
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

POLICY  

MANUAL  
 

Educational Service District 105 
 

 

 

 

 

 

 

 

 

 

 

 

Revised 12/18/19



 

TABL E OF CONTENTS 
 

1000 EDUCATIONAL SERVICE DISTRICT BOARD  ........................................................... 1 

1100 Responsibilities and Duties ............................................................................................. 1 

1200  Election of Members ....................................................................................................... 2 
1300  Reorganization ................................................................................................................ 2 
1400  Officers of the Board and Secretary ............................................................................. 2 
1500  Meetings ........................................................................................................................... 3 
1600  Business Expenses ........................................................................................................... 3 
1700  Adoption of Policies ........................................................................................................ 4 

2000  ADMINISTRATION  .......................................................................................................... 5 

2100   Superintendent ............................................................................................................... 5 

3000  RECRUITMENT AND SELECTION FOR EMPLOYMENT  ...................................... 6 

3100   Recruitment .................................................................................................................... 6 
3120   Hiring of Retired School Employees ............................................................................ 6 
3200   Selection .......................................................................................................................... 7 
3300   Salary Administration  ................................................................................................... 8 
3360   StipendïNational Board for Professional Teaching Standards Certification ........ 10 

3400  NONDISCRIMINATION  ................................................................................................. 11 

3400-P Nondiscriminaton Grievance ..................................................................................... 13 
3400-F1 Form Disability Accommodation ............................................................................ 15 
Form 3400-F1 page 2 Disability Accommodation ................................................................ 16 
Form 3400-F2 Disclosure of Heath Care .............................................................................. 17 

3500  JOB SHARING ................................................................................................................. 19 

4000  CONDITIONS OF EMPLOYMENT  .............................................................................. 20 

4100  Job Classifications ......................................................................................................... 20 
4200  Position Description ...................................................................................................... 20 
4300  Professional Development ............................................................................................ 21 
4400  Performance Evaluation ............................................................................................... 21 
4500  Conflicts of Interest ........................................................................................................ 21 
4500-P  Conflicts of Interest ................................................................................................... 23 
4500-F Request Form ............................................................................................................. 24 
4600   Payroll Considerations ................................................................................................ 25 
4700   Overtime ....................................................................................................................... 25 
4760   Work Schedule ............................................................................................................. 26 
4764   Guiding Standards for Work Schedule: .................................................................... 26 
4765   Extended Work Day Schedule (9 hours schedule) .................................................... 27 
4766   Extended Work Day Schedule (with half day off weekly) ....................................... 28 
4760-F Schedule Change Form .............................................................................................. 29 
4800   Employee Conduct ....................................................................................................... 30 

5000  BUSINESS EXPENSES ................................................................................................... 31 



 

5200   REIMBURSEMENT FOR TRAVEL EXPENSES....................................................... 33 

5200-P Reimbursement For Travel Expenses ...................................................................... 36 
Form 5200-F1 .......................................................................................................................... 41 
Form 5200-F2  Request for Lodging Exception ................................................................... 42 
Form 5200-F3  Meal Reimbursement ................................................................................... 43 

5210 PURCHASING: AUTHORIZAITON AND CONROL  ................................................. 44 

    5210-P Purchasing: Authorization and Control .................................................................. 45 

5220 BIDS AND QUOTATIONS  .............................................................................................. 47 

5500   CREDIT CARDS ............................................................................................................. 49 

5600  USE OF ESD 105 FACILITIES ...................................................................................... 50 

5600-P Use of Facilities ........................................................................................................... 51 
5600-F1 Application for Use .................................................................................................. 55 

5700 ALLOWABLE COSTS FOR FEDERAL PROGRAMS  ............................................... 56 

5700-P Allowable Costs for Federal Programs - Procedures ............................................. 57 

5800 FEDERAL CASH AND FIN ANCIAL MANAGEMENT  .............................................. 59 

5800-P  Procedure Federal Cash and Financial Management ........................................... 60 

6000  LEAVES............................................................................................................................. 62 

6100  Holidays ......................................................................................................................... 62 
6200  Annual Leave ................................................................................................................. 63 
6300  Sick Leave ...................................................................................................................... 65 
6395  Additional Paid Sick Leave Provisions ....................................................................... 69 
6400  Personal Leave .............................................................................................................. 71 
6500  Bereavement Leave ....................................................................................................... 72 
6600  Military Leave ............................................................................................................... 72 
6640  Military Leave ï Spouse ............................................................................................... 72 
6700  Leave With Pay ............................................................................................................. 74 
6800  Leave Without Pay ........................................................................................................ 74 
6900  Family and Medical Leave ........................................................................................... 74 

7000   GRIEVANCE PROCEDURES....................................................................................... 76 

7100  Staff Grievance Procedure ........................................................................................... 76 

8000  TERMINATION OF EMPLOYMENT  .......................................................................... 77 

8100  Voluntary Termination ................................................................................................ 77 
8200  Reduction in Force for Non-Exempt Staff .................................................................. 77 
8300  Reduction in Force for Exempt Staff .......................................................................... 78 
8400  Termination for Cause ................................................................................................. 78 

9000  MISCELLANEOUS REQUIREMENTS ........................................................................ 79 

9200 Bids and Quotations....................................................................................................... 79 
9300  Environmental Protection ............................................................................................ 81 



 

9400  Garnishment/Lien and Personal Credit Problems .................................................... 81 

10000  DRUG AND ALCOHOL FREE WORKPLACE .......................................................... 82 

10500  TOBACCO FREE WORKPLACE ............................................................................... 89 

11000  LEAVE SHARING ......................................................................................................... 90 

11100  Definition of Leave Sharing ....................................................................................... 90 
11200  Eligibility  ...................................................................................................................... 90 
11300  Donation of Leave ....................................................................................................... 90 
11400  Other Applicable Terms ............................................................................................. 91 

12000   PRE-EMPLOYMENT EXAMINATION  .................................................................... 92 

12100  Definition of Examination .......................................................................................... 92 
12200  Process .......................................................................................................................... 92 

13000  REPORTING IMPROPER GOVERNMENTAL ACTION  ...................................... 93 

13100  Definition of Improper Governmental Action ......................................................... 93 
13200  Process .......................................................................................................................... 93 

14000   COMMUNICABLE DISEASES .................................................................................. 98 

14100  Definition ..................................................................................................................... 98 

15000  SEXUAL HARASSMENT ............................................................................................. 99 

15300  Process ........................................................................................................................ 102 
15400  Maintaining Professional Staff/Student Boundaries ............................................. 103 

16000  CELLULAR TELEPHONES ...................................................................................... 104 

16100  Purpose ...................................................................................................................... 104 
16200  Use of Cell Phone while Driving .............................................................................. 104 

17000  TECHNOLOGY AND ELECTRONIC RESOURCES ............................................ 105 

17000-P Technology and Electronic Resources.................................................................. 106 

17001  STUDENT USE OF TECHNOLOGY AND ELECTRONIC RESOURCES  ......... 110 

17001-P Student Use of Technology and Electronic Resources ........................................ 111 

18000  CHILD ABUSE, NEGLECT AND EXPLOITATION PREVENTION  .................. 113 

19000  PUBLIC RECORDS AND RECORDS RETENTION .............................................. 114 

19100  Public Records Disclosure and Inspection ......................................................... 114 

19200  RECORD RETENTION .............................................................................................. 115 

19000-P Public Records ........................................................................................................ 116 

20000  VOLUNTEERS ............................................................................................................. 118 

20000-P  Volunteers .............................................................................................................. 119 
20000 F-1 Request for Volunteer Services .......................................................................... 121 



 

20000-F2  Volunteer Applicant Information  ...................................................................... 122 
2000-F3  Background Check Information for Volunteer/Intern ...................................... 123 
20000-F4  Permission For Background Check under 18 years of Age ............................ 124 
20000-F5  Volunteer Monthly Service Record ................................................................... 125 

20000-F5  Volunteer Accident Report..................................................................................... 126 

21000  RISK MANAGEMENT ................................................................................................ 127 

21000-P Risk Management .................................................................................................. 128 

22000  STAFF PARTICIPATION  IN POLITICA L ACTIVITIES  ..................................... 132 

22000-P Staff  Participation in Political Activities  .............................................................. 133 

 

23000 TRANSPORTATION  ................................................................................................ 129 

23100 Student Safety Riding Buses ..................................................................................... 130 

23100-P Student Safety Riding Buses ................................................................................. 131 

23200 Video Cameras on School Buses ............................................................................... 135 

23200-P Video Cameras on School Buses ........................................................................... 136 

23300 Driver Training and Responsibility ......................................................................... 137 

 



 

 

1000 EDUCAT1ONAL SERVI CE DISTRICT BOARD  
 

1100  Responsibilities and Duties 

 

1110 

The Educational Service District Board reserves to itself the function of making policy and of providing 

guides for discretionary action to those staff to whom it delegates authority. In the development of 

policy, the Board solicits recommendations from the Superintendents' Advisory Committee.  The Board 

reserves to itself the final decision to form, content and extent. 

 

1120  

The Board determines the nature and scope of services and programs to be provided to local education 

agencies (LEAs). In exercising this prerogative, the Board considers in its decisions the advice and 

recommendations of the Superintendents' Advisory Committee. 

 

1130  

The Board adopts an annual budget as required by RCW 28A.310.330 through RCW 28A.310.460 after 

giving consideration to the services and program recommendations of the Superintendents' Advisory 

Committee. 

 

 

1140  

The Board appoints and sets the salary of the Educational Service District Superintendent who is 

employed by a written contract for a term to be fixed by the Board, but not to exceed three years. To be 

eligible for appointment as Superintendent, the candidate must meet the qualifications and selection 

criteria established in RCW 28A.310.170. The Board may, at its discretion, set qualification standards 

which exceed statutory requirements. The Board shall follow the procedure prescribed in      RCW 

28A.310.170 in appointing a new superintendent. 
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1200  Election of Members 

 

1210   

The election of board members is carried out pursuant to RCW 28A.310.080 through RCW 

28A.310.110. 

 

 

1221 

Vacancies on the Board are filled pursuant to RCW 28A.310.060. 

 

Absence of any Board member from four (4) consecutive regular meetings of the Board, unless excused 

on account of illness or otherwise authorized by resolution of the Board, shall be sufficient cause for the 

members of the Board to declare by resolution that such Board member position is vacated.  

  

Regardless of cause, in case of a Board vacancy, the remaining Board members shall fill such vacancy 

by appointment. The Board will receive applications (see Form 1115 F1) from any qualified persons 

seeking to fill the position after suitable public notice. The Board will appoint one of the candidates to 

serve until the next regularly scheduled election.  

 

The appointment shall be approved, by roll call vote, by not less than five (5) members of the Board. If 

there exists fewer than five (5) Board members, the State Board of Education shall fill by appointment 

sufficient vacancies so that there shall be a quorum of the Board serving. Each appointed Board member 

shall serve until his or her successor has been elected at the next election called by the secretary to the 

State Board of Education. 

 

 

1300  Reorganization 

 

1310  

At the first meeting after the second Monday in January and after the qualification for office of newly 

elected members, the Board reorganizes by electing a chairperson and vice chairperson pursuant to 

RCW 28A.310.150. 

 

1400  Officers of the Board and Secretary  

 

1410 Chairperson 

 

    1411  Acts as the presiding officer at all meetings. 

    1412  Exercises powers as properly pertain to the officer or such powers as may be delegated by  

              the Board. 

    1413  Calls special meetings. 

           1414   Signs official minutes after approval by the Board. 
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1420  Vice Chairperson 

 

Assumes responsibilities of Board Chairperson in the absence of the Chairperson. 

 

1430  Chairperson Pro Tem. 

 

In the absence of both the Chairperson and Vice Chairperson, another board member, elected by a 

majority of those board members present, serves as Chairperson Pro Tem. The Chairperson Pro Tem 

assumes the responsibilities of the Board Chairperson. 

 

1440   Secretary 

 

The Educational Service District Superintendent serves as Secretary to the Board. The Secretary has the 

following responsibilities: 

         1441   Sends written notices of both regular and special meetings. 

         1442    Records and keeps all Board proceedings. 

         1443    Signs official minutes after approval. 

         1444    Designates an Educational Service District staff member to serve as recording secretary. 

 

 

1500  Meetings 

 

1510   

The Board meets once each month on a regular basis. The time and place is established by the Board. A 

quorum for the transaction of business by the Board shall be a majority of all Board members. Decisions 

on any questions at a meeting of the Board shall be by majority vote.  

 

 1520   

A quorum of the Board or the Board Chairperson may call special meetings. 

 

1530   

The preparation and distribution of agendas for Board meetings are the responsibility of the 

Superintendent. An individual may submit agenda items in writing to the Superintendent at least 

seventy-two (72) hours prior to a regular meeting. The item may then be placed on the agenda. 

       

1600  Business Expenses 

 

1610  

Board members are reimbursed for actual and necessary expenses incurred in the conduct of official 

Educational Service District business or while engaged in the performance of their duties. Estimated 

travel advances may be granted for travel outside of the Educational Service District in accordance with 

established agency procedures. 
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1700  Adoption of Policies 

 

Policies are adopted by the Board. Policies are presented at one meeting and may only be voted on at a 

subsequent meeting. When, in the opinion of the Board, an emergency exists necessitating immediate 

action, the second reading may be waived. New policies take effect upon the date of their adoption or as 

otherwise specified. 

 

Approved by ESD 105 Board 

March 17, 2009 
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2000  ADMINISTRATION  

 

2100   Superintendent 

 

2110   

The Superintendent serves as the Chief Executive Officer of the Educational Service District and as 

Secretary to the Board. The Superintendent organizes, reorganizes and arranges the administrative and 

supervisory staff in any manner which, in the Superintendent’s judgment, best serves the interests of the 

Educational Service District. All operational functions of the Educational Service District are under the 

auspices of the Superintendent and are administered with the assistance of the Educational Service 

District staff consistent with Board policy. 

 

2120   

The Superintendent has the authority to take any personnel action with regard to any employee of the 

Educational Service District which, in the Superintendent’s judgment, best serves the interest of the 

Educational Service District. 

 

2130   

The Superintendent hires new employees in accordance with RCW 28A.310.230. 

 

2140  

The Superintendent is authorized to direct expenditures and purchases within the limits of the annual 

budget for the year. 

 

 

 

 

 

 

 

 

Approved by Board:  11/17/09 
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3000  RECRUITMENT AND SELECTION FOR EMPLOYMENT  

 

3100   Recruitment 

 

3110   

The agency’s recruitment is tailored to the number and type of positions to be filled and to the labor 

market conditions. Recruitment, selection and advancement of employees is considered on the basis of 

relative ability, knowledge and skills. Recruitment efforts are planned and carried out in a manner that 

assures open competition. Emphasis will be given to recruitment efforts to attract minorities, women, the 

disabled and other groups that may be substantially under-represented in the work force and is based on 

the agency’s Equal Employment Opportunity policy. The application form for employment is written to 

reflect applicants’ experience and training and is reviewed in terms of the minimum job qualifications 

outlined in the respective job description. 

 

3120   Hiring of Retired School Employees 

 

The Educational Service District shall recruit, select and employ the best-qualified individuals as 

employees. The Educational Service District may employ persons retired from the Teachers’ Retirement 

System (TRS), the School Employees’ Retirement System (SERS) or the Public Employees’ Retirement 

System (PERS). A retired employee shall only be rehired pursuant to this Educational Service District 

policy.  

All retirees of TRS, SERS or PERS may work an annual threshold of eight hundred sixty-seven (867) 

hours per year while receiving retirement benefits. The annual threshold for TRS Plan 1 retirees is 

calculated per fiscal year. All other plans are calculated per calendar year. Qualified hours are 

determined by whether the retiree works in an eligible position as defined by the Department of 

Retirement Systems (DRS). 

All TRS 1 and PERS 1 Retirees (hired after July 22, 2007): Beyond the eight hundred sixty-seven hours 

(867) per work year, eligible retirees hired from Plan I of TRS or PERS may work up to a total of one 

thousand five hundred hours (1,500) per year while receiving retirement benefits, subject to limitations 

established by DRS.  

Educational Service District Responsibilities:  The Educational Service District shall abide by the 

following process when considering a retiree for employment: 

 The board of directors shall approve a process for recruitment and selection of employees, including      

 those vacancies for which a retiree applicant may be considered.  Applicant(s) shall be evaluated and 

considered equally, selecting the candidate who best meets the needs of the Educational Service District. 

There shall be no prearranged employment agreement or commitment to rehire an employee after 

retirement. Mere inquiries about post-retirement employment do not constitute an agreement. 

Employment shall be limited to a maximum of a one-year, non-continuing contract or appointment.  
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The Educational Service District shall make contributions to the appropriate retirement system when any 

retiree works more than eight hundred sixty-seven (867) hours per year. 

 

The Educational Service District shall maintain records of the process followed in seeking qualified 

candidates that resulted in the hiring of the retiree. 

 

The board of directors shall approve the hiring and document a justifiable need for choosing the retiree. 

 

Vacancies filled by retirees shall be annually reviewed by the board to determine whether the retiree will 

be rehired for another year of employment. 

 

The Educational Service District shall provide the retiree with the same terms and conditions of 

employment as other appointees or employees in comparable positions with the exception of sick-leave 

cash-out. 

 

The Educational Service District shall report the number of hours worked by the retiree to DRS. 

 

Retired Employee Responsibilities:  The following conditions of employment shall apply to retirees that 

are re-employed: 

 

   Retired applicants shall disclose to the Educational Service District whether they are retired from a  

   Washington state retirement plan. 

 

   Employees must satisfy the DRS requirement for separation and retirement from service prior to  

   accepting a retire/rehire position with the Educational Service District. 

   Retirees are responsible for tracking service hours during post-retirement employment among  

   multiple employers.  

 

3200   Selection 

3210   

Selection procedures are job-related and focus on the hiring of the best qualified candidates. When it is 

determined by the Superintendent that it is in the best interest of the agency to fill an opening from 

within the organization, the agency reserves the right to do so. For positions other than that of 

Superintendent, a standard procedure for selection is followed including procedures for screening, 

interviewing and selection of the employee. A committee of Educational Service District or school 

district staff, knowledgeable about the necessary position requirements, may be involved in the selection 

process. Final decisions relating to employment selection rest with the Superintendent. The position of 

Superintendent is filled in accordance with paragraph 1140, Responsibilities and Duties, and is not 

subject to the foregoing procedures. 

 

3220   

No person can be employed in a position over which a member of his/her immediate family exercises 

supervisory authority. 
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3300   Salary Administration  

 

3310  

The positions of Superintendent Assistant Superintendent, and Chief Financial Officer, as well as their 

salaries, are determined by the Educational Service District Board of Directors. All other positions are 

placed on a three-step salary schedule or a salary schedule approved specifically for the program.  

 

3320  

All newly employed personnel will be placed at Step A of the salary schedule. Step A is an entry level 

position and the individual is on probationary status as long as they remain on this step. All personnel 

will remain at Step A for at least six months. After six months the individual may be promoted to Step B 

when the supervisor completes an evaluation that states the individual is functioning at the expected 

level in all facets of the job and the Superintendent concurs.  The Superintendent may place an employee 

on any salary Step at the time of hire or during the course of employment at their discretion.  The 

Superintendent may also reclassify a position on the approved salary scale at their discretion.  

 

Step C of the salary schedule shall be reserved for personnel with over twenty (20) years of experience 

with the Educational Service District.  For purposes of this section, all experience with the Educational 

Service District as a full-time permanent employee shall count toward years of experience regardless of 

the position held. 

 

3321  

Personnel who were employed by the Educational Service District previously and have less than four (4) 

continuous years of service will be place at Step A for at least six (6) months. After the completion of 

six (6) months, the individual may be promoted to Step B when the supervisor completes an evaluation 

that states the individual is functioning at the expected level in all facets of the job and the 

Superintendent concurs.  

 

Personnel who were employed by the Educational Service District previously and have least four (4) 

continuous years of service with the agency and will be placed at Step B.   

 

3322  

Personnel who have retired from the Educational Service District and return to work will be placed at 

the same level they attained prior to retirement.  

 

3330  

If a current employee is reassigned to a higher level position on the salary schedule, he/she shall be 

placed at Step A for the appropriate position for six (6) months. If, however, that placement would cause 

the employee to earn less than their current salary, then the individual shall be kept at their current salary 

level until they are promoted to Step B.   A current employee, with the appropriate number of years of 

experience, may qualify for Step C after six (6) months at Step A and bypass Step B. 

 

3331 

Employees working on a calendar day basis and have been hired for a specific number of days shall be 

placed on the appropriate step of the salary schedule and a daily rate shall be determined by dividing the 

salary schedule step by 223 days. 
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3340  

Employees working less than full time (2080 hours per year) shall be promoted on the salary schedule 

when they have worked the equivalent amount of time in their position as would a full time employee.  

 

3350  

Personnel hired as substitutes will be placed at Step A of the salary schedule. 

 

 

Approved by ESD 105 Board 

August 27, 2019 
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3360   StipendïNational Board for Professional Teaching Standards Certification 

 

ESD 105 recognizes the knowledge and work individuals put forth in order to receive certification from 

the National Board for professional teaching standards.    

Due to the fact that classified exempt staff at ESD 105 are not eligible for the bonus allocated by the 

state, ESD 105 will provide a stipend equal to the bonus granted under RCW 28A.405.415 (1).  This 

stipend will be granted to classified exempt staff eligible for it as long as the State of Washington 

legislature continues to approve it as a bonus for certificated instructional staff under RCW 28A.405.415 

(1). 

Classified exempt employees employed in positions as full-time coordinators with ESD 105 who hold a 

valid certificate from the National Board for professional teaching standards shall receive an annual 

stipend in addition to their regular salary.  The National Board stipend will be divided into twelve (12) 

equal amounts to be paid on the last working day of each month within a fiscal year, September through 

August as part of their monthly warrant. 

The stipend will be prorated for classified exempt employees in positions as coordinators at ESD 105 

who work less than full-time based on their full-time equivalent (FTE) of employment with ESD 105. 

For the stipend to be received during the fiscal year, current classified exempt employees of ESD 105 

must provide proof of a current valid National Board certificate, and have it on file in the ESD 105 

Human Resources Department no later than September 1st .    

New classified exempt employees hired in positions as coordinators after September 1st, will have 30 

days to provide proof of a valid certificate received from the National Board for professional teaching 

standards to the ESD 105 Human Resources Department in order to receive the stipend. 

Classified exempt employees who have received the bonus for National  Board for Professional 

Teaching Standards Certification from another employer prior to employment with ESD 105 within the 

same fiscal year, September through August, will not receive the stipend at ESD 105 in that fiscal year. 

 

 

 

 

RCW 28A.405.415 (1), (4) 

WAC 392-140-970 

WAC 392-140-973 (1), (2a) 
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3400  NONDISCRIMINATION  
 

ESD 105 shall provide equal employment opportunity and treatment for all applicants and staff in 

recruitment, hiring, retention, assignment, transfer, promotion, and training.  Such equal employment 

opportunity shall be provided without discrimination with respect to race, creed, religion, color, 

national origin, age, honorably-discharged veteran or military status, sex, sexual orientation including 

gender expression or identity, marital status, the presence of any sensory, mental or physical disability, 

or the use of a trained dog guide or service animal by a person with a disability.   Domestic partners 

registered with the state of Washington wil l be offered the same rights/benefits as spouses to the 

extent that treatment is not in conflict with state or federal law. The Superintendent shall designate a 

staff member to serve as the compliance officer. 

 
Employment of Persons with Disabilities 

 
In order to fulfil l its commitment of nondiscrimination to those with disabilities, the following 

conditions shall prevail: 

 
1) No qualified person with disabilities shall, solely by reason of a disability, be subjected to 

discrimination, and the ESD 105 shall not limit, segregate or classify any applicants for 

employment or any staff member in any way that adversely affects his/her opportunities or 

status because of a disability.  This prohibition applies to all aspects of employment from 

recruitment to promotions and includes fringe benefits and other elements of compensation. 

 
2) ESD 105 shall make reasonable accommodation to the known physical or mental limitations 

of an otherwise qualified disabled applicant or staff member unless it is clear that an 

accommodation  would  impose  an  undue  hardship  on  the  operation  of  the  ESD 105 

program.   The Superintendent or designee shall appoint an Accommodation Committee to 

consider employee requests for such accommodations pursuant to Forms 3400-F1 and 3400-F2. 

Such reasonable accommodations may include: 

 
A) making facilities used by staff readily accessible and usable by persons with disabilities; and, 

 
    B)  job restructuring, part-time or modified work schedules, acquisition or modification of 

equipment or devices, the provision of readers or interpreters and other similar actions. 

 
In determining whether or not accommodation would impose an undue hardship on the 

ESD 105, factors to be considered include the nature and cost of the accommodation. 

 
3) ESD 105 shall not make use of any employment test or criteria that screens out persons 

with disabilities unless. 

 
A) the test or criteria is clearly and specifically job-related; and 

 
B)  alternative  tests  or  criteria  that  do  not  screen  out  persons  with  disabilities  are  not available. 
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4) While ESD 105 may not make pre-employment inquiry as to whether an applicant has a 

disability or as to the nature and severity of any such disabili ty, it may inquire into an applicantôs 

ability to perform job-related functions. 

 
5) Any staff member who believes that there has been a violation of this policy or the law 

prohibiting discrimination because of a disability may initiate a grievance through the procedures 

for staff complaints. 

 
Nondiscrimination for  Militar y Service 

 
ESD 105 wil l not discriminate against any person who is a member of, applies to be a member or, 

performs, has performed, applies to perform, or has an obligation to perform service in a uniformed 

service, on the basis of that participation in a uniformed service. This includes in initial employment, 

retention in employment, promotion, or any benefit of employment. The ESD 105 will also not 

discriminate against any person who has participated in the enforcement of these rights under state or 

federal law. 
 

 

    ESD 105 Board Approved: 1/15/13 

 

Reference: 

RCW 28A.310.010 

RCW 28A.640.020 

RCW 28A.642 

RCW 49.60 

RCW 49.60.030 

RCW 49.60.180 

RCW 49.60.400 

RCW 73.16 

WAC 162-22-025 

WAC 392-190 

WAC 392-200 

WAC 392-190-0592 

42 USC 2000e1-2000e10 

20 USC § 1681-1688 

42 USC §§ 12101-12213 

38 USC §§ 4301-4333 

8 USC 1324 

29 USC 794 

34 CFR § 104 
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3400-P Nondiscriminaton Grievance  

 

To ensure fairness and consistency, the following grievance procedure is to be used with regard to 

employment problems covered by state and federal equal employment opportunity (nondiscrimination) 

laws.   No staff member's status with ESD 105 shall be adversely affected in any way because the staff 

member utilized these procedures. As used in this procedure, 

 
"Grievance" shall mean a complaint which has been filed by a complainant (a student, an employee, a 

parent or guardian, an applicant) relating to alleged violations of any anti- discrimination law including 

Title IX regulations and Washington Administrative Code (WAC) 392-190, Section 504 of the 

Rehabilitation Act of 1973, 42 U.S.C. §§ 12101-12213 

Americans With Disabilities Act (ADA) or Title VII of the Civil Rights Act of 1964. 

 
A complaint shall mean a charge alleging specific acts, conditions or circumstances, which are in 

violation of the anti-discrimination laws. A respondent shall mean the person alleged to be responsible or 

who may be responsible for the violation alleged in the complaint. 

 
The primary purpose of this procedure is to secure an equitable solution to a justifiable complaint; 

hence, the following steps shall be taken: 

 
Informa l Review Procedures 

 
When a staff member has an employment problem concerning equal employment opportunity, he/she 

shall discuss the problem with the immediate supervisor, personnel director or Superintendent within 

sixty (60) days of the circumstances which gave rise to the problem.  The staff member may also ask the 

Title IX officer to participate in the informal review procedure. It is intended that the informal 

discussion shall resolve the issue.   If the staff member feels he/she cannot approach the supervisor 

because of the supervisor's involvement in the alleged discrimination, the staff member may directly 

contact the Title IX officer before pursuing informal or formal procedures.  If the discussion with the 

immediate supervisor or Title IX officer does not resolve the issue the staff member may proceed to the 

formal review procedures. 

 
Formal Review 

 
The complaint must be signed by the complaining party and set forth the specific acts, conditions, or 

circumstances alleged to be in violation. The Title IX officer shall investigate the allegations set forth 

within thirty (30) calendar days of the fi ling of the charge.   The officer shall provide the 

Superintendent with a full written report of the complaint and the results of the investigation.  The 

Superintendent shall respond in writing to the complainant as expeditiously as possible, but in no event 

later than thirty (30) calendar days following receipt of the written complaint.   The Superintendent shall 

state that ESD 105 either: 

 
1)     denies the allegations contained in the written complaint received by ESD 105, or 

 
2)     shall implement reasonable measures to eliminate any such act, conditions, or circumstance. 
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Such corrective measures deemed necessary shall be instituted as expeditiously as possible, but in no 

event later than thirty (30) calendar days following the Superintendent's mailing of a written response 

to the complaining party. 

 
Preservation of Records 

 
The files containing copies of all correspondence relative to each complaint communicated to 

ESD 105 and the disposition, including any corrective measures instituted by ESD 105, shall be 

retained in the office of the ESD 105 compliance officer for a period of five (5) years.

 
 
 

 

 
 

ALT Approved:    1/15/13 
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3400-F1 Form Disability Accommodation 

EDUCATIONAL SERVICE DISTRICT 105 
Page 1 of 2 

 

Employee Disability  Accommodation Form 
 

Part I:  To Be Completed By The Employee 
 

Individual Requesting/Needing Reasonable Accommodation: (Type or Print) 
 

Name: 

Department: 

Classification Rank/Title: 

Supervisorôs Name: 

Phone: Date: 

----------------------------------------------------------------------------------------------------------------------- 

 
Part II:  Essential functions of the Position (To Be Completed By The Supervisor) 

 
List the essential function(s) identified on the position description. 

 
 

Essential Functions: 
No 

Accommodation 

Needed 

 

Accommodation 

Needed 

   

   

   

   

 

What evidence or documentation exists to support the need for an accommodation based on 

disability?    
 

 
 

Duration of accommodation: to                     . 

Date:                                                                          Date: 

                      Physician                                                                  Occupational Therapist 

                      Counselor/Psychologist                                           Vocational Rehab. Counselor 

                      Physical Therapist                                                    Other (Specify) 



 

Form 3400-F1 page 2 Disability Accommodation 

EDUCATIONAL SERVICE DISTRICT 105 
Page 2 of 2                                                                                                                         

Employee Disability  Accommodation Form 
Part III:  Requested Accommodation(s) (To Be Completed By The Supervisor) 

 
The following accommodations/modifications are being implemented. 

 
 

Essential Functions 
 

Accommodations 
 

Date 
Review 
Date 

    

    

    

    

Approximate cost analysis: 

 
 

Employee signature                                                                Date 
 

Employer signature                                                                Date 
 

Review Timeline:   ǏMonthly   ǏBi-monthly    ǏSemi-annually   ǏAnnually    
       Next review date 

 

Employee Disabilities Accommodation Team in 

attendance: 
Signatures: 

  

  

  

  

Confidentiality Cl ause: 
ESD 105 Accommodation Team (AT) members undertake and agree to: 

(a)    only use, copy or otherwise replicate the Employee Disability Accommodation Form/Plan and any related confidential health information for 
the purposes set forth under said plan and not to use the same for any other purpose whatsoever; 

(b)    ensure that only the employeesô supervisor or those ESD 105 AT members who are directly concerned with the execution of this 

accommodation plan have access to the confidential information on a strictly applied "need to know" basis and are informed of the 
confidential nature of it; 

(c)    keep the accommodation form/plan or any other related employee health information confidential. This confidential information shall 

not directly or indirectly be disclosed, published, transferred, disseminated, copied or permitted to be disclosed to any third party for 
any reason without the prior written consent of the employee. 

 
Approved:  1/15/13 

 c:   Employee 
Supervisor 
Personnel 
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Form 3400-F2 Disclosure of Heath Care 

            Page 1 of  2 

Authori zation for  Disclosure of Health Care Information  
 

 

Patient Name:                                                                                Date of Birth:   
 

I. My Authori zation 

You,    (physicianôs name) may use or disclose the 

following health care information (initial all that apply): 

      All health care information in my medical record 

  Health care information in my medical record relating to the following treatment or 

condition:   

      Health care information in my medical record for the date(s):   

      Other (e.g., X rays, bills) specify date(s):   

 

You may disclose this health care information to: 
Educational Service District 105 

Attention: _______________________________________________  

33 South Second Avenue, Yakima, WA 98902 

 

Reason(s) for this authorization (check all that apply): 

Ǐ at my request         

Ǐ  other (specify):  

Ǐ This authorization ends: (as disclosure is to an employer of the patient for purposes other than payment, this 

authorization expires 90 days after signed, unless otherwise indicated below.) 

Ǐ  on (date):   

Ǐ  when the following event occurs:   
 

II. My Rights  

1. I understand I do not have to sign this authorization in order to obtain health care 

benefits(treatment, payment or enrollment). 

2. I may revoke this authorization in writing. If I did, it would not affect any actions already taken 

by                                                              (physicianôs name) based upon this authorization. Two 

ways to revoke this authorization are: 

a. Fill out a revocation form as provided by the physician, or 

b. Write a letter to the physician. 

3. Once health care information is disclosed, the person or organization that receives information 

will protect confidentiality of disclosed records, per the Health Insurance Portability and 

4. Accountability Act (HIPAA) and confidentiality clause stated below. 
 
 

Patient/employee or legally authorized individual signature                                                                  Date                                                    Time 
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Form 3400-F2  page 2                                                                                                                Page 2 of 2 

 

 
Confidentiality Cl ause: 
ESD 105 Accommodation Team (AT) members undertake and agree to: 

(a)    only use, copy or otherwise replicate the Employee Disability Accommodation Form/Plan and any related confidential health information for the 
purposes set forth under said plan and not to use the same for any other purpose whatsoever; 

(b)    ensure that only the employeesô supervisor or those ESD 105 AT members who are directly concerned with the execution of this accommodation 

plan have access to the confidential information on a strictly applied "need to know" basis and are informed of the confidential nature of it; 
 

(c)    keep the accommodation form/plan or any other related employee health information confidential. This confidential information shall not 

directly or indirectly be disclosed, published, transferred, disseminated, copied or permitted to be disclosed to any third party for any reason 
without the prior written consent of the employee. 

 
 

Approved: 1/15/13 

c: Employee 
Supervisor 

Personnel 
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3500  JOB SHARING 
 

 

A job-sharing assignment is the shared performance of the duties of one full-time, regular position by 

employees. 

The superintendent is responsible for recommending to the board when the best interests of the 

Educational Service would be served by creating a job-sharing assignment for a particular position. 

 

 

 

 

 

 

Approved by Board:  2/19/08 
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4000  CONDITIONS OF EMPLOYMENT  

 

4100  Job Classifications 

 

4110   

The Educational Service District classifies all positions as non-exempt or exempt in accordance with 

provisions of the Fair Labor Standards Act (FLSA). Non-exempt is defined as a position subject to the 

minimum wage and overtime pay requirements of the FLSA. Exempt is defined as an executive, 

administrative or professional position not subject to the minimum wage and overtime pay requirements 

of that act. 

 

4120   

Exempt staff members who are employed for a specified number of days per year are classified as 

exempt/daily. 

 

4130  

All employees are hired either as temporary, interim, or regular employees. 

 

4131  

Temporary employees are hired on a short term basis as needed to complete short term assignments with 

a definite ending date or to fill  in for existing employees who are on leave for various reasons.  The 

decision to hire temporary employees is made by the Human Resources Director in collaboration with 

the appropriate Cabinet member and the Superintendent.  These employees are paid according to the 

Educational Service District salary schedule and are not eligible for health benefits. 

 

4132  

Interim employees are hired to conduct specific work.  These employees are paid at the interim rate set 

annually by Administration and are not eligible for health benefits. 

 

4133  

Regular employees are any employee not hired on a temporary or interim basis.  These employees are 

paid according to the Educational Service District salary schedule and are eligible for benefits. 

 

4150  

Calendar Day Basis Employees are those employees hired to fill positions for a specific number of days.  

These employees are hired on either an hourly, daily or annual basis. 

 

 

4200  Position Description 

 

4210   

Position descriptions have been established in a standard format to reflect those responsibilities and 

minimum qualifications required for each position. Reviews and revisions are made as necessary during 

the year to assure that position descriptions remain current. 
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4300  Professional Development 

 

4310   

A comprehensive orientation program exists within the agency for new employees and focuses on the 

organization of the agency, its policies and procedures and individual staff and safety responsibilities. 

Inservice training is provided by the agency, and is designed to provide staff with enhanced skills and 

job related training. To prepare employees for career development, the opportunity for additional 

training is encouraged and supported by the Educational Service District. 

 

 

4400  Performance Evaluation 

 

4410   

A formal procedure exists within the agency for the evaluation of performance, on at least an annual 

basis, for all employees. The purpose of the annual evaluation is to assist employees to more effectively 

fulfill the responsibilities of their respective positions. 

 

 

4500  Conflicts of Interest 

 

Any  activity  which  presents,  or  may  potentially  present,  a  conflict  of  interest  regarding  

ESD 105 is strictly prohibited.  Violation of this policy may result in disciplinary action up to and 

including termination. 

 
Employees are prohibited during their employment from receiving assistance, gifts, and/or 

remuneration of any kind from any member district within the boundaries of ESD 105 with which they 

have been, or may be, officiall y involved.  Any exceptions such as providing services outside of 

working hours for compensation within member districts in ESD 105 must have prior approval of the 

Superintendent.   The Superintendent is granted the authority to determine whether outside employment 

is consistent or inconsistent with the requirements of this policy and wil l establish prerequisite 

procedures. 

 
Employees and Board members are further prohibited from receiving assistance, gifts, and/or 

remuneration from any person, group, or entity doing or desiring to do business with the ESD 

105.  Al l business-related gratuities are specifically prohibited except nominal-value items. 

 
The following provisions reflect the basic guiding principle of this policy: 

 
a. An ESD employee may not have a financial or other interest, or engage in any business or 

professional activity, that is in conflict with his or her ESD duties. 

b.   An ESD employee may not use his or her position to secure special privileges for himself or herself or 

any other person. 

c. An ESD employee may not receive compensation or accept gratuities, gifts, or favors, from a source, except 

the ESD, for performing or deferring the performance of any ESD duty. However, 
an employee may accept: 
1.   Unsolicited flowers, plants, and floral arrangements. 

2.   Unsolicited advertising or promotional items of nominal value such as pens and note pads. 

3.   Unsolicited tokens or awards of appreciation in the form of a plaque, trophy, desk item, or similar 

item. 
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4.   Unsolicited items received for the purpose of evaluation or review. 

5.   Informational material, publications or subscriptions related to performance of his or her duties. 
6.   Food and beverages consumed at hosted receptions where attendance is related to his or her 

official duties. 

7.   Door prizes and prizes won in random drawings during meetings, seminars and similar events.   

8.   Admission to and the cost of food and beverages consumed at events sponsored by or in 

conjunction with a civic, charitable, governmental, or community organization. 

9.   Gifts in the form of food and beverages, on infrequent occasions, in the ordinary course of 
meals, where attendance by the employee is work related. 

10. An honorarium (money or anything of value that is not solicited by the employee that is provided 

for a speech, appearance, article, or similar activity in connection with an employeeôs duties for 

the ESD) specifically approved by the Superintendent as being consistent with the principles of 

this policy. 

 
Except as permitted by law, the Board wil l not employ the spouse or relatives residing in the same 

household of the Superintendent or members of the Board.  No employees wil l be placed in any 

position where direct administrative or supervisory authority is exercised by his or her spouse or by any 

other relative residing in the same household.  Relatives of employees or Board members may not be 

shown preference for employment in any position. 
 

 
 
 
  Legal References:   RCW 42.23.230 
                                  RCW 42.23.040 
                                  WAC 181-87-090 
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4500-P  Conflicts of Interest 

 
 

The following criteria wil l be considered when employee requests for authorization to receive 

compensation from member districts outside of ESD 105 workday and responsibilities (see Form 

5251). 

 
1) Employees shall not be involved in outside employment to a degree that adversely affects their 

ESD 105 job assignment. 

 
2) Employees  shall  not  receive  remuneration  for  outside  employment  during  the  regular 

working day. In other words, employees must either be on annual leave or on approved leave 

without pay status for any period for which they receive compensation for outside employment. 

 
3) Employees  who  receive  remuneration  for  work  performed  outside  their  ESD 105 

employment should regularly advise the Superintendent of such activity and review with the 

Superintendent whether such work may have an adverse impact on their duties as a ESD 105 

employee. 

 
4) Employee shall not use their position to gain favorable consideration in obtaining outside 

employment. 

 
5) Employees shall not have a direct and substantial interest, financial or otherwise, or engage in any 

business or transaction or professional activity, which is in conflict with the proper discharge of 

off icial duties or is in conflict with the public interest in his/her capacity as an administrator, 

employee, or agent of ESD 105. 

 
6) Employees shall not transact or participate in a transaction of any business in his/her official 

capacity as an ESD 105 employee with any business entity of which he/she is an off icer, agent, 

employee, or a member, or in which he/she or his/her spouse or minor child has a direct and 

substantial economic interest. 

 
Employees wishing to participate in outside employment shall submit, prior to commencing work, a 

Request for Approval of Outside Employment form to his/her immediate supervisor who will forward it 

to the Superintendentôs office (see Form 5251). 
 
 
 
 
 
 
 
 
 
 
 
 
HR Dept. 11/14/11 

ALT Approved:  11/15/11   
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4500-F Request Form 

Educational Service Distri ct 105 
Request for Approval of Outside Employment 

 

Employee: 

 
Name of outside employer:      

Worksite:    Phone:    

Contact person:     Phone:     

Work to performed:     

 

 
 
 
 
 

Hours and days of employment:     

Additional comments:    

 
 
 

 

Employee signature Date 

 
Supervisor comments:    

 
 
 
 
 
 
 

 
    Immediate Supervisor     Date 

 
Superintendents comments:     

 

 
 
 
 
 

Ǐ Approved Ǐ Disapproved 

 

_______________________________________________     ___________________________________  

Superintendent                 Date                                                                   
 
HR Dept. 11/14/11 



 

4600   Payroll Considerations 

 

4610   

Employee salaries are paid on the last working day of each month. 

 

4620   

Mandatory deductions from paychecks include federal and state taxes and state retirement where appropriate. 

Voluntary deductions approved by the Educational Service District are contingent upon a written authorization 

by the employee and cover health/life insurance, salary insurance, professional dues, United Way contributions, 

credit union deposits or payments, and annuities. 

 

4630 

Health insurance coverage and benefits, as authorized by the Educational Service District Board, are made 

available to all staff members whose regularly scheduled Educational Service District employment is at least 

half time.   

 

 

4700   Overtime 

 

4710  

The Educational Service District work week is defined as that period of 168 hours beginning at 12:00 am 

(Midnight) on Sunday. 

 

4720  

Exempt Employees - The work schedule for exempt employees is not limited to 40 hours per week, but to the 

amount of time required to fulfill the responsibilities of their assignments. However, when an employeeôs duties 

require attendance at meetings, workshops, conferences or seminars on Saturdays, Sundays, or scheduled 

holidays, compensatory time may be allowed with prior approval of the immediate supervisor and the 

Superintendent or designee. 

 

4730  

Compensatory time is to be taken within 60 days of its accrual or is forfeited unless an extension is granted by 

the immediate supervisor and the Superintendent or designee. 

 

4740   

Non-Exempt Employees - No non-exempt employee may work in excess of his/her work schedule without prior 

approval of the immediate supervisor and the Superintendent or designee. Authorized overtime, in excess of 40 

hours per week, is compensated at a rate of one and one-half times the regular rate of pay. In lieu of overtime 

pay, an employee can request compensatory time which is calculated on the basis of one and one-half hours for 

each overtime hour worked. 

 

4750   

Compensatory time is to be taken within 60 days of its accrual. Compensatory time not taken within this time 

period will be paid on the next monthôs payroll. 
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4760   Work Schedule 

 

4761  

District service demands, the need to minimize overtime, or the need to make arrangements for child care as 

long as it does not interfere with work demands may require the adjustment of exempt or non-exempt staff work 

schedules.   The adjustments may be for a short-term and specified time period defined as Flex Time, or for a 

longer or ongoing time period defined as an Alternate Schedule. 

 

4762     

Flex Time Definition:  Flex time is for no more than a two week period. Workday start and end times differ 

from the workgroup’s normal work day, yet the same number of hours per day is maintained.   

 

4763    

Alternate Schedule Definition:  Purpose – District service demands require services prior to or after school 

hours in order to access their staff.  An alternate schedule is for one or more days per week, and for service in 

duration of over two weeks and may be continuing in duration, unless canceled with at least a one month 

advance notice by the director of the department, or the employee with the director’s approval.  Workday start 

and end times differ from the workgroup’s normal work day, yet the same number of hours per day is 

maintained.   

 

4764   Guiding Standards for Work Schedule: 

 

1) A change in a work schedule requires written prior approval before implementation. 

 

2) The normal work day is 7:30 a.m. to 4:30 p.m. Monday through Friday.  The Superintendent will assign 

work shifts to employees to support business practices.   The ESD 105 office will, however, maintain an 

official, extended work week which shall begin at 12:00 a.m. (Midnight), Sunday (Policy 4710). 

 

3) Staff members may take one hour or thirty (30) minutes outside the work day for lunch.  Two fifteen-

minute rest periods are included in the work day.  Lunch breaks and rest periods not utilized on a daily 

basis may not be accumulated or used to leave work early.  Staff may not fluctuate on their chosen lunch 

break.   
 

Staff must be working a normal work day starting at 7:30 a.m. to be eligible for the 30 minute lunch 

break. Staff approved for a 30 minute lunch may not leave prior to 4:00 p.m. 

 

4) Summer work schedules may be established by the order of the Superintendent. 

 

      Board Approved:  10/23/18 
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4765   Extended Work Day Schedule (9 hours schedule)  

 

The purpose of this policy is to allow ESD 105 exempt employees the ability to work extended daily work 

hours over a two week period to accumulate eighty (80) work hours allowing them to have every other Friday 

or Monday off.   

  

 Option 1 -  An exempt employee who would like to take Friday off would work nine (9) hours Monday through 

Thursday, and eight (8) hours on Friday of the first week; and nine (9) hours Monday through Thursday of the 

following week (second week) to complete the eighty (80) work hours needed to have the Friday off.    

 

 Option 2 - An exempt employee who would like to take Monday off would work nine (9) hours Monday 

through Thursday, and 8 hours on Friday of the first week; and have Monday off on the second week, and work 

nine (9) hours Tuesday through Friday on the second week to complete the eighty (80) work hours needed. 

 

   (i.e. 7:00 a.m. to 5:00 p.m. or 7:30 a.m. to 5:30 p.m. with an hour off for lunch or 7:00 a.m. to 4:30 p.m. or 

7:30 a.m. to 5:00 p.m. with 30 minutes off for lunch). 

 

Each ESD 105 department supervisor shall schedule employee work schedules to provide departmental 

coverage from 7:30 a.m. to 4:30 p.m. during ESD 105 work hours and will have the responsibility to maintain 

the highest standards of work quality, productivity, and customer service. 

 

All requests for extended work day schedule changes need to be pre-approved by the ESD 105 supervisor 

before any change in a work schedule begins.  If the ESD 105 supervisor or ESD 105 superintendent determine 

that a schedule does not meet the needs of ESD 105, they may cancel the extended work day schedule by giving 

the employee a two week notice. 
 

If a holiday should fall on an employeeôs scheduled day off, then the employee would take the next scheduled 

work day off (i.e. Employee has Monday off, holiday falls on Monday, employee would take Tuesday off.)  

 

All holidays that fall within an employeeôs extended day work schedule will be paid at eight (8) hours for the 

holiday. 

 

 

 

 

 

Board Approved:  1/22/19
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4766   Extended Work Day Schedule (with half day off weekly) 

 

The purpose of this policy is to allow ESD 105 non-exempt or exempt employees the ability to work extended 

daily hours over a one week period to accumulate forty (40) work hours allowing them to have a half day off 

either on Fridays or Mondays. 

Option 1 ï employee would work: 

Á Nine (9) hours on Monday through Thursday including morning and afternoon breaks 

Á Four (4) hours on Friday, with taking a half day off either Friday morning or afternoon 

 

Option 2 ï employee would work: 

Á Four (4) hours on Monday, with taking a half day off either Monday morning or afternoon 

Á Nine (9) hours on Tuesday through Friday including morning and afternoon breaks 

 

Staff will have the option of starting their day either at 7:00 a.m. or 7:30 a.m.   

(i.e. 7:00 a.m. to 5:00 p.m. or 7:30 a.m. to 5:30 p.m. with an hour off for lunch or 7:00 a.m. to 4:30 p.m. or 7:30 

a.m. to 5:00 p.m. with 30 minutes off for lunch). 

Each ESD 105 department supervisor shall schedule employee work schedules to provide departmental 

coverage from 7:30 a.m. to 4:30 p.m. during ESD 105 work hours and will have the responsibility to maintain 

the highest standards of work quality, productivity, and customer service. 

 

All requests for extended work day schedule changes need to be pre-approved by the ESD 105 supervisor 

before any change in a work schedule begins.  If the ESD 105 supervisor or ESD 105 superintendent determine 

that a schedule does not meet the needs of ESD 105, they may cancel the extended work day schedule by giving 

the employee a two week notice. 

 

If a holiday should fall on an employeeôs scheduled day off, then the employee would take the next scheduled 

work day off (i.e. Employee has Monday off, holiday falls on Monday, employee would take Tuesday off.) 

 

All holidays that fall within an employeeôs extended day work schedule will be paid at eight (8) hours for the 

holiday 

 

 

 Board Approved:  1/22/19 
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4760-F Schedule Change Form 

   Request for Change in Work Schedule 
Please Print  
Name        Department         

Position        Non -Exempt   Exempt   

 

Request for (check if applicable):  
Policy 
4762 -Flex 
Time  

 Policy  
4763 -
Altered 
Schedule  

       30  minute 
Lunch Break  

 Return to Regular 
ESD Schedule and 
1 hr. Lunch Break  

 Return to Regular 
ESD Schedule and 30 
minute Lunch Break  

 

 
Extended Work Day Schedule  (Check One Option)  
Policy 4765 ï  
For Exem pt 
Staff  

Option 1 ï 

Friday off   

Option 2- 

Monday off  

Policy 4766 ï  
For Non -Exempt 
& Exempt Staff  

Option 1-  off 

Friday  am 

or   pm   

Option 2 ï  off 

Monday   am 

or  pm 

 
Specify Requested Start 

Date:        

Duration of Schedule Change 
(check one):  

end date (specify date to end      )  
Continuing  

 

Requested Action:  
Day  Work Day Start 

Time  
Lunch  Break (start 

and end time)  
Work Day End  

Time  
Total Hours  

Monday                          
Tuesday                          
Wednesday                          
Thursday                          

Friday                          

   Total Week Hours    

 
Reason for Request   

      

 
Employeeôs Signature  Date :       

 

To be completed by Director: 

Is there sufficient office coverage during regular hours (7:30 am ï4:30 pm)? Yes  No  

Are resources available to support his/her work, e.g. computer, copy machine?  Yes  No  

Other Comments:  
 

 
Directorôs Signature  Approve  

 
 Reject   Date:   

Reason for 
Rejection  

  

  

 
Cabinet Level 
Supervisorôs Signature 

 Approve   Reject   Date   

Reason for Rejection   

 
c: Original ï HR Personnel File 

    Department Director  

    Employee                                                                                                                    HR Dept. Rev.  12/6/18 
    Payroll 
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4800   Employee Conduct 

4810   

Employees are expected to conduct themselves in a manner befitting their status as an employee of the agency 

at all times. All confidential business and records must be maintained in confidence. 

 

4820   

Prior approval from the Superintendent or designee is required for a staff member to serve as a spokesperson for 

the agency by any media representative or in any public forum. This provision does not apply to presentations 

given by employees within their respective program area. 
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5000  BUSINESS EXPENSES 
 

All purchases of goods and services will be made following the issuance of a Purchase Order (see exception 

below).  Prior to the fiscal office generating a purchase order, the department originating the purchase of goods 

and/or services must prepare a requisition within the WESPaC accounting system as follows:  

 

1.  Authorized staff enter purchase requisition data in WESPaC accounting system identifying who the 

purchase is for, vendor, items to be purchased, quantity, price, account code and any special details or 

instructions.  

 

a. For any purchase of goods or services in the amount of $3,000 up to $5,000, the department must 

provide evidence that at least two vendors have been contacted for competitive pricing.   

 

NOTE: Purchasing for federal programs must also follow the more restrictive purchasing  procedures 

outlined in Policy 9200-Bids and Quotations.  

 

NOTE: Personal services contracts in excess of $3,000 must include evidence that the provider was 

selected competitively between at least two providers.  If the department determines that the vendor is a 

sole source provider for the goods or services being sought, the department must indicate in writing the 

justification of that determination in accordance with Policy 9200-Bids and Quotations.  Evidence of 

quotation or justification of sole source must be indicated on the requisition in the narrative section. 

 

b. For any purchase of goods or services in the amount of $5,001 or greater, the department must contact 

the Chief Financial Officer to assist in processing the transaction regarding formal or informal 

quotations. 

 

c. The purchase of any furniture, regardless of amount, must have the approval of the Chief Financial 

Officer. (desks, chairs, filing cabinets, tables, etc.)  

 

d.  The purchase of computer equipment, software, projectors, etc., needs review and approval by the 

Technology Coordinator.  

 

 When completed the requisition is transferred electronically to the department/program supervisor.  

 

2. The approved requisition is transferred electronically to the department/program supervisor for review of: 

 

a) compliance with relevant laws and regulations;  

b) compliance with ESD105 policies and procedures; 

c) compliance with specific grant funding source requirements; 

d) available budget capacity within the program. 

 

After verifying/substantiating the requisition, the department/program supervisor electronically denies or 

approves the purchase order request, which automatically forwards it to either the next level for approval or 

to the Chief Financial Officer, or designee, for final approval. 

 

3.  The approved requisition is transferred electronically to the fiscal office for review of: 

 

a)  the request is a legal ESD105 purchase;  

b)  the expenditure account code is valid;  
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c)  budget capacity exists within the overall budget for all programs and within the object of expenditure 

for grant funded programs;  

d)  the total cost, based upon numbers provided, is correct;  

e)  necessary paperwork to meet requirements is provided if appropriate; and  

f) relevant laws, regulations, policies, procedures, and any grant or other funding requirements appear 

satisfied (based upon information submitted by the originating department).  

 

4.  If concerns are identified by the fiscal department, which are not readily resolved by meeting with the 

department/program supervisor, they are to be referred to the Superintendent for consultation/decision.  

 

5.  Upon approval of a purchase order, the purchase order is issued and mailed to the vendor.  One copy is 

provided to the department.  

 

6.  The fiscal department will verify that all goods have been received and/or services have been rendered. 

 

7. If the invoice is received by a department/program other than the fiscal department, the invoice with other 

supporting documentation shall be promptly forwarded to the fiscal department.  

 

8.  Should merchandise be found defective, the department/program will work directly with the vendor to 

resolve the matter.  In addition, the fiscal department should be immediately advised of the problem and 

provided copies of any related correspondence.  

 

9. If fiscal department staff has concern(s) related to the propriety of making payment, they shall be 

communicated to the purchase order originator and his/her supervisor for resolution.  Should the concerns 

remain unresolved, the issue will be forwarded to the Superintendent for consultation/decision.  Payment 

may be withheld until the Superintendentôs determination.  

 

10. The fiscal department will determine if all goods have been received and/or services have been rendered and 

that adequate documentation has been provided to process payment.  

 

 

Exception: Purchases amounting to $75.00 or less may be reimbursed with petty cash. See PETTY CASH 

procedures. 
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5200   REIMBURSEMENT FOR TRAVEL EXPENSES  

 

The actual and necessary expenses of a Board of Director, administrator, staff member, or designate of ESD105 

incurred in the course of performing services for ESD105, whether within or outside of ESD105, may be 

reimbursed in accordance with the approval and reimbursement procedures of ESD105.  For purposes of this 

policy, travel expense includes amounts paid for use of personal automobiles and other transportation, and 

actual expenses or reimbursement in lieu of actual expenses for meals, lodging, and related items that are 

necessary while in the conduct of official business of ESD105.  A staff member or ESD105 officer may be 

reimbursed for gratuities not exceeding the customary 15% for the cost of meals, as well as reasonable amounts 

for such services as baggage handling, when the costs are incurred while the individual is engage in ESD105 

business or other approved travel. 

 

Reimbursement for travel expenses shall be made from budgeted program/department funds pursuant to the 

Federal Internal Revenue Code, Internal Revenue Service Regulations, and State Office of Financial 

Management (OFM) regulations/guidelines. 

 

These travel policies are applicable to ESD105 employees, consultants, advisory committee members, and 

Superintendent-authorized representatives.  However, payment of per diem amounts in-lieu of receipts for 

actual costs is limited to employees.   

 

Travelers are expected to exercise the same care in incurring costs for meals and lodging that a prudent person 

would exercise for personal purposes.  Employees have the responsibility to ensure that all travel is reasonable, 

cost effective, directly work-related, obtained at the most economical price, and necessary for ESD105 business.  

Excess costs are those costs which are not considered the most economical to ESD105.  Employees are 

personally responsible for excess costs incurred for personal preference or convenience. 

 

When scheduling meetings or conferences, first preference must be given to locations at other ESDs, school 

districts, or other governmental facilities. 

 

Employees are encouraged to utilize alternatives to travel, as well as less expensive means of travel.  These 

methods should include, but are not limited to: 

 

1. teleconferencing, video conferencing; 

 

2. carpooling; 

 

3. reduced frequency of scheduled out-of-town meetings; 

 

4. restricting the number of staff traveling to the same destination; and  

 

5. coordinating between departments for joint travel. 

 

 

Board of Directors 
 

Travel costs of the ESD105 Board members will be paid in accordance with the provisions of RCW 

28A.310.160: ñThe actual expenses of educational service board members in going to, returning from, and 

attending meetings called or held pursuant to district business or while otherwise engaged in the performance of 

their duties under this chapter shall be paid;  all such claims shall be approved by the educational service district 

board and paid from the budget of the educational service district.ò  Note-The State Auditorôs Office has 

determined that such ñactual expensesò must be reasonable in amount. 
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Meals and Lodging 

 

The costs of lodging and certain meals incurred by employees and others while in the conduct of official 

ESD105 business are reimbursable. 

 

Reimbursement for meals and lodging shall be accordance with the provisions and at the rates established by 

the Office of Financial Management. 

 

Transportation  

 

Mileage reimbursement is not allowed for travel between the employeeôs home and the official workstation.  

Daily commute transportation expenses between the employeeôs residence and official station are a personal 

obligation of the traveler and are not reimbursable by ESD105.   Travelers may be reimbursed for business 

related mileage provided the miles driven exceed the total miles that the employee would have incurred in their 

daily commute from their official residence to their official duty station.  Mileage driven on Saturdays or 

Sundays will not be limited by the expected daily commute reduction. 

 

Reimbursement for the use of a private vehicle shall be at the mileage rate established by the Office of Financial 

Management. 

 

Transportation by common carrier (airline, rail, bus, etc.) is to be arranged for tourist/coach class by the most 

direct route. 

 

Travel Requests  

 

Travel Requests are required for all travel out of the ESD105 service region unless the travel is part of the 

employees daily work assignment.   

 

In-State Travel:  In-state travel must be approved by a program administrator and the Superintendent, or 

designee.  

 

Out-of-State Travel:  Out-of-state travel for ESD105 employees must be approved by the Superintendent and/or 

the Board.  If it is advantageous to the agency, the superintendent may approve the travel in advance of the 

regular board meeting and bring it after the fact for the boardôs review. Note:  Travel to cities in Idaho and 

Oregon that are contiguous to the Washington state border is not considered out-of-state. 
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Advance Travel Account  

 

An advance travel account is provided to make available advance funds for incurring anticipated reimbursable 

travel costs when employees and Board members are required to incur reimbursable travel costs. 

 

A travel advance may be made only to ESD105 employees and Board members.  

 

A travel advance, which is duly authorized by the Superintendent, may also be made to interim employees or 

parent chaperones when the travel advance is in the best interests of ESD105. 

 

Travel Reimbursement  

 

The Superintendent shall develop procedures for all travel claims to be approved prior to payment. 

 

Reimbursement for lodging and subsistence will be made in accordance with rates developed by the State of 

Washington Office of Financial Management. 

 

 

Legal References: RCW 28A.310.160-ESD board -- Reimbursement of members for expenses 

 

RCW 28A.310.220-ESD board -- Delegation of powers and duties to superintendent. 

 

RC W 28A.320.050-Reimbursement of expenses of directors, other school representatives, 

and superintendent candidates -- Advancing anticipated expenses 

 

RCW 42.24.090-Municipal corporations and political subdivisions -- Reimbursement claims 

by officers and employees. 

 

RCW 43.03.050-Subsistence, lodging and refreshment, and per diem allowance for officials, 

employees, and members of boards, commissions, or committees 

 

RCW 43.03.060-Mileage allowance. 

 

Washington State Auditorôs Bulletin #301-III(d)  

 

Office of Financial Management 10.xx - Travel 
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5200-P Reimbursement For Travel Expenses 

 

 

REIMBURSEMENT FOR TRAVEL EXPENSES  

 

Definitions 

 

Commuting:  Travel between the employeeôs official residence and the employeeôs official station.  An 

employeeôs daily commute is travel round trip for mileage reimbursement purposes. 

 

Employee:  In addition to regular employees, as used in this policy, the term ñemployeeò shall include 

consultants, advisory committee members, and Superintendent-authorized representatives. 

 

Official Residence:  The location where an employee maintains a residence that is used as a primary domicile 

by the employee. 

 

Office Business:  Those activities performed by an official or employee, authorized volunteer, or contractor in 

order to accomplish the duties of his or her position or office. 

 

Official Work Station/Duty Station:  The city, town, or other location where the employeeôs work is performed 

on a permanent basis.  ESD105 shall be considered the employeeôs official work station/duty station unless an 

alternative work station/duty station is designated by the Superintendent. 

 

ESD105 Region:  The geographic area containing ESD 105ôs twenty-five school districts located in Grant, 

Kittitas, Klickitat and Yakima counties.  

 

ESD 105 Service Area:  The geographic area contiguous to the ESD105 Region which are served by ESD 105 

due to a specific program or grant.  This area does not include services which are provided to a single individual 

school district within this area on a fee-for-service basis.   

 

Out-of-State Travel:  Travel anywhere outside the boundaries of Washington.  Note:  Travel to cities in Idaho 

and Oregon that are contiguous to the Washington state border is not considered out-of-state. 

 

Per Diem Costs:  The costs covering meals while in travel status reimbursed at a set rate rather than on a cost-

reimbursement basis. 

 

Eleven-Hour-Rule:  To qualify for meal reimbursement during non-overnight travel assignments, an employee 

must be in travel status for at least 11 hours.   The employee must also be in travel status during the entire meal 

period(s) in order to qualify and collect meal payments.  The traveler may not stop for a meal just to meet the 

eleven-hour rule.  The exception to the eleven (11) hour rule is when an employee, who is in travel status, 

attends a meeting and the meal is an integral part of the meeting. 

 

Meal periods shall be defined as:   Breakfast ï 6:00 a.m to 7:30 a.m.  

Lunch ï 11:30 a.m. to 1:30 p.m. 

Dinner- 5:30 p.m. to 7:30 p.m.  

 

Travel Status:  The official status of an employee when away from both the official residence and the office 

workstation on official business, exclusive of commuting between the employeeôs official residence and official 

work station. 
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Travel Request 

 

Travel Requests are required for all travel out of the ESD105 service region unless the travel is part of the 

employees daily work assignment.   

 

In-State Travel:  In-state travel must be approved by a program administrator and the Superintendent, or 

designee.  

 

Out-of-State Travel: Out-of-state travel for ESD105 employees must be approved by the Superintendent and/or 

the Board. If it is advantageous to the agency, the superintendent may approve the travel in advance of the 

regular board meeting and bring it after the fact for the boardôs review. 

 

The travel request must show meals, lodging, transportation, registration, and any other estimated expenses for 

which reimbursement shall be requested upon completion of travel and the budget account to which 

reimbursement is to be charged. 

 

Meals 

 

Meal costs outside the ESD105 region are reimbursable if the employee is in travel status for eleven (11) hours 

or meets the exception criteria. 

 

Overnight travel:  Meal reimbursement will be reimbursed at the rate in effect for the area where the traveler 

stops for sleep.  The meal reimbursement rate for the last day of travel (return day) would continue to be the rate 

for the location where the traveler last stopped for sleep.  

 

Non-overnight travel:  Meal reimbursement will be reimbursed at the rate in effect for the location of the meal, 

not the destination of the trip.  All non-overnight travel meal reimbursements will be taxable in accordance with 

IRS regulations.  

 

Meal costs within the ESD105 region area may be reimbursable if the employee has been specifically approved 

in advance by the Superintendent or designee to attend a meeting or formal training session.  This authority is 

intended for use when ESD105 requires an employee to attend a meeting or formal training session where meals 

are served and are an integral part of the meeting.  To be eligible for reimbursement, each such meeting must be 

approved in advance on the Region Area Meal Reimbursement Authorization Form with a meeting agenda.  

Allowable meal costs incurred at meetings of ESD105 advisory committees, county Superintendentsô meetings, 

and ESD Board meetings are hereby pre-authorized. 

 

Reimbursement for meal costs will not be provided if the meeting/conference provides the same meal(s) as 

component(s) with the registration/conference or the motel/hotel provides the same meal(s) as part of the 

lodging cost. 

 

Lodging 

 

Lodging expenses will be reimbursed at actual costs, as evidenced by a receipt, up to the specific daily 

maximum allowable lodging rate in effect at the time of travel for the specific area or locality.  Travelers may 

be reimbursed taxes paid on lodging in addition to the Maximum Lodging Amounts.  The Maximum Lodging 

Amounts shall be defined by the Office of Financial Management. 
 
If lodging costs exceed the allowance for a specific locality, actual lodging costs may be authorized up to 150% 

of the maximum OFM lodging amounts for the location if one of the following conditions exists and is approve 

by the Superintendent on the Request for Exception to the Maximum Lodging Amount form.  When attending a 
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meeting, conference, convention, or training session under exception 4) below, the Superintendent may 

authorized a further exception to the 150% rule provided that the lodging is reasonable and is consistent with 

the lodging costs associated with the event. 

 

1) Assigned to accompany an elected official, a foreign dignitary, or others as authorized by law, and is 

required to stay in the same facility. 

 

2) Costs in the area have escalated for a brief period of time either during special events or disasters. 

 

3) Lodging accommodations in the area of the temporary duty station are not available at or below the 

maximum lodging amount, and the savings achieved from occupying less expensive lodging at a more 

distant site are consumed by an increase in transportation and other costs. 

 

4) Attending a meeting, conference, convention, or training session where the traveler is expected to have 

business interaction with other participants in addition to scheduled events, and it is anticipated that 

maximum benefit will be achieved by authorizing the traveler to stay at the lodging facility where the 

meeting, conference, convention, or training session is held.   

 

5) To comply with provisions of the Americans with Disabilities Act, or when the health and safety of the 

traveler is at risk. 

 

6) When meeting room facilities are necessary and it is more economical for the traveler to acquire special 

lodging accommodations such as a suite rather than to acquire a meeting room and a room for lodging. 

 

When an exception to the maximum allowable lodging amount is used, the employee is to select the most 

economical lodging available under the circumstances.  In addition, the employee must provide an explanation 

on the Request for Exception to the Maximum Lodging Amount form as to why an exception to the maximum 

lodging is necessary. 

 

Reimbursable lodging costs include, within the allowable lodging rates, the basic lodging costs and any 

applicable taxes. In order to receive reimbursement for lodging costs, receipts for such costs must be attached to 

the Travel Expense Voucher.  Lodging costs are reimbursable if incurred at a commercial lodging facility. 

 

If registration fees for conferences, conventions, workshops, or training sessions, ect. include lodging and/or 

meals, then such lodging and/or meals shall not be claimed for reimbursement. 

 

If an employee becomes ill or is injured while in travel status, lodging and subsistence costs will continue 

during the leave period while the employee is returning to the official workstation and then back to the 

assignment. 

 

Transportation  

 

Mileage reimbursement is not allowed for travel between the employeeôs home and the official workstation.  

 

Daily commute transportation expenses between the employeeôs residence and official station are a personal 

obligation of the traveler and are not reimbursable by ESD105.  Travelers may be reimbursed for mileage when 

the miles driven exceed the total miles of the travelerôs normal daily commute from their official residence to 

their official duty station, regardless if the employee actually travels to the ESD that day.  Mileage driven which 

is less than the travelerôs expected daily commute will not be reimbursed.  Mileage driven on Saturdays or 

Sundays will not be limited by the expected daily commute reduction. 
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ESD105 vehicles shall be used for official business only.  Operators are responsible for reasonable security 

precautions when using an ESD105 vehicle.  Such precautions include locking the vehicle and exercising care 

in parking the vehicle while away from ESD105. 

 

The driver of an ESD105 vehicle must possess a valid Washington State driverôs license. 

 

The driver and all persons riding in the ESD105 vehicle are to use seat belts. 

 

Personal vehicles may be authorized for the conduct of official business if an ESD105 vehicle is not available.  

Only one (1) reimbursement shall be made after multiple individuals travel to the same location, unless an 

exception is granted by the Superintendent.  Except for the limited exceptions provided by OFM, the 

automobileôs insurance shall be primary in case of an accident. 

 

Traffic accidents must be reported to the Superintendent within twenty-four (24) hours. 

 

Advance Travel Account 

 

Travel advances may be provided via the Request for Advance Travel for authorized travel out of the ESD105 

region area.  Travel advances will only be made for the costs of meals and housing.  No travel advances will be 

made for the use of personal vehicles or for the payment of airline tickets.  Travel advances will be issued on a 

per-trip basis only.  A return to the work station or residence constitutes the termination of any trip. 

 

A travel advance may be made for reimbursable travel costs of one hundred dollars ($100.00) or more.  Where 

personal financial situations require a smaller advance for fifty dollars ($50) or more, the employee may request 

such an advance from the ESD105 fiscal office. 

 

All requests for advance travel must be received in the ESD105 fiscal office no later than five (5) business days 

prior to the travel departure date.  The request for advance travel expenses is subject to prior approval by the 

immediate supervisor and the Superintendent or designee.  

 

Requests for advance travel must be reasonable estimates of the employeeôs actual requirements and must be in 

compliance with ESD105 policies and procedures and OFM guidelines.  Employees must complete the Request 

for Advance Travel form and the Estimate Travel Advance worksheet.  Once approved by the employeeôs 

supervisor the request is forwarded to the ESD105 fiscal office for processing.   If approved by the 

Superintendent or designee, a check will be issued to the employee initiating the request prior to the departure 

date, but not prior to five (5) working days preceding the departure date.  Advance travel checks must be picked 

up from the Fiscal Office prior to travel.  Checks not picked up prior to travel will be canceled. 

 

All travel advances must be settled within ten (10) days following the travel period by submitting a Travel 

Expense Voucher.  In the event the employeeôs total allowable expense is less than the amount of the advance, 

the Travel Expense Voucher must be accompanied by the unexpended portion of the advance.  In the event the 

employees total allowable expense is more than the amount of the advance, the employee will be reimbursed for 

the difference in accordance with the ESD105 travel reimbursement policy.  

 

Travel advances outstanding beyond ten (10) business days following the travel period are due and payable with 

interest of ten percent (10%) per annum.  Any Board member or employee failing to settle a travel advance 

within ten (10) days shall be ineligible for travel advances for a twelve (12) month period. 

 

In order to protect ESD105 from any losses on account of advances made, ESD105 shall have a prior lien 

against and a right to withhold any and all amounts payable or to become payable by ESD105 to the employee 
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up to the amount of the advances, until such time as repayment is made.  If the employee no longer works for 

ESD105, appropriate collection efforts will be undertaken. 

 

Travel Reimbursement 

 

Reimbursement for authorized travel costs may be provided via a Travel Expense Voucher.  The Travel Expense 

Voucher is NOT to be prepared in pencil.  Each Travel Expense Voucher must be signed by the claimant. 

 

Travel Expense Vouchers must be submitted for reimbursement by the 7th calendar day of each month, for the 

preceding month, using the following process:  

Exception ï Travel reimbursement requests for less than $20.00 may be held by the business office until 

the total of the reimbursement exceeds $20.00.  All requests under $20.00 must be submitted within 

seven (7) days from the last day of the grant period or the last day of August.  The sixty (60) day rule 

will not apply to reimbursement requests under $20.00. 

  

1.  Complete the Travel Expense Voucher in accordance with ESD105 travel policies and OFM guidelines 

and regulations. 

 

2.  Attach original (not copies) of travel receipts (car rental, hotel, parking, etc.) to the Travel Expense 

Voucher.  Do not claim any expenses (mileage, lodging, meals, etc.) that are being reimbursed directly 

to you by a sponsoring agency.  Meal expenses for two or more persons submitted for reimbursement 

must have an original ñguest checkò or ñprint-outò showing what was actually ordered and served in 

addition to the receipt. 

 

3.  Sign the completed Travel Expense Voucher and submit it to your supervisor for approval.    

 

 NOTE:  A valid representation of the airline ticket (carbon customer copy, detailed ticket  stub, etc.) 

purchased by ESD 105 must be given to the fiscal accountant upon return.   Valid airline tickets 

purchased personally must be attached to the Travel Expense  Voucher for reimbursement. 
 

Travel documentation not supplied within the sixtieth (60th) day following the travel period will not be 

reimbursed unless cause is provided, budget is available, and the approval of the Superintendent is obtained.   

Travel reimbursement funded from grant funding must be submitted within seven (7) days from the last day of 

the grant period for reimbursement.  Travel vouchers are not to include non-travel related supply items 

exceeding seventy five ($75) dollars.  All supply items require supervisor approval prior to any purchase and 

must be purchased in accordance with ESD105 purchasing policies to be eligible for reimbursement. 

 

Reimbursement Rates 

 

Reimbursement rates for lodging and subsistence shall be consistent with those developed by the State of 

Washington Office of Financial Management. 

 

 

 

Revised 10/12/2018 
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Form 5200-F1                                                                                                                         
ESD 105 TRAVEL AUTHORIZATION REQUEST 

 
DIRECTIONS:  This form is to be completed by ESD employees when requesting approval for authorized travel expenses.  Note that 

prior approval by the Board of Directors is required when requesting approval for out-of-state travel. 
 

NAME ____________________________________________ DATE SUBMITTED_______________________  
 
TRIP DESTINATION ________________________________________________________________________ 
  
DATE OF TRAVEL: FROM _________________________________ TO_______________________________ 
 
PURPOSE OF TRIP 
_________________________________________________________________________________________ 
  
_________________________________________________________________________________________ 
  
ESTIMATED    EXPENSES 
 
TRANSPORTATION:            
Include: personal car mileage, airplane, rental car, etc.  $ ___________________  
 
CONFERENCE REGISTRATION:    $ ___________________  

 
MEALS:       $ ___________________  
 
LODGING:       $ ___________________ 
 
OTHER: Please list _______________________________________________ $ ___________________ 
 
SOURCE OF FUNDS OR ACCOUNT CODE________________________TOTAL $ ___________________  
 

 
OUT-OF-STATE    
 

  δ Yes   δNo  Travel is required by the grant 

 

  δ Yes   δNo Will you be presenting at the conference/event? 

 

  δ Yes   δNo  Will this event be held again next year and are you expected to attend? 

 

 
 
____________________________________________      __________________________________________  
Signature of Applicant    Date   Department Head    Date  
  
__________________________________________      ___________________________________________  
Supervisor     Date  Superintendent    Date 

 
OUT-OF-STATE APPROVAL 
 
________________________________________________   
Secretary of Board     Date  
 
Revised: 10/7/11 
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Form 5200-F2  Request for Lodging Exception                                                                                                                                            

  
EDUCATIONAL SERVICE DISTRICT 105 

REQUEST FOR EXCEPTION TO THE 

MAXIMUM LODGING AMOUNT 

 
DIRECTIONS: This form is to be completed when an employee is requesting to exceed the specific daily maximum 

allowable lodging rate in effect for the specific area or locality of their travel.  This form must be completed prior to 

travel and must be attached to the Travel Expense Voucher in order to receive reimbursement.  See ESD 105 travel 

policies and procedures for additional information. 

I, _____________________________________, request that I be granted an exception to the maximum lodging amount for 

the following reason (not to exceed 150% of the maximum per diem rate): 

 

1)  Check the line beside the appropriate reason 

 

____ Assigned to accompany an elected official, a foreign dignitary, or others as authorized by law, and is required to stay 

in the same facility. 

 

____ Costs in the area have escalated for a brief period of time either during special events or disasters. 

 

____ Lodging accommodations in the area of the temporary duty station are not available at or below the maximum 

lodging amount, and the savings achieved from occupying less expensive lodging at a more distant site are 

consumed by an increase in transportation and other costs. 

 

____ Attending a meeting, conference, convention, or training session where the traveler is expected to have business 

interaction with other participants in addition to scheduled events, and it is anticipated that maximum benefits will 

be achieved by authorizing the traveler to stay at the lodging facility where the meeting, conference, convention, or 

training session is held. 

 

____ To comply with provisions of the Americans with Disabilities Act, or when the health and safety of the traveler is at 

risk. 

 

____ When meeting room facilities are necessary and it is more economical for the traveler to acquire special lodging 

accommodations such as a suite rather than to acquire a meeting room and a room for lodging. 

 

2)  Date, location, and purpose of travel: ___________________________________________ 

 

____________________________________________________________________________ 

 

 Anticipated daily lodging rate  ________________ (not including taxes) 

 

 Maximum allowable lodging rate _____________ 

 

 

_________________________________  ___________________________________ 

Employee Signature  Date   Superintendentôs Approval Date 

 

Revised 10/7/11 
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Form 5200-F3  Meal Reimbursement 
Page 1 of 1 

ESD 105 SERVICE AREA 

MEAL REIMBURSEMENT AUTHORIZATION FORM 

 
DIRECTIONS: This form is to be completed to authorize meal reimbursement when an employee is requesting meal 

reimbursement within the ESD105 service area and is not in travel status. To be eligible for 
reimbursement, the meal(s) must be served at and be an integral part of the meeting. This form must be 
attached to the Travel Expense Voucher in order to receive reimbursement. See ESD 105 travel policies 
and procedures for additional information. 

 
Name  _____________________________ Department  _____________________________ 
 
Date of Travel  ______________________ Date of Return to Work _____________________ 
 
Destination (City, State) ________________________________________________________ 
 
Location of Meeting  ___________________________________________________________ 
 
Purpose of Meeting  ___________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
____________________________________________________________________________ 
 
How does this meeting relate to your work assignment?  _______________________________ 
 
____________________________________________________________________________ 

Is the meal an integral part of the meeting?    δ Yes    δ No 

 
 
Estimate Meal Cost ____________________ ___________________________________ 

Employee Signature                         Date 

 
 

Request Approved?   δ Yes   δ No  

       ___________________________________ 
Department Head    Date 

 
 

Request Approved?   δ Yes δ   No  

       ___________________________________ 
Superintendent   Date 

 

Revised: 10/7/11 
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5210 Purchasing: Authorization and Control  
  

The Board authorizes the Superintendent to direct expenditures and purchases, within the limits of the detailed 

annual budget.  The Superintendent shall establish requisition and purchase order procedures as a means of 

monitoring the expenditure of funds.  Staff members who obligate the district without proper prior authorization 

may be held personally responsible for payment of such obligations. 

 

Board Approved: 10/29/19 
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5210P Purchasing: Authorization and Control  
  

All purchases of goods and services will be made following the issuance of a Purchase Order. Exception: 

purchases amounting to $75.00 or less may be reimbursed with petty cash. See PETTY CASH procedures 

below. Prior to the fiscal office generating a purchase order, the department originating the purchase of goods 

and/or services must prepare a requisition within the accounting system as follows:  

 

1.  Authorized staff enter purchase requisition data in the accounting system identifying who the purchase is 

for, vendor, items to be purchased, quantity, price, account code and any special details or instructions.  

 

d. For any purchase of goods or services in the amount of $10,000 up to $75,000, the department must 

provide evidence that at least two vendors have been contacted for competitive pricing.   

 

NOTE: Purchasing for federal programs must also follow the more restrictive purchasing procedures 

outlined in Policy 5100 -Bids and Quotations.  

 

NOTE: Personal services contracts in excess of $10,000 must include evidence that the provider was 

selected competitively between at least two providers.  If the department determines that the vendor is a 

sole source provider for the goods or services being sought, the department must indicate in writing the 

justification of that determination in accordance with Policy 5100 Bids and Quotations.  Evidence of 

quotation or justification of sole source must be indicated on the requisition in the narrative section. 

 

e. For any purchase of goods or services in the amount of $75,000 or greater, the department must contact 

the Chief Financial Officer to assist in processing the transaction regarding formal or informal 

quotations. 

 

c. The purchase of computer equipment, software, projectors, etc., needs review and approval by the 

Technology Coordinator.  

 

 When completed the requisition is transferred electronically to the department/program supervisor.  

 

2. The approved requisition is transferred electronically to the department/program supervisor for review of: 

 

e) compliance with relevant laws and regulations;  

f) compliance with ESD105 policies and procedures; 

g) compliance with specific grant funding source requirements; 

h) available budget capacity within the program. 

 

After verifying/substantiating the requisition, the department/program supervisor electronically denies or 

approves the purchase order request, which automatically forwards it to either the next level for approval or 

to the Chief Financial Officer, or designee, for final approval. 

 

3.  The approved requisition is transferred electronically to the fiscal office for review of: 

 

a)  the request is a legal ESD105 purchase;  

b)  the expenditure account code is valid;  

c)  budget capacity exists within the overall budget for all programs and within the object of expenditure 

for grant funded programs;  
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d)  the total cost, based upon numbers provided, is correct;  

e)  necessary paperwork to meet requirements is provided if appropriate; and  

f) relevant laws, regulations, policies, procedures, and any grant or other funding requirements appear 

satisfied (based upon information submitted by the originating department).  

 

4.  The fiscal department shall have three (3) days to process requisitions for approval.  If concerns are 

identified by the fiscal department, which are not readily resolved by meeting with the department/program 

supervisor, they are to be referred to the Superintendent for consultation/decision.  

 

5.  Upon approval of a purchase order, the purchase order is issued and returned to the department for 

submission to the vendor.  

 

6.  The fiscal department will verify that all goods have been received and/or services have been rendered. 

 

7. If the invoice is received by a department/program other than the fiscal department, the invoice with other 

supporting documentation shall be promptly forwarded to the fiscal department.  

 

8.  Should merchandise be found defective, the department/program will notify the fiscal department to resolve 

the matter with the vendor.   

 

9. If fiscal department staff has concern(s) related to the propriety of making payment, they shall be 

communicated to the purchase order originator and his/her supervisor for resolution.  Should the concerns 

remain unresolved, the issue will be forwarded to the Superintendent for consultation/decision.  Payment 

may be withheld until the Superintendentôs determination.  

 

10. The fiscal department will determine if all goods have been received and/or services have been rendered and 

that adequate documentation has been provided to process payment.  
 

 
PETTY CASH 

 

Utilizing the purchase order system is the preferable method to purchase goods and services. When an item or 

service requires immediate payment in an amount less than $75, staff may request the use of the petty cash 

fund. Prior approval and notification to the accounting clerk is necessary for the use of the petty cash fund. Staff 

should not purchase with personal funds in advance and then ask for reimbursement from the petty cash fund.  

 

Process  

 

1.  The staff member obtains purchase approval from the department director indicating that the expense is 

less than $75 and that time is of the essence requiring immediate acquisition.  

2.  The staff member contacts the accounting clerk and provides information regarding the item to be 

purchased and the vendor. The accounting clerk will verify that the purchase has been authorized, that a 

purchase order is not an option, and that an open account does not exist with the vendor.  

3.  The accounting clerk will provide cash to the staff member who will sign as being in receipt of the cash.  

4.  Within the same business day, the staff member will proceed to the vendor and acquire the item. By the 

end of the next business day the staff member will return the receipt with his/her signature and date and 

their supervisorôs signature and date to the accounting clerk and return the unused cash to reconcile to 

the initial amount of petty cash provided.  

5.  Authorized purchases that are not in conformance with these procedures will be referred to the expense 

reimbursement process for normal reimbursement during the accounts payable process. 
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5220 BIDS AND QUOTATIONS  
 

The Educational Service District 105 (ESD 105) Board establishes this policy to ensure all procurements 

comply with Washington State and federal regulations, while permitting the timely acquisition of goods and 

services at fair and reasonable prices.  For the purposes of this policy, all dollar limits shall be instituted on the 

basis of the entire cost of the acquisition with each vendor for the project. This policy is to guide the purchases 

of goods, services, and the procurement of public works. 

 

The Board recognizes:  

 

1. With the exception of public works and electronic data processing or telecommunication purchases, the 

State of Washington has not provided state laws or regulations governing the procurement of goods or 

services for educational service districts.  

 

2. Federally funded transactions must meet federal General Procurement Standards as detailed in 2 CFR 

200.318.  

 

Therefore, the Board establishes the following procurement expectations:  

 

1. "Public works" means all work, construction, alteration, repair, or improvement other than ordinary 

maintenance, executed for ESD 105 facilities, or which is by law a lien or charge on any property 

therein.  All public works shall comply with applicable public work statutes.  All public works including 

maintenance, when awarded by competitive bid, shall comply with RCW 39.12. 

 

2. Purchases of electronic data processing or telecommunications equipment, software or services shall 

comply with RCW 39.04.270. 

 

3. Procedures for purchasing goods or services such that purchases, other than those made through an inter-

local purchasing agreement, shall be on a competitive basis as follows: 

  

A. Competitive quotes shall be solicited from responsible vendors whenever the total cost is 

estimated to exceed the federal ñmicro purchaseò limit ($10,000 at the time of this Policy 

adoption), but be less than the applicable bid limit set in 3B) for any purchase made from 

federally funded programs.  

 

B. Formal sealed bids shall be publicly solicited from responsible vendors whenever the total cost is 

estimated to exceed seventy-five thousand dollars ($75,000) for any purchase made from 

federally funded programs. 

 

4. Except as described above, ESD 105 staff will employ cost effective methods for acquiring goods, 

services, and public works. 

 

5. Competitive procurement procedures may be waived in the following instances. When such waivers are 

implemented, the factual basis for the exception must be recorded and filed with the ESD 105 Fiscal 

Services Department. 

  

A. Purchases clearly and legitimately limited to a single source of supply.  

B. After solicitation of a number of sources, competition is determined inadequate.  

C. Purchases, including public works, in the event of an emergency.  

D. The awarding entity authorizes noncompetitive proposal in response to a written request. 
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If an emergency exists, the Superintendent, or his/her designee, may declare an emergency situation exists, 

waive competitive bidding requirements, and award all necessary contracts on behalf of the ESD 105 to address 

the emergency situation.  For purposes of this section "emergency" means unforeseen circumstances beyond the 

control of the ESD 105 that either (a) present a real, immediate threat to the proper performance of essential 

functions; or, (b) will likely result in material loss or damage to property, bodily injury, or loss of life if 

immediate action is not taken. 

  

6. When bidding and/or purchasing is being done on behalf of member districts, the applicable statutes and 

regulations shall be followed.  However, it is understood and shall be proactively communicated to 

member districts that they are ultimately responsible to ensure their own legal compliance. 

 

7. Before entering into federally funded vendor contracts for goods and services that equal or exceed 

twenty-five thousand dollars ($25,000) and any subcontract award, the ESD 105 will ensure the vendor 

is not suspended or debarred from participating in federal assistance programs. 

 

8. No employee, officer or agent of the ESD 105 may participate in the selection, award or administration 

of a contract supported by federal funds if he/she has a real or apparent conflict of interest. Such a 

conflict may arise when the employee, officer or agent, any member of his/her immediate family, his/her 

partner, or an organization which employs or is about to employ any of the parties indicated herein has a 

financial or other interest in or a tangible personal benefit from a firm considered for a contract. 

 

No employee, officer or agent of the ESD 105 may solicit or accept gratuities, favors or anything of 

monetary value from contractors or parties to subcontracts. Exceptions may be made with the approval 

of the Superintendent for situations in which the gift is an unsolicited item of nominal value. Violation 

of these standards may result in disciplinary action including, but not limited to, suspension, dismissal, 

or removal.  

 

 

 

Board Approved: 10/29/2019 
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5500   CREDIT CARDS 

  
5510     

For official Educational Service District purchases and acquisitions the Board authorizes the use of credit cards.  

The Board shall approve any contract for the issuance of credit cards, including the credit limit.  The 

Superintendent or his/her designee is responsible for the authorization and control of the use of credit card 

funds, subject to final Board approval of payments. 

            

5520    

The Board authorizes the issuance of credit cards to officers and staff for the purpose of travel and  incidental 

expenses.  No later than the next business day after the date of use, the staff member using a credit card shall 

submit a fully itemized expense voucher and receipts validating the transactions.  Any charges not properly 

identified on the expense voucher or disallowed following review by the auditing officer shall be paid by the 

staff member. If, for any reason, disallowed charges are not repaid within 30 days of notification of the 

disallowed charges to the staff member, Educational Service District shall have a prior lien against and a right 

to withhold any and all funds payable or to become payable to the staff member up to an amount of the 

disallowed charges and interest at the same rate as charged by the company which issued the charge card. Any 

staff member who has failed to submit credit card expenses properly or has any disallowed charges outstanding 

will not be issued a credit card.  Educational Service District shall have unlimited authority to revoke the use of 

any charge card issued to any staff member. 

 

5530 

The Superintendent shall establish procedures for the issuance and use of credit cards. 

 

           Legal References:  RCW 42.24.115  Municipal corporations and 

                                                                                    political subdivisions--Issuance of                          

                                                                                    charge cards to officers and  

                                                                                    employees for travel expenses 

                               RCW 43.09.2855  Local governments--Use of credit  

    card                                                                                     

 

Approved by ESD 105 Board 

October 18, 2005 
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5600  USE OF ESD 105 FACILITIES 
 

The facilities of ESD 105 are intended primarily for the educational service district and its member school 

districts.  However, ESD 105 facilities have been acquired with public funds and may be made available for use 

by outside organizations under limited circumstances.  Outside organizations using ESD 105 facilities shall be 

expected to reimburse the ESD for such use to insure that funds intended for education are not used for other 

purposes.   

 

The Superintendent is authorized to establish regulations for the use of ESD 105 facilities, including use 

categories, fee schedules, supervisory requirements and use restrictions and security requirements.  Those using 

ESD105 facilities shall maintain insurance for accident and liability covering persons using the EDSôs facilities 

under the sponsorship of the organization.   

 

All ESD 105 sponsored activities will have first priority of ESD 105 facilities.  All ESD 105 staff are expected 

to ensure that the facilities are properly utilized and secured.  Second priority for use of ESD105 facilities will 

be made to outside groups and organizations under the regulations established by the Superintendent. 

 

Authorization for use of ESD 105 facilities shall not be considered an endorsement of or approval of the activity 

group or organization nor for the purpose it represents. 

 

The intent of this policy is to provide a service to the community but not to compete with local business 

establishments. Therefore, ESD 105 reserves the right to reject any application when it believes it would be 

more appropriate for a group to utilize a commercial facility or when it deems such action is in the best interests 

of ESD 105. 

 

 

 

Legal References:  AGO 1973 No. 26 

RCW 28A.310.180 

RCW 28A.310.210 

RCW 28A.335.150 

RCW 28A.320.510 
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5600-P Use of Facilities 

 

Application 

 

Application for use of ESD 105 facilities shall be made to the ESD 105 conference center scheduler in 

the fiscal office. The processing of such applications must include the notification and involvement of 

the responsible site administrator, or designee. When requests are received by site administrators, they 

will coordinate the use through the ESD 105 fiscal office. 

 

All external groups requesting use of ESD 105 facilities must complete and submit a written Application 

for Use of Facilities (Form 5600-F1) at least ten (10) days in advance of the desired use date.  

 

Scheduling: 

 

The conference center scheduler has primary responsibility for reserving conference rooms for outside 

agencies.  The K-20 scheduler is responsible to reserve the Columbia Room and the Computer Lab.  The 

primary use of the Columbia Room is for K-20 video-conferences, however, other meetings may be 

scheduled when necessary.   

 

In the scheduling of events, every effort shall be made to avoid conflicts. However, it shall be 

understood that ESD 105 sponsored activities retain priority in the event of a scheduling conflict.  The 

establishing of ESD 105 as first priority shall be intended to establish priority for rooms not previously 

scheduled.  It shall not be intended to ñbumpò an external group from a facility use that was properly 

scheduled and approved in advance.  If a scheduling conflict does occur in error, ESD 105 will retain 

priority and every effort will be made to accommodate the external group with a similar room 

accommodation.  If a cancellation of the facility use by an external group results, provision shall be 

made for a "makeup" if practical and desired. 

 

ESD 105 reserves the right to reject any application when it believes it would be more appropriate for a 

group to utilize a commercial facility or when it deems such action is in the best interests of ESD 105. 

Refunds will be made of any unused portion of payment. Facilities will not be made available for any 

use which might result in undue damage or wear. 

 

ESD 105 reserves the right to modify its policies regarding use of facilities at any time. 

 

User Groups: 

 

Users of ESD 105 facilities shall be separated into one of three (3) categories: ESD Sponsored Activity,  

External Government/Non-Profit or Community Group and External for-Profit. 

 

ESD Sponsored Activity-ESD 105 may make available its facilities on a no charge basis to groups 

affiliated with ESD 105 or its statutory function; provided that such uses occur during normal 

business hours or when custodial staff is on regular duty and/or no additional costs are incurred by 

the ESD 105. 

 

ESD 105 may also make available its facilities on a cost reimbursement basis for ESD 105 

sponsored activities if such use occurs at a time when custodial staff is not on regular duty and/or 

additional costs are incurred by the ESD 105. 
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An ESD sponsored activity must be sponsored by an ESD employee who will either attend the event 

or be available for the entire duration of the event for supervision, oversight and security. In 

addition, the employee sponsor shall be responsible for hosting the group (e.g., room setup, coffee 

service, equipment, Clock Hours, registration, and cleanup). 

 

External Government /Non-Profit or Community Group - ESD 105 may make its facilities 

available, on a reduced fee basis, to governmental/municipal organizations and nonprofit 

community/charitable groups that are not affiliated with ESD 105. 

 

External for -Profit - ESD 105 may make its facilities available, on a limited basis, upon payment of 

a user fee for uses occurring when 1) admission is charged for an event, or 2) the use is for non-

educational related activities of a commercial, entertainment, recreational or religious services 

nature. 

 

Schedule of Charges: 

 

1.   Rooms will be rented for half days (4 hours or less) or full days (more than 4 hours). 

2.  Rental fees are as follows (Rental fees may be reduced or waived for justifiable cause to be 

determined by the Superintendent.) 

  

Room 

ESD 

Sponsored- 

Normal 

Business 

Hours 

ESD 

Sponsored 

and costs 

incurred 

External Govmt./ 

Non-Profit/ 

Community Use 

External For-Profit 

      4 hours 

4 or 

more 

hours 

4 hours 

4 or 

more 

hours 

  Ahtanum No charge Cost Reimb. $100.00 $200.00 $200.00 $400.00 

  Columbia with K-20 No charge Cost Reimb. $200.00 $400.00 Not Available 

  Columbia(room only) No charge Cost Reimb. $50.00 $100.00 $100.00 $200.00 

  Computer Lab No charge Cost Reimb. $200.00 $400.00 $400.00 $800.00 

  Grant No charge Cost Reimb. $50.00 $100.00 $100.00 $200.00 

  Kittitas No charge Cost Reimb. $50.00 $100.00 $100.00 $200.00 

  Klickitat No charge Cost Reimb. $50.00 $100.00 $100.00 $200.00 

  Satus No charge Cost Reimb. Not Available 

  Yakima No charge Cost Reimb. $75.00 $150.00 $150.00 $300.00 

  Nile No charge Cost Reimb. Not Available 

 

 



 

53 
 

Other Services 

ESD 

Sponsored- 

Normal 

Business 

Hours 

ESD 

Sponsored 

and costs 

incurred 

External Govmt./ 

Non-Profit/ 

Community Use 

External For-Profit 

  Technology Staff No charge $50.00 hr. 
$50.00 

hr. 

$50.00 

hr. 

$50.00 

hr. 

$50.00 

hr. 

  Custodial Staff No charge $50.00 hr. 
$50.00 

hr. 

$50.00 

hr. 

$50.00 

hr. 

$50.00 

hr. 

  

Rental Payments: 

 

1. Rental fees must be paid or confirmed at least five (5) working days in advance of the scheduled 

meeting/activity.  Room reservations will not be held until receipt of a purchase order or cash 

payment.  All reimbursement of costs shall be paid within twenty (20) days of the billing date. 

2. Any activity that requires the use of ESD 105 equipment or other special needs must be arranged for 

at the time the application is signed at the ESD 105 administration office and shall be subject to prior 

written approval and payment of any equipment use fee. 

 

Refunds: 

 

1.   No refunds will be made unless cancellation is confirmed within three (3) working days (72 hrs) of 

the scheduled meeting/event. 

 

Supervision:  

 

Any after-hour or weekend use of conference rooms sponsored by an ESD staff member requires that 

the staff member either participates in the event or agrees to provide supervision, oversight and security. 

 

External organizations shall provide sufficient, competent adult supervision. When the facilities are used 

during non-program hours, the adult supervisor must always be responsible to unlock and secure the 

facility. 

1.  The user, the individual signing the Application for Facility Use(From 5600-F1), or the assigned 

adult shall be onsite and in possession of the loaned key(s) at all times. 

2.  ESD 105 reserves the right to require a paid ESD 105 employee to be onsite during the use of the 

facility or equipment. In such cases, the user shall be responsible for said employee's wages. 

 

 

Custodial:  

 

An ESD 105 custodian's presence may be required when any group is using a facility outside of normal 

business or custodial hours. The user will be required to pay any custodial costs. Room(s) will be left 

clean: 1) counters and tables wiped off and 2) floors swept/mopped and carpet vacuumed/spills 

removed.  All users are expected to restore the room to their original condition upon departure. 

 

Restrictions: 

 

1.  Alcoholic beverages, marijuana and/or illegal drugs shall not be permitted in ESD 105 facilities or 

on program property at any time. Pursuant to state law, the use of tobacco products is not permitted 

on ESD 105 grounds or in program sites. 
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2.  Parking shall be in designated areas only, or vehicles will be subject to being impounded at owner's 

expense. 

3.  Hanging decorations or scenery, or moving furniture, is prohibited unless special permission is 

granted by the site administrator. 

4.  Nothing will be sold, given, exhibited, or displayed without the permission of the site administrator. 

 

Interactive Teleconferences: 

 

1.   The K-20 Interactive Teleconference equipment may only be used by Washington State public 

educational agencies and public libraries. 

2.   An additional fee of $50.00 per hour during normal working hours and $75.00 per hour after hours or 

weekends will be charged when the ESD provides a trained operator. 
 

Liability and Damages: 

 

All applicants for use of ESD 105 facilities shall indemnify and hold the ESD 105 harmless from any 

loss or damage (including attorney fees), liability or expense that may arise during or be caused in any 

way by such use or occupancy of ESD 105 facilities. Any group using or occupying the facilities during 

the time any property loss or damage is sustained shall be liable and responsible for the full amount of 

such loss or damage. Applicants must provide, upon request, proof of comprehensive general liability 

insurance coverage for both bodily injury and property damage. The individual (or group) securing a use 

permit shall be responsible for and shall indemnify ESD 105 against any loss, damage or injury done to 

ESD 105 property. 

 

Key and Cleaning Charges: 

 

1. A key deposit of $50 may be required before any key is issued by the ESD 105 administration office 

or site. The key must be returned the day after use. Individuals who do not return keys shall be 

responsible for the cost of rekeying the entire site used. 

2. There will be an additional $100 charge billed to the user if the room requires special cleaning. 

Complaints:  

 

ESD 105 facilities shall not be used for obscure and controversial purposes and purposes of a disruptive 

nature. Should an objection be lodged against a specific use of ESD 105 facilities by any group, such 

objection is only valid if it is made in writing to the Superintendent and signed by the individual and/or 

group of individuals lodging the complaint. At such time as such valid complaint is lodged, the 

following shall apply: 

 

1.The Superintendent may suspend use of the facilities temporarily to afford sufficient time to meet with 

the concerned parties for the purposes of a hearing. The applicant shall be duly notified in time to 

contact the members of the group regarding the temporary suspension of use and the pending 

hearing. 

 

2. The Superintendent shall make the decision regarding use after hearing the complaint. An appeal of 

the Superintendent's decision may be made at the next regularly scheduled Board meeting. The 

Board's decision shall be final. A written copy of the decision may be obtained, upon the applicant's 

request. 
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5600-F1 Application for Use 
Page 1 of 2  

APPLICATION FOR USE OF FACILITIES 
 

1. Application on behalf of (name of organization or individual) ________________________________________ 

To use:   ἦ Ahtanum Room (75 )  ἦ Columbia Room (16) 

  (capacity of room ἦ Computer Lab (20-25)  ἦ Grant (20)  

   in parenthesis) ἦ Kittitas Room  (35-40)  ἦ Klickitat Room (35-40) 

   ἦ Yakima Room (50)  ἦ Other ________________ 
Estimated number of people in attendance _______________ User Category (see Fee Schedule) __________________ 
 

2. Check one: Day(s) of the week Date(s) 

   ἦ  Single Meeting   

   ἦ  Series of Meetings Hours (circle am or pm, as appropriate)  

 Beginning time                    am / pm Ending time        am / pm 
Please be sure to include any and all requested times for set up and/or clean-up of the facility. 

 

3.  Purpose of use ____________________________________________________________________________ 
 ________________________________________________________________________________________ 
4.  Special conditions _________________________________________________________________________ 
 ________________________________________________________________________________________ 
5.  Permission to bring into program site _________________________________________________________ 
 ________________________________________________________________________________________ 
6.  Admission charge of __________ for adults, and __________ for children to be made, the proceeds to be used 

for________________________________________________________________________________ 
7.  Services/equipment required ________________________________________________________________ 
 ________________________________________________________________________________________ 

Auxiliary fee assessed for (check all that apply): 

ἦ Room set up ἦ Technical assistance 

ἦ Event supervisor  ἦ Video conference set up 

ἦ Custodial (fees may be waived during normal  ἦ Laptop computer 

 working hours, provided the room is left clean) ἦ HVAC (outside of normal operation hours) 
8.  The supervision of the persons attending will be done by ______________________________________________ 
9.  The undersigned who is to be in charge of the activities is at least twenty one (21) years of age or over. He/she 

agrees: 
1)  He/she is financially responsible to the ESD 105 for the use of and care of the facility/equipment. 
2)  The character of the activity will conform with the description in the application. 
3)  The rules and regulations concerning the use of ESD 105 facilities are included in the ESD 105 Policy 5600 and 

Procedure 5600P. The applicant acknowledges that he/she was provided a copy of both Policy 5600 and 
Procedure 5600P.  These rules and regulations are understood, accepted, and will be observed by his/her 
organization and he/she fully accepts responsibility for each item listed.  

4)  By signing below, applicant agrees to protect, indemnify, and hold harmless the ESD 105, its elected and 
appointed officials, employees, agents, and staff from any and all claims, liabilities, damages, expenses, or 
ǊƛƎƘǘǎ ƻŦ ŀŎǘƛƻƴΣ ŘƛǊŜŎǘƭȅ ƻǊ ƛƴŘƛǊŜŎǘƭȅ ŀǘǘǊƛōǳǘŀōƭŜ ǘƻ ǘƘŜ ¦ǎŜǊΩǎ ŀŎǘƛǾƛǘƛŜǎ ŀƴŘκƻǊ ǳǎŜ ƻŦ ǇǊŜƳƛǎŜǎ ƛƴ ŎƻƴƴŜŎǘƛƻƴ 
with this agreement. 

 
Signature _________________________Printed Name ________________________Date _______________ 
Address _________________________________________________Email ___________________________ 
Phone __________________________Alt. Phone ________________ Fax____________________________ 

10. Approved by _________________________________________________Date ______________________ 
11. Fee for use of facilities is ________________ 

Comments/restrictions:___________________________________________________ 
Fees are an estimate based upon information given prior to use of the facility. Additional charges may result after use of 
facility. Any damages sustained to the facility during use will be the responsibility of the renting organization. 
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5700 ALLOWABLE COSTS FOR FEDERAL PROGRAMS 
 
Expenditures under federal programs are governed by the Federal cost principles contained in 2 CFR Part 200 
Subpart E ï Cost Principles.  ESD105 is committed to ensuring that costs claimed under Federal awards follow 
these cost principles as well as any special terms and conditions contained in the award.  Additionally, grantees 
are required to follow the more restrictive of the federal, state, and district policies. 
 
When applying these cost principles, ESD105 agrees to: 
 
¶ Maintain responsibility for the efficient and effective administration of the Federal award through the 

application of sound management practices. 

¶ Assume responsibility for administering federal funds in a manner consistent with underlying 
agreements, program objectives and the terms and conditions of the federal award. 

¶ Apply accounting practices that are consistent with the cost principles, support the accumulation of costs 
as required by the principles, and provide for adequate documentation to support costs charged to the 
federal award. 

 
ESD105 will maintain a system of internal controls over federal expenditures to provide reasonable assurance 
that Federal awards are expended only for allowable activities and that the costs of goods and services charged 
to Federal awards are allowable and in accordance with the above referenced cost principles. Those controls 
will meet the following general criteria:  
 
¶ Be necessary and reasonable for the performance of the Federal award and be allocable thereto under 

these principles. 

¶ Conform to any limitations or exclusions set forth in these principles or in the Federal award as to types 
or amount of cost items. 

¶ Be consistent with policies and procedures that apply uniformly to both federally-financed and other 
activities of ESD105. 

¶ Be accorded consistent treatment. 

¶ Be determined in accordance with generally accepted accounting principles. 

¶ Not be included as a cost or used to meet cost sharing or matching requirements of any other federally-
financed program in either the current or a prior period. 

¶ Be adequately documented. 

 
Cross References: 5000-Business Expenses 

5800- Federal Cash and Financial Management 
 
Legal References: 2 CFR Part 200, Subpart E 
 
 
 
 
Board Approved: 8/16/16 
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5700-P Allowable Costs for Federal Programs - Procedures 

 

These procedures are to ensure federal funds are spent on only allowable activities in accordance with CFR Part 

200 Subpart E ï Cost Principles, other special terms or conditions of the grant award, and/or other pertinent 

state and federal guidelines.  In determining allowable costs, ESD105 will use the guiding principles as 

established in the Allowable Costs Policy (5700). 

There are two categories of costs that may be charged to a Federal award. The first are direct costs, which are 

costs that directly benefit the activity and are easy to identify. The second are indirect costs, which are costs that 

either benefit the activity in an indirect manner, or directly benefit the activity but the complexity of adequately 

identifying the costs in such a manner outweigh the benefit of charging them directly. Both are addressed in 

these procedures.  The procedures also address the timing of transactions that can be disbursed against the 

current grant award.  

To meet the requirements of necessary and reasonable, the cost will not exceed that which would be incurred by 

a prudent person under the circumstances at the time the decision was made to incur the cost.  The following 

questions will be considered when determining reasonable and necessary: 

¶ Do we really need this? 

¶ Is the expense targeted to valid programmatic/administrative need? 

¶ Is this the minimum amount we need to spend to meet our needs? 

¶ Do we have the capacity to use what we are purchasing? 

¶ If we were asked to defend this purchase, would we be able to?  

¶ Did we pay a fair rate?  

To meet the requirement of allocable, ESD105 will have a cost recovery plan for allocating costs charged to the 

program. 

Period of Performance 

Federal funds may be obligated on the later of the date funds become available or the submission date of the 

grant application, either in full form, or ñSubstantially Approvable Status (SAS)ò, depending on the terms of the 

Federal award.   

Federal funds may not be expended subsequent to the end date of the grant except to liquidate allowable 

obligations that were made on or before that date.  All liquidations of prior obligations must be made within 90 

days of the grant end-date, or an earlier date established by the granting agency. 

The following table indicates the date that an expenditure is determined to be obligated: 

IF THE OBLIGATION IS FOR  THE OBLIGATION WAS MADE  

Acquisition of real or personal property On the date on which ESD105 makes a binding 

written commitment to acquire the property 

Personal services by an employee of ESD105 When the services are performed 

Personal services by a contractor who is not 

an employee of ESD105 

On the date on which ESD105 makes a binding 

written commitment to obtain the services 
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Performance of work other than personal 

services 

On the date on which ESD105 makes a binding 

written commitment to obtain the work 

Public utility services When ESD105 receives the services 

Travel When the travel is taken 

Rental of real or personal property When ESD105 uses the property 

 

Direct Costs 

Expenditures charged directly to a federal grant award will follow all ESD105 policies and procedures as well 

as federal requirements applicable to those costs, including, but not limited to; procurement requirements, 

property standards, travel policies, and cost criteria established by 2 CFR Part 200, Subsection E, as identified 

in the allowable cost policy.  Additionally, all direct expenditures will be allowable under the terms of the grant 

award and program regulations. 

Requirements followed will be the more restrictive of the local, state, or federal regulations associated with a 

particular type of expenditure. 

Staff responsible for reviewing expenditures for allowability will be familiar with the allowable costs of all 

programs reviewed. 

Staff responsible for budget and expenditure monitoring will be responsible for ensuring all charges are 

reviewed by appropriate staff for allowability. 

Prior approvals of expenditures, as stated in 2 CFR, Part 200 and the grant award terms, will be obtained prior 

to the expenditure being obligated. 

Expenditures will be supported by adequate documentation including all pertinent details that assists in 

determining the item was allowable. 

Indirect Costs 

Federal grant awards will include an amount of indirect expenditures that ESD105 ise entitled to for 

organization wide costs of the grantee that benefit the federal program being administered by ESD105, unless 

specifically disallowed by the terms of the grant award. 

Indirect rates are negotiated by the Office of Superintendent of Public Instruction (OSPI), the ESD105ôs 

cognizant, and can be applied to all Federal awards ESD105 receives. 

There are two types of federal indirect costs.  A ñrestricted rateò is used for any federal program that has a 

ñsupplement, not supplantò requirement, which means the federal money is used to supplement the amount of 

money that ESD105 has to spend on a particular program, and not ñin place ofò state/local funds.  An 

ñunrestricted rateò is used for programs that do not have a ñsupplement, not supplantò requirement. 

ESD105 is not required to claim any or all of the indirect amount they are entitled to, but may claim up to the 

full amount. The indirect rate may be applied to all allowable direct expenditures that will be claimed under a 

particular grant award. 

No expenditures will be charged as both a direct cost and an indirect cost. 
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5800 FEDERAL CASH AND FINANCIAL MANAGEMENT 
 

ESD105ôs financial management system and records are sufficient for preparing required reports and for tracing 

expenditures to a level that establishes funds have been used according to federal statutes, regulations, and the 

terms and conditions of the federal award.  This is in addition to maintaining a system of funds and accounts in 

accordance with state law and the accounting manual for Educational Service Districts.  

ESD105ôs financial management system will: 

¶ Identify all federal awards received and expended, including specific information pertaining to the 

award:  federal program name; CFDA title and number; identification number and year; and name of 

federal and any pass-through agency. 

¶ Provide for accurate, current, and complete disclosure of the results of each federal award in accordance 

with reporting requirements. 

¶ Include records and supporting documentation that identify the source and application of funds for 

federally funded activities, including authorizations, obligations, unobligated balances, expenditures, 

assets, income and interest.  

¶ Enable ESD105 to maintain effective internal controls to ensure accountability and proper safeguarding 

and use of all funds, property and other assets (for example, adequate segregation of duties). 

¶ Provide a comparison of expenditures with budget amounts for each federal award. 

 

The financial management system will also include written procedures for 1) implementing cash management 

requirements (included with this policy); and 2) determining the allowability of costs in accordance with Cost 

Principles and the federal award terms and conditions (refer to Policy 5700). 

 

Cross References: 5700 ï Allowable Costs for Federal Programs 

 

Legal References: Code of Federal Regulations (CFR), Part 200 Uniform Administrative Requirements, Cost 

Principles, and Audit Requirements, Sections §200.302 and   §200.305 

Cash Management Improvement Act of 1990 

 

 

 

Board Approved:  8/16/16 
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5800-P  Procedure Federal Cash and Financial Management 

 

ESD105 may draw federal funds using a reimbursement or advance payment method.   

 

Reimbursement Payment Method 

For reimbursements of federal funds, ESD105 will: 

A. Monitor the fiscal activity (payments and reimbursements) under each grant on a continuous basis, 

and request timely reimbursement only for expenditures that have already been disbursed and comply 

with all applicable award requirements. 

B. Maintain source documentation/accounting records that reconcile to the reimbursement request at a 

level adequate to establish that funds have not been used in violation of any applicable statutory 

restrictions or prohibitions. 

C. If ESD105 transfers expenditures previously charged to a federal award for which reimbursement has 

been claimed to a non-federal fund source, ESD105 will calculate the interest earned on the federal 

funds pursuant to possible submittal - refer to Interest Earned section below. 

 

Advance Payment Method 

For advances of federal funds, ESD105 will:     

 

A.       Monitor the fiscal activity (drawdowns and payments) under each grant on a continuous basis and 

maintain source documentation/accounting records at a level adequate to establish that funds have not 

been used in violation of any applicable statutory restrictions or prohibitions. 

 

B.       To the extent available, disburse funds available from program income, rebates, refunds, contract 

settlements, audit recoveries, and interest earned on such funds before requesting additional cash 

payments. 

 

C.       Plan for cash flow in the grant project during the budget period and review project cash requirements 

before each drawdown. 
 

D.       Draw down only the amount of funds necessary to meet the immediate needs of the program/project 

(including the proportionate share of any allowable indirect costs), and minimize the time between 

receiving and disbursing those funds.   

 

E.       Pay out federal funds for expenditures that comply with all applicable grant requirements as soon as 

administratively feasible (a rule of thumb is no more than three business days after receiving the 

funds). 

 

F.       Deposit advance payments into insured accounts whenever possible.  Unless conditions listed in CFR 

Title 2 Part 200 Subpart D §200.305(b)(8) apply, ESD105 will maintain advance payments in 

interest-bearing accounts.  

 

G.       Remit interest earned over $500 annually ï refer to Interest Earned section below. 

 

 

Interest Earned  
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A. ESD105 will retain interest earned amounts up to $500 per year for administrative expenses.  

B. Any additional interest earned on those funds will be remitted annually to the Department of Health and 

Human Services (HHS) Payment Management System (PMS) through an electronic medium or by 

check to the HHS Program Support Center.  ESD105 will refer to the federal or pass-through agency for 

pertinent information about the remittance.  
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6000  LEAVES 
 

6100  Holidays 

 

6110  

The Educational Service District observes the following holidays: 

 January 1 ï New Year's Day 

 3rd Monday of January ï Martin Luther King Day 

 3rd Monday of February ï Washington's Birthday 

 Last Monday of May ï Memorial Day 

 July 4 ï Independence Day 

 1st Monday of September ï Labor Day 

 November 11 ï Veterans' Day 

 4th Thursday of November ï Thanksgiving Day 

 4th Friday of November ï Day after Thanksgiving 

 December 24 ï Christmas Eve 

 December 25 ï Christmas Day 

 December 31 ï New Yearôs Eve 

 Floating Holiday ï Employee Selection 
   

6120  

If a holiday falls on a Sunday, the following Monday is the holiday.  If it falls on a Saturday, the preceding 

Friday is the holiday.  The floating holiday is selected by each staff member after consultation with his/her 

immediate supervisor.  To permit the Educational Service District office to operate on a holiday occurring on a 

day when school districts are holding classes, staff members may be required to work that day but will be given 

the option to take off another day approved by their immediate supervisor. 
    

6130  

Holidays with pay are provided for all exempt staff members, except those who work on a calendar day basis 

(specific number of days). 
   

6140 

Holidays for staff members whose regularly scheduled employment is less than eight (8) hours per day shall 

receive pay for the holiday based on their regularly scheduled basis.  Staff who do not have a scheduled number 

of hours shall receive the average total number of hours worked the day before and the day after each holiday.  

If the staff member does not work on the day before and the day after the holiday period he or she is not eligible 

for a paid holiday. 

 

6150 

Holidays with pay are provided for early learning center staff members who are paid on an hourly basis. 

 

 

 

Revised :  7/11/16 

Board Approved:  8/16/16 
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6200  Annual Leave 

 

 

6210  

Annual leave, also referred to as vacation leave, accrues to all staff members except those employed for a 

specific number of days or hours.   

 

6220  

Employees employed on the 15th of the month or before accrue annual leave for that month.  No annual leave is 

accrued for the month if employed after the 15th of the month.  Employees terminating employment or retiring 

on or before the 15th of the month do not accrue annual leave for the month.  Annual leave is accrued upon 

termination of employment or retirement after the 15th of the month. 

 

6230  

Annual leave accrual is based on eight (8) hours a day for 260 days annually.  Staff working less than eight (8) 

hours a day or less than twelve (12) months, will receive a pro rata share of their vacation accrual. 
   

6235  

Annual leave benefits that would accrue over a 12 month period for all 260 day employees will be ñfront 

loadedò at the beginning of the fiscal year.    

 

Employees eligible for annual leave benefits hired after September 1st will receive ñfront loadedò annual leave 

based on the pro rata amount that would accrue to them according to policy through August 31st. 

 

Employees can take no more than 10 consecutive annual leave days for vacation purposes.   Any request 

beyond the 10 consecutive day limit requires prior approval from the superintendent before leave is taken. 

 

If an employee separates or retires from employment with ESD 105, any annual leave that has been used and 

not accrued/earned will be deducted from the balance of the employeeôs final pay. 

 

Upon separation or retirement an employee can only cash out a maximum of 30 days of annual leave. 

 

Unused annual leave may be carried over as long as the accumulative of annual leave carried over and front 

loaded does not exceed 54 days. 

 

6240  

Exempt staff accrue annual leave with pay at the rate of two (2) days per month. 

  
6250 

Non-exempt staff members, including early learning center staff members, accrue annual leave with pay 

according to the following schedule: 

 
a) During the 1st year of continuous employment ï12 days  

b) During the 2nd  year of continuous employment ï 13 days 

c) During the 3rd  year of continuous employment ï 14 days  

d) During the 4th  year of continuous employment ï 15 days 

e) During the 5th  year of continuous employment ï 16 days 

f) During the 6th  year of continuous employment ï 17 days 

g) During the 7th year of continuous employment ï 18 days 

h) During the 8th  through 11th  years of continuous employment ï 19 days 

i) During the 12th   through 15th years of continuous employment ï 20 days 

j) During the 16th and years thereafter of continuous employment ï 24 days 
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Each non-exempt staff member's anniversary date for purposes of accrual of annual leave is the first calendar 

day of the month following the date of original employment with the Educational Service District. 
 

   

6270 

Staff members are entitled to payment for unused or accrued annual leave up to a maximum of 30 days upon 

termination, retirement or death. Daily rate of compensation for this purpose shall be the annual salary divided 

by 223 days for full time employees (12-month employees).  For employees working less than full time, the rate 

shall be calculated by dividing the annual salary by the number of days contracted, less holidays and annual 

vacation accrual if included in the contracted days. 

 

 

 

 

 

 

 

 

Board Approved:  9/26/17 
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6300  Sick Leave 
    

   

6310  

Regular staff members accrue sick leave at the rate of one (1) day per month.  Sick leave accrues to all staff 

members, including early learning center staff members, based on the average number of hours per day of 

regularly scheduled ESD 105 employment and the number of months of scheduled employment per year. 
  

6320 

Regular employees employed after the 15th of the month will accrue a half-day of sick leave for the first month 

of employment.  Employees terminating employment or retiring on or before the 15th of the month accrue a 

half-day of sick leave for the month. 

 

6330  

Sick leave is paid on the basis of the average number of hours per day of regularly scheduled Educational 

Service District employment. 

 

6335  

At the beginning of each fiscal year employees eligible for sick leave shall have their annual amount of accrued 

sick leave ñfront loadedò. 

 

Employees eligible for sick leave benefits hired after September 1st will receive ñfront loadedò  leave based on 

the pro rata amount that would accrue to them according to policy through August 31st. 

 

If an employee separates or retires from employment with ESD 105, any sick leave that has been used and not 

accrued/earned will be deducted from the balance of the employeeôs final pay. 

 

6340  

Sick leave shall be allowed for any of the following reasons: 

¶ Personal doctor or dental appointments; 

¶ Incapacitating personal illness or injury; 

¶ Employee disabilities caused or contributed to by pregnancy, miscarriage, abortion, childbirth and the 

recovery therefrom; 

¶ Quarantine of employee's residence because of contagious disease; 

¶ Contagious diseases; 

¶ In addition, staff may choose to use sick leave to care for: 

È a child with a health condition that requires treatment or supervision. 

È a spouse, a sibling, parent, parent-in-law, or grandparent of the employee who has a serious health 

condition or an emergency condition. 

¶ an individual who is jointly responsible for the common welfare and financial obligations of the same 

household who has a serious health condition or an emergency condition. 

¶ When the staff membersô workplace or childrenôs school or place of care has been closed by a public 

official for any health related reason. 

¶ For absences that qualify for leave under the Washington State Domestic Violence Leave Act. 
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6345 Definitions 

 

¶ ñSpouseò means a husband or wife of the employee. 

¶  A registered domestic partner. 

¶ ñChildò means a biological, adopted, or foster child, stepchild, grandchild, or a child to who the 

employee stands in loco parentis, is a legal guardian, or is a de facto parent, regardless of age or 

dependency status.  

¶ ñGrandparentò means a parent of a parent of the employee. 

¶ ñParentò means a biological, adoptive, de facto, or foster parent, stepparent, or legal guardian of an 
employee or the employeeôs spouse or registered domestic partner, or a person who stood in loco 

parentis when the employee was a minor child.  

¶ ñParent-in-Lawò means a parent of the spouse of an employee. 

 

6350  

Unused sick leave is accumulative.  Upon employment, accrued sick leave is transferred in accordance with   

RCW 28A.400.300. 

 

6360  

The superintendent may request a written physician's statement for any staff member claiming sick leave in 

excess of five (5) consecutive working days. 

 

6370  

Any staff member claiming sick leave in excess of thirty (30) work days for post-childbirth reasons must submit 

a written physician's statement which recommends the additional leave on the basis of medical necessity and 

estimate the approximate date the employee shall be recovered sufficiently to return to work. 

 

6380  

WAC 392-136-015 Annual Conversion of Accumulated Sick Leave 

 

1)   Commencing in January 1981, and each January thereafter, each eligible, current employee of a school district 

and educational service district may elect to convert excess sick leave to monetary compensation as provided in 

this section.  

 

2)  Eligible employees' excess sick leave and the conversion of excess sick leave to monetary compensation 

shall be determined as follows: 

 

a.  Eligible Employees:  In order to be eligible to convert excess sick leave days to monetary compensation, 

an employee: 
   

(i)  Shall be an employee of an educational service district or an employee of a school district that has 

adopted an attendance incentive program covering such employee pursuant to WAC 392-136-065; 

(ii)   Shall have accumulated in excess of sixty (60) full days of unused sick leave at a rate of 

accumulation no greater than one (1) full day per month (a maximum of 12 days per year) as of the 

end of the previous calendar year; and 

(iii)  Shall provide written notice to his or her employer during the month of January of his or her intent 

to convert excess sick leave days to monetary compensation. 
   

b.   Excess Sick Leave:  The number of sick leave days which an eligible employee may convert shall be 

determined by: 
 

(i)  Taking the number of sick leave days in excess of sixty (60) full days that were accumulated by the 

employee during the previous calendar year at a rate of accumulation no greater than one (1) full 
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day per month of employment as provided by the leave policies of the district(s) of employment (a 

maximum of 12 days per year); Subtracting therefrom the number of sick leave days used by the 

employee during the previous calendar year.  The remainder, if positive, shall constitute the 

number of sick leave days which may be converted to monetary compensation. 
                         

c.   Rate of Conversion:  Sick leave days that are eligible for conversion shall be converted to monetary 

compensation at the rate of twenty-five (25) percent of an employee's current, full-time daily rate of 

compensation for each full day of eligible sick leave.   
 

d.   Partial days of eligible sick leave shall be converted on a pro rata basis. 
 

3)    All sick leave days converted pursuant to this section shall be deducted from an employee's accumulated sick 

leave balance. 

 

4)   Compensation received pursuant to this section shall not be included for the purpose of computing a 

retirement allowance under any public retirement system in this state. 

 

6390   

WAC 392-136-020 Conversion of Sick Leave Upon Retirement or Death 

 

(1) Eligible Employees:  Each eligible employee who is employed by a school district or educational service 

district as of June 12, 1980 or thereafter, and who subsequently terminates employment due to either 

retirement or death may personally, or through his or her estate in the event of death, elect to convert all 

eligible, accumulated, unused sick leave days to monetary compensation as provided in this section.  In 

order to receive reimbursement for unused sick leave, pursuant to this chapter, at the time of separation 

from a school or educational service district employment due to retirement, an employee must have 

separated from such employment and have been granted a retirement allowance under the laws of 

governing the teachers' retirement system or the public employees' retirement system, whichever applies; 

however, it is not necessary that the employee actually file for retirement prior to the date of his or her 

separation so long as the application is thereafter filed within a reasonable period of time and without the 

occurrence of any intervening covered employment:  PROVIDED, That the maximum number of days 

that may be converted pursuant to this section...shall be 180 days. 

 

(2)    Eligible Sick Leave Days:  All unused sick leave days that have been accumulated by an eligible employee 

at a rate of accumulation no greater than one (1) full day per month of employment as provided by the 

leave policies of the district(s) of employment (a maximum of  twelve [12] days per year), less sick leave 

days previously converted pursuant to WAC 392-136-015 and those credited as service rendered for 

retirement purposes, may be converted to monetary compensation upon the employee's termination of 

employment due to retirement or death. 

 

(3)   Rate of Conversion:  Sick leave days that are eligible for conversion shall be converted to monetary 

compensation at the rate of twenty-five (25) percent of an employee's full-time daily rate of compensation 

at the time of termination of employment for each full day of eligible sick leave.  Partial days of eligible 

sick leave shall be converted on a pro rata basis. 

 

(4)   Deduction of Converted Days:  All sick leave days converted pursuant to this section shall be deducted 

from an employee's accumulated sick leave balance. 

 

(5)   Exclusion From Retirement Allowance:  Compensation received pursuant to this section shall not be 

included for the purpose of computing a retirement allowance under any public retirement system in this 

state. 
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6390     

A Compensation for Sick Leave Conversion:  Daily rate of compensation for this purpose shall be the annual 

salary divided by 223 days for full time employees (12-month employees).  For employees working less than 

full time, the rate shall be calculated by dividing the annual salary by the number of days contracted, less 

holidays and annual vacation accrual if included in contracted days.    

 

 

 

Legal References: 

RCW 49.4.200 Paid sick leave 

RCW 49.46.210 Paid sick leave ïAuthorized purposes-Limitations ïñFamily 

memberò defined 

RCW 28A.400.210 Employee attendance incentive program ï Remuneration or 

benefit plan for unused sick leave 

RCW 28A.400.300  Hiring and discharging of employees ï Written leave policies 

ï seniority and leave benefits, of employees transferring between school districts 

and other educational employers 

Chapter 392-136 WAC Finance ï Conversion of Accumulated Sick Leave 

 

Rev. 2/15/18, 2/28/18 

Board Approved:  3/27/18 
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6395  Additional Paid Sick Leave Provisions 

  

Non-exempt staff working as a part-time, seasonal, temporary, substitute, or interim employees not accruing 

sick leave under policy 6300 shall accrue leave as covered by the sick leave provisions of RCW 49.46.210 and 

Chapter 296-128 WAC beginning January 1, 2018. 

  

In general, the sick leave benefits provided under RCW 28A.400.300 are more generous than those required by 

RCW 49.46.210 and Chapter 296-128 WAC. Below, however, there are some of the rights that nonexempt staff 

members are entitled to under RCW 49.46.210 and Chapter 296-128 WAC: 

  

1.  Nonexempt staff members will accrue at least one hour of paid sick leave for every forty hours worked.  

The accrual year for this leave will be ESD 105ôs fiscal year of September 1st through August 31s. 

  

2.  Nonexempt staff members are entitled to use their accrued paid sick leave beginning on the ninetieth (90) 

calendar day after the commencement of their employment.  Payment for leave shall be at their normal 

rate of pay. 

 

3.  Nonexempt staff members may use paid sick leave for the following reasons: 

 

a) To care for themselves or their family members; 

For the purpose of this section, ñfamily memberò means any of the following: 

¶ A child, including a biological, adopted, or foster child, stepchild, or a child to who the 

employee stands in loco parentis, is a legal guardian, or is a de facto parent, regardless of 

age or dependency status: 

¶ A biological adoptive, de facto, or foster parent, stepparent, or legal guardian of an 

employee or the employeeôs spouse or registered domestic partner, or a person who stood in 

loco parentis when the employee was a minor child; 

¶ A spouse; 

¶ A registered domestic partner; 

¶ A grandparent; 

¶ A grandchild; or 

¶ A sibling. 

b) When the staff membersô workplace or childrenôs school or place of care has been closed by a 
public official for any health related reason; 

c) For absences that qualify for leave under the Washington State Domestic Violence Leave Act. 

 

4.  Nonexempt staff members are permitted to carry over up to forty hours of unused paid sick leave to the 

following year. Any unused leave in excess of forty hours as of August 31st will be lost. 

  

5.  Retaliation against a nonexempt staff member for lawful exercise of paid sick leave rights is prohibited. 

  

Reasonable Notice for the Use of Paid Sick Leave 

 

Nonexempt staff members must provide reasonable advance notice of an absence from work for the use of paid 

sick leave to care for themselves or a family member. Provide such reasonable notice to their supervisor. Any 

information provided will be kept confidential. If a nonexempt staff memberôs absence is foreseeable, the staff 

member must provide notice to their supervisor at least 10 days, or as early as possible, before the first day paid 

sick leave is used. If a nonexempt staff memberôs absence is unforeseeable, the staff member must contact their 

supervisor as soon as possible. 
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A nonexempt staff member must give advance oral or written notice to their supervisor as soon as possible for 

the foreseeable use of paid sick leave to address issues related to the staff member or the staff memberôs family 

member being a victim of domestic violence, sexual assault, or stalking. If a nonexempt staff member is unable 

to give advance notice because of an emergent or unforeseen circumstance related to the staff member or the 

staff memberôs family member being a victim of domestic violence, sexual assault, or stalking, the staff 

member or a designee must give oral or written notice to their supervisor no later than the end of the first day 

that the staff member takes such leave. 

 

Upon the staff memberôs termination, resignation, retirement or other separation from employment any unused 

paid sick leave will not be paid out to the staff member. 

 

If the staff member is rehired within twelve months of separation, any previously accrued and unused paid sick 

leave shall be reinstated and the previous period of employment shall be counted for purposes of determining 

the employeeôs eligibility to use paid sick leave. 

 

 Leave under this policy will not be transferrable to another agency. 

 

 

 

 

 

 

 

Legal References:  RCW 49.46.200 Paid sick leave  

 

RCW 49.46.210 Paid sick leave ï Authorized purposes ï Limitations ï ñFamily 

memberò defined  

 

Chapter 296-128 WAC Minimum Wages  

WAC 296-128-620 

WAC 296-128-650 

WAC 296-128-670 

 

 

 

 

HR Dept. 1/16/18 

Board Approved: 2/27/18 
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6400  Personal Leave 

 

Employees who work on a calendar day basis and have been hired to conduct work for a specific number of 

days, shall be granted two (2) paid personal leave days a year.   

 

The personal leave will be available beginning September 1st of each year and must be used no later than June 

30th within the same fiscal year.   Leave not used in a given fiscal year will be lost. 

 

Employees shall not be required to give any reason for the use of personal leave however scheduling of personal 

leave must be in consultation with supervisor. 

 

Personal leave shall not be deducted from sick leave. 

 

 

 

 

Reference:   Policy 4120 

                    Policy 4150 

 

 

 

 

 

 

 

 

ESD 105 HR Dept.  1/16/18 

Board Approved:  09/24/19 
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6500  Bereavement Leave 

 

6510  

Bereavement leave with pay is granted to the employee for his/her immediate family and the spouse's 

immediate family.  Bereavement leave is granted for up to three (3) days within the state and five (5) days 

outside of the state.  Arrangements for leave must be made in advance with the Superintendent or designee.  

ñImmediate familyò shall mean the employee's spouse and children, parents, parent-in-law, grandparents, 

brothers and sisters of the employee, his/her spouse, an individual who shares joint responsibility for the 

common welfare and financial obligations of the household and is chiefly dependent upon the employee for 

care. 

 

 

6600  Military Leave  

    

6610     

The Educational Service District shall grant military leave as provided by law to each staff member who is a 

member of a United States Military Reserve Unit or a member of the Washington National Guard for a period 

not to exceed twenty-one (21) days during each year beginning October 1st and ending the following September 

30th, provided such reservist has been called to, or volunteered for, active duty or active duty training.  Such 

military leave of absence shall be in addition to any vacation or sick leave to which the staff member may be 

entitled and shall not result in any loss of rating, privileges or pay.  During the period of military leave, the staff 

member shall receive his/her normal pay from Education Service District pursuant to RCW 38.40.060.  The 

staff member shall be charged military leave only for days that he or she is scheduled to work for the 

Educational Service District.   

 

6620     

Employees whose Educational Service District employment is interrupted by up to five (5) years of service in a 

uniformed service are entitled to re-employment by Educational Service District following their discharge. The 

superintendent shall adopt procedures to implement these re-employment rights consistent with state and federal 

law. 

 

6630     

Any staff member requesting a military leave of absence must present a copy of the order from his/her reserve 

group or armed forces requiring that person to report for active duty. 

 

6640  Military Leave ï Spouse 

  

 6641  

The Educational Service District shall allow an employee who is the spouse of a military member of the U.S. 

Armed Forces, National Guard, or Reserves to take up to fifteen (15) days leave during a period of military 

conflict when: (1) the military spouse is on leave from a deployment; or (2) prior to deployment once the 

military spouse receives official notification of an impending call or order to active duty. The employee must 

work an average of twenty hours or more each week for the ESD. 

 

6642  
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The employee is entitled to fifteen days of leave for each deployment. The employee must provide the district 

notice of intent to take leave within five business days of the call to active duty or notice of leave from 

deployment. 

 

Legal References: RCW 38.40.060            Military leaves for public employees 

 RCW 49.77                   Military Family Leave Act 

 RCW Ch.73.16             Employment and Re-employment 

 AGO 61-62 No. 081     Public Employees ð State and Municipal employees-Military 

leave ð Reserve meetings 

 38 USC 4301-4335       Uniformed Services Employment and Reemployment Rights Act 

 

 

Board Approved:  11/16/10 
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6700  Leave With Pay 

 

6710 

Leave is granted to a staff member called for jury duty.  Such leave is granted with pay to the amount of the 

difference between the employee's regular earnings and the amount received for serving on the jury, not 

including reimbursements for transportation expenses. 

 

6720 

Leave is granted when a staff member is subpoenaed as a witness, interpreter or for other court activities where 

the court pays a fee, the staff member is eligible for the difference between his/her regular salary and the 

amount received for appearing in court.  If no fee is paid, staff is reimbursed at the regular rate of pay. 

 

 

6800  Leave Without Pay 

 

6810  

Employees may request a leave of absence without pay for a period not to exceed one (1) year.  The 

Superintendent of the Educational Service District may approve leave without pay for up to two (2) weeks for 

any employee other than the superintendent upon a showing that the Educational Service District will not be 

substantially inconvenienced by the granting of the request for leave.  All requests for unpaid leave in excess of 

two (2) weeks in length shall be presented to the Board of Directors of the Educational Service District which 

shall have the sole authority to approve or reject the same.  Nothing contained herein shall be construed to 

preclude or prevent the Superintendent of the Educational 

Service District from initiating employee leave without pay for investigative or disciplinary purposes. 

 

 

6900  Family and Medical Leave 

 

Family and medical leave is available for up to twelve (12) weeks during any twelve (12) month period for 

employees who apply and meet specified criteria to care for new children or for employees or their family 

members who have a serious health condition.  Leave granted under this section is unpaid leave after the 

exhaustion of all paid leave.  All criteria, conditions and eligibility will be applied in accordance with the 

Federal Family Medical Leave Act of 1993. 

 

 

6920  

Educational Service District will provide health plan coverage for the duration of the leave.  If the employee 

fails to return from leave, the Educational Service District will seek reimbursement for such coverage if the 

failure to return is not due to illness of the employee or a family member or other circumstances beyond the 

employee's control. 

 

6930  Leave will be allowed in the following situations: 

 

6931  

Employees may take leave after the birth of a child, after they adopt a child under the age of eighteen (18) 

or after they assume care of a foster child.  Entitlement to the leave expires one (1) year after the birth, 

adoption or foster care placement. 

 

 

6932   

Employees may take leave in order to care for a spouse, child or parent of the employee who has a serious 
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health condition, i.e., a health condition involving inpatient care or continuing treatment by a health care 

provider.  Leave for a child over the age of seventeen (17) may be taken only if the child is incapable of 

self-care. 

 

6933  

Employees may take leave because of a serious health condition that renders the employee unable to 

perform his or her job. 

 

6940  

Notice and application for family leave must be given no later than thirty (30) days prior to the leave.  Notice 

for medical leave should be given as soon as possible. 

 

6950  

Employees are eligible for leave under this section if they have been employed for one (1) year or more and for 

at least 1250 hours during the year preceding the leave. 

 

6960  

Employees who apply for family and medical leave will be required to use all accrued paid leave available. 

 

6970  

Educational Service District 105 may require employees to have health care providers verify their entitlement to 

leave.  In addition, the Educational Service District may require that employees obtain a second medical opinion 

at the Educational Service District's expense.  If the first and second opinion conflict, the Educational Service 

District may require the employee to obtain a third opinion at the Educational Service District's expense which 

will be final and binding. 

 

6980    Military Caregiver Leave 

An employee who is the spouse, son or daughter, parent or next of kin of a service member who is recovering 

from a serious illness or injury sustained while on active duty is entitled to twenty six (26) weeks of unpaid 

leave in a 12 month period to care for the service member.  

 

6990   

An employee returning from leave under this section is entitled to the position held before the leave or an 

equivalent position with equivalent employment benefits, pay and other terms and conditions of employment. 

 

 

 

 

 

Board Approved: 11/16/10 
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7000   GRIEVANCE PROCEDURES 
 

 

7100  Staff Grievance Procedure 

 

7110  

Any staff member of the Educational Service District wishing to submit a grievance regarding any regulations 

or policy pertaining to the personnel management system or salary administration may request a review of the 

alleged infraction through the following procedure. 

 

7111  

The employee first takes the complaint or problem to the immediate supervisor and every effort is made to 

adjust the complaint or to deal with the problem in an informal manner. 

 

7112  

If the employee is dissatisfied with the outcome of the informal review, a written request for review, conference 

and action is filed with the immediate supervisor. 

 

7113  

The Superintendent appoints a committee to include the immediate supervisor and program director (where 

appropriate).  The committee reviews the complaint and all information applicable thereto with the complainant 

in a formal conference held within ten (10) working days following receipt of the request.  A written response is 

given to the complainant within five (5) working days following the conference. 

 

7114 

If the complaint has not been adjusted to the satisfaction of the complainant within ten (10) working days 

following the formal conference described above, the complainant may request a review, conference and action 

by the Superintendent or designee.  The conference occurs within ten (10) working days following receipt of the 

request by the Superintendent.  A written response is 

delivered to the complainant and supervisor by the Superintendent or designee within five (5) working days 

following this formal conference.  This step concludes the Educational Service District staff grievance 

procedure.  
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8000  TERMINATION O F EMPLOYMENT  
 

 

8100  Voluntary Termination  

 

8110  

Employees planning to terminate employment must submit a letter of resignation to their immediate supervisor 

at least fourteen (14) calendar days in advance of the proposed termination date.  An employee failing to 

comply with this policy is not granted pay for accrued annual leave. 

 

8200  Reduction in Force for Non-Exempt Staff 

 

8210  

This policy governs reductions in non-exempt staff due to fiscal shortfalls, budget restructuring or 

reorganizations, or a reduction in the number of positions or services to be provided.  Non-exempt staff are 

those as defined under the Federal Fair Labor Standards Act. 

 

8220  

If , in the opinion of the Board, a reduction in non-exempt staff is necessary, the following procedures and 

criteria will be implemented: 

 

8221  

In the event an activity, service, program, or position is to be eliminated in whole or in part, the following 

criteria will be utilized to determine who will be retained. 

 

8221-1Seniority Defined 

 

Seniority shall be based upon the total time of employment with Educational Service District 105 in the 

specific job classification (as defined by the job categories recognized on the salary schedule then in 

effect) to which the employee is assigned.  In the event of a tie, the employee retained shall be the one 

with the greatest length of continuous employment in any capacity with Educational Service District 

105.  If after applying the above criteria a tie exists, the individual possessing prior work experience 

deemed most beneficial to Educational Service District 105 will be retained. 

 

8222  

Employees terminated under these procedures will be given the opportunity to fill vacant positions for which 

they are deemed qualified by Educational Service District 105 for a period of one (1) year from the date of 

termination.  The criteria contained in Section 8821 will determine rank order of qualifications between 

competing employees. 

 

8223  

In all circumstances other than immediate loss of funding, notice of at least fourteen (14) days will be given to 

all terminated employees. 
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8300  Reduction in Force for Exempt Staff 

 

8310  

This policy governs reductions in staff not covered by the Fair Labor Standards Act, as the same now exists or 

is hereafter amended, due to fiscal shortfalls, budget cut-backs, program changes or reductions, administrative 

restructuring or reorganizations, or a reduction in the number of positions or services to be provided. 

 

8320  

If, in the opinion of the Board, a reduction in exempt staff is necessary, the following procedures and criteria 

will be implemented: 

 

8321  

In the event an activity, service, program or position is to be eliminated, the identifiable staff member(s) 

performing that function will be terminated.  If an activity, service, program or position, supported by specially 

allocated local, state or federal funds is reduced or eliminated, the reduction in force will, when feasible, only 

take place in the area(s) affected. 

 

8322  

In the event an activity, service, program or position is to be partially eliminated, seniority will be utilized to 

determine who will be retained. 

 

8322-1  Seniority Defined 

 

Seniority shall be based upon the total days of experience in the specific job classification to which the 

employee is assigned.  For purposes of this definition, a day worked is any day for which pay was 

received.  In the event of a tie, the employee retained shall be the one with the greatest number of total 

days worked for Educational Service District 105.  If a tie still exists, the employee retained shall be the 

one obtaining the highest degree of academic preparation.  Academic preparation is defined as credits 

and degrees received from an accredited college or university.  (Example: An employee with a BA plus 

30 hours would be retained over an employee with a BA plus 15 hours.) 

 

8323  

Employees terminated under these procedures will be given the opportunity to fill vacant positions for which 

they are deemed qualified by Educational Service District 105 for a period of one (1) year from the date of 

termination.  The criteria contained in Section 8322 will determine rank order of qualifications between 

competing employees. 

 

8324  

In all circumstances other than immediate loss of funding, notice of at least fourteen (14) days will be given to 

all terminated employees. 

 

 

8400  Termination for Cause 

 

8410 

The Superintendent is authorized to discharge an employee for insubordination, failure to perform assigned 

tasks at an acceptable level, and/or unprofessional conduct. 
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9000  MISCELLANEOUS REQUIREMEN TS 
 

 9200 Bids and Quotations 

 

The Educational Service District 105 (ESD 105) Board establishes this policy to ensure all procurements 

comply with Washington State and federal regulations, while permitting the timely acquisition of goods and 

services at fair and reasonable prices.  For the purposes of this policy, all dollar limits shall be instituted on the 

basis of the entire cost of the acquisition with each vendor for the project. This policy is to guide the purchases 

of goods, services, and the procurement of public works. 

 

The Board recognizes:  

 

1)  With the exception of public works and electronic data processing or telecommunication purchases, the 

State of Washington has not provided state laws or regulations governing the procurement of goods or 

services for educational service districts.  

 

2)  Federally funded transactions must meet federal General Procurement Standards as detailed in 2 CFR 

200.318.  

 

Therefore, the Board establishes the following procurement expectations:  

 

1)  "Public works" means all work, construction, alteration, repair, or improvement other than ordinary 

maintenance, executed for ESD 105 facilities, or which is by law a lien or charge on any property therein.  

All public works shall comply with applicable public work statutes.  All public works including 

maintenance, when awarded by competitive bid, shall comply with RCW 39.12. 

  

2)  Purchases of electronic data processing or telecommunications equipment, software or services shall 

comply with RCW 39.04.270. 

 

3)  Procedures for purchasing goods or services such that purchases, other than those made through an inter-

local purchasing agreement, shall be on a competitive basis as follows: 

  

A)  Competitive quotes shall be solicited from responsible vendors whenever the total cost is estimated 

to exceed the federal ñmicro purchaseò limit ($3,000 at the time of this Policy adoption), but be less 

than the applicable bid limit set in 3B) for any purchase made from federally funded programs.  

 

B)  Formal sealed bids shall be publicly solicited from responsible vendors whenever the total cost is 

estimated to exceed one hundred fifty thousand dollars ($150,000) for any purchase made from 

federally funded programs. 

 

5)  Except as described above, ESD 105 staff will employ cost effective methods for acquiring goods, 

services, and public works. 

  

6)  Competitive procurement procedures may be waived in the following instances. When such waivers are 

implemented, the factual basis for the exception must be recorded and filed with the ESD 105 Fiscal 

Services Department. 

  

A)  Purchases clearly and legitimately limited to a single source of supply.  

B)  After solicitation of a number of sources, competition is determined inadequate.  

C)  Purchases, including public works, in the event of an emergency.  

D)  The awarding entity authorizes noncompetitive proposal in response to a written request. 
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If an emergency exists, the Superintendent, or his/her designee, may declare an emergency situation 

exists, waive competitive bidding requirements, and award all necessary contracts on behalf of the ESD 

105 to address the emergency situation.  For purposes of this section "emergency" means unforeseen 

circumstances beyond the control of the ESD 105 that either (a) present a real, immediate threat to the 

proper performance of essential functions; or, (b) will likely result in material loss or damage to property, 

bodily injury, or loss of life if immediate action is not taken. 

  

7)  When bidding and/or purchasing is being done on behalf of member districts, the applicable statutes and 

regulations shall be followed.  However, it is understood and shall be proactively communicated to 

member districts that they are ultimately responsible to ensure their own legal compliance. 

 

8)  Before entering into federally funded vendor contracts for goods and services that equal or exceed twenty 

five thousand dollars ($25,000) and any subcontract award, the ESD 105 will ensure the vendor is not 

suspended or debarred from participating in federal assistance programs. 

  

9)  No employee, officer or agent of the ESD 105 may participate in the selection, award or administration of 

a contract supported by federal funds if he/she has a real or apparent conflict of interest. Such a conflict 

may arise when the employee, officer or agent, any member of his/her immediate family, his/her partner, 

or an organization which employs or is about to employ any of the parties indicated herein has a financial 

or other interest in or a tangible personal benefit from a firm considered for a contract. 

 

No employee, officer or agent of the ESD 105 may solicit or accept gratuities, favors or anything of 

monetary value from contractors or parties to subcontracts. Exceptions may be made with the approval of 

the Superintendent for situations in which the gift is an unsolicited item of nominal value. Violation of 

these standards may result in disciplinary action including, but not limited to, suspension, dismissal, or 

removal.  

 

 

Board Approved: 9/20/16 
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9300  Environmental Protection 

 

9310  

It is the policy of the Educational Service District that any project undertaken by this agency is accomplished in 

compliance with RCW 43.21C, the State Environmental Policy Act (SEPA), and in accordance with WAC 197-

10, guidelines for the implementation of the State Environmental Policy Act.  To this end, the Educational 

Service District hereby adopts by reference WAC 197-10 and all subsequent amendments thereto. 

 

9320  

In compliance with WAC 197-10, the Superintendent or designee is the responsible official for carrying out this 

policy. 

 

 

9400  Garnishment/Lien and Personal Credit Problems 

 

9410  

The Educational Service District recognizes that an employee may encounter personal credit problems and as a 

result be subject to garnishments/liens of salary or wages.  Attempts will be made to counsel any employee with 

regard to his/her financial problems. 

 

The garnishment/lien process involves considerable time and expense for both the employee and the district.  

Each garnishment/lien will be reviewed and pertinent information will become a part of the employee's 

personnel record.  All legal expenses incurred by Educational Service District as a result of a garnishment/lien 

will be recovered from the employee. 

 

9420  

Upon receipt of garnishments/liens within any twelve (12) month period, the following action will be taken: 

1)    Upon the first notice of garnishment/lien,verbal discussion with employee will occur and warning of 

potential consequences. 

2)   Upon the second notice of garnishment/lien, written notification to employee of need to take corrective 

action will occur. 

3)   Upon the third notice of garnishment/lien, the employee will be required to give evidence of receiving 

professional credit counseling. 

4)   Upon the fourth notice of garnishment/lien, the employee will be terminated from employment.  

 

 Any employee who receives three garnishments/liens within a twelve (12) month period and then 

receives three (3) garnishments/liens within any subsequent twelve (12) month period will be terminated 

from employment.  (Reference:        RCW 6.27) 
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10000  DRUG AND ALCOHOL FREE WORKPLACE  

 

ESD 105 has an obligation to staff, students, school districts, clients, partners, and citizens to take reasonable 

steps to assure safety in the workplace and to provide safety and high quality performance for the individuals and 

the organizations that the staff serves. 

 
"Workplace" is defined to mean the site for the performance of all work done in connection 

with ESD 105 programs and services.  That includes any ESD 105 

1) facility, property, program site, school district, and while performing ESD 105 related 

responsibilities in any location, and/or  

2) vehicle (or approved other vehicle) used to transport supplies, equipment,  staff and/or 

students during any ESD 105 sponsored activity, event, or function.  

 
Purpose 

 
1) Establish and maintain a safe, healthy learning environment for all individuals and organizations that 

the staff serves, and a safe, healthy working environment for all staff members. 

 
2) Insure the reputation of ESD 105 and its staff members as good, responsible citizens worthy of the 

responsibilities entrusted to them. 

 
3)     Reduce the incidence of accidental injury to person or property. 

 
4)     Reduce absenteeism, tardiness, and indifferent job performance. 

 
5)     Provide assistance toward rehabilitation referral for any staff member who seeks the ESD 

105’s help in overcoming any addiction to, dependence upon, or problem with alcohol or drugs. 

 
Definitions 

 
1) Alcohol or alcoholic beverages:  Any beverage that may be legally sold and consumed and that has an 

alcoholic content in excess of .5% by volume. 

 
2) Drug:   Any substance (other than alcohol) capable of altering the mood, perception, pain level, or 

judgment of the individual consuming it. 

 
3) Prescribed drug:  Any substance prescribed for the individual consuming it by a licensed medical 

practitioner. 

 
4) Controlled substance:   Any drug or alcohol containing substances defined by state or federal 

statute.   

 

5)    Workplace:  All ESD 105 facilities, property, program sites, school districts, and/or vehicles (or 

approved other vehicles), and while performing ESD 105 related responsibilities in any location.  

 

 

Violations 

 
 Manufacture, Distribution, Possession or use of Controlled Substances:      The   unlawful manufacture, 

distribution, possession,  or use of a controlled substance is illegal, and violation will result in corrective 
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action, including required rehabilitation where appropriate and/or disciplinary action  up  to  and  including  

employment  termination  and  criminal  prosecution  referral.    Any employee being investigated for violation 

of this policy shall be advised of his/her right to have legal representation present during investigatory 

meetings with the employee. 

 
1) If ESD 105 suspects a  staff  member  is  engaged  in  the  unlawful  manufacture, distribution, or 

dispensation of a controlled substance, it reserves the right to notify proper investigatory and law 

enforcement authorities and to provide the authorities with relevant information and otherwise cooperate 
with authorities in an investigation. 

 
2) If the staff member is charged with a drug statute violation by law enforcement authorities, the ESD 

105 may suspend the staff member with or without pay pending disposition of the charges. 

 
3) If a  staff  member  is  convicted  of a  drug  statute  violation  related to  the  manufacture, distribution, 

or dispensation of a controlled substance, the employee will  be subject  to disciplinary action up to 

and including termination of employment. 

 
4) If a staff member admits to, or is convicted of illegal furnishing of alcohol or a controlled substance to 

any student or minor, the staff member shall be terminated. 

 
Note:  "Conviction" means a finding of guilt (including a plea of nolo contendere or withheld judgment) 

or imposition of sentence, or both, by any judicial body charged with the responsibility to determine 

violations of the Federal or State criminal drug statutes. 

 
 Under the Influence of Drugs:  Staff members shall not report for duty, perform service, or enter ESD 105 

property under the influence of or after having used illegal controlled substance as defined by either state or 
federal laws. Violations will result  in corrective action, including required rehabilitation where  appropriate 

and/or disciplinary action up to and including termination of employment. 

 
1) Staff members are prohibited from the use of illegal controlled substances while on duty on ESD 105 

property.  For purposes of this policy, any staff member testing positive for a controlled substance (or its 

metabolite) in his/her urine is conclusively presumed to be under the influence of such drugs. 
 

 

2) Any staff member who is taking a drug or medication, whether or not prescribed by the staff 

member's physician, which may adversely affect that staff member's ability to perform work in a 
safe or productive manner is required to report such use of medication to his or her supervisor.  

This  includes  drugs  which  are  known  or  advertised  as  possibly  affecting judgment 
coordination, or any of the senses, including those which may cause drowsiness or dizziness.  The 

supervisor in conjunction with the ESD 105 Superintendent, or designee, then will determine 
whether the staff member can remain at work and whether any work restrictions will be 
necessary. 

 
 Under the Influence of Alcohol:  Staff members shall not report for duty, perform service, enter ESD 

105 property, or attend a ESD 105sponsored activity involving students with a blood alcohol content 

which has been legally defined as 0.02 or more percent.    Staff members are prohibited from the 

use, possession, or sale of alcoholic beverages while on duty on ESD 105 property. 

 
 Testing :     If  facts,  circumstances,  physical  evidence,  physical  symptoms,  or  a  pattern  of 

performance or behavior causes a supervisor to reasonably conclude an employee may have used, or be 

under the influence or intoxicated by alcohol, a drug or controlled substance, the supervisor is to  contact 

the Superintendent, or designee, to  discuss the situation.   If it  is  determined that "reasonable 
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cause" exists that the employee has used or is under the influence of alcohol, drugs, or a controlled 

substance, the staff member will be taken to a facility for testing.   Testing will be conducted at ESD 

105 expense unless the staff member requests a retest. A staff member shall be advised he/she may have 

legal representation present.  

 
Examples of reasonable cause may include: 

 
1)     Adequate documentation of unsatisfactory performance. 

2)     Physical symptoms consistent with substance use. 

3)     Evidence of illegal substance use, possession, sale, or delivery. 

4) Occurrence of a serious or potentially serious accident that may have been caused by human 

error. 

5)     Serious motor vehicle offenses while on duty and/or in an ESD 105 vehicle. 

6)     Fights, assaults, and flagrant violations of established safety, security or other operating 
procedures. 

 
Testing for controlled substances may also be required of employees in the following 

circumstances/situations: 

 
1) On the job injury:  Any injury occurring on the job that may be the result of human error, and 

requires medical attention may also require the injured party to submit to a drug/alcohol 

screening.    Supervisors are to notify the Superintendent or designee immediately upon 

hearing of an injury that occurred on the job so that the hospital or other treatment facility can 

be alerted to collect the appropriate sample. 

 
2) Safety sensitive positions:    Positions which affect the safety of other persons will be 

required to submit to a drug test on a random basis.   These positions include those staff 
 

members whose job is driving any ESD 105 vehicle (bus, truck, car, van, or machine), or their own 

vehicles for job related duties. 

 
3) Employment of persons addicted/dependent upon alcohol/drugs:    Persons having a history 

of alcohol or drug dependency will not be knowingly employed unless satisfactory evidence of 

rehabilitation is provided to ESD 105.  All finalists for employment will be required to submit to 
a pre-employment urinalysis.   Applicants whose urinalysis, interviews, application information 

and/or reference and background checks indicate present alcohol/drug abuse will not be hired. 

 
4) Transportation:    In all circumstances of suspected drug/alcohol use it is necessary to 

provide transportation for the individual.  If the staff member refuses to accept transportation and 

attempts to drive, he/she shall be advised the authorities will be notified immediately. A staff 

member’s refusal to accept transportation shall result in immediate termination. 

 
5) Sample requirements:   Refusal to submit a sample or tampering with a sample during 

testing shall result in immediate termination. 

 
6) Retesting of sample:   Staff members/applicants may have the sample given by the staff 

member retested by the same or another lab facility providing a written request be provided to the 
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Superintendent within forty-eight (48) hours of test result notification.   The staff 
member/applicant shall be responsible for any costs of the additional testing. 

 

Discipline An employee who violates the terms of this policy may be suspended, discharged, or 

non-renewed in accordance with the provision of ESD 105 policy and State law. 

 
Confidentiality/Privacy:  The fact a test has been requested or administered, the results of that test and 

communications with the staff member regarding substance use/abuse shall be considered private and 

confidential.  Access to such information is limited to those who have a legitimate need to know.  

Internally, the Superintendent, Superintendent’s designee, and immediate supervisor will be notified.   

External communications shall be based on a case by case  determination and may include 

counselors,  medical professionals,  law enforcement  personnel,  the OSPI  Certification Officer, and 

the federal government. 

 
 Employee  Assistance  Program ( EAP)  :  Drugs and/or alcohol do not belong in the workplace.  It is 

the position of ESD 105 that a staff member who recognizes he/she has a drug and/or alcohol 

problem but cannot take care of the problem alone will be provided  assistance.   The 

Superintendent’s designee will serve as the EAP case manager for any staff member seeking 

referral assistance through his/her supervisor. 

 
Rehabilitation is the responsibility of the staff member.  An approved organization will assist those staff 

members who voluntarily come forward seeking assistance.  Assistance will be in the form of an 

assessment of dependency and determination of the staff member's need for a rehabilitation treatment 

program.   The assessment may be paid for by ESD 105.   Any staff member seeking medical 

attention for alcoholism or drug addiction will be entitled to benefits provided by his/her medical 

insurance plan, and sick leave or a leave of absence without pay if necessary to complete the treatment 

program. 
 

 

Upon successful completion of treatment, staff members will be returned to active status without 
reduction of pay or seniority.    Staff  members  may  return  to  work  during  treatment  at  the 

recommendation of the Assessing  Agency and  upon the approval of the Superintendent, or 
designee. 

 
ESD 105 may require a staff member participate in an assessment program if there is reasonable  cause 

to  believe  that  the  staff  member  is  abusing  alcohol,  prescription  drugs, or legal/illegal drugs.   

Referral to an agency qualified to conduct an assessment will be made at ESD 105 expense. 

 
Any staff members suffering from an alcohol/drug problem who rejects treatment or who leaves a 
treatment program prior to being properly discharged will be immediately terminated.    The 

recurrence of a job related alcohol/drug problem will be cause for termination.  If a staff member needs 
to repeat treatment, and problems have not been evident in job performance, the staff member 
will be granted the opportunity to use sick leave or apply for leave without pay to seek said 

treatment. 

 
 Enforcement Requirements:  As a condition of employment, each staff member shall notify his/her 

supervisor of his/her conviction of any criminal drug statute for a violation occurring in the 



 

86 
 

workplace as defined above.  Such notification shall be provided no later than five (5) days after such 

conviction.  ESD 105 shall inform the federal government within ten (10) day of such conviction, 

regardless of the source of the information. 

 
As a condition of employment, each employee shall abide by the terms of this ESD 105 policy 

respecting a drug free workplace. 

 
Supervisors who knowingly disregard the requirements of this policy shall be subject to disciplinary 

action, up to and including termination.    Reporting of violations or suspected violations of this 

policy is the responsibility of all ESD 105 staff members.  If a staff member has reason to suspect that 

a fellow staff member has violated this policy, the information should be given to the immediate 

supervisor of the staff member suspected of the violation.   If it is not possible to present the 

information to the staff member's immediate supervisor, the reporting staff member should inform the 

next level of management. 

 
Information reporting steps: 

 
1)  Immediate supervisor of staff member suspected of a violation. 

2)  Next level of supervision within the program or department. 
3)  Superintendent, or designee. 

 
Each staff member shall be notified of ESD 105's policy and procedures regarding drug activity at 

work. 
 

  Reference: 

P.L. 100690, Title V, Subtitle D 

  21 U.S.C. 812 

21 CFR 1300.111300.15 

  P.L. 101226 

RCW 28A.310.010 

  RCW 28A.310.180 

RCW 69.50.435 

  WAC 18086 

WAC 18087 

ESD 105 HR Dept. Rev. 4/9/13 

ESD 105 Board Approved:  5/21/13 

 

FORM 10000F1 

Page 1 of 1 
 

 NOTICE  TO EMPLOYEES  ENGAGED IN ESD 105 WORK 
 

YOU ARE HEREBY NOTIFIED that it is a violation of the policy of ESD 105 for any employee to 

unlawfully manufacture, distribute, dispense, possess, use on or in the workplace and during any work related 

commuting while on ESD 105 business, or to report to duty under the influence of any illi cit narcotic drug, 

hallucinogenic drug, amphetamine, barbiturate, marijuana, alcohol, or any other ill egal controlled substance, as 
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defined in Federal Law and as further amended to include anabolic steroids. It is also a violation of ESD 105 

policy to violate related laws off work site or hours. 

 
"Workplace" is defined to mean the site for the performance of all work done in connection with 

ESD 105 programs and services.  That includes any ESD 105 

1) facil ity, property, program site, school district, and while performing ESD 105 related 

responsibil ities in any location, and/or  

2) vehicle (or approved other vehicle) used to transport supplies, equipment, staff and/or students 

during any ESD 105 sponsored activity, event, or function. 

 

 
YOU ARE FURTHER NOTIFIED that it is a condition of your continued employment on any federal grant 

that you will comply with the policy of ESD 105 and will notify your supervisor of any conviction under any 

criminal drug statute for a violation occurring in the workplace. Such notification shall be no later than five (5) 

days after such conviction. 

 
An employee who violates the terms of ESD 105ôs drugfree workplace policy may be suspended, discharged, 

or nonrenewed in accordance with the provisions of ESD 105 policy and state law.   In addition, ESD 105 will 

make criminal prosecution referrals, as appropriate. Compliance with the standards of conduct are mandatory. 

 
An employee desiring information on drug and/or alcohol assessment, counseling, rehabil itation and/or reentry 

program may contact his/her supervisor for referral information. An employee may be required to satisfactorily 

complete a drug rehabilitation treatment program approved by the Superintendent,  at  the  employee's  expense,  

as  a  condition  of  eligibility  for  reinstatement. However, reinstatement of an employee who has violated the 

drugfree workplace policy is not guaranteed, nor does the ESD 105 incur any financial obligation for an 

employee's treatment or rehabil itation. 
 

 
 

 

 
 

I ,                                                        , acknowledge receipt of this policy statement on 

                                      (print name) 

the                                     day of                                _,                . 
 
 
 

       

HR Dept. Rev. 4/9/13 

Board Approved: 5/21/13 

  

FORM 10000F2 

Page 1 of 1 
 

CERTIFICATION REGARDING DRUGFREE WORKPLACE REQUIREMETNS 

GRANTEES OTHER THAN INDIVIDUALS 

 
An employee desiring information on drug and/or alcohol assessment, counseling, rehabil itation and/or reentry 

program may contact his/her supervisor for referral information.  This certification is required by the 

regulations implementing the DrugFree Workplace Act of 1988, 34 CFR Part 

85, Subpart F.   The regulations, published in the January 31, 1989 Federal Register, required certification by 

grantees, prior to award, that they wil l maintain a drugfree workplace.   The certification set out below is a 

 

Employee’s Signature 
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material representation of fact upon which reliance wil l be placed when agency determined to award the grant.   

False certification or violation of the certification shall be grounds for suspension of payments, suspension or 

termination of grants, or government wide suspension or debarment (see CFR Part 85, Sections 85.615 and 

85.620). 

 
The grantee certifies that it will provide a drugfree workplace by: 

 
1)  Publishing a statement notifying employees that the unlawful manufacture, distribution, dispensing, 

possession or use of a controlled substance is prohibited in the granteeôs workplace and specifying 

the actions that will be taken against employees for violation of such prohibition. 

2)      Establishing a drugfree awareness program to inform employees about: 

A)    the dangers of drug abuse in the workplace; 

B)     the granteeôs policy of maintaining a drugfree workplace; 

C)     any available drug counseling, rehabilitation, and employee assistance programs; and, D)    the  penalties  

that  may  be  imposed  upon  employees  for  drug  abuse  violations occurring in the workplace. 

3)    Making it a requirement that each employee to be engaged in the performance of the grantbe given a copy 

of the statement required by paragraph one (1). 

4)    Notifying the employee in the statement required by paragraph one (1) that, as a conditionof employment 

under the grant, the employee will: A)    abide by the terms of the statement; and 

B)     notify the employer of any criminal drug statute conviction for a violation occurring in the workplace no 

later than five (5) days after such conviction. 

5)    Notifying the agency within ten (10) days after receiving notice under subparagraph four (4)(B) from an 

employee or otherwise receiving actual notice of such conviction. 

6)   Taking one of the following actions, within thirty (30) days of receiving notice under subparagraph 

four (4)(B), with respect to any employee who is so convicted: 

A)    taking appropriate personnel action against such an employee, up to and including termination; or 

B)     requiring such employee to participate satisfactorily in a drug abuse assistance or rehabil itation 

program approved for such purposes by a federal, state, or local health, law enforcement, or other 

appropriate agency. 

7)    Making  a  good  faith  effort  to  continue  to  maintain  a  drugfree  workplace  through implementation 

of paragraphs one, two, three, four, five, and six. 
 
 
ESD 105 HR. Dept. Rev. 4/9/13 

Board Approved:  5/21/13 
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10500  TOBACCO FREE WORKPLACE 
 

10510  

The Board of Directors recognizes that to protect staff, visitors and students from exposure to the addictive 

substance of nicotine, employees, volunteers, and all members of the community, have an obligation as role 

models to refrain from tobacco use on Educational Service District property and school district properties at all 

times. Tobacco includes but is not limited to cigarettes, cigars, snuff, smoking tobacco, smokeless tobacco, 

nicotine, nicotine delivering devices, chemicals or devices that produce the same flavor or physical effect of 

nicotine substances; and any other tobacco innovation. 

 

10520   

Any use of tobacco products by staff, visitors and community members shall be prohibited on all Educational 

Service District property, in Educational Service District buildings, agency-owned vehicles and school district 

properties where Educational Service District services are provided, except as stated in Policy 10530.   

 

10530   

Employees desiring to participate in a physician directed nicotine or tobacco cessation program during their 

work day, which involves the use of any cessation product containing nicotine or tobacco, are required to 

submit a written notice from their physician.  The notice must indicate the type of product to be used and 

duration of treatment.  The notice must be delivered to the Superintendent or Superintendent’s designee for 

approval prior to the implementation of the cessation program. 

 

10540  

Notices advising employees and visitors of this policy shall be posted in appropriate locations in all Educational 

Service District buildings as determined by the superintendent. Employees are subject to discipline for 

violations of this policy, and Educational Service District employees are responsible for the enforcement of the 

policy. 

 

 

             

          

Approved by Board: 1/18/11 
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11000  LEAVE SHARING  
 

11100  Definition of Leave Sharing 

 

11110  

Educational Service District 105 employees may, with the approval of the Superintendent, share sick leave and 

annual leave with an Educational Service District employee who is suffering from, or has a relative or 

household member suffering from an extraordinary or severe illness, injury, impairment or physical or mental 

condition, or who has been called to service in the uniformed services, which has caused, or is likely to cause, 

the employee to take leave without pay or terminate his or her employment. 

 

11115  

 Definitions 

¶ “Service in the uniformed services” means the performance of duty on a voluntary basis in a 

uniformed service under competent authority and includes active duty, active duty for training, 

initial active duty for training, inactive duty training, full-time National Guard duty including state-

ordered active duty, and a period for which a person is absent from a position of employment for 

the purpose of an examination to determine the fitness of the person to perform any such duty. 

 

¶ “Uniformed services” means the armed forces, the Army National Guard, and the Air National 

Guard of any state, territory, commonwealth, possession, or district when engaged in active duty for 

training, inactive duty training, full-time National Guard duty, or state active duty, the 

commissioned corps of the Public Health Service, the Coast Guard, and any other category of 

persons designated by the president of the United States in time of war or national emergency. 

 

 

11200  Eligibility 

 

11210  

An employee is eligible to receive donated leave if:  (1)  The staff member has depleted, or will shortly deplete 

all available leave, and (2)  A document is provided by the attending physician which substantiates the problem 

and provides estimates of its duration, or orders verifying the employee has been called to service in the 

uniformed services. 

 

 

11300  Donation of Leave 

 

11310  

Annual leave can be donated by any employee who accrues annual leave.  A staff member who has an accrued 

annual leave balance of more than ten (10) days may request in writing that the Superintendent transfer a 

specified number of days to another staff member authorized to receive shared leave.  A staff member may not 

request leave to be transferred that would result in an accrued annual leave balance of fewer than ten (10) days. 

 

 

11320  

Sick leave can be donated by any employee who accrues sick leave A staff member who has an accrued sick 
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leave balance of more than  sixty (60) days may request in writing that the Superintendent transfer a specified 

amount of sick leave to a staff member authorized to receive such leave.  A staff member may not request a 

transfer that would result in an accrued sick leave balance of fewer than sixty (60) days. 

 

 

11400  Other Applicable Terms 

 

11410   

All decisions to donate leave shall remain confidential. 
 

The Superintendent or designee shall compute the amount of leave, if any, which a staff member may receive 

under this policy.  The formula for donating leave will be the donator’s rate of pay times the number of days 

donated, divided by the donatee’s rate of pay, to determine the number of days that can be used.  The value of 

any leave transferred under this section which remains unused shall be returned at its original value to the 

employee or employees who transferred the leave. 
 

 

 

Approved by ESD 105 Board:  3/26/19 
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12000   PRE-EMPLOYMENT EXAMINATION  
 

12100  Definition of Examination 

 

12110  

It is the intention of the Educational Service District 105 Board of Directors that no employee shall be placed in 

a position that is likely to aggravate an existing medical problem.  Therefore, the Educational Service District 

will require a medical evaluation for any new employee who is required to do heavy or repetitive lifting in the 

course of their employment.  Medical evaluations will be required only of individuals who have been selected 

for employment.  The finalization of the employment will be subject to the medical evaluation. 

 

The following positions shall be given a physical examination prior to finalization of employment: 

 

A.        Custodial staff 

B.        Courier 

C.        Data Processing staff:  Computer Operators and Data Control  Clerks 

D.        Special Education staff whose position requires frequent lifting of children or adults 

E. Any other position that in the opinion of the Educational Service District Superintendent would require 

heavy or repetitive lifting 

 

 

12200  Process 

 

12210  

The Educational Service District shall schedule the physical examination with a medical provider selected by 

the Educational Service District.  The physical examination expenses shall be borne by the Educational Service 

District, except in cases where it is determined that the individual has knowingly misrepresented their physical 

limitation.  Wherever possible, the Educational Service District will make reasonable accommodations for 

individual physical limitations. 
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13000  REPORTING IMPROPER GOVERNMENTAL ACTION  
 

 13100  Definition of Improper Governmental Action  

 

13110  

The Educational Service District encourages the reporting of improper governmental actions by any 

Educational Service District employees and will protect employees against retaliatory employment actions for 

reporting improper governmental actions when the reports are made in compliance with this policy and related 

procedure.  Educational Service District officers and employees are prohibited from taking retaliatory action 

against an employee because the employee has in good faith reported alleged improper governmental action in 

accordance with this policy and related procedure. 

 

The Superintendent shall establish procedures for receiving and acting on employee reports of improper 

governmental actions and responding to allegations of retaliation. 

 

As used in this policy, the following terms shall have the meanings indicated: 

 

A. "Improper governmental action" means any action by an Educational Service District employee: 

 

1. That is undertaken in the performance of the employee's official duties, whether or not the action is 

within the scope of the employee's job; and 

2. That (i) is in violation of any federal, state or local law or rule, (ii) is an abuse of authority, (iii) is of 

substantial and specific danger to the public health or safety, or (iv) is a gross waste of public funds. 

 

B. "Retaliatory action" means any adverse change in the terms and conditions of a staff member's   

employment. 

 

C. "Emergency" means a circumstance that if not immediately changed may cause damage to persons or 

property. 

 

 

13200  Process 

 

13210  

Employees who become aware of actions that they believe constitute improper governmental action should raise 

the issue first with their supervisor.  If requested by the supervisor, the employee shall submit a written report to 

the supervisor or designee stating in detail the basis for the employee's belief that an improper governmental 

action has occurred. 

 

Where the employee reasonably believes the improper governmental action involved his or her supervisor, the 

employee may raise the issue directly with the Superintendent or the Human Resources Director. 

 

13220  

In case of emergency where the employee believes that damage to persons or property may result if action is not 

taken immediately, or where the employee has a legal obligation to report (for instance, where child abuse is 

suspected), the employee shall report the improper governmental action directly to the appropriate government 

agency with responsibility for investigating the improper action. 
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Employees who fail to make a good faith attempt to follow this policy in reporting improper governmental 

conduct shall not be eligible for the protections outlined. 

 

The employee's supervisor, the Superintendent or the Human Resources Director shall take prompt action to see 

that the report of improper governmental action is properly investigated. 

 

Persons involved in the investigation shall keep the identity of reporting employees confidential to the extent 

possible under law, unless the employees authorize the disclosure of their identities in writing. 

 

After an investigation has been completed, the reporting employee shall receive a summary of the investigation 

result, except to the extent that resulting personnel actions must be kept confidential. If a reporting employee 

reasonably believes that an adequate investigation was not done by the Educational Service District, that 

insufficient action has been taken, or that the improper governmental action is likely to recur, the employee may 

report information about the improper governmental action directly to the appropriate government agency. 

 

The employee must provide a written report describing the improper governmental action to the Superintendent 

or Human Resources Director prior to providing the information to persons outside the local government. 

 

Employees who believe that they have been retaliated against for reporting an improper governmental action 

should advise their supervisor, the  

Superintendent or the Human Resources Director.  Appropriate action to investigate and address complaints of 

retaliation shall be taken. 

 

If the complaint cannot be informally resolved, the employee shall provide written notice to the Superintendent 

that specifies the alleged retaliatory action and the relief requested by the employee. The written complaint must 

be filed within thirty (30) days of the alleged retaliation.  The Educational Service District will respond to the 

complaint within thirty (30) days of receiving the written notice. 

 

If the employee alleging retaliation receives no response from the Educational Service District or objects to the 

Educational Service District's response, the employee may request a hearing before a state administrative law 

judge.  The request for a hearing must be delivered in writing to the Superintendent either fifteen (15) days 

following the Educational Service District's response, or forty-five (45) days after the complaint was filed, if 

there was no response. 

 

The Educational Service District will apply for a hearing within five (5) working days to: Office of 

Administrative Hearings, P.O. Box 42488, Rowe Six, Bldg. 1, 4224 6th SE, Lacey, WA  98504-2488,   (206) 

459-6353. 

 

The Educational Service District will consider any recommendation provided by the administrative law judge 

that an employee found to have retaliated against an employee who reported improper governmental action be 

suspended with or without pay or dismissed. 

 

A summary of this policy will be permanently posted where all employees will have reasonable access to the 

policy.  The policy will be made available to any employee who requests it, and the policy will be given to all 

new employees. 

 

The following is a list of agencies responsible for enforcing federal, state and local laws and investigating issues 

involving potential improper governmental action.  Employees having questions about these agencies or the 

procedures for reporting improper governmental action are encouraged to contact their supervisor, the 

Superintendent or the Human Resources Director: 
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  Local City Police Department or County Sheriff's Office 

  Local County Prosecutor's Office 

  Local City or County Health Department 

  Local City or County Environmental Protection Office  

   

  WA. Attorney General's Office 

  Fair Practices Division 

  2000 Bank of California Center 

  900 - 4th Avenue 

  Seattle, WA  98104 

  (206) 464-6684 

 

  Washington Auditor's Office 

  Legislative Bldg. 

  P.O. Box 40021 

  Olympia, WA  98504-0021 

  (206) 754-5280 

 

  Washington Department of Ecology 

  3190 - 16th SE 

  Bellevue, WA  98008-5852 

  (206) 649-7000 

 

  WA Dept. of Labor & Industries 

  300 W. Harrison, Rm. 201 

  Seattle, WA  98119 

  (206) 281-5400 

 

WA Department of Natural Resources 

  P.O. Box 68 

  Enumclaw, WA  98022 

  (206) 825-1631 

 

  Puget Sound Water Quality Authority 

  P.O. Box 40900 

  Olympia, WA  98504 

  (206) 493-9300 

 

  WA Superintendent of Public Instruction 

  Old Capitol Bldg., P.O. Box 47200 

  Olympia, WA  98504-7200 

  (206) 753-6738 

 

  U.S. Department of Education 

  Office of the Inspector General 

  915 - 2nd Avenue 

  Seattle, WA  98178 

  Audits:  (206) 553-0657 

  Investigations:  (206) 553-1482 
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  Environmental Protection Agency 

  Criminal Investigations 

  1200 - 6th Avenue 

  Seattle, WA  98101   

  (206) 553-8306 

 

  Equal Employment Opportunity Commission 

  2815 - 2nd Avenue, Suite 500 

  Seattle, WA  98178 

  (206) 553-0968 

 

  Federal Emergency Management Agency 

  130 - 228th Street SW 

  Bothell, WA  98021 

  (206) 487-4600 

 

  U.S. Department of Labor 

  Occupational Safety and Health 

  1111 - 3rd Avenue, Suite 715 

  Seattle, WA  98101-3212 

  (206) 553-5930 

  

  National Transportation Safety Board 

  19518 Pacific Highway S. 

  Seattle, WA  98158 

  (206) 764-3782 

 

  U.S. Department of Transportation 

  Office of Inspector General 

  915 - 2nd Avenue 

  Seattle, WA  98178 

  (206) 553-5720 
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SUMMARY OF PROCEDURES 

WHISTLEBLOWER ACT 

(For complete details - see Policy 13000) 

 
The following steps should be taken in compliance with the Whistleblower Act: 

 

REPORTING IMPROPER GOVERNMENTAL ACTION 

 

The employee should notify his/her supervisor, the superintendent or the Human Resources Director. 

 

An investigation will be conducted and the reporting employee will receive a summary of the results. 

 

If the employee believes the investigation was inadequate or that insufficient action was taken, he/she may 

report the improper action to the appropriate government agency.  However, the employee must provide a 

detailed written report to the superintendent prior to providing information to persons outside the local 

government.  Exceptions will be made for emergencies defined in the Educational Service District's policy. 

 

RETALIATORY ACTION - Procedure for seeking relief 

 

Employees must provide written notice to the local government within thirty (30) days of the alleged retaliatory 

action. 

 

The local government has thirty (30) days to respond to the allegation. 

 

The employee has fifteen (15) days to request a hearing after receiving the government's response or after the 

thirty-day (30) response period has expired without a response. 

 

If a hearing is requested, the local government must apply for a hearing before an administrative law judge 

within five (5) days. 

 

At the hearing, the employee has the burden of proving the claim by a preponderance of the evidence. 
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14000   COMMUNICABLE DISEASES 
 

14100  Definition 

 

14110  

It is the policy of Educational Service District to provide a safe environment for employees and students.  As 

such, employees of the agency are required to know and follow "Universal Precautions" as described by the 

Center for Disease Control.  Specific exposure control procedures which have been adopted and implemented in 

this agency are as follows:  All employees whose tasks may expose them to blood, body fluids, or other 

potentially infectious materials shall be provided with a copy of the agency's Exposure Control Plan or shall 

have access to it and shall receive training as described herein. 
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15000  SEXUAL HARASSMENT  
 

Sexual Harassment of District Staff Prohibited  

Educational Service District 105 (ñESDò) is committed to a positive and productive working environment free 

from all forms of discrimination, including sexual harassment. ESD 105ôs policy on sexual harassment is part of 

its overall efforts to provide a workplace free from discrimination and retaliation, pursuant to state and federal 

laws prohibiting discrimination.  ESD 105 prohibits sexual harassment of employees and other persons by 

students, other employees, or third parties involved in ESD 105 activities.  This policy is also part of ESD 105ôs 

commitment to diversity and inclusion, and a workplace that is free from harassment, disrespect, and 

divisiveness. 

 

General Provisions 

¶ This policy applies to all employees, applicants for employment, board members, managers, supervisors, 

interns and volunteers (whether paid or unpaid), contractors, vendors, customers and all persons who 

conduct business with ESD 105. 

¶ Sexual harassment will not be tolerated.  Any person covered by this policy who engages in sexual 

harassment or retaliation will be subject to corrective action, up to and including termination of 

employment. 

¶ Sexual harassment may subject ESD 105 to liability.  Harassers may also be individually liable, as can 

supervisors and managers who fail to take action.  Covered persons who engage in sexual harassment 

will be subject to corrective action for such misconduct.  Board members, managers, and supervisors 

will be subject to corrective action if they fail to take appropriate action when they receive a complaint 

of, observe or otherwise become aware of sexual harassment. 

¶ ESD 105 has an obligation to investigate and conduct a prompt and thorough investigation that ensures a 

fair process for all parties.  The ESD will keep the complaint and investigation confidential to the extent 

possible.  Effective corrective action will occur when there is a determination that it is likely that sexual 

harassment occurred.  All covered persons are required to cooperate with any internal investigation of 

sexual harassment. 

¶ Harassing behavior need not be illegal for ESD 105 to take corrective action.  ESD 105 strives to create 

a workplace free from disrespect, divisiveness, incivility and inappropriate behavior.  Behavior that 

could create a harassing environment should the behavior continue or escalate will not be tolerated.  

¶ Retaliation is prohibited.  ESD 105 will not tolerate retaliation against anyone who reports or provides 

information about possible sexual harassment.  Any board members, manager or supervisor who takes 

retaliatory action against anyone who has reported sexual harassment or who has provided information 

about possible sexual harassment will be subject to corrective action.  Anyone covered by this policy 

who engages in retaliatory harassment will be subject to corrective action. 

 

Definitions 

For purposes of this policy, sexual harassment means unwelcome conduct or communication of a sexual nature. 

Sexual harassment can occur student to adult, adult to adult or can be carried out by a group of students or 

adults.    
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Under federal and state law, the term "sexual harassment" includes:  

¶ acts of sexual violence; 

¶ unwelcome sexual or gender-directed conduct or communications that interferes with an individual's 

employment performance or creates an intimidation, hostile, or offensive environment; 

¶ unwelcome sexual advances;  

¶ unwelcome requests for sexual favors; 

¶ sexual demands when submission is a stated or implied condition for obtaining work opportunity or 

other benefit; 

¶ sexual demands where submission or rejection is a factor in a work or other related decision affecting an 

individual; 

¶ other actions not listed above could constitute sexual harassment and/or a violation of this policy and be 

subject to corrective action. 

 

This definition includes many forms of offensive behavior and includes gender-based harassment of a person 

even when the harassment is not of a sexual nature, but rather is because of a personôs gender. Sexual 

harassment can include language or conduct against a person of the same sex as the harasser. 

 

A "hostile environment" for an employee is created where the unwanted conduct is sufficiently severe or 

pervasive to create a work environment that a reasonable person would consider intimidation, hostile, or 

abusive. 

Sexual harassment is not limited to the physical workplace.  It can occur during travel, at events sponsored by 

ESD 105, or via phone, text, email or social media.  Such behavior can also occur outside of scheduled work 

time. 

Investigation and Response 

ESD 105 will promptly investigate any reports, complaints, and grievances alleging that sexual harassment has 

created a hostile work, whether it comes to our attention formally or informally. If an investigation reveals that 

sexual harassment has created a hostile environment, the ESD will take prompt and effective steps reasonably 

calculated to end sexual harassment, eliminate the hostile environment, prevent its occurrence and, as 

appropriate, remedy its effects. The ESD will take prompt, equitable and remedial action within its authority 

every time a report, complaint or grievance alleging sexual harassment comes to its attention. 

Allegations of criminal misconduct will be reported to law enforcement and suspected child abuse will be 

reported to law enforcement or Child Protective Services. Regardless of whether the misconduct is reported to 

law enforcement, the ESD will promptly investigate to determine what occurred and take appropriate steps to 

resolve the situation to the extent that such investigation does not interfere with an on-going criminal 

investigation. A criminal investigation does not relieve the ESD of its independent obligation to investigate and 

resolve sexual harassment. 

Engaging in sexual harassment will result in appropriate discipline or other appropriate sanctions against 

offending staff or third parties. Anyone else who engages in sexual harassment on ESD property or at ESD 

activities will have their access to ESD property and activities restricted, as appropriate. 

Retaliation and False Allegations 

Retaliation against any person who makes or is a witness in a sexual harassment complaint is prohibited and 

will result in appropriate discipline.  ESD 105 will take appropriate actions to protect involved persons from 

retaliation. 
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It is a violation of this policy to knowingly report false allegations of sexual harassment.  Persons found to 

knowingly report or corroborate false allegations will be subject to appropriate discipline 

Staff Responsibilities 

The superintendent will develop and implement formal and informal procedures for receiving, investigating and 

resolving complaints or reports of sexual harassment.  The procedures will include reasonable and prompt 

timelines and delineate staff responsibilities under this policy.  

 Any ESD 105 board member or employee who witnesses sexual harassment or receives a report, informal 

complaint, or written complaint about sexual harassment is responsible for informing the appropriate ESD 105 

personnel, including the Compliance Officer, of the complaint or reports.  All staff are also responsible for 

directing complainants to the formal complaint process.  

Notice and Training 

The superintendent will develop procedures to provide information and education to ESD staff and volunteers 

regarding this policy and the recognition and prevention of sexual harassment.  At a minimum, sexual 

harassment recognition and prevention and the elements of this policy will be included in staff and regular 

volunteer orientation.  This policy and the procedure, which includes the complaint process, will be posted in 

each ESD building in a place available to staff, parents, volunteers and visitors. Information about the policy 

and procedure will be provided to each employee and reproduced in each staff and volunteer handbook. Such 

notices will identify the ESDôs Compliance Officer and provide contact information, including the Compliance 

Officerôs email address. 

Policy Review 
The superintendent will make an annual report to the board reviewing the use and efficacy of this policy and 

related procedures.  Recommendations for changes to this policy, if applicable, will be included in the report.  

The superintendent is encouraged to involve staff, volunteers and parents in the review process.  

 

Legal References:  

 

RCW 28A.310.220 

RCW 28A.640.020 

 
WAC 392-190-058 Sexual harassment  

 
20 U.S.C. 1681-1688  

 

Approved by Board: 10/29/2019 
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15300  Process 

 

15310  

When an employee thinks he/she is being sexually harassed, the employee is encouraged, though not obligated, 

to let the offender know immediately and firmly that the behavior is unwanted and unwelcome. The employee 

may consult with his/her supervisor, an Educational Service District administrator, the Human Resources 

Director or the Superintendent with whom he/she feels comfortable in discussing the matter.  As a result of this 

informal conference, the Educational Service District will begin action to resolve the alleged harassment on an 

informal basis.  If the complaint cannot be resolved informally, the notification procedures incorporated in 

policies 15330 and 15340 will be followed. 
 

15320  

If the employee chooses not to confront the offender, or if after doing so, the sexual harassment continues or the 

problem is not resolved, the employee must officially notify his/her immediate supervisor, the Human 

Resources Director or the Superintendent. 
  

15330  

Supervisors who receive notification or personally observe sexual harassment must take immediate action to 

stop it and promptly report the matter to the Human Resources Director or the Superintendent.  

 

15340  

Upon receipt of a complaint, the Human Resources Director or Superintendent will promptly carry out a 

thorough investigation and will endeavor to protect the rights of both the complainant and the alleged harasser 

while doing so.  All such complaints will be treated in the strictest confidence (legal reference – RCW 46.60 

Law Against Discrimination). 

 

15350  

Any employee who has been found, after appropriate investigation, to have been in violation of this policy will 

be subject to disciplinary action up to and including discharge (in accordance with Policy 8000, Section 8400). 

 

15360  

It is a violation of this policy to knowingly report false allegations of sexual harassment.  Persons found to 

knowingly report or corroborate false allegations will be subject to appropriate discipline. 

 

15370   

Retaliation by the harasser or other staff against employees reporting sexual harassment will not be tolerated 

and appropriate disciplinary action will be taken. 
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15400  Maintaining Professional Staff/Student Boundaries 

 

15410  

The Board of Directors recognizes that to protect students all Educational Service District employees and 

volunteers are expected to maintain the highest professional, moral and ethical standards and maintain an 

atmosphere conducive to learning.  Discipline shall be consistently and fairly applied, professional boundaries 

established and maintained, students protected from inappropriate conduct by adults and other young people. 

 

15420   

Staff and volunteers shall not intrude on a student’s physical and emotional boundaries through inappropriate 

touching or other interactions unless the intrusion is clearly necessary to serve an educational purpose or to 

protect the physical, mental, emotional health and safety of a student.  An educational purpose is one that is 

consistent with the staff member’s or volunteer’s duties and the educational mission of the Educational Service 

District.  Additionally, Educational Service District employees and volunteers are expected to be sensitive to the 

appearance of impropriety in their own conduct and the conduct of other staff and students when interacting 

with students.  Whenever staff members or volunteers suspect or are unsure whether conduct is appropriate or 

constitutes a violation of this policy, they are expected to consult with their supervisor. 

 

15430   

While the use of technology for educational purposes is supported, staff members are prohibited from 

inappropriate text messaging, online socializing, or from engaging in any conduct on social networking web 

sites that violate the law, Educational Service District policies or other generally recognized professional 

standards. 

 

15440  

 Employees whose conduct violates this policy may face disciplinary action and/or termination consistent with 

Educational Service District policies, rules, regulations and acceptable use agreements. 

 

15450  

The superintendent or designee shall ensure that procedures and staff protocols for reporting and investigating 

allegations are developed and that the necessary training to accompany this policy occurs. 

Approved by Board:  11/16/10 
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16000  CELLULAR TELEPHONES  

 

16100  Purpose 

16110      

Business Use:  Educational Service District 105 owned cellular phones are intended to be used exclusively for 

Educational Service District business.  Calls to an employee’s home, family, child care provider or similar 

persons when the employee is required to work extended hours and all emergency calls regarding personal 

injury or property damage shall be considered an Educational Service District business call. 

 

 Personal Use:  Employees are discouraged from using Educational Service District owned cellular phones for 

personal use.  If an employee chooses to use an Educational Service District owned cellular phone for personal 

use (excluding exceptional emergency circumstances) they are obligated to reimburse the voice and text portion 

of the plan in its entirety. 

 

 

16200  Use of Cell Phone while Driving 

 

Employees must adhere to all federal, state or local rules and regulations regarding the use of cell phones while 

driving. Accordingly, employees must not use cell phones if such conduct is prohibited by law, regulation or 

other ordinance.  

 

Employees shall not use hand held cell phones while driving in the conduct of official Educational Service 

District business and/or job related activities. Should an employee need to make a call while driving, they 

should locate a lawfully designated area to park and make the call or use a hands-free speaking device such as a 

speakerphone/earpiece. 

Employees whose job responsibilities include driving as part of their official Educational Service District 

business and/or job related activities will be provided hands-free equipment to facilitate the provisions of this 

policy.  

Employees whose job responsibilities do not specifically include driving as an essential function, but who are 

issued a cell phone for business use are also expected to abide by the provisions above. Under no circumstances 

are employees allowed to place themselves at risk to fulfill business needs.  

Employees who are charged with traffic violations resulting from the use of their cell phone while driving will 

be solely responsible for all liabilities that result from such actions. Violations of this policy will be subject to 

discipline. 

 

 

Approved by Board: 2/17/09 
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17000  TECHNOLOGY AND ELECTRONIC RESOURCES  

 
The ESD105 maintains a computer network and electronic communication system to achieve our educational 

mission, goals, and objectives.  This system allows unprecedented opportunities for students, staff, and patrons 

access to the resources of the Internet, allowing the opportunity to explore thousands of libraries, databases, 

bulletin boards, and other resources while exchanging messages with people around the world.  The Board 

believes that the resources available through this network and the skills that staff and students will safely 

develop in using them are of significant value in the learning process and student success in the future.   

 

By the creation of this network, the Board intends only to provide a means for educational 

activities and does not intend it to be a first-amendment forum for free expression purposes. The 

ESD 105 dedicates the property comprising the network, and grants access to it by users, only for the 

educational and program support activities authorized under this policy and procedures and under the specific 

limitations contained therein.  Staff and students of the Educational Service District shall use this resource in a 

professional manner consistent with meeting our educational mission.   

 

The Board anticipates that new technology will expedite the sharing of effective practices and lessons across the 

ESD 105 region and will help staff stay on the leading edge of practices by forming partnerships with others 

across the nation and the world.  As students and staff members connect to the global community, their use of 

these new tools and systems brings about new opportunities.  These new opportunities also pose many new 

challenges including, but not limited to, access for all students, age-level appropriateness of material, security, 

and the cost of maintaining ever more elaborate systems.  The ESD 105 will endeavor to ensure that these 

concerns are appropriately addressed, but cannot insure that problems will not arise.  To help insure student 

safety and citizenship in online activities, all students using ESD 105 technoloyg or electronic resources will be 

educated about appropriate behavior, including interacting with other individuals on social networking websites 

and in chat rooms, and cyberbullying awareness and response. 

 
The Board directs the Superintendent to provide training and procedures that encourage the 

widest possible access to electronic information systems and networks by students, staff, and 

patrons, while establishing reasonable controls for the lawful, efficient, and appropriate use and 

management of the system. 

 
 

 

 

 

 

 

Approved By Board: 8/21/12  
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17000-P Technology and Electronic Resources 

Information System (Network) 

1)  All use of the system must be supportive of education and research and be consistent with the mission of the 

ESD105 and its member districts.  The ESD105 reserves the right to prioritize use and access to the system. 

2)  Any use of the system must conform to state and federal law, network provider policies and licenses, and 

ESD105 policy.  Use of the system for personal gain, commercial solicitation and compensation of any kind 

is prohibited.  Use of the system for charitable purposes must be approved in advance by the 

Superintendent, or designee. 

3)  The system constitutes public facilities and may not be used to support or oppose political candidates or 

ballot measures. 

4)  No use of the system shall serve to disrupt the operation of the system by others; system components, 

including hardware or software, shall not be destroyed, modified, or abused in any way. 

5)  Malicious use of the system to develop programs that harass other users or that gain unauthorized access to 

any computer or computing system and/or damage the components of a computer or computing system is 

prohibited, including but not limited to: 

A)  hacking, cracking, vandalizing, the introduction of viruses, worms, Trojan horses, time bombs and 

changes to hardware, software, and monitoring tools; 

B)  unauthorized access to other ESD105 computers, networks and information systems; or, 

C)  downloading and installation/use of games, or other software applications (including shareware and 

freeware) without permission or approval from the Technology Services Department or designee. 

6)  Streaming media from the Internet can sometimes be an impact on network performance. Care should be 

taken by users to ensure their use is limited to support of ESD105 functions. 

A)  Users are responsible for the appropriateness and content of material that they transmit or publish on 

the system. Hate mail, harassment, discriminatory remarks, or other antisocial behaviors are 

expressly prohibited, including but not limited to: Cyber bullying, hate mail, defamation, harassment 

of any kind, discriminatory jokes and remarks. 

B)  Use of the system to access, store, or distribute obscene, pornographic or sexually explicit material is 

prohibited. 

7) Attaching unauthorized devices to the ESD105 network is prohibited. 

 

Network Security  

Users are responsible for the security of their password(s) for their network login, any electronic mail, software 

applications and internet access. Users shall use a password and keep it secure to prevent unsafe and 

unnecessary disclosure of their password. 

 

Users shall not seek information on, obtain copies of, or modify files, other data, or passwords belonging to 

other users, or misrepresent other users on the system, or attempt to gain unauthorized access to the system. 

 

 

E-Mail  

The primary use of email is to facilitate the timely and efficient conduct of ESD105 business and to facilitate 

the free exchange of business related communications and ideas between staff.  
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Filtering and Monitoring  

Filtering systems are installed on the network to block access to that which has been deemed 

inappropriate for a school or office environment.  Internet locations that are blocked by this 

system may include web sites or services that allow access to visual depictions that are obscene 

or objectionable so that ESD105 may be in compliance with the Children's Internet Protection Act (CIPA).  

Some ESD105 sites may have filtering such that only "white-listed" internet locations are allowed and all other 

access is blocked. 

 

1)  Filtering software is not 100% effective.  While filters make it more difficult for objectionable material to be 

received or accessed, filters are not a solution in themselves.  Every user must take responsibility for his or 

her use of the network and Internet and avoid objectionable sites. 

2)  Any attempts to defeat or bypass the ESD105ôs Internet filter or conceal Internet activity are prohibited: 

proxies, https, special ports, modifications to the ESD105 browser settings and any other techniques 

designed to evade filtering or enable the publication of inappropriate content. 

3) E-mail inconsistent with the educational and research mission of the ESD105 will be considered SPAM and 

blocked from entering district e-mail boxes. 

4) Staff must make a reasonable effort to become familiar with the Internet and to monitor, instruct and assist 

effectively. 

 

Copyright  

The ESD105 is responsible for consequences of copyright infringement and reserves the right to discipline 

system users for infringements.  Users should assume that all Internet material is copyrighted and federal 

copyright law must be respected unless permission to copy is included on the web site.  Users may not reprint or 

distribute without permission of the author. 

 

The unauthorized installation, use, storage, or distribution of copyrighted software or materials on ESD105 

electronic devices is prohibited. 

 

Ownership of Work 

All work completed by staff/contractors while employed by the ESD105 shall be considered property of the 

ESD105. The ESD105 will own any and all rights to such work, including any and all derivative works, unless a 

written agreement prescribes otherwise. 

 

General Use 

1)  Diligent efforts must be made to conserve system resources. For example, users should frequently delete 

email and unused files.  

2)  Software shall only be installed by Technology Services personnel. Installation of personally-owned 

software or purchase of software by anyone other than Technology Services is strictly prohibited. (see 

Technology Request Form 17000-F2) 

3)  Purchases of technology equipment shall be approved by Technology Services prior to purchase. (see 

Technology Request Form 17000-F2) 

4)  A signed Staff Network User Agreement Form must be on file with the ESD105 (see Form 17000-F1). All 

users are strongly encouraged to seek out training in the use of the system if they find that they are in any 

way uncomfortable with the technology. 

5)  Employees may not use ESD105 resources (including any person, money, or property) under their official 

control or direction or in their custody, for personal benefit or gain, or for the benefit or gain of any other 
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individuals or outside organizations. This prohibition does not apply to the use of resources that are 

reasonably related to the conduct of official ESD105 duties or the use of resources that promote 

organizational effectiveness or enhance job-related skills and do not interfere with the employeeôs 

performance of official ESD105 duties. Using ESD105 property for private financial gain may be a 

misappropriation of state funds, could enable ESD105 employees to compete unfairly with private 

businesses, and may result in disciplinary action. 

6)  Personal use of ESD105 resources, computers, equipment, or consumables that have been removed from the 

ESD105 or other official duty stations, is not permitted even if there is no cost to the ESD105 (e.g., use of 

ESD105 tools or equipment for home improvement projects), unless a specific written permission has been 

provided by the Superintendent. 

 

Right of Inspection 

In making a decision to use ESD105 equipment/electronic resources, employees are reminded that there is no 

expectation of privacy. The ESD105 reserves the right to monitor, inspect, copy, review and store without prior 

notice information about the content and usage of: 

A)  the network, including desktop computers, laptop computers and mobile devices; 

B)  user files and disk space utilization; 

C)  user applications and bandwidth utilization; 

D)  user document files, folders and electronic communications; 

E)  e-mail; 

F)  Internet access; 

G)  facsimile transmissions; 

H)  voicemail; and, 

I)  any and all information transmitted or received in connection with network and email use. 

 

The use of any ESD105 technology and/or electronic resource is consent to the ESD105  Superintendent, or 

designee, to inspect, use or disclose any electronic mail or other electronic communication and/or data without 

further notice. There is no expectation of privacy. 

 

The ESD105 reserves the right to disclose any electronic messages to law enforcement officials or third parties 

as appropriate. All documents are subject to the public records disclosure laws of the State of Washington. 

 

Mobile Computing Devices (e.g. smart phones, ipads) 

Because technologies evolve and change so quickly, the lines between personal and work use of sophisticated 

devices such as iPads, tablets and ñsmartò devices are muddled.  The ESD105 is supportive of the educational 

and professional use of these devices as they become available; however, users must be aware that new 

technology such as iPads and ñsmartò phones and any other computing or data devices are subject to all 

ESD105 policies and procedures. 

 

A signed Mobile Computing Device Agreement (see Form 17000-F3) must be on file with the ESD105 before a 

device will be issued. 

 

Mobile Applications 

1) Mobile applications must be purchased for each individual mobile device unless it is purchased through a 

ñvolumeò purchase program  

2) Applications for mobile devices must be approved by the employeeôs supervisor prior to installation on any 

mobile device. (see Technology Request Form 17000-F2). 
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3) Mobile applications are the property of ESD105 and must be purchased through an ESD105 account (e.g. 

iTunes). 

4) Mobile applications which are added to mobile devices via personal accounts may be removed from 

ESD105 devices if they do not conform to the ESD105 policies.  ESD105 will not be responsible for any 

harm, financial or loss of use, resulting from the removal of unauthorized or non-policy conforming 

applications. 

 

Data Confidentiality 

Mobile computing devices, laptops, USB thumb drives and PDAôs (personal digital assistants) pose a data 

security risk as they may store confidential data.  Confidential data are defined by applicable state and Federal 

laws (FERPA/HIPPA). 

  

1) Laptops storing confidential data shall have whole disk encryption. Portable storage devices storing 

confidential data, such as USB thumb drives or portable hard drives, shall have whole device encryption. 

PDAôs shall have whole device encryption or the ability to ñwipeò the contents of the device remotely.  

2) Confidential data are restricted to ESD105 computers or storage devices. Confidential information shall not 

reside on an employeeôs personal (home) computer or personal storage devices.  

3) Confidential data archived to, or stored on, CDôs, DVDôs, tapes, or other removable electronic media shall 

remain in a locked enclosure in the ESD105 building or a secured offsite storage facility.  

4) Electronic transmittal of documents containing confidential information shall be by secure means, either 

encryption of the documents or through a secure file transfer mechanism.  

5)  Loss or theft of a device containing confidential information shall be immediately reported to the 

employeeôs supervisor and the Technology Services Department.  

 

Social Networking Services 

The ESD105 views the use of Social Networking Services (SNS) as a personal activity.  Posting to social 

networks (e.g., blogs, Wikis, Facebook, Twitter, Linkedin), texting, and/or picture sharing that contains 

information related to the conduct of ESD105 business are subject to disclosure through a public records 

request, and as such are prohibited on ESD105-provided and personal technology (including personal 

computers, cellular telephones/MCDs, etc.) due to the limited ability to access such records.  The only 

exceptions are social network postings on official ESD105- sanctioned accounts.  The following guidelines 

should be noted by ESD105 staff when using SNS: 

A)  Personal blogs and SNS writings are not to mention /reference work-related topics.  

B)  Only the Superintendent may, in writing, designate that a SNS and its author be granted permission to 

represent the views of the ESD105. 

 

Disciplinary Action  

All users of the technology systems are required to comply with ESD105's policy and procedures.  Violation of 

this and other ESD105 policy and procedures could be cause for disciplinary actions which may include 

revocation of technology system use privileges, suspension, expulsion, or termination.  Additional disciplinary 

action may be determined in keeping with existing procedures and practices regarding inappropriate language or 

behavior.  When and where applicable, law enforcement agencies may be involved. 

 
 
Approved by Board:  8/21/12 
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17001  STUDENT USE OF TECHNOLOGY AND ELECTRONIC RESOURCES 

 

The Board recognizes that an effective public education system develops students who are globally aware, 

civically engaged, and capable of managing their lives and careers. Therefore, ESD105 may use technology and 

electronic resources as a powerful and compelling means for students to learn in relevant ways.   

The Board also believes that students need to be proficient and safe users of information, media, and technology 

to succeed in a digital world.  To help ensure student safety and citizenship in online activities, all students who 

use the ESD105 network will be educated about appropriate behavior, including interacting with other 

individuals on social networking websites and in chat rooms, and cyber-bullying awareness and response.  

The Board directs the Superintendent to provide training and procedures that encourage the widest possible 

access to electronic information systems and networks by students, staff, and patrons, while establishing 

reasonable controls for the lawful, efficient, and appropriate use and management of the system. 

 
 

 

 

 

 

 

 

 

 

Approved by Board:  8/21/12 
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17001-P Student Use of Technology and Electronic Resources 
 

K-20 Network /Internet Safety Requirements  

These procedures are written to support the Technology and Electronic Resources Policy 17000 of the Board 

and to promote positive and effective digital citizenship among students and staff.  Digital citizenship represents 

more than technology literacy.  Successful, technologically-fluent digital citizens live safely and civilly in an 

increasingly digital world.  They recognize that information posted on the Internet is public and permanent and 

can have a long-term impact on an  individualôs life and career. Expectations for student and staff behavior 

online are no different from face-to-face interactions.  

Internet Safety Instruct ion  

All students served in ESD105 programs who are provided internet access will be educated 

about appropriate online behavior, including interacting with other individuals on social networking websites 

and in chat rooms, and cyberbullying awareness and response.  Training on online safety issues and materials 

implementation will be made available for administration, staff and families. 

 

Student Personal Security  

1. Personal information such as addresses and telephone numbers should remain confidential when 

communicating on the system.  Students should never reveal such information without permission from 

their teacher(s) or other authorized adult(s).  No user may disclose, use, or disseminate personal 

identification information regarding minors without authorization. 

2. Students should never make appointments to meet people in person whom they have contacted on the 

system without member district, ESD105, and parent/guardian permission. 

3. Students should notify their teacher(s) or other authorized adult(s) whenever they come across information 

or messages they deem dangerous or inappropriate on the web or when using electronic mail, chat rooms, 

and other forms of direct electronic communications (including but not limited to Instant Message services). 

 

Filtering and M onitoring  

Filtering systems are installed on the network to block access to that which has been deemed 

inappropriate for a school or office environment.  Internet locations that are blocked by this 

system may include web sites or services that allow access to visual depictions that are obscene 

or objectionable so that ESD105 may be in compliance with the Children's Internet Protection Act (CIPA).  

Some ESD105 sites may have filtering such that only "white-listed" internet locations are allowed and all other 

access is blocked. 

 

1. Filtering software is not 100% effective.  While filters make it more difficult for objectionable material to be 

received or accessed, filters are not a solution in themselves.  Every user must take responsibility for his or 

her use of the network and Internet and avoid objectionable sites. 

2. Staff members will, to the best of their ability, monitor minorsô use of the Internet in the program site and 

will take reasonable measures to prevent access by minors to inappropriate material on the Internet and 

World Wide Web and restrict access to materials harmful to minors. 
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3. Staff members who supervise students, control electronic equipment or have occasion to observe student use 

of said equipment online, must make a reasonable effort to monitor the use of this equipment to assure that 

student use conforms to the mission and goals of the district. 

4. Staff must make a reasonable effort to become familiar with the Internet and to monitor, instruct and assist 

effectively. 

 

Social Networking Services  

The ESD105 views the use of Social Networking Services (SNS) as a personal activity.  Posting to social 

networks (e.g., blogs, Wikis, Facebook, Twitter, Linkedin), texting, and/or picture sharing are prohibited on 

ESD105 provided and personal technology (including personal computers, cellular telephones/MCDs, etc.).   

 

Disciplinary Action  

All users of the technology systems are required to comply with ESD105's policy and procedures.  Violation of 

this and other ESD105 policy and procedures could be cause for disciplinary actions which may include 

revocation of technology system use privileges, suspension, expulsion, or termination.  Additional disciplinary 

action may be determined in keeping with existing procedures and practices regarding inappropriate language or 

behavior.  When and where applicable, law enforcement agencies may be involved. 

 
 

 

 

 

 

Approved by Board:  8/21/12 
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18000  CHILD ABUSE, NEGLECT AND EXPLOITATION PREVENTION  

 

Child abuse, neglect and exploitation are violations of children's human rights and an obstacle to their 

educational development.  The Educational Service District directs that staff shall be alert for any evidence of 

such abuse, neglect or exploitation.  

RCW 26.44.030 requires that Educational Service District employees report  

any child abuse or neglect which is brought to their attention during the course of their work. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by ESD 105 Board 

February 19, 2008 
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19000  PUBLIC RECORDS AND RECORDS RETENTION 
 

19100  Public Records Disclosure and Inspection 

 

19110  

The Educational Service District maintains and makes available for public inspection and copying those public 

records referred to under RCW 42.56. The Educational Service District does not make available for public 

inspection and copying those documents referred to under RCW 42.56.210. All requests for public documents 

are referred to the Superintendent or public records officer.  

 

19120  

All Educational Service District 105 public records subject to RCW 42.56 are available for public inspection 

during regular working hours. All requests for public inspection or reproduction are fulfilled promptly unless 

such requests unreasonably disrupt the operations of the Educational Service District. In cases where disruption 

of operations occurs, the information is made available or copied within a reasonable period of time. 

Arrangements for any inspection must be scheduled at a time mutually agreed upon by the requester and 

Educational Service District 105.  Under no circumstances are official public records to be removed from the 

Educational Service District premises.  

 

19122 

A requester must claim or review the assembled records within 15 days of Educational Service District 105’s 

notification to him or her that the records are available, unless a longer time span is provided by the ESD 105 

public records officer.  A requester must also respond to any request by Educational Service District 105 for 

clarification within 15 days if a portion of a request is unclear.  If within the 15-day period the requester 

withdraws the request, fails to fulfill his or her obligations to inspect the records, fails to supply payment for 

copies of the requested materials, or fails to provide a clarification of a request, Educational Service District 105 

will close the request. 

 

19130  

The Educational Service District, when complying with public disclosure requests, will charge fees that are 

allowable by state law pursuant to RCW 42.56.070 and RCW 42.56.120. A statement of the actual per page cost 

or other costs, if any, charged for providing photocopies of public records, a statement of the factors and 

manner used to determine the actual per page cost or other cost is available for public inspection at the 

Educational Service District office.  

 

19131  

All other direct costs for duplication are charged to the requester in the same amount as incurred by the 

Educational Service District.  Educational Service District 105 requires a requester to provide payment in full 

for receiving any public records provided as photocopies or transferred to any electronic form, and for exact 

shipping costs as calculated and incurred by the agency. 

 

19140 

Educational Service District denial of requests for inspection and/or copies must be accompanied by a written 

statement of the specific reasons for denial. Any individual receiving a denial may request a review of the 

denial by submitting a Review of Denial of Public Records Form. This form is submitted to the Superintendent 

or designee and a final Educational Service District decision is made by the end of the second business day 

following the submission of the Review of Denial of Public Records Form, in accordance with RCW 42.56.520.  
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19200  RECORD RETENTION  
 

19210 

Pertinent records shall be retained in accordance with the General Records Retention Schedule for School 

Districts and Educational Service Districts in Washington State, as published by the Office of Secretary of 

State.  

 

19220  

Retention of any e-mails in accordance with the above for an extended period of time shall either be (1) printed 

and physically filed in such a way that they will be easily retrievable or (2) saved directly into archive e-mail 

folders on the ESD 105 email server for storage and retrieval pursuant to established procedures.  

 

19230  

When disposing of records it no longer needs to retain, ESD 105 will take all reasonable steps to destroy, or 

arrange for the destruction of, personal financial and health information and personal identification numbers 

issued by government entities in an individual’s records within its custody or control when the entity is 

disposing of records, in accordance with RCW 19.215.020. For the purpose of this policy, “destroy personal 

information” means shredding, erasing, or otherwise modifying personal information in records to make the 

personal information unreadable or undecipherable through any reasonable means.  

 

 

 

 

 

 

Board Approved:  

August 27, 2019 
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19000-P Public Records 

 

The following procedures shall be used to carry out the ESD 105’s policy regarding public access to ESD 105 

records. 

 

Public Records Officer: In accordance with ESD 105 Policy 19110, the superintendent has delegated the 

responsibility of the Public Records Officer to the Public Information Officer. This position will permit access 

to or provide copies of ESD 105 records to the public in compliance to the ESD 105 Policy 19100.  

 

1. ESD 105 must publish contact information in the state register. 

2. ESD 105 must make contact information reasonably available. 

3. Public Records Officer will inform superintendent of every public records request as received.  

 

(In the event the Public Records Office is not available the Executive Assistant, Chief Financial Officer, or 

Human Resources Director may handle a request.) 

 

Display of Descriptions, Policies, and Procedures: The Public Records Officer shall compile, prominently 

display, and make available the following for inspection and copying by the public at the ESD 105 main office: 

 

1. descriptions of the ESD 105's organizational structure; 

2. descriptions or statements of the general course and method by which the ESD 105 operates; 

3. descriptions of how, where, and from which employees the public can obtain information and copies of 

public records (this policy and procedure). 

 

The public records officer shall update the displayed materials identified above whenever an 

item is amended, revised, or repealed. 

 

Index of Certain Records: Because of the tremendous volume and diversity of records continuously generated 

by Educational Service District 105, the Board has declared by formal resolution that trying to maintain a 

current index of all of the agency’s records would be impracticable, unduly burdensome, and ultimately 

interfere with the operational work of the agency.  

 

Fees for Public Records Requests 

Upon request, the ESD 105 shall make copies of public records for a per page fee established by the Chief 

Financial Officer annually in addition to the actual cost of postage and an envelope, if any. This rate will be 

reviewed annually and adjusted as appropriate. 

 

If the public records officer determines that the fee for a request is nominal, he/she may decide to waive the 

cost. 

 

ESD 105 will document on the Public Records Request Log, the time spent and cost of responding to each 

request, and special circumstances or occurrences. 

 

Requests for Inspection and Copying:  

Upon request, ESD 105 shall make available to any person for inspection or provide a copy of any record or 

records in compliance with ESD 105 Policy 19100. 

 

1. A Request for Public Record Form is recommended to be filled and completed for each record request 

and forwarded to the public records officer, who will be responsible for responding to the request and 
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for keeping it on file. This form includes contact information for the requester, nature of the request and 

a summary of the cost for the request. 

a. A number shall be assigned to each request beginning with yyyy-1 and follow sequentially. 

b. The requests shall be recorded on the Public Record Request Log and kept in a file with the 

details of the request. 

c. A records request may be accepted verbally, the Public Records Officer will document the 

request on the Public Records Request Form and indicate the information was taken verbally (no 

signature would be required). 

2. An acknowledgement of a request for inspection and/or copying of ESD105 records shall be provided 

within five business days. ESD 105 may respond by providing the requested record(s), denying the 

request, acknowledging receipt of the request and providing a reasonable estimate of the time the ESD 

105 will be required to respond (usually a minimum of 45 days), or asking for clarification.  

a. Any denial of a request shall contain an explanation of the statutory basis of the denial.  

b. If a record contains non-disclosable information, ESD 105 shall disclose the record with the non-

disclosable portion deleted and provide a written explanation of the statutory basis for the 

deletion. 

3. Staff shall provide full assistance to the public records officer making inquiries or requests related to 

ESD 105 records. Staff shall locate and produce for inspection requested records that are not exempt 

from disclosure and have been sufficiently identified in a request for inspection. 

4. If a requested record contains personally identifiable information about a person, prior to release the 

person may be notified of the request and ESD 105’s intended response. 

5. To fulfill a request, the Public Records Officer shall provide the requester with a cover letter outlining 

the contents of the response to include: 

a. reference to the initial request; 

b. list of documents provided;  

c. list of documents exempt or redacted along with the statute authorizing the withholding; and 

d. cost for copying, mailing and any containers used to meet the request. 

6. Requests for public records may be obtained between the normal working hours of ESD 105, being 7:30 

a.m. – 4:30 p.m., Monday-Friday, except for agency holidays. The public records officer shall have 

authority to impose reasonable conditions on the manner of inspection of records so as to minimize the 

risks of damage or disorganization of the records and to prevent excessive interference with other 

essential operations of ESD 105. 
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20000  VOLUNTEERS 

 
 

20100   

The Educational Service District recognizes the valuable contribution made to its programs through volunteer 

assistance.  In working with volunteers, staff shall clearly explain to the volunteer what activity or service they 

will perform for a specified time period. 

      

20200    

The Superintendent shall be responsible for developing and implementing procedures for the 

volunteer program, including recruitment, selection, training, and recognition of volunteers.  

 

 

 

 

 

Approved by ESD 105 Board 

May 19, 2009 
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20000-P  Volunteers 

 

The following process will be sued in the recruitment, selection, training, use and recognition of volunteers. 

 

Staff should request through their Program Director for the voluntary help of citizens to conduct selected 

activities and/or to serve as resource persons.  The use of volunteers must be approved by the Program Director, 

Human Resources and the Superintendent. 

 

Volunteers are not to provide services for ESD 105 until the following recruitment and selection processes are 

complete.  ESD will make every effort to fill a request for volunteers within 30 days from the date the ñRequest 

for Volunteer Servicesò form is completed and approved. 

 

Volunteers are not covered by the ESD 105 Labor and Industries Workers Compensation Program.  

 

Recruitment 

 

1. An ESD 105 employee desiring services of a volunteer will complete a Request for Volunteer Services 

and have it signed by their Program Director.   The form will then be sent to Human Resources. When 

the form has been received and reviewed by Human Resources and approved by the Superintendent, the 

Program Director will get a copy back. 

 

2. Volunteers may be recruited by a staff member or a staff member may request support from Human 

Resources in recruiting a volunteer.   

 

3. All volunteers will be required to complete a Volunteer Applicant Information form and a Background 

Check Information for Volunteers form.  If the volunteer is under the age of 18 years old, they are 

required to complete the Permission Form for Background Check on Volunteers under18 years of age. 

 

Selection 

 

1. Volunteers will go the Human Resources Department to complete the Volunteer Applicant Information 

form and Background Check Information for Volunteer form.  Volunteers under the age of 18 years old 

are required to return a completed and signed permission form to the Human Resources Department 

before a background check will be run.   

2. Once the forms have been completed and received by Human Resources, they will be reviewed and a 

background check of the applicant will be conducted through the Washington State Patrol and FBI using 

the Live Scan fingerprint process at ESD 105.  Departments requesting the volunteer(s) will be 

responsible for payment of the fingerprint processing charges that apply.   

 

3. The Human Resources Director will notify the Program Director when the screening has been completed.  

If the screening is successful, the volunteer can be notified and a start date determined. 

 

4. If a problem arises in the screening process concerning the volunteer, the Human Resources Director will 

notify the Superintendent.  If necessary, the Human Resources Director will meet with the volunteer to 

discuss the results of the screening. 
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5. The Program Director will be notified of the outcome. 

 

Use 

 

    Volunteers shall:   

 

1. Know who they report to within the agency as the ESD 105 employee responsible for supervising 

their volunteer activities and services for ESD 105. 

2. Understand they serve in the capacity of helpers and are not assigned to roles that employees 

perform. 

3. Understand that they need to protect confidentiality as required. 

4. Understand that they need to refer to regular staff members for final solutions if problems should 

arise. 

5. Receive such information as:   

a. general responsibilities and limitations. 

b. information about departmental routines, procedures and safety. 

c. volunteer work schedule and location of work. 

d. expectations as far as relationship to regular staff. 

6. Have their assignments and activities defined in writing. 

7. Understand that their services can be terminated for the reasons below: 

a. program completion  

b. their own decision   

c. other circumstances which, in the judgment of the ESD 105 administration, may necessitate 

terminating the services of the volunteer. 

    8.     Volunteers must use approved ID badges at all times. 

 

Training 

 

Program staff will identify appropriate tasks for volunteers and will plan, if necessary, inservice training 

for them, so they may become skilled in performing these tasks. 

 

Documentation of Service and Recognition 

 

For the purpose of the agencyôs insurance program, for accountability purposes, and to aid in the 

compilation of volunteer hours for reporting in support of the recognition program, volunteers will be 

required to document each day of service by completing a Volunteer Monthly Service Record form.    

 

The Volunteer Monthly Service Record form shall be turned in at the end of each month to the Human 

Resources Director, if volunteer services are provided.  Completion and submission of the report is the 

responsibility of the Program Director. 

 

ESD 105 will hold an annual recognition for volunteers who have served within the agency. 
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20000 F-1 Request for Volunteer Services 

  

 

Request for Volunteer Services 

GENERAL INFORMATION  

 

1. Department making request:____________________________________________________________ 

2. Reason for Volunteer Services(specify): __________________________________________________ 

___________________________________________________________________________________                                                                                                                                                                                        

3. Where are volunteer services to be performed (location): ____________________________________ 

     ___________________________________________________________________________________ 

4. ESD 105 Employee responsible for supervising volunteer: ____________________________________   

5. Anticipated hours per day: _______    If known, (Start time:  _____  Finish time: _____ )   

6. Volunteer will be working:  Regular hours:  Ã  Yes   Ã  No  -or-  Flexible hours: Ã Yes    Ã No 

7. Anticipated number of volunteer days per year (specify): ___________________ 

8. Anticipated start date:  _________________________  Anticipated completion date: _____________ 

9. Volunteer skills required: ____________________________________________________________ 
 

ASSIGNMENT INFORMATION  

Volunteer Assignment (specify): _____________________________________________________________ 

 

Job Description  

  Description of Responsibilities (attach a separate sheet if more space is needed): 
1. __________________________________________________________________________________ 

2. __________________________________________________________________________________ 

3. __________________________________________________________________________________ 

4. __________________________________________________________________________________ 

5. __________________________________________________________________________________ 

6. __________________________________________________________________________________ 

7. __________________________________________________________________________________ 

8. __________________________________________________________________________________ 

  Qualifications: 

   A.     ________________________________________________________________________________     

   B.     ________________________________________________________________________________ 

   C.     ________________________________________________________________________________ 

 

APPROVAL  

 

_________________________________   ________   Approved:   Ã Yes    Ã No 

Department Director Signature                  Date             Comments: _________________________________ 

            ___________________________________________ 

            ___________________________________________ 

 

_________________________________  _________   Approved:   Ã Yes    Ã No 

Superintendent Signature                                           Date             Comments:  ________________________________ 

                                                                                         ___________________________________________ 

                                                                                         _________________________________________



 

20000-F2  Volunteer Applicant Information  

 

Volunteer /Intern  Applicant Information  
(This form is for volunteer/intern services only and not a job application.) 

 

Thank you for your interest in volunteer/interning with ESD 105.  We appreciate the efforts of 

volunteer/interns and realize the valuable contribution they can make to our organization. 

Date form completed: _________________________ 

 

Name of volunteer/intern applicant (please print):____________________________________________ 
First                                 Middle                                         Last 

Present Address: ________________________________________________ Apt. #: _______________ 

City: ____________________________ State: ________________ Zip: ___________ 

 

Home Phone Number: (_____)_____________     Day Phone Number: (_____)______________ 

 

Please answer the following questions. 

 

What ESD 105 department would you like to volunteer/intern/intern in? _________________________ 

Name of ESD 105 employee who would supervise your volunteer/intern work: ____________________ 

What type of activity would you like to perform as a volunteer/intern?___________________________ 

____________________________________________________________________________________ 

____________________________________________________________________________________ 

What skills or experiences do you possess that would be beneficial to you in your volunteer/intern work? 

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________ 

What experience (s) have you had volunteer/interning. Please give name of organization(s) and activity? 

____________________________________________________________________________________ 

____________________________________________________________________________________

____________________________________________________________________________________ 

Have you ever worked for a public school district?  Ã  Yes   Ã  No 

If so, what school district?_____________________________ Dates of Employment: ______________ 

Will you be working with children while volunteer/interning? Ã  Yes   Ã no 

If so, what age group(s)?_________________ 

Why are you interested in volunteering/interning with ESD 105? _______________________________ 

____________________________________________________________________________________ 

 

How did you find out about a volunteer/intern opportunity with ESD 105: ________________________ 

___________________________________________________________________________________ 

 

 

Signature of applicant: ___________________________________________   Date: _________________ 

 

Signature of ESD 105 employee receiving completed form: _______________________ Date ____________ 
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2000-F3  Background Check Information for Volunteer/Intern  

 

Background Check Information for Volunt eer/Intern 
 

Completion of this form is a prerequisite for selection as a volunteer/intern.   Birth Date is required.  A background 

check will be processed through the Washington State Patrol and FBI using a fingerprint verification system. 

  THIS IS NOT A JOB APPLICATION.  

 

Name of volunteer/intern applicant (please print):_____________________________________________________________ 

Date form completed: ___________________                  Birth Date: _____________________ 

Other names under which records may be listed: _____________________________________________________________ 

Present Address: _________________________________________________________________ Apt. #: _______________ 

                          City: ___________________________________ State: _______________________________ Zip: _______ 

Phone Number: (_____)_________________________   Message Phone: (_____)____________________________ 

 ESD 105 Location/Department for which you would like to volunteer/intern in: ___________________________________ 

____________________________________________________________________________________________________ 

 

Answer yes or no to each item below.  If you answer yes to any item listed, explain by indicating the charge or finding, 

date, and court(s) involved.  If additional space is needed, use the back of this form.   

 

Have you ever been:                                                                                           No     

Yes 

 1. Convicted of any crime?  (This includes traffic violations.) 

If yes, specify:  

  

 2. Convicted of any crime against children or other persons? 

If yes, specify: 

  

 3. Convicted of crimes relating to financial exploitation if the victim was a vulnerable adult? 

If yes, specify: 

  

 4. Found in any dependency action under RCW 13.34.040 to have sexually assaulted or exploited any 

minor or to have physically abused any minor? 

If yes, specify: 

  

 5. Found by a court in domestic relations, proceeding under Title 26 RCW, to have sexually abused or 

physically abused any minor, or to have physically abused any minor? 

If yes, specify: 

  

 6. Found in any disciplinary board  final decision to have sexually or physically abused or exploited any 

minor or developmentally disabled person or to have abused or financially exploited any vulnerable 

adult? 

If yes specify: 

  

 7. Found by a court in a protection proceeding under Chapter 74.34 RCW, to have abused or financially 

exploited a vulnerable adult?        If yes specify: 

  

 8. Are you presently charged with or under investigation regarding, but not convicted of, any of the 

offenses described in questions 1-7?            If yes, specify:  

  

10. Have you entered into any settlement agreement with any school district involving your employment at 

that school district? 

If yes, specify: 

  

11. Have you ever had a Teaching Certificate suspended or revoked? 

If yes, specify: 

  

 
I certify under penalty of perjury under the laws of the State of Washington that the foregoing is true and correct. (Pursuant to 

RCW 9A.72.085) 

 

Signature of applicant: ________________________________________________   Date: _________________ 
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20000-F4  Permission For Background Check under 18 years of Age 

 

 
 

 

 

 

 

 

 

 

I hereby give permission for Educational Service District 105 to fingerprint and run a background check 

through the Washington State Patrol and Federal Bureau of Investigation (FBI) on my child for purposes 

of performing volunteer services for ESD 105.  I understand these records will be used to determine 

volunteer eligibility.  The records will be kept on file at the Office of Superintendent of Public 

Instruction for two (2) years past the background clearance date. 

 

 

Name of Volunteer Applicant (please print):   

 

____________________________________________________________________________________ 

First Name      Middle Initial         Last Name  

 

Description of Program Volunteering in: 

 

____________________________________________________________________________________ 

Authorization of parent/guardian:  

 

Parent/guardian (print name): 

 

____________________________________________________________________________________ 

First  Name      Middle Initial       Last Name 

 

Signature of 

Parent/guardian:__________________________________________________________________ 

 
Date signed:  ______________________________ 

 

Return this form to:   

 

Human Resources Director      Phone:  (509) 454-2858 

Educational Service District 105     

33 S. 2nd Ave, Yakima, WA  98902      Fax:  (509) 575-7877 

PERMISSION FORM 

For Background Check on  

Volunteers under 18 years of age 



 

125 
 

20000-F5  Volunteer Monthly Service Record 
 

Volunteer Monthly Service Record 
 

Volunteer's Name: _____________________________  Month/Y ear ______________ 
 

Department:    
 
Month/Year 

DAY  
 

Volunteer  Activity  
 

Hours 

Volunteer's 

Initials 

Supervisor's 

Initials 

1     
2     
3     
4     
5     
6     
7     
8     
9     

10     
11     
12     
13     
14     
15     
16     
17     
18     
19     
20     
21     
22     
23     
24     
25     
26     

27     
28     
29     
30     
31     

Total Hours of Volunteering   

 

Volunteer's Signature:                                                                         Date:    
 

Supervisor's Signature:                                                                       Date:    
HR Dept. 3/9/09 

Cabinet Approved: 4/7/09 
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20000-F5  Volunteer Accident Report 
 

ACCIDENT -- INCIDENT -- INJURY REPORT  

For Volunteers/Contractors/Guests/Interns 

 (not for ESD 105 employees) 

THIS IS NOT A WORKERôS COMPENSATION CLAIM FORM 

 

ESD Building: ________________________ Department : ______________________________ 
 

WHO: NAME OF PERSON INJURED / ILL: 

____________________________________________________________________________________________________ 
   CHECK ONE:  [  ]  VOLUNTEER    [  ]  CONTRACTOR    ( )  GUEST  ( ) INTERN  

                 IMMEDIATE  

OCCUPATION : ___________________________________        SUPERVISOR :______________________________ 

 

WITNESSES or OTHER PEOPLE INVOLVED : ______________________________________________________ 

____________________________________________________________________________________________________ 
PLEASE IDENTIFY OTHERS by NAME and INVOLVEMENT, such as  JOHN JONES, WITNESS; JANE JONES, OTHER DRIVER  
                                       

WHEN:  DATE ____________________ TIME____________   __  AM __ PM  

                                             

REPORTED to : ____________________________________________ DATE  ________  TIME _______  __AM __ PM  
   NAME, TITLE, TELEPHONE NUMBER  

 

WHERE : _________________________________________________________________________________________ 
       EXACT LOCATION  

WHAT:   Describe the circumstances, surrou ndings, events, and behaviors leading up to the 

accident/ incident/injury.   Use back of sheet, if necessary, to describe or draw a diagram to help 

explain.  __________________________________________________________________________________________ 

____________________________________________________________________________________________________ 
 

Were you injured?  [  ]Yes   [  ]No  Describe your injury, including all body parts affected, and 

specify Right Side or Left Si de:  _____________________________________________________________________ 

____________________________________________________________________________________________________ 

 

Describe any other results of the incident you think are important, including injury to others, property 
damage, et c. ______________________________________________________________________________________ 

___________________________________________________________________________________________________ 
 

WHY:   Explain, as best you can, why it happened. _________________________________________________ 

____________________________________________________________________________________________________ 
 

Explain, as best you can, why the causes were present: _____________ _________________________________ 

____________________________________________________________________________________________________ 

HOW  do you recommend that recurrence or similar incidents be prevented? ________________________ 

____________________________________________________________________________________________________ 

  

COMMENT :  Anything else you think is importa nt, or you want us to know: _______________________  

____________________________________________________________________________________________________ 
 
****SIGN and DATE:****  

PERSON MAKING REPORT: _______________________________________________ DATE: ________________ 
 

SUPERVISOR: _____________________________________________________________ DATE: ________________ 

 

**SEND COMPLETED ORIGINAL FORM TO THE HUMAN RESOURCES DIRECTOR**
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21000  RISK MANAGEMENT  

 

The Board believes ESD105 must identify and measure risks of loss due to the damage or destruction of 

ESD105 property or to claims against ESD105 by others claiming to have been harmed by the action or 

inaction of the ESD105, its officers, or staff.  A risk management program shall be implemented to 

reduce or eliminate risks where possible, to determine which risks ESD105 can afford to assume and to 

transfer to an insurance company those risks which the ESD105 does not wish to assume or cannot 

economically afford.  Such a program shall consider the benefits, if any, of joining with other units of 

local government for joint purchasing of insurance, joint self-funding, joint self-insuring, or joint 

employment of a risk manager. The Superintendent shall assign the primary responsibility for the 

administration and supervision of the risk management program to a single person.  ESD105 will make 

available to claimants its standard tort claim form. 

 

ESD105 shall minimize its risk of equipment/property loss by requiring its staff to take reasonable 

precautions to protect all equipment/property and supplies. This will minimally include limiting the use 

of ESD105 property/supplies to specific job-related purposes.  Further, staff are not to keep ESD105 

equipment/property in automobiles unless they are physically present. 

 

Unless provided in other insurance arrangements, ESD105 shall purchase and pay for bonds for the 

Superintendent, Chief Financial Officer, and such other staff and in such amounts as the Board shall 

from time to time determine to be necessary for honest performance of the staff in the conduct of 

ESD105 financial operations.  Such bonds may include a deductible proviso not to exceed two percent 

of the employeeôs annual salary. 

 

Legal References: 

 

RCW 4.96.020  Tortious conduct of local governmental entities and their agents ð Claims ð 

Presentment and filing ð Contents 

RCW 28A.310.220 ESD board ð Delegation of powers and duties to superintendent. 

RCW 28A.320.100  Actions against officers, employees or agents of school districts and educational 

service districts ð Defense, costs, fees ð Payment of obligation 

RCW 28A.320.060  Officers, employees or agents of school districts or educational service districts, 

insurance to protect and hold personally harmless 

RCW 28A.400.350  Liability, life, health, health care, accident, disability and salary insurance 

authorized ð Premiums 

RCW 28A.400.360  Liability insurance for officials and employees authorized 

RCW 28A.400.370  Mandatory insurance protection for employees 

RCW 48.22  Casualty Insurance 

RCW 48.62   Local government insurance transactions 

 

 

 

Board Approved:  2/21/12 
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21000-P Risk Management 
 

A. The risk manager shall: 

1.  File the identification and location of agent form with the county auditor. 

2.  Report to the superintendent situations where he/she feels ESD105 faces the greatest potential 

liability, the changes he/she feels should be made to reduce the risk and the estimated cost of 

such changes. 

3.  Examine the feasibility of and conduct in-service education classes for staff in areas where 

he/she feels risk is great or can be lessened. 

4.  Assume responsibility for ESD105's insurance program. 

5.  Review annually the insurable value of ESD105ôs buildings and equipment and report to the 

superintendent. 

6.  Supervise an annual inventory of all real property and equipment, preparing the inventories in 

duplicate, with one copy maintained at the program site and one in the ESD105 fiscal office. 

7.  As directed by the superintendent, process all claims against the ESD105. 

 

B. Claims for Damages 

a.  ESD105 will provide each claimant with instructions for completing ESD105ôs tort claim form. 

b.  Claimants must submit Washington Standard Tort Form #SF 210 (Educational Service District 

105 Tort Claim Form). 

c.  The claimant must complete all sections of the form, sign the form and submit it to the 

Superintendent at 33 South 2nd Avenue, Yakima, Washington, 98902. The business hours are 

from 7:30 a.m. to 4:30 p.m. Monday through Friday, except for authorized holidays. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revised 1/10/12 

Approved:  2/21/12 
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21000F 

Educational Service District 105 

TORT CLAIM FORM 
RCW 4.96.020 

 
Pursuant to Chapter 4.96 RCW, this form is for filing a tort claim against the Educational Service District 105 
(ñDistrictò).  Information requested on this form is required by RCW 4.96.020 and may be subject to public 
disclosure.  Any person wishing to file a tort claim with the District should fill this form out accurately and 
completely and present the form in person or by mail to the Superintendent of the Educational Service District at 
the address given below between the weekday business hours of 7:30 am and 4:30 pm.   
 

Present to the Superintendent at: 
 
Educational Service District 105 
Steve Myers, Superintendent 
33 S. 2nd Avenue 
Yakima WA 98902 

For ESD105 Use Only:   

Date Received:  

 
 
 
 

 

CLAIMANT INFORMATION  

 
1.  Claimant's Name: _________________________________________________________________________ 
 
 

2.  Claimantôs Date of Birth: ___________________________________________________________________ 
 
 
3. Claimantôs Current Residential Address:  

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

4.  Claimantôs Mailing Address (if different):  
 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 
5.  Claimantôs Residential Address at the Time of the Incident (if different from current address): 
 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

___________________________________________________________________________ 

 

 

6.  Claimantôs Daytime Phone Number: _____________________________________________________  

 
 

7.   Claimantôs E-Mail Address: __________________________________________________________ 
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2100-F 

INCIDENT INFORMATION  

 
8.   State the amount of damages claimed against the District as a result of the incident. 
 

  

$__________________     

 

9.  Date of the incident: _________________________ 

 
 
Time: _______________________________________ a.m./p.m. (circle one) 

 
10.  Location of incident: ___________________________________________________________ 
 
11.  Names, addresses and telephone numbers of all persons involved in this incident or who were 

witnesses to this incident: 
_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 
 
(List additional names of witnesses and their contact information, if any, on a separate page and attach to this page.) 

 

12.  Names, addresses and telephone numbers of all District employees having knowledge about this 
incident: 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 
 
(List additional names of District employees and their contact information, if any, on a separate page and attach to this page.) 

 
13. Describe the injury or damage which resulted from the incident.  
  
_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 
(List additional information, if any, on a separate page and attach to this page.) 
 
14. What is the basis for making this claim against the District?  Please provide specific details 

regarding the conduct and circumstances that you believe the District or its employees engaged 
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in that caused your injury or damage.  (Such information can also be provided on separate pages 
attached to this page.) 

 
_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

 

_____________________________________________________________________________________________ 

21000F 

Attorney 

15. Attorneyôs contact information if you are represented in this matter by an attorney: 
 

 
Name:  ______________________________________________________________________ 
  
Phone:  _____________________________________________________________________ 
 
Email:  ______________________________________________________________________ 
  
Address:  ____________________________________________________________________ 

 
____________________________________________________________________________ 
 

Signature and Verification  

 

16. This Claim form must be signed by the Claimant, a person holding a written power of attorney from the 
Claimant, by the attorney in fact for the Claimant, by an attorney admitted to practice in Washington State 
on the Claimant's behalf, or by a court-approved guardian or guardian ad litem on behalf of the Claimant. 

 
I declare under penalty of perjury of the laws of the State of Washington that the 
foregoing information is true and correct. 
 

DATED:  __________________________, ___________ at ________________, Washington.   
 
 

 
_______________________________________________  
Signature (actual, non-electronic signature required) 
 
 
_______________________________________________  
Print the Name of the Person Signing  
 
 
 

 
 
 
 
 
 
 
Approved: 2/21/12 
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22000  STAFF PARTICIPATION  IN POLITICAL ACTIVITIES  
 

The board recognizes the right of its employees, as citizens, to engage in political activities. A staff 

member may seek an elective office provided that the staff member does not campaign on ESD property 

during working hours. ESD property and ESD time, supported by public funds, may not be used for 

political purposes. 

In the event the staff member is elected to office, the employee may request a leave of absence in 

accordance with the leave policies of the ESD. ESD employees who hold elective or appointive public 

office in an organization are not entitled to time off from their ESD duties for reasons incident to such 

offices except as such time may qualify under leave policies of the ESD. 

ESD employees, when authorized by the board or superintendent, may provide information or 

communicate on matters pertaining to ESD affairs or advocate the official position or interests of the 

ESD to any elected official or officer or employee of any agency. The ESD will submit quarterly 

statements in compliance with requirements of the Public Disclosure Commission. 

The superintendent is directed to establish procedures that specify the conditions under which a staff 

member can participate in political activities and that are in compliance with the Public Disclosure 

Commission. 

 

 

Legal References: RCW 41.06.250 Political activities 

 RCW 42.17.130 Forbids use of public office or agency facilities 

in campaigns  

 RCW 42.17.190 Legislative activities of state agencies and other 

units of government, elective officials, 

employees 

 

Resource: Public Disclosure Commission 

 

 

 

 

 

 

 

 

Board Approved:  11/20/12 
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22000-P Staff  Participation in Political Activities  

 

Guidelines for staff participation in political activities are as follows: 

 

Any employee who intends to campaign for an elective political office is required to submit the Staff 

Participation in Political Activities Form to the superintendent prior to the filing date. Complete the 

section pertaining to campaigning for an elective office: 

 

¶ The name of the elective position; 

¶ The degree to which the employee might request leave to make personal appearances during 

work hours; and 

¶ The anticipated release time to conduct the duties associated with the elective office. 

 

The employee who intends to campaign for an elective office will be advised that: 

¶ political activities by the employee will not occur during the working hours of the employee; 

¶ political circulars, petitions or endorsements (outside of those appearing in our regularly 

received materials) may not be distributed or posted on ESD property;  

¶ the collection of campaign funds and/or the solicitation of campaign workers is prohibited on 

ESD property; and the use of staff for writing or addressing political materials, or the 

distribution of such materials to or by staff is prohibited during ESD hours on ESD property.  

 

An employee may not campaign for a political candidate or for a political issue on ESD property, using 

ESD equipment, using any other ESD resource such as mailing lists, etc. or during ESD hours. 

 

Staff members who hold elective office are not entitled to release time from their ESD duties for reasons 

incidental to such office except as such time may qualify under the leave policies of the board or a 

provision of a negotiated labor agreement. 

 

Any employee who intends to attend any political event as an ESD employee is encouraged to submit a 

statement of intent to the superintendent prior to the activity. The letter should include the type of event 

and the reason for attending. 

 

Violation of any of the stated rules may constitute sufficient cause for reprimand or dismissal. 

Political Relationships with Governmental Agencies 

 
All ñlobbyingò activities on behalf of the ESD will be conducted under the direction of the 

superintendent. For purposes of this procedure, ñlobbyingò means attempting to influence the passage or 

defeat of any legislation or the adoption or rejection of any rule, standard, rate or other legislative 

enactment by any state agency. 

The ESD will file a quarterly report (PDC Form L-5) with the Public Disclosure Commission when ñin 

person lobbyingò exceeds four days or parts of days during any three month period in aggregate for all 

employees at the district. In-person lobbying includes testifying at legislative committee hearings and 

state agency hearings on rules and regulations but does not include attendance merely to monitor or 
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observe testimony and debate. Quarterly reports are due at the Public Disclosure Commission on or 

before May 2nd, August 1st, October 31st and January 31st  

ESD funds will not be expended for dinners, entertainment or campaign contributions. 

Guidelines for staff communication with legislators are as follows: 

A. Staff members who want to talk, write, or email legislators about ESD 105 business must: 

1. draft their message and email it to their respective division head for approval; 

2. provide prior notice to the superintendent for final approval. 

 

B. Request for information or testimony regarding legislative issues must receive prior approval 

from the Superintendent. 

1. Staff members who have been approached by legislators to provide information or to testify 

at a hearing is not considered lobbying but will still be recorded as communication.  

2. Staff members who have been approached by any other individual to testify at the hearing is 

considered lobbying and must be recorded. 

3. Staff members who are asked by any other individual outside the ESD for information 

regarding legislative issues may be considered lobbying in certain circumstances and must be 

recorded. 

 

C. Staff who want to bring legislative issues forward that they believe needs ESD 105 attention can 

do so by sending an email to the Superintendent and cc the Public Information Officer and their 

respective Division head. 

 

D. Staff members that receive information via mail or e-mail and are asked to forward the 

information by any source, must receive approval from the Superintendent. Depending on the 

purpose of the correspondence, this communication may be considered lobbying. 

 

E. ESD staff members who lobby on personal issues outside of work time may not use their ESD 

title, ESD name, or any other communication mechanism such as computers, cell phones, etc. 

that could mislead or misinform the legislators that the employee is officially operating in a 

work-related capacity. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

ALT Approved: 10/15/12 
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Form 22000P 

Staff Participation in Political Activ ities Form 

 
Date: Click here to enter text. 

Name: Click here to enter text. 

 

Type of Activity/Request (select one) 
 
 

 δ Campaign for an elective office 

Title of elective office: Click here to enter text. 

Estimated dates if release time to conduct the duties of the elected office: Click here to enter text. 

Estimated number of hours per date: Click here to enter text. 

 

 δ Attend a political event 

What is the program/service topic? Click here to enter text. 

What is the political event you will be attending? Click here to enter text. 

What is the date of the event? Click here to enter text. 

Will you be speaking at the event? Click here to enter text. 

Who invited you to the event? Click here to enter text. 

 

 δ Provide written or oral communication in support of a program or service 

What is the program/service topic? Click here to enter text. 

What materials or information will you be providing? Click here to enter text. 

Who requested the information? Click here to enter text. 

 

 δ Provide testimony 

What is the program/service topic? Click here to enter text. 

What is the political event you will be attending? Click here to enter text. 

What is the date of the event? Click here to enter text. 

Will you be speaking at the event? Click here to enter text. 

Who invited you to the event? Click here to enter text. 

 
Signature  _______________________  

Date  _______________________  

 

 

 

ALT Approved:   10/15/12 
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23000 Transportation 
  

Transportation  
  

The Educational Service District may provide transportation services to local school districts for 

programs operated by the Educational Service District or for other programs requested by a school 

district.  The Transportation Director shall be responsible for scheduling bus transportation, including 

the determination of routes and bus stops as well as overseeing the transportation program.   

 

The Educational Service District's transportation program shall comply in all ways with state law and 

regulation. The Educational Service District shall apply for state transportation apportionment funds and 

shall maintain the records required to obtain such funding.  



 

137 
 

 

23100 Student Safety Riding Buses   
 

Student Safety Riding Buses 
  

Bus Safety   

The Superintendent shall develop written rules establishing the procedures for bus safety and emergency 

exit drills and for student conduct while riding on buses. The procedures for bus safety will include rules 

restricting bus access to students and those persons authorized by the Superintendent and/or his or her 

designee(s) to ride the bus to and from any school activity.   

  

The bus driver is responsible for the safety of his/her passengers, particularly for those who cross a 

roadway after leaving the bus. No bus driver shall order or allow a student to disembark at other than 

his/her customary boarding or alighting place unless so authorized by the Transportation Director. In 

order to assure the safety of all, the bus driver may hold students accountable for their conduct during 

the course of transportation and may recommend corrective action against a student. Bus drivers are 

expressly prohibited from using corporal punishment. Bus drivers are expressly prohibited from 

allowing anyone to board the bus who is not a student or a person authorized to ride the bus by the 

Transportation Director and/or his or her designee(s).   

  

Emergencies   

In the event of an accident or other emergency, the bus driver shall follow the emergency procedures in 

accordance with the School Bus Driver Handbook (SPI). To insure the success of such emergency 

procedures, each bus driver shall conduct an emergency evacuation drill within the first six weeks of 

each school semester.  The Educational Service District shall conduct such other drills and procedures as 

may be necessary.   

  

Student Conduct on Buses   

The Superintendent shall establish written rules of conduct for students riding school buses. Such rules 

shall include as a minimum the requirements of WAC 392-145-016 and will be reviewed annually by 

the Superintendent and revised if necessary. If the rules are substantially revised, they shall be submitted 

to the Board for approval.   

  

At the beginning of each school year, a copy of the rules of conduct for students riding buses shall be 

provided to each student who is scheduled to ride a school bus. The classroom teacher and/or bus driver 

shall review the rules with the students at or near the beginning of each school year.  A copy of the rules 

shall be available upon request at the Educational Service District.   
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23100P Student Safety Riding Buses   
 

Student Safety Riding Buses 
  

Student Conduct on Buses 

Any misconduct by a student, which in the opinion of the bus driver or bus supervisor, is detrimental to 

the safe operation of the bus, shall be sufficient cause for the Transportation Director, principal or 

program director to suspend the transportation privilege.   

  

Rules of conduct for students riding buses:   

  

A.  Students shall obey the driver and any aide assigned to the bus by the Educational Service 

District. The driver is in full charge of the bus and passengers and shall be obeyed. If an aide is 

assigned to the bus by the Educational Service District, he/she shall be responsible for the safe 

operation of the bus. When transporting classes, the teacher shall be primarily responsible for 

the behavior of the students. Students shall obey both the driver and the teacher, or other staff 

member.   

  

B.  Students shall ride only on their assigned bus. 

  

C.  Students shall not be permitted to leave the bus except at their regular stop unless a completed 

official Educational Service District bus pass submitted to the bus driver as evidence of 

permission to do otherwise is received by the Transportation Director.   

  

D.  Students assigned seats shall use only that seat unless permission to change is authorized by the 

driver.   

  

E.  Students shall observe rules of classroom conduct while riding on buses. Noise shall be kept 

down to avoid distracting the driver. Students shall refrain from the use of obscene language or 

gestures.   

  

F.  Students shall not smoke or ignite lighters or matches on buses.   

  

G.  Students shall not eat on buses, except when specifically authorized and supervised by an 

accompanying teacher or other staff member. Buses shall be kept clean.   

  

H.  Students shall not open bus windows without the driver's permission.   

  

I.  Students shall not extend any part of their body out of bus windows at any time.   

  

J.  Students shall not carry or have in their possession items that can cause injury to passengers on 

the bus. Such items include, but are not limited to, sticks, breakable containers, weapons or 

firearms, straps or pins protruding from clothing, large, bulky items which cannot be held or 

placed between legs, etc. Books and personal belongings shall be kept out of aisles.   

  

K.  Students shall not have animals on buses, except a dog providing assistance to a disabled 

student.   

  

L.  Students shall not sit in the driver's seat or to the immediate right or left of the driver.   
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M.  Students shall refrain from talking to the driver unless necessary.   

  

N.  Students shall go directly to a seat once inside the bus and remain seated at all times unless the 

driver instructs otherwise.   

 

O.  Students shall get on/off the bus in an orderly manner and shall obey the instructions of the 

driver or school safety patrolmen on duty. There shall be no pushing and shoving when 

boarding or leaving the bus. Once off the bus, students shall adhere to rules for pedestrians.   

  

P.  Students shall never cross the roadway behind a bus unless they use pedestrian crosswalks or 

traffic lights.   

  

Q.  Students shall stand away from the roadway curb when any bus is approaching or leaving a 

stop.   

  

R.  Students going to and from their bus stops where there are no sidewalks shall walk on the left-

hand side of the roadway facing oncoming traffic. Students shall go directly to their home after 

leaving the bus.   

  

S.  Students shall use lap belts on buses when available.   

  

T.  Students shall follow emergency exit drill procedures as prescribed by the driver.   

  

U.  Students shall not tamper with emergency doors or equipment.   

  

V.  Parents of students identified as causing damage to buses shall be charged with the cost of the 

incurred damage. Students causing the damage may be suspended from transportation.   

  

W.  Student misconduct shall constitute sufficient reason for suspending transportation privileges.   

  

Disciplinary Procedures 

Program directors or principals are responsible for correcting students whose abusive behavior results in 

a bus incident report or violates the rules above. The program director or principal shall provide 

supervision during bus arrival and departure times and receive reports (written and oral) from the 

drivers.   

  

The program director or principal shall insure that students comply with the specified regulations. 

Program directors or principals must maintain open lines of communication among school officials, bus 

drivers and the transportation department.   

  

When waiting for a bus, or going to and from a bus stop, students are responsible for conducting 

themselves according to the social and legal mores that apply to adults in public. That is, they must not 

abuse or cause damage to private or public property; they must not use obscene language or gestures; 

they must not engage in criminal activity. Failure to adhere to these standards may result in formal 

complaints by citizens which may be forwarded to the program director or principals for possible 

corrective action.   

  

Students provided with transportation are responsible for complying with the Educational Service 

Districtôs and the school district's rules of conduct for students riding buses. Failure to adhere to these 
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rules, or abusive behavior towards the public, driver, fellow passengers or the vehicle constitutes 

justification for initiating corrective action against a student.   

  

Abusive behavior on the part of a student riding a bus may result in a written report when, in the opinion 

of the driver or bus supervisor, there has been an infraction of the rules applicable to student conduct. 

The written report is the primary means by which a driver or bus supervisor communicates a student's 

conduct to the transportation department and the school district. This report, in most cases, reflects an 

infraction of rules which is repeated by the student after his/her having received previous oral warnings 

from the driver or bus supervisor. In order for drivers and bus supervisors to effectively maintain control 

on their buses, it is expected that action be exercised by school districts when receiving such a report.  

When a student's conduct constitutes an infraction of the rules, the driver or bus supervisor shall 

complete a report on the student describing the incident or damage that occurred. The driver or bus 

supervisor shall provide the student with a copy of the report, hand the original report to the program 

director or principal and submit a copy to the Transportation Director. The Transportation Director shall 

provide a copy of the report to the school district.   

  

The program director or principal upon receiving the report shall investigate the circumstances 

surrounding the incident and take action according to the procedures set forth in the district's policies 

pertaining to corrective action and punishment. When investigating the incident, the primary concern 

must be with respect to the safe transport of students. Corrective action, if necessary, should be 

consistent from the Educational Service District as follows:   

  

A. Warning:   

¶ When a student's misconduct is of a minor nature which does not jeopardize the safety or 

welfare of other students or the operation of the bus.   

B. Suspension: 

¶ When a student's misconduct is deemed to jeopardize the safety of bus passengers and 

operation, or when repeated warning notices fail to correct abusive behavior, or when a 

student incurs damage to the bus.   

C. Expulsion:  

¶ When a student's misconduct is of such nature that the safety of the bus operation and/or of 

the occupants was willfully and seriously threatened (i.e., student assaulting the driver).   

  

The action taken by the program director or principal shall be sufficiently noted on the report and 

forwarded to the student's parent for signature. The transportation department shall be notified.   

  

Drivers shall be advised to file assault and battery charges against students who physically assault them. 

Under no circumstances shall the driver retaliate in kind and physically assault the student as this 

conduct may subject him/her to legal action.   

  

The student or parent of a student who has been suspended from receiving transportation entitlement 

may appeal the program director or principal's decision by submitting a written statement to the 

Superintendent. The Superintendent shall render a decision after evaluating the issues and facts 

involved. If the decision is based on issues unrelated to those described in the district's rules of conduct 

for students riding buses, the decision shall require Board concurrence before implementation.   

  

Emergencies   

The Transportation Director shall review the contents of the School Bus Driver's Handbook with each 

driver prior to the beginning of each school year. Each driver, in turn, is expected to follow the 
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procedure as outlined in the handbook.  In the event of an accident, the driver shall make contact with 

the Transportation Director who shall:   

  

A.  determine the nature of the accident;   

  

B.  contact emergency services if there is reason to believe that there are injuries which require 

immediate attention;   

  

C.  contact the State Patrol regarding the accident;   

 

D. advise the Superintendent;   

  

E.  investigate the accident and gather the names of all students and witnesses;   

  

E. dispatch another bus to transport the student to their destination; 

 

F. contact the school district; 

  

G.  contact the parent(s) or guardian(s) of any students who are injured.   

  

To facilitate the responsibilities assigned to the transportation department, the Transportation Director, 

in cooperation with the program directors or building principals, will compile a list of students, 

including addresses and phone numbers that are authorized to ride each bus route. 
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23200 Video Cameras on School Buses   
  

Video Cameras on School Buses 
  

The Board authorizes the use of video cameras on educational service district operated school buses for the 

purpose of reducing discipline problems, thus providing a safer environment for the transportation of students. 

The reason for recording the transportation environment is to provide school officials, drivers and 

parents/guardians/custodians with documentation when dealing with inappropriate student behavior. Disciplinary 

action will be in accordance with policies and procedures for the school districtôs Student Responsibilities and 

Rights.   

  

The Superintendent shall prepare procedures for use of the video equipment on buses, the authorized review 

process for video recording and the proper disposal of video recording media. 
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23200P Video Cameras on School Buses 
 

Video Cameras on School Buses 
  

Placement of Cameras:    

1.  Cameras shall be authorized for use in buses by the Transportation Director. The bus driver shall 

be notified of the placement in his/her bus.   

  

2.  Drivers may request that a camera be placed in their buses if not equipped and a portable camera is 

available. The Transportation Director shall discuss the reason for the request with the driver and 

shall decide if and when a camera shall be placed in the bus by special request.   

  

3.  Program directors or principals may request the Transportation Director to authorize placement of 

a video camera in a bus when they have reason to believe that a problem exists.   

  

4.  All buses where cameras may be utilized shall have signs notifying riders that video cameras may 

be in use.   

  

Use of the Videos and Recording Media:    

1.  The video shall be recorded on a continuous loop reusing and rewriting over previously recorded 

video on the digital media card. 

  

2.  The bus driver shall be reminded that the camera was on his/her bus. If the driver wishes to view 

the video recording, a time shall be set for this purpose.   

  

3.  The Transportation Director may view the video recording with or without the driver.   

  

4.  If a serious or flagrant violation of student bus rules is observed or if there is a continued violation, 

despite intervention, standard disciplinary action may be taken. Lesser violations shall be brought 

to the attention of the student and proper conduct shall be explained.   

  

5.  Any time a video is to be used to support a disciplinary action, the recording media shall be dated, 

labeled and kept on file at the transportation department office for as long as deemed necessary.   

  

6.  Recording media not used to support disciplinary action shall be reused.   

  

7.  When a video is used to support disciplinary action, the student or the studentôs 

parent/guardian/custodian may request to view the video. A viewing shall be arranged at the 

studentôs school district or the transportation department office.   

  

8.  A program director, principal or designee may request viewing of the videos through the 

Transportation Director.   

  

9.  The Transportation Director may use videos to assist drivers with student behavior management 

skills. 

 

9. A participating school district may view the video by submitting a written request to the 

Transportation Director. 
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23300 Driver Training and Responsibility  
  

Driver Training and Responsibility 
  

School bus drivers will observe all state statutes and regulations governing traffic safety and school bus 

operation. The Educational Service District will, at the beginning of each school year, provide each 

school bus driver a copy of: (a) the OSPI School Bus Driver Handbook; (b) the Educational Service 

Districtôs policy and procedure on the prohibition of harassment, intimidation and bullying; (c) all state 

and local rules and regulations pertaining to the operation of a school bus; and (d) the Educational 

Service District's written rules for student conduct on buses.  

  

Bus Driver Qualifications 

School bus drivers shall meet the qualification requirements established by the Office of Superintendent 

of Public Instruction and applicable state and federal law.  

  

General School Bus Driver Requirements 

School bus drivers shall: (a) wear a properly adjusted seat belt whenever the school bus is in motion; (b) 

immediately report any suspected malfunction or needed repair of the school bus in their charge; (c) 

only allow individuals authorized under the provisions of chapter 392-144 WAC to operate the school 

bus with passengers on board. No person except the driver shall be allowed to sit in the driver's seat; (d) 

Except in accordance with district policy no school bus driver shall leave the driver's seat without first 

securing the school bus by setting the parking brake, placing the transmission in the manufacturer's 

recommended position, shutting off the engine, and removing the key from the ignition switch. The keys 

shall be kept in the driver's or other authorized school official's possession; (e) All school bus drivers 

shall meet the qualifications established in chapter 392-144 WAC prior to transporting students; (f) 

Except in accordance with Educational Service District policy, a school bus driver shall not use a 

personal electronic device for personal communications while operating a school bus, except for the use 

of such devices to report illegal activity, summon medical or other emergency help, or prevent injury to 

a person or property, as permitted under RCW 46.61.667. For the purpose of this section, operating a 

school bus is defined as when the school bus engine is running; and (g) Except in accordance with 

Educational Service District policy, a school bus driver shall not distribute anything edible to students 

riding the bus. 

 

Supervision of Students 

When a teacher or other staff member is assigned to accompany students on a school bus, such person 

will be responsible for the behavior of the students in his/her charge and will ensure that passengers 

comply with state rules and district policies and procedures for student transportation. However, the bus 

driver will have final authority and responsibility.     

 

Charter Buses or Excursion Carriers or Subcontracted Carriers 

Every contract between the Educational Service District and a charter bus carrier or excursion carrier, or 

subcontracted carrier shall require a carrier profile report indicating a satisfactory rating from the 

Washington utilities and transportation commission before any service is provided. Supervision of 

children on trips under this subsection shall be designated to a specific employee of the Educational 

Service District who shall ensure that the driver shall have not have unsupervised access to students 

during the trip. 


