. At the onset of the meeting, the Chair has the authority to 
increase the per-person time for public comment at his or her discretion 
based on the nature and attendance of the meeting. The Chair may use his 
or her discretion to accept additional testimony or evidence after the close of 
the public testimony portion of the hearing, providing that all members of the 
public who gave previous testimony are still present.  The Chair should 
reopen the public testimony portion of the hearing and may limit the 
testimony to a specific issue and timeframe.  

The Planning Commission is the hearings body.  It gathers information and 
makes recommendations, and does not make decisions. The 
recommendations, together with all the information and testimony from the 
hearing (record), are sent to the City Council, which then makes a decision 
based on the record. 

B. Rules of Procedure for Quasi-Judicial Hearings

1. Chair ‐ Opens the hearing with the following:

i. The case number, applicant name, and address of the property;

ii. Identify that the applicable approval criteria are addressed in the
staff report.

iii. Explain how to testify (name, address, and relevancy to approval
criteria)

iv. Ask Planning Commission Members of any conflict of interest or
ex‐parte contact.

v. Ask for any public challenge to the partiality of any member.

vi. Summarize the sequenced events to be followed at the hearing as
follows:

2. The hearing begins in the following order

i. Staff presentation

ii. Applicant presentation

3. Chair – Opens the hearing for public testimony:

i. Proponents (those testifying in support or neutral).

ii. Opponents (those testifying in opposition).

iii. Applicant rebuttal

iv. City staff rebuttal or clarifications

v. Applicant’s closing argument.

4. Chair – Closes the public testimony portion of the hearing.

5. Planning Commission deliberates on the case. They may question staff
or the applicant.

i. Commissioner proposes a motion.
ii. Another Commissioner seconds the motion, and then the
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Planning Commission By-laws and Rules of Procedure  

Adopted by Resolution 2024-05-591- May 1, 2024  

Chair states the motion to the assembly. 
iii. Chair calls for deliberation and/or discussion of the motion.

(NOTE: Discussion must be confined to the motion before the
commission).

iv. If there is no further discussion, the Chair calls for a vote
on the motion and restates the motion.

6. The Chair closes the hearing (stating, “This hearing is now closed.”)
upon a motion being passed by a majority of the Planning Commission.

NOTE: Each member of the public is limited to three (3) minutes per person 
for public testimony. At the onset of the meeting, the Chair has the authority 
to increase the per-person time for public comment at his or her discretion 
based on the nature and attendance of the meeting. In the event the Chair 
uses his or/her discretion to accept additional testimony or evidence after 
the close of the Public Testimony portion of the hearing, the Chair should 
reopen the Public Testimony portion of the hearing and may limit testimony 
to a specific issue and timeframe. 

VII. AMENDMENTS

A. The By-laws and Rules of Procedure of the Planning Commission of the City
may be amended at any meeting of the Planning Commission by a majority vote
of the entire membership. Any amendments approved by the Planning
Commission must also be approved by the City Council before they become
effective.

VIII. PERIODIC REVIEW
A. These By-laws and Rules of Procedure of the Planning Commission of the City

of White Salmon are subject to periodic review and should be reviewed by the
commission annually.
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File Attachments for Item:

F. Approval of Meeting Minutes-April 17, 2024
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Council and Administrative Personnel Present 

 Council Members: 

Ben Giant 

Patty Fink 

Jim Ransier 

Jason Hartmann 

David Lindley 

 

Staff Present: 

Marla Keethler, Mayor 

Stephanie Porter, Clerk Treasurer 

Shawn Mac Pherson, City Attorney 

Troy Rayburn, City Administrator 

Andrew Dirks, Public Works Director 

Jenne Patterson, Code Compliance 

 

 
I. Call to Order, Land Acknowledgement and Presentation of the Flag  

Mayor Marla Keethler called the meeting to order at 6:00p.m. There were approximately   members of 

the public in attendance in person and via teleconference.   

 
II. Roll Call  
 
III. Changes to the Agenda 

No changes.  

IV. Presentations 
A. Mental Health Awareness Presentation (6:07pm) 
B. Mayor's Update (6:14pm) 
 

V. Public Comment  
 No Public Comment.   
 
VI. Consent Agenda (6:25pm) 

A. Approval of Mayor Committee Appointment 
B. Approval of Meeting Minutes- April 3, 2024 
C. Approval of Vouchers 
 
Vouchers audited and certified as required by RCW 42.24.080 and expense reimbursement claims as 

required by RCW 42.24.090 as of this 17th day of April 2024. 

Type Date       

Claims 4/17/2024 41223 41263 50,055.83 

  4/17/2024 EFT EFT 0.00 

      Claim Total 50,055.83 

          

Payroll 4/19/2024 EFT EFT 73,783.10 

  

 

CITY OF WHITE SALMON 

City Council Meeting – Wednesday, April 17, 2024 

In Person and Via Zoom Teleconference 
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  4/19/2024 41222 41222 866.25 

      Payroll Total 73,783.10 

          

Manual Claims 4/4/2024 41217 41220 287,484.75 

  4/10/2024 41221 41221 50.00 

          

VOIDED Checks       0.00 

      
Manual Claim 

Total  287,534.75 

          

      Toal Vouchers 411,373.68 

 
Moved by Jason Hartmann. Seconded by Jim Ransier. 

Motion to approve Consent Agenda as presented with vouchers in the amount of $411,373.68.  

CARRIED 5-0. 

  
VII. Business Items  

A. Ordinance 2024-04-1162 Amending WSMC 02.04 City Council (6:27pm) 
Presentation by Stephanie Porter, Clerk Treasurer.  
Public Hearing opened by Mayor Keethler at 6:29pm. 
 
No comment received. 
Public Comment closed at 6:30pm. 
Council Discussed. 
 
Moved by Patty Fink. Seconded by Jason Hartmann. 

Motion approve Ordinance 2024-04-1162 Amending WSMC 02.04 City Council.    

Ben Giant -aye, Jason Hartmann -aye, David Lindley -aye, Jim Ransier -aye, Patty Fink-aye 

CARRIED 5-0. 

 

B. Ordinance 2024-04-1163 Authorizing the Financing of Property Through the LOCAL Bond 
Program and Specifying Agency Representatives. (6:31pm) 
Presentation by Stephanie Porter, Clerk Treasurer.  

 
Council Discussed. 
 
Moved by Jim Ransier. Seconded by Jason Hartmann. 

Motion to approve Ordinance 2024-04-1163 Authorizing the Financing of Property 
Through the LOCAL Bond Program and Specifying Agency Representatives. 
Jim Ransier withdrew the motion.  
 
Moved by Jim Ransier. Seconded by Jason Hartmann. 

Motion to approve Ordinance 2024-04-1163 Authorizing the Financing of Property 
Through the LOCAL Bond Program and Specifying Agency Representatives as Marla 
Keethler, Mayor, Troy Rayburn, City Administrator, Andrew Dirks Public Works Director, 
and Stephanie Porter, Clerk Treasurer. 
Ben Giant -aye, Jason Hartmann -aye, David Lindley -aye, Jim Ransier -aye, Patty Fink-aye 
CARRIED 5-0. 

 

87

F.



 

 

VIII. Reports and Communications 
A. Department Heads (7:08pm) 

B. Council Members (7:12pm) 

 

IX. Executive Session  
 No executive session held.  
 
X. Adjournment 
 The meeting was adjourned at 7:19p.m. 

 

Marla Keethler, Mayor  Stephanie Porter, Clerk Treasurer 

 

88

F.



File Attachments for Item:

A. Set Time and Date for Public Hearing - Annexation Petition ANX-WS-2024-001

1. Presentation

2. Discussion

3. Action
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COUNCIL REPORT 
 

 X  Business Item      Consent Agenda 
 

Needs Legal Review:       Yes, Completed  
Meeting Date:    May 1, 2024 
Agenda Item:      Setting Time and Place for Public Hearing concerning 

ANX-WS-2024-001 
Presented By:    Stephanie Porter, Clerk Treasurer 
 
Action Required:  
Review and potential motion to adopt Resolution 2024-05-594 SETTING A PUBLIC HEARING 
CONCERNING THE PROPOSED PETITION ANNEXATION ANX-WS-2024-001. 
 
Motion for Business Item / Proposed Motion for Consent Agenda:  
Motion to approve Resolution 2024-05-594 SETTING A PUBLIC HEARING CONCERNING 
THE PROPOSED PETITION ANNEXATION ANX-WS-2024-001.  
 
Background of Issue: 
In January 2024 the City of White Salmon received a completed Notice of 
Intent to Annex approximately 3.39 acres in size, located north of State Route 14 and adjacent 
to city limits on the west side of the subject area, to City of White Salmon known as the 
Annexation WS-ANX-2024-001. 
 
On February 7, 2024 the City Council conducted a meeting with the 
initiating parties as required by RCW 35A.114.120 and accepted and combined the notices of 
intent to annex, identified the annexation area, specified that the adopted pre-annexation zoning 
of R1 Single-Family Residential, would apply to the property upon annexation and that the 
property proposed to be annexed would be subject to any outstanding indebtedness. 
 
A complete and sufficient annexation petition was submitted to the City of 
White Salmon on February 15, 2024. The petition was transmitted to Klickitat County Assessor 
on February 16, 2024 to determine its sufficiency. On April 5, 2024, the city received a response 
from the Klickitat County Assessor indicating the petition contained valid signatures 
representing 100% of the total assessed valuation of the property proposed to be annexed. 
 
Explanation of Issues:  
RCW 35A.14.130 requires the City Council to fix a date and time for a public hearing and 
provide notice specifying the time and place of the hearing and inviting interested people. 
 
Council Options: 
City Council has the following options available at this time: 

1. Accept the Staff Recommendation. 
2. Revise the Staff Recommendation. 
3. Other action as desired by council. 
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Fiscal Analysis: 
No fiscal implications at this time.  
 
Follow Up: 
If approved the City Council will hold a public hearing on May 15, 2024 related to the proposed 
annexation. After the public hearing, the council will decide whether to move forward with the 
annexation and direct staff to draft an ordinance to annex the property proposed. 
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Resolution 2024-05-594 

Setting Time and Place for Public Hearing – Petition Annexation ANX-WS-2024-001 

Page 1 

RESOLUTION 2024-05-594 

CITY OF WHITE SALMON 

A RESOLUTION SETTING A PUBLIC HEARING CONCERNING THE PETITION OF 

PROPOSED ANNEXATION OF TAX LOT 03102344000300, INTO THE CITY OF 

WHITE SALMON, WASHINGTON.  

WHEREAS, in January 2024 the City of White Salmon received a completed Notice of 

Intent to Annex approximately 3.39 acres in size, located north of State Route 14 and adjacent to 

city limits on the west side of the subject area, to City of White Salmon known as the 

Annexation WS-ANX-2024-001; and 

WHEREAS, on February 7, 2024 the City Council conducted a meeting with the 

initiating parties as required by RCW 35A.114.120 and accepted and combined the notices of 

intent to annex, identified the annexation area, specified that the adopted pre-annexation zoning 

of R1 Single-Family Residential, would apply to the property upon annexation and that the 

property proposed to be annexed would be subject to any outstanding indebtedness; and 

WHEREAS, a complete and sufficient annexation petition was submitted to the City of 

White Salmon on February 15, 2024. The petition was transmitted to Klickitat County Assessor 

on February 16, 2024 to determine its sufficiency. On April 5, 2024, the city received a response 

from the Klickitat County Assessor indicating the petition contained valid signatures 

representing 100% of the total assessed valuation of the property proposed to be annexed; and 

WHEREAS, RCW 35A.14.130 requires the City Council to fix a date and time for a 

public hearing and provide notice specifying the time and place of the hearing and inviting 

interested persons; and 

NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE 

CITY OF WHITE SALMON, WASHINGTON, as follows: 

Section I: 

The Council of the City of White Salmon does hereby set the time and place for the Public 

Hearing for Petition Annexation ANX-WS-2024-001 as described in Exhibit "A", attached 

hereto and by this reference incorporated herein.  

Section II:  

A public hearing shall be held on the proposed annexation on the 15th day of May 2024, at 6:00 

p.m., in the Council Chambers.

Section III:  

The City Clerk is directed to give notice of the hearing by posting written notice in three of the 

most public places in the City of White Salmon, by publishing in one or more issues of the 

newspaper of record (Columbia Gorge News), posting a like notice on the portion of the area to 

be annexed.  
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Resolution 2024-05-594  

Setting Time and Place for Public Hearing – Petition Annexation ANX-WS-2024-001 

Page 2 

 

 

ADOPTED at a regular session of the City Council of White Salmon this 1st day of May, 2024.  

 

      CITY OF WHITE SALMON, WASHINGTON 

 

 

      ____________________________________ 

      Marla Keethler, Mayor 

 

ATTEST:     APPROVED AS TO FORM: 

 

 

______________________________ ____________________________________ 

Stephanie Porter, Clerk/Treasurer  Shawn MacPherson, City Attorney 
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PETITION FOR ANNEXATION 

TO THE CITY OF WHITE SALMON 

TO: The City Council 

City of White Salmon 

PO Box 2139 

White Salmon, WA 98672-2139 

(509) 493-1133

WE, the undersigned representing legal ownership of not less than sixty 

percent (60%) of the assessed valuation of the acreage and real property of the 

area legally described in Exhibit “A” and as presented in map Exhibit “B” 

attached hereto, lying contiguous to the City of White Salmon, Washington, by 

our signatures affixed hereto, request that City Council accept this instrument 

of notice to serve as our intention to commence Annexation proceedings of said 

real properties into the City of White Salmon. 

Said real property described in Exhibit “A” attached hereto, lying contiguous to 

the City of White Salmon, Washington, do hereby petition that such territory be 

annexed to and made a part of the City of White Salmon under the provisions 

of RCW 35A.14.120, et seq., and RCW 35A.01.040, and any amendments 

thereto, of the State of Washington. 

The territory proposed to be annexed is within Klickitat County, Washington, 

and is legally described and presented in Exhibit “A” attached hereto. 

Evidence of legal ownership of the real properties subject to this Petition For 

Annexation is presented in Exhibit “C” attached hereto. 

WHEREFORE, the undersigned petitions the White Salmon City Council and 

ask; 

a) That appropriate action be taken to entertain this petition, fixing date

for public hearing, causing notice to be published and posted,

specifying the time and place of such hearing, and inviting all persons

interested to appear and voice approval or disapproval of such

annexation; and

b) That following such hearing, the City Council determine by Ordinance

that such annexation shall be effective; and that property so annexed

DocuSign Envelope ID: 8BD03AA4-F8CC-4BA5-AEAA-298E962EDF1D Resolution 2024-05-594 - Exhibit A
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shall become a part of the City of White Salmon, Washington, subject 

to its laws and ordinances then and thereafter in force. 

 

The Petitioners subscribing hereto agree: 

 

a) That all property within the territory hereby sought to be annexed 

shall be assessed and taxed at the same rate and on the same basis 

as property within the City of White Salmon for any now outstanding 

indebtedness of said City, including assessments, or taxes in 

payments of any bonds issued or debts contracted, prior to or existing 

at the date of Annexation; 

b) That simultaneous adoption of proposed zoning regulations be 

required in accordance with the requirements of the City Council of 

said City and as quoted herein from the Minutes Entry of the records 

of said City Council meeting.  It is further understood the proposed 

zoning of said area proposed for annexation as shown on the White 

Salmon Comprehensive Plan as adopted by the White Salmon City 

Code is determined to be:  (Check only those that apply). 

 

___RL Single Family Large Lot Residential District 

_X_R-1 Single-Family Residential District 

___R-2 Two-Family Residential District 

___R-2 Multi-Family Residential District 

___MHR – Mobile Home Residential District 

___Public Use / Public Institutional District 

___C – General Commercial District 

___RD – Riverfrontage District 

 

 

This petition is accompanied and has attached hereto as Exhibit “B” a diagram 

which outlines the boundaries of the property sought to be annexed. 

 

These pages are a group of pages containing an identical text intended by the 

signers of this petition to be presented and considered as one petition and may 

be filed with other pages containing additional signatures which cumulatively 

may be considered as a single petition. 

 

WARNING:  Every person who signs this petition with any other than his true 

name, or who knowingly signs more than one of these petitions, or signs a 

petition seeking an election when he is not a legal voter, or signs a petition when 

he is otherwise not qualified to sign, or who makes herein any false statement, 

shall be guilty of a misdemeanor. 

 

DocuSign Envelope ID: 8BD03AA4-F8CC-4BA5-AEAA-298E962EDF1D
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PRAYER OF PETITION:  (1) Annexation of area described in Exhibits “A” and 

“B”, and (2) assumption of indebtedness of the City of White Salmon and (3) 

adoption of the City of White Salmon Comprehensive Plan Zone District 

identified as:  R-1 Single Family  as determined by the City as 

appropriate to the properties of this proposed Annexation. 

OWNER’S SIGNATURES 

Note: Print name and sign your NAME, ADDRESS AND DATE 

Husband and Wife  Address Date 

Steve Schmidt                  259 SW Cherry Blossom Ln  

White Salmon, WA 98672  

Laurie Schmidt 259 SW Cherry Blossom Ln

White Salmon, WA 98672  

Theodorus Van Hameren       257 SW Cherry Blossom Ln      

 White Salmon, WA 98672 

Johanna Van Hameren         257 SW Cherry Blossom Ln   

        White Salmon, WA 98672 

For additional information, call the City Finance Department at (509) 493-1133 

ext. 205 and/or see RCW 35A.14.120 and RCW 35A.01.040 

Provide Attachments: 

➢ Exhibit “A” – Property Legal Description

➢ Exhibit “B” – Boundary of Property Proposed for Annexation

➢ Exhibit “C” – Evidence of Legal Ownership of Property Proposed for

Annexation

DocuSign Envelope ID: 8BD03AA4-F8CC-4BA5-AEAA-298E962EDF1D
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Exhibit "A" 

Property Legal Description 

Tax Lot 33 in Lot 4 Less Tax Lots and Right of way in the SEl/4 of the SEl/4 of Section 23, Township 3 

North, Range 10 East, W.M., Klickitat County, Washington, also Known as: 

The East Half of the East Half of the portion of Government Lot 4 in Section 23, Township 3 North, Range 

10 East, W.M., lying north of the Northline of the Sate Highway No. 8 and South of the South Line of the 

County Road Known as Coo Road. Except for the East 211 feet thereof. 

DocuSign Envelope ID: 8BD03AA4-F8CC-4BA5-AEAA-298E962EDF1D
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Exhibit B -Map 

ANNE TION AREA 
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Exhibit C - Evidence of Ownership 

After Recording, Please Return to: 
Stephen Schmidt 
259 Cherry Blossom Ln 
White Salmon, WA 98672 

REAL ESTATE EXC1SE TAX 
Cbapier 62.45 and Chapter 82.46, RCW 

S ft has been 11aid 

Receipt 93?:iC\1 Date _0.S!JO\101\ 

ByJ . Deputy 
State of Washington 

County of Klickitat 
ss. 

KLIC~~r/:u~URSR 

TAX TITLE DEED 

This indenture, made this 24th day of March, 202 l, between GREG GALLAGHER, 
as Treasurer of KJickitat County, State of Washington, the party of the first part, and Stephen Schmidt 
party of the second part. 

WITNESSETH, that whereas, at a public sale of real property, held on the 2411, day of March, 
A.D., 2021, pursuant to a real property tax Resolution #01321 in the County of Klickitat on the 19th 
day of January, 202 l in proceedings to sell upon real property and an order of sale duly issued by the 
Board of Commissioners, Stephen Schmidt duly purchased in compliance with the laws of the State of 
Washington, the following described real property, to wit: 

Parcel #03-10-2344-0003/00, in Klickitat County, Washington, further described as follows: 

TAX LOT 33 IN LOT 4 LESS TAX LOTS AND R/W SESE 23-3-10, also known as: 

NOW, THEREFORE, know ye that I, GREG GALLAGHER, County Treasurer of said 
County of Klickitat, State of Washington, in consideration of the premises and by virtue of the statutes 
of the State of Washington, in such cases made and provided, do hereby grant and convey unto, 
Stephen Schmidt heirs and assigns, forever, the said real property herein before described, as fully and 
completely as said party of the first part can by virtue of the premises convey the same. 

Given under my hand and seal of office this _b__ day of_/1-1_~------' 2021. 

State of Washington ) 
) ss. 

County of Klickitat ) 

I, -:Ve,:WD~ \,L{_ ..,.~a.--lf , Notary Public in and for the State of Washington, 
do hereby certify that on this _k_ day of V};\H'1 , 2021, personally appeared 
before me GREG GALLAGHER, known to be thd individual described in and who executed the 
within instrument and acknowledged that he signed the same as his free and voluntary act and deed 
for the uses and purposes herein mentioned. 

EN UNDER MY HAND AND OFFICIAL SEAL THIS _b_ day of 

''"!e\.f/1,J',,,, ~ ~',(~ . ..• . . 11 ~ /, 
~,..,«.,~~~~\SSION,t0 •. ,o~ cf:i 
... ''';)"' .,._. 1),., 

=*:'G NOT/ll'1 ~-.-e,.~Notary ~fWashington 
- "1f1 I., '1:10 -- : "'u r ...... ...;-
- ~,.. BL • -~ ~\~,.. IC,. : *~My appointment expires; I D,...,1---{J)Z:-z-
,. YA.' <'.s' fl," • .... 
~ ~ ;;:. .~CJ0 j i 1-~~:<\~ .... $° 

'1147589 D 
05/11/2021 08:37 AM Page: 1 of 1 Fees: 103.50 
Brenda Sor_ensen County Auditor, Klickitat County WA 

1111 M)'~ ~~I!-~11J~ ~:it~~~h':~~ .~,,M\1
~ 11111 
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WHEN RECORDED RETURN TO: 

Stephen Schmidt 
259 Cherry Blossom Ln 
White Salmon, WA 98672 

DOCUMENT TITLE(S) 

Tax Title Deed RERECORD to correct Grantee Name 

REFERENCE NUMBER(S) OF DOCUMENTS ASSIGNED OR RELEASED: 

GRANTOR(S): 

:::m IID CO) lilill ~ Il ru Il 
Steve and Laurie Schmidt Living Trust and Theodorus Van Hameren 

ABBREVIATED LEGAL DESCRIPTION: 
TAX LOT 33 IN LOT 4 LESS TAX LOTS AND R/W SESE 23-3-10 

TAX PARCEL NUMBER(S): 
03- I 0-2344-0003/00 

1147778 D 
06/19/2021 08:46 AM Page; 1 of 2 Fees: 104.50 
Brenda Sorensen County Auditor, Klickitat County WA 

1111 w .. ,Jr.at,,J~~~w,., ,1~,N9\I ,~iM\t 11111 

LPB 0I-05 
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After Recording, Please Return to: 
Stephen Schmidt 
259 Cherry Blossom Ln 
White Salmon, WA 98672 

State ofWashington ) 
) ss. 

County of Klickitat ) 

REAL ESTATE EXCISE TAX 
Ch•~•« Sc.45 and Chapter 82.46, RCW 

S 9- has been paid 

Receipt q~'o':) Dote C6llq/2@. 

This indenture, made this 24th day of March, 2021, between GREG GALLAGHER, 
as Treasurer of Klickitat County, State of Washington, the party of the first part, and Steve and Laurie 
Schmidt Living Trust and Theodorus Van Hameren party of the second part. 

WITNESSETH, that whereas, at a public sale ofreal property, held on the 241h day of March, 
A.O., 202 l, pursuant to a real property tax Resolution #01321 in the County of Klickitat on the 19th 
day of January, 2021 in proceedings to sell upon real property and an order of sale duly issued by the 
Board of Commissioners, Steve and Laurie Schmidt Living Trust and Theodorus Van Hameren duly 
purchased in compliance with the laws of the State of Washington, the following described real 
property, to wit: 

Parcel #03-10-2344-0003/00, in !Gickitat County, Washington, further described as follows: 

TAX LOT 33 lN LOT 4 LESS TAX LOTS AND R/W SESE 23-3-10, also known as: 

NOW, THEREFORE, know ye that I, GREG GALLAGHER, County Treasurer of said 
County of Klickitat, State of Washington, in consideration of the premises and by virtue of the statutes 
of the State of Washington, in such cases made and provided, do hereby grant and convey unto, Steve 
and Laurie Schmidt Living Trust and Theodorus Van Hameren heirs and assigns, forever, the said real 
property hereinbefore described, as fully and completely as said party of the first part can by virtue of 
the premises convey the same. 

Given under my hand and seal of office this il_ day or~/1~-~-+-----~• 2021. 

, County Treasurer 

State of Washington ) 
) ss. 

County of Klickitat ) 

I, ~JtonJlu (1,.,1,,. p tt-l--t 'Notary Public in and for the State of Washington, 
do hereby certi that on this~ day of ~ , 2021, personally appeared 
before me GREG GALLAGHER, known to b~ ndividual described in and who executed the 
within instrument and acknowledged that he signed the same as his free and voluntary act and deed 
for the uses and purposes herein mentioned. 

DocuSign Envelope ID: 8BD03AA4-F8CC-4BA5-AEAA-298E962EDF1D
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DEPARTMENT REPORT 
FINANCE / CLERK  

 
 

               
Meeting Date:      May 1, 2024 
Presented By:    Stephanie Porter, Clerk Treasurer 
 
Daily Operations / What’s Happening: 

• Public Records Request – 0 request this period  

• Daily Reconciliation – getting March caught up – April is in progress.  

• Quarterly Taxes – DUE April 30 

• Monthly reporting and taxes – COMPLETE 

• Send Ordinances to Municode for code update.  

• Reviewing Utility Adjustments 

• Review and approve Utility Billing – DUE April 29 

• Review and Approve Accounts Payable 

• Record Retention  

• Grant quarterly reporting – DUE June 30 

• Working with Anderson Perry regularly for USDA contractor reimbursements- tracking 
for the Main line Phase 1 Project.- Currently working on resolving 2 contractor issues 
before work can begin.  

• One-Time Leak Forgiveness Applications – 0 new received. 

• Payment Plan Applications – 0 received.  

• Low Income Utility Discount Program Application is available on website, program is 
active. Number of New Applications this period – 0 

• Utility Grievance-0 received 

• Clean up and set up of Council Chambers  
 
New Projects:  

• Tribal Fishco Billing  

• Ordinance to amend WSMC 3.24 Funds 

• Website Retention to prepare for migration to updated platform. 

• Migrating the WorkSafe process to new AWC vendor 

• Employment Security Department Paperwork related to inactive employee. 

• CityLab Board Greenhouse Gas Emissions Reduction Plan – slated to come to 
council on May 15. 

• Amending WSVSD Interlocal Agreement for Winter Rates 

• Working with Little League to resolve meter billing issues. 
 
Existing Projects Progress: 

• 2023 Financial Annual Report DUE May 29 – completed the Springbrook Annual 
Report Workshop – Annual Report will go to the Personnel Finance Committee May 28 

• Annual USDA Report- past due with extension; working with USDA to complete. 

• Lodging Tax Annual Report DUE May 17 

• ARPA/SLFRF Funds DUE May 1 

• OFM Population Form A – Completed 

• Working with Police Department to create a Scope of Work for a Janitorial Contract for 
City Hall and the Police Department- Scope of work created – implementing MRSC 
procurement review recommendation and will be out to bid by first part of May.  
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• Working with Springbrook to get access to the Chart of Accounts (budget) for all 
department heads- completed with Springbrook. Need to coordinate with Radcomp. 
Additional conversations need to confirm implementation. Lisa George will has been 
granted access. For additional access accounts, the city will need to purchase an 
additional license. Awaiting quote from Springbrook.  

• Intent to Annex received - Cherry Blossom Petition completed –- County approved the 
sufficiency of the petition. Public Hearing has been scheduled for May 15, 2024. 

• LOCAL Bond Program – Notice of Intent and Credit Application have been submitted. 
LOCAL Bond Application has been submitted as of 4/26/2024 – Follow up meeting is 
scheduled with State Treasury for next steps. PWD Andrew was able to locate a few 
Used Bucket Trucks therefore we will be moving forward with the full Local Bond 
amount that includes the New Sweeper and Forklift and the used bucket truck.  

• ARPA Surplus Process- no update as of 4/26/2024 

• Regional Fire Authority Sub Committee – HR/Finance – RFA Sub Committee Finance 
committee is meeting monthly.  

• Reporting and managing of the CDBG Grant with Columbia Cascade Housing 
Corporation – second reimbursement provided, program is active. 

• Communicating with our planning consultant to finalize Scopes for the Fee Study and 
Zoning Map Update – per our conversation, the Zoning Map update scope of work will 
require an additional amendment if an in-house planner is not on staff for the full public 
process/report creation- no update as of 4/26 

• Updating contracts to reflect consultant name change: DCG Watershed to Facet- no 
progress 

• NW Natural Franchise Agreement Renewal – working with CityLab, City Attorney and 
City Administration to finalize an Ordinance Agreement.  

• RMSA Facility Walk through for insurance appraisal – Completed walk through;   

• Worked with Jenne to process paper service to California residence for abatement 
nuisance at 178 NE Wauna.- Property owner has been served. 

• Beginning 2024 Budget Amendment No 2 – DUE June 2024 

• Working with PW to determine if identified Tree Maintenance can be completed by PW 
or if an RFP needs to be issued for bids.- no update 

• System set up of new employee: Jenne Patterson, Code Compliance Officer- 
Completed 

 
Upcoming Events/Trainings:  

• NW Clerks Institute – Professional Development I – June 2-7, 2024 
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Bingen-White Salmon                                                                                                                    

Police Department                                      
                                                                                                                                                              
 

 

 
DEPARTMENT HEAD REPORT 

 

Department: Police       

Meeting Date: May 1, 2024     

Presented By: Chief Mike Hepner  

 

Administration: 

 

● WS Council Meeting 

● Bingen Council Meeting 

● Klickitat County Behavior Health meeting 

● Klickitat Community Link Project (K-LINK) Meeting  

A collaboration of community partners working together to better connect their services and better 

serve the community 

● Inmate housing – Possible changes to inmate housing, looking into options for the City of White 

Salmon 

● Ongoing Personnel Issues 

● Background process for a Lateral Police Officer 

 

Patrol Division:  

The Bingen-White Salmon Police Department prides itself in reducing the incidence and fear of crime, ensuring 

justice, and safeguarding the rights of all, to provide for a safe and vibrant community. 

The Bingen-White Salmon Police Department will accomplish this by working in partnership with the 

community we serve to enhance our law enforcement effectiveness. 

I ask the Officers to prioritize their time by making calls for service as the top priority. Second to be visible in 

the community which means driving through neighborhoods and being seen by the public and lastly speed 

enforcement, parking issues, or whatever the community deems important to them. 

 

  

  

 

142 E Jewett Blvd / PO Box 2139 

White Salmon, Washington 98672 

Telephone (509) 493-1177   Fax (509) 493-1007 Mike Hepner, Chief of Police                           

 

Chief of  PPolicePolice  
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PUBLIC WORKS DEPARTMENT  
               
Meeting Date:  5.1.24     
Presented By: Andrew Dirks- Public Works Director      
 
 
Daily Operations / What’s Happening: 

- Painting of parking downtown and around the park  
- Spring street res lid repair. 
- Charging irrigation in the parks and downtown planter beds.  
- Fertilizing the parks  
- Spraying curb lines.  
- Weekly CM and AP project updates meetings.   
- Repaired leak on the 14” transmission main on Forester Ln.  
- Changed 4- 2” water meters at Rhine Village.  
- HMA Patched the damaged French drain at 2nd and Oak, water leak repairs at peck and 

Green St.  
- Repaired damaged French drain at 2nd and Oak.  
- Met with consultant to discuss lead service line inventory findings.  

 
Current Projects: 

- Pucker Huddle Water Line extension- moving forward starting 4.30.24. 
- Jewett Manholes- Heritage Hatch Replacement the week of 4.29.24 
- Transmission Main Phase 1- Work to resume 5.8.24. 
- SCADA- Work continuing 
- Pump C replacement- Mather & Sons is waiting on the parts from the Machine Shop  
- Splash Pad- Final plans anticipated by 4.30.24.  

 
Upcoming Projects: 

- Spring St Improvements/N Main PBS 
 
Completed Projects: 

- Rhine Village Meter Change out 
 
Updates for the Community / Upcoming Events: 

- Mayfaire 
 
Collaboration Updates (other jurisdictions/entities): 

- Met with the City of Bingen to discuss the HWY 14 intertie leak and the interlocal water 
agreement.  

- Met with WSDOT to discuss pending utility projects.  
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CityLab Board Report  
 
Meeting Date:  Monday, April 15, 2024    
Presented By: Jim Ransier     
 
We welcomed a new member this meeting, Alexa Schmidt! 
 
Current Projects: 

• CityLab Code Change Recommendations. 
o CityLab made a batch of recommendations to be considered as part of the 

Housing Action Plan. They did not make it into the first phase passed by council, 
however they are in Michael Mahaffey’s hands for consideration in the second 
phase.  

o Michael made a presentation to CityLab with a status on implementation of some 
of the first phase (approved by council). 

• Emissions Reduction Plan 
o This is the initial work that will ultimately support a Climate Action Plan, which will 

require outside resources. The plan creates a priority list for the city to focus on 
while the Climate Action Plan is developed. 

o The plan is currently being drafted by Kate Bennett with support from CityLab, 
and is approximately 80% completed. The goal is to present the plan to council 
during the 2nd council meeting in May, and CityLab is sharing feedback currently. 

• NW Natural Franchise Renewal 
o CityLab has seen a draft version of the document and provided feedback to staff. 

Key recommendations were to assess a franchise fee, with the intent of that fee 
being earmarked for emission/climate-based priorities, and a 10 year agreement 
term. 

  
Upcoming Projects: 

• Equitable WSMC Code Changes (fees & charges) 
o CityLab to review and make recommendations in WSMC code as it relates to 

fees and charges assessed.  

• Water Conservation Program 
o CityLab to review a proposed conservation program. 

• Grant Opportunities – Climate Action Plan 
o Once an Emissions Reduction Plan is finalized and *hopefully* approved by 

council, partner with city to get a new RFP going for a Climate Action Plan. 
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Community Development Report  
 
Meeting Date:  Monday, April 15, 2024 
Presented By: Jim Ransier   
 
Current Projects: 

• Mural in Rheingarten Park 
o The city has an agreement in hand that needs legal review, which would make 

sure it’s clear the mural is for public benefit in relation to using our budgeted 
dollars for the mural. 

o Action: Staff is working with Legal so that UCD and the City can sign the 
agreement 

• Mural on Main St/Academy 
o The WSAC is partnering with Molly for another mural, this one just north of 

Academy on Main Street, along the retaining wall. We are waiting on some initial 
designs, and once we are a bit further along we will request a little city support in 
cleaning up the retaining wall with pressure washing and/or sealing any cracks. 

o Action: Once we have designs, Jim will partner with the City to reach out to the 
dental office to make sure they’re aware of the proposal. 

• Parklet Program 
o A draft version has been handed to WSDOT for feedback. We are waiting on 

their feedback. 
o Action: Troy/Stephanie/Marla will follow-up in May if we have not received the 

feedback. 

• Community Member Acknowledgement 
o A draft version has been handed to staff for review and feedback. We are waiting 

on their feedback. 
o Action: Staff to provide feedback. Troy/Stephanie were going to check in with 

the mayor. 

• Block Party/Neighborhood Watch 
o Looking into possibly doing a meet your neighbor night, with an emphasis on 

Neighborhood Watch and maybe tie into National Night Out. Topics would be 
safety tips, sharing contact info with your neighbors, and possibly have police 
presence for questions. 

o Action: Jim needs to pull together a proposal together.  

• Parklet on Church/Tohomish 
o Working with staff to get confirmation on the actual property (may require a 

survey), and share with the property owner we’re looking at that space as a 
possible parklet in the future.  

o Action: Staff was going to follow-up on whether we need to get a survey or if we 
have the dimensions of the property and if the property owner (the building 
owner) is aware. 

• Bench Donations 
o Looking for an update on whether Odd Fellows is still interested in doing bench 

donations. 
o Action: Staff was going to follow-up with Andrew. 
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• Wayfinding/Historical Signage 

o Discussed the idea of doing this project in a more “home grown” way vs. trying to 
get a grant. For example, see if someone in the city would be interested doing 
design work.  

o Also discussed signage for the Yakama Nation. 
o Action: Jim to look at the grant application to get the proposed signage that has 

already been identified, so we can pull together what we signage is needed (for 
design purposes). Also need to determine an official sign size we want to use for 
design purposes for the Yakama Nation sign. 

• Light pole ownership + outlets  
o Stephanie confirmed we own the light poles, so the official request is to 

understand the costs of getting electrical outlets installed in some of the light 
poles downtown.  

o Action: Staff to look into costs and report back. 
 
Upcoming Projects: 

• Pet Licensing – possibly moving that to an online application 

• Vacation Lot Maintenance – looking into more forceful code to ensure lots are 
maintained and/or enhanced. 

• May and June Speakers for the heritage months 

• Revisiting Noise/Park Code (abandoned last Fall) 
 
Updates for the Community / Upcoming Events: 

• BigArt/Art of Community Update 
o A big congratulations to BigArt & Art of Community, in partnership with the North 

Shore Foundation, in getting two sculptures installed in Bingen and two more 
slated for White Salmon in the coming weeks.  

• May is Jewish American and Asian American & Pacific Islander Heritage Month 
o Committee is looking for potential speakers for city council.  
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