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INTRODUCTION 

 

 

PURPOSE 

These policies provide a guide for the administration of practices for the Southwest Region EMS & Trauma 

Care Council, hereafter referred to as “The Council.” As a guide, the policies are not designed to cover every 

situation or provide answers to personnel questions.  

 

APPLICABILITY 

These policies shall apply to employees and Board Members of the Southwest Region EMS & Trauma Care 

Council. 

 

SEVERABILITY 

If any provision of these policies or their application to any person/circumstance is deemed invalid, the 

application of the remaining policies to other employees shall not be affected. In the event of amendment to any 

ordinance, rule or law incorporated in these policies or upon which these provisions rely, these policies shall be 

deemed amended to conform to those changes. 

 

DISCLAIMER 

The Council specifically reserves the right to modify and/or amend these policies at any time. None of these 

provisions shall be deemed to create a vested contractual right in any employee or limit the authority of the 

Council to repeal and or modify these rules. The policies are not to be interpreted as promises of specific 

treatment. 

 

APPROVAL 

Formally approved vote of the Council on November 7, 2018 
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POLICY:  ASSET MANAGEMENT 

PURPOSE   

The Asset Management Policy covers all fixed and intangible assets owned by the Council. It covers the full life 

of the asset including acquisition, depreciation, enhancement, modification, and disposal. Special consideration 

is given to attractive or higher risk assets as well as those allocated to individuals either for short or long terms.  

 

PROCEDURE 

A. The purchase of new equipment or other assets above a value of $1,000 (one thousand dollars) will be 

approved by the Executive Board. 

B. The process of purchasing assets can be found in the Expenditures Policy. 

C. Assets with a value greater than $500 (five hundred dollars) will be entered in an asset register at the 

time of purchase and details of assets will be updated as required. Information recorded will include: 

1. Date and location of purchase 

2. Cost of asset 

3. Tracking or inventory number of asset (attractive assets). 

4. Location of asset (including loaned assets) 

5. Photograph of asset 

6. Warranty information 

D. Small and attractive assets are defined as;  

1. Assets with a value over $300 and under $500 including but not limited to: electronics, furniture, 

office supplies, or course materials.  

2. Small and attractive assets will be tracked and verified annually. 

E. Business equipment issued to employees (laptop, cell phone, etc.) may be used for personal purposes 

provided it does not incur damage or additional cost to the Council. 

F. Fixed assets with a purchase price of $5,000 and above shall be recorded in accounting records as capital 

assets. 

G. Capital Assets 

1. Capital assets are those items with a purchase price greater than $5,000 and an anticipated life 

expectancy of five years or longer. 

2. Capital Assets that are known or suspected to have been lost or stolen will be immediately reported 

to law enforcement, the State Auditor’s office, and the insurance company 

3. Capital assets will be depreciated according to federal IRS guidelines.  

H. A review of the asset inventory will be conducted on an annual basis to verify the location and 

remaining depreciation of all current assets. The Executive Director and one board member will conduct 

the review.  

I. Loaned Assets 

1. Loaned assets owned by the Council may be loaned to agencies within the Council under the 

following circumstances: 

1. Training equipment may be loaned on an as-needed and as-requested basis for a limited period of 

time. 
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2. Other equipment may be loaned for a limited period of time based on resource availability. 

3. Any request to borrow a Council asset must include a completed materials and equipment check out 

agreement. This agreement will remain on file until the borrowed items are returned. 

J. All assets will be insured to the value of their replacement against fire, theft, burglary, and accidental 

damage.  

K. Revaluation of assets may result from a range of circumstances including but not limited known 

technical obsolescence, disrepair, or redundancy due to change in Council requirements. 

L. Assets will be disposed of at the end of their lifetime or when no longer needed by the Council. 

1. Damaged or unusable assets will be disposed of in an ethical manner. 

2. Assets that are still operable or reusable may be donated to a non-profit agency per 501c3 guidelines 

or a government agency. 

3. Any asset that is disposed of or donated will be recorded in the asset register to include date of 

disposal or donation of asset, condition of asset at time of disposal, where the asset was disposed of 

or donated to, and a receipt. 

M. Assets purchased with state or federal grant funds will be disposed of in accordance with the grant 

agreement and/or grantor’s written instructions. 
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POLICY:  CONFLICT OF INTEREST 

 

PURPOSE 

The purpose of this conflict of interest policy is to protect this tax-exempt Organization’s interest when it is 

contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or 

director of the Organization or might result in a possible excess benefit transaction.  This policy is intended to 

supplement but not replace any applicable state and federal laws governing conflict of interest applicable to 

non-profit and charitable organizations. 

 

DEFINITIONS 

A. Interested Person: any director, principal officer, or member of a committee with governing board 

delegated powers who has a direct or indirect financial interest as defined below: 

B. Financial Interest: a person has a financial interest if the person has, directly or indirectly, through 

business, investment, or family: 

1. An ownership or investment interest in any entity with which the Organization has a transaction or 

arrangement; 

2. A compensation arrangement with the Organization or with any entity or individual with which the 

Organization has a transaction or arrangement, or 

3. A potential ownership or investment interest in, or compensation arrangement with, any entity or 

individual with which the Organization is negotiating a transaction or arrangement. 

C. Compensation includes direct and indirect remuneration as well as gifts or favors that are not 

insubstantial. 

D. A financial interest is not necessarily a conflict of interest. A person who has a financial interest may 

have a conflict of interest only if the appropriate governing board or committee decides that a conflict of 

interest exists. 

 

PROCEDURE 

A. Duty to Disclose:  In connection with any actual or possible conflict of interest, an interested person 

must disclose the existence of the financial interest and be given the opportunity to disclose all material 

facts to the directors and members of committees with governing board delegated powers considering 

the proposed transaction or arrangement. 

B. Determining Whether a Conflict of Interest Exists:  After disclosure of the financial interest and all 

material facts, and after any discussion with the interested person, he/she shall leave the governing board 

or committee meeting while the determination of a conflict of interest is discussed and voted upon. The 

remaining board or committee members shall decide if a conflict of interest exists.  

C. Procedure for Addressing the Conflict of Interest: 

1. An interested person may make a presentation at the governing board or committee meeting, but 

after the presentation, he/she shall leave the meeting during the discussion of, and the vote on, the 

transaction or arrangement involving the possible conflict of interest. 
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2. The chairperson of the governing board or committee shall, if appropriate, appoint a disinterested 

person or committee to investigate alternatives to the proposed transaction or arrangement. 

3. After exercising due diligence, the governing board or committee shall determine whether the 

Organization can obtain, with reasonable efforts, a more advantageous transaction or arrangement 

from a person or entity that would not give rise to a conflict of interest. 

4. If a more advantageous transaction or arrangement not producing a conflict of interest is not 

reasonably possible under circumstances, the governing board or committee shall determine by a 

majority vote of the disinterested directors whether the transaction or arrangement is in the 

Organization’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity 

with the above determination it shall make its decision as to whether to enter into the transaction or 

arrangement.  

5. The process and final determination shall be documented in the Board Meeting minutes. 

D. Violations of the Conflict of Interest Policy 

1. If the governing board or committee has reasonable cause to believe a member has failed to disclose 

actual or possible conflicts of interest, it shall inform the member of the basis for such belief and 

afford the member an opportunity to explain the alleged failure to disclose. 

2. If, after hearing the member’s response and after making further investigation as warranted by the 

circumstances, the governing board or committee determines the member has failed to disclose an 

actual or possible conflict of interest, it shall take appropriate disciplinary and corrective action. 

E. Records and Proceedings:  The minutes of the governing board and all committees with board delegated 

powers shall contain: 

1. The names of the persons who disclosed or otherwise were found to have a financial interest in 

connection with an actual or possible conflict of interest, the nature of the financial interest, any 

action taken to determine whether a conflict of interest was present, and the governing board or 

committee decision as to whether a conflict of interest in fact existed and the reason for the 

governing board or committee decision. 

2. The names of the persons who were present for discussions and votes relating to the transaction or 

arrangement, the content of the discussion, including any alternatives to the proposed transaction or 

arrangement, and a record of any votes taken in connection with the proceedings. 

F. Compensation 

1. A voting member of the governing board who receives compensation, directly or indirectly from the 

Organization for services is precluded from voting on matters pertaining to that member’s 

compensation. 

2. A voting member of any committee whose jurisdiction includes compensation matters and who 

receives compensation, directly or indirectly, from the Organization for services is precluded from 

voting on matters pertaining to that member’s compensation 

3. No voting member of the governing board or any committee whose jurisdiction includes 

compensation matters and who receives compensation either directly or indirectly from the 

Organization either individually or collectively is prohibited from providing information to any 

committee regarding compensation 
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G. Annual Statements:  Each director, principal officer, and member of a committee with governing board 

delegated powers shall annually sign a statement which affirms such person: 

1. Has received a copy of this Conflict of Interest Policy 

2. Has read and understands the Policy 

3. Has agreed to comply with the Policy; and 

4. Understands the organization is charitable and in order to maintain its federal tax exemption, it must 

engage primarily in activities which accomplish one or more of its tax-exempt purposes. 

H. Periodic Review:  To ensure the Organization operates in a manner consistent with 501(c) 3 purposes 

and does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be 

conducted. The periodic reviews shall, at a minimum, include the following subjects: 

1. Whether compensations, arrangements and benefits are reasonable based on complete survey 

information and the result of arm’s length bargaining. 

2. Whether partnerships, joint ventures, and arrangements with management organizations conform to 

the Organizations written policies, are properly recorded, reflect reasonable investment or payments 

for goods and services, further 501(c) 3 purposes, and do not result in inurement, impermissible 

private benefit, or an excess benefit transaction. 

I. Use of outside experts:  When conducting periodic reviews the Organization may, but need not, use 

outside advisors. If outside experts are used, their use shall not relieve the governing board of its 

responsibility for ensuring periodic reviews are conducted. 
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POLICY:  EMPLOYMENT 

DEFINITIONS 

A. Exempt employee: A regular employee who is exempt as defined by the Fair Labor Standards Act. 

B. Full time employee: An employee who is required to work an average of forty (40) hours per week. 

C. Immediate family: Persons related by blood, marriage, or legal adoption in the degree of consanguinity 

of grandparent, parent, spouse, brother, sister, child, grandchild, and or any relative living in the 

employee’s household. 

D. Non-exempt employee: An employee who is employed in a position that is not exempt as defined by the 

Fair Labor Standards Act. 

E. Non-regular employee: An employee who works less than twenty (20) hours per week or who is not 

employed in a regularly budgeted position. Non-regular employees include, but are not limited to 

temporary help. 

F. Regular employee: An employee who is employed in a regularly budgeted position requiring a minimum 

of twenty (20) hours of work per week. 

G. Regular rate: The regular rate of pay as defined by the Fair Labor Standards Act. 

H. Work day: The workday is defined as a consecutive twenty-four (24) hour period. For all employees, the 

standard workday consists of the period from 12:01 a.m. to midnight. 

I. Work week: A fixed and regularly recurring period of 168 hours (seven consecutive 24 hour periods). 

The standard workweek for Council employees is Monday at 12:01 a.m. until midnight the following 

Sunday. 

 

PROCEDURE 

A. Recruitment and Equal Employment Opportunity 

1. Equal Opportunity and Nondiscrimination 

a. The Council shall provide equal opportunity to all persons seeking Council employment, 

activities, and services. Access shall be afforded free from restrictions based on race, color, 

religion, national origin, age, sex, marital status, veteran status, sexual orientation, or the 

presence of any sensory, mental, or physical handicap. Council employees shall be free from 

discrimination on any of these bases.   

b. The Council shall maintain a workplace free from sexual harassment. 

c. The Council shall comply with all state and federal laws and regulations concerning equal 

opportunity and nondiscrimination. Commitment to the letter and the spirit of the laws is 

expected of all Council employees. 

2. Sexual Harassment 

a. The Council will not allow any form of sexual harassment or any such conduct that has the 

purpose or effect of interfering with an individual’s work performance by creating an 

intimidating, hostile, or offensive work environment. 

b. Such conduct, when experienced or observed, should be reported to the Executive Director or 

Chairperson. The Executive Director will conduct an investigation and will be required to report 
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the findings to the Executive Committee or his/her appointed representative. The confidentiality 

of the employee under investigation shall be respected at all times. 

c. Any intentional sexual harassment is considered to be a major violation of Council policy and 

subject to corrective action; suspension and/or as appropriate related to the severity of the 

infraction, termination. 

d. It is the intent of the Council to provide a work environment free from verbal, physical, and 

visual (signs, posters, or documents) forms of sexual harassment. All employees are advised to 

be sensitive to the individual rights of their co-workers. 

3. Smoking: Because the smoking of tobacco or any other weed or plant is a danger to health and is a 

cause of annoyance and discomfort to those who are present in confined places, the Council herby 

declares the purpose of this policy are (1) to protect the public health and welfare by regulating 

smoking in the office workplace and (2) to minimize the toxic effects of smoking in the office 

workplace by adopting a policy that will accommodate, as possible, the preferences of nonsmokers 

and smokers alike.  If a satisfactory accommodation cannot be reached, it is the Council’s policy to 

prohibit smoking in the office workplace. This policy is not intended to create any right to smoke.  

For purposes of this policy, the following definitions shall apply: 

a. “Employee” means any person who is employed by the Council in return for direct or indirect 

monetary wages or profit. 

b. “Office Workplace” means any enclosed area of a structure or portion of the Council premises. 

c. “Smoking” or “to smoke” means and includes inhaling, exhaling, burning, or carrying any 

lighted smoking equipment for tobacco or any other weed or plant. 

4. Political Activity:  Political activities of employees shall comply with RCW 41.06.250 and any 

applicable federal or state law or regulation. 

B. Selection Process 

1. Selection Criteria: Selection criteria shall be determined by the Council based on the type of 

position. 

2. Selection Process: The selection process shall be determined by the Council. The process shall be 

designed to select the best candidate available. 

3. Probationary Period: The probationary period is considered an essential part of the selection process 

and is a continuing evaluation period prior to the employee achieving regular status in the position. 

The probationary period for all new positions, unless otherwise specified in writing, shall be three 

months. The same three month period shall apply to a newly selected candidate, whether the 

individual is a new Council employee or is promoted or demoted. 

4. Extension of Probation: The Chair, with concurrence of the Executive Board, may extend the 

probationary period if, in his or her discretion, the Chair, after consultation with the Executive 

Director, determines that the probationary employee has not fully demonstrated the ability to 

perform the role. The written extension must specify the length of the extension. The maximum 

length of extension shall be three (3) months. Probation may only be extended one time for any one 

individual in any one selection process. Any extension must occur prior to the expiration of the 

original three month probation period. 



SW Region EMS & Trauma Care Council Policies 
 

11 
Approved November 7, 2018 

5. Completion of Probationary Period: Upon successful completion of his/her probationary period, the 

employee shall gain regular status in the position. The employee shall automatically gain regular 

status by the expiration of the probation period without an extension or termination. It is not 

necessary to give written notification of the successful completion of the probationary period to the 

employee. 

6. Termination During the Probation Period: A probationary employee may be discharged at any time 

during the probationary period at the discretion of the Executive Director, the Chair, and the 

Executive Board. No rationale need be given for the termination. The employee shall have no 

recourse to appeal the termination decision. 

C. Orientation, Training, Development 

1. Orientation: On or before the first day of work, each new employee shall receive basic information 

about office policy and role expectations. Hours of work, probationary period, working conditions 

and other conditions of employment shall be addressed.   

2. Introduction to Council: All new regular employees shall be introduced to the Council as soon as 

possible after hire. Whenever possible, the introduction shall occur at a regular Council meeting 

during the first month of employment. The introduction shall be performed by a member of the 

office staff. 

3. Training/Development: The Council is encouraged to provide appropriate training opportunities for 

employees with the objective to improve Council staff role efficiency. 

4. Performance Reviews: 

a. Performance review is an ongoing process and occurs throughout an individual’s employment. 

Formal performance reviews shall be conducted annually for each employee. 

b. Performance reviews shall become a part of the employee’s official personnel record and be 

retained for future reference. 

c. When an employee disagrees with a review, the employee may provide a written statement to be 

filed and retained with their performance review. 

d. The performance review will be conducted by the Executive Director and reviewed by the Chair.  

e. The Executive Director’s annual performance review will be performed by the Executive 

Committee. 

5. Standards of Service: The Council requires a high standard of behavior, from its employees. The 

Council is represented by employee’s conduct and professionalism. Employees assume 

responsibility for the Council’s reputation in the community. Therefore uncompromising honesty, 

integrity, and the highest standard of personal conduct are expected. Carelessness or discourtesy may 

damage the good will of the organization, which has been established throughout the community, 

region, and state.  

6. Standards of Behavior: Employees are expected to: 

1. Obey all laws, follow policies/procedures, and maintain knowledge of policy and/or procedural 

changes. 

2. Have a courteous helpful demeanor. 

3. Be responsive, accountable, and a receptive listener. 
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4. Be team oriented. 

5. Professional attire and good hygiene standards are required. 

6. Maintain an orderly work environment. 

D. Compensation 

1. Rate of Pay: The rate of pay for all positions shall be established by the Council. Negotiations for 

pay increases or other benefits will be between the employee, Executive Director, the Chairperson, 

and the Executive Board. Final recommendations for rate of pay will be presented to the full council 

for voting concurrence. Rate of pay reviews shall occur annually, at the beginning of each fiscal 

year. 

2. Retirement Benefits: Currently, 403(b) retirement benefits are available to fulltime employees under 

the Council’s group plan. Employees have the option to make contributions in the form of salary 

deferrals towards their own retirement accounts. 

3. Medical Benefits: Medical insurance benefits are available for fulltime employees under the 

Council’s group plan. The employer’s contribution per fulltime employee per month will not exceed 

the amount of the group plan per month.  

4. Monthly Pay 

a. Employees shall be paid once a month, on the last day of the month. 

b. Exempt employees shall be paid on a salary basis. An exempt employee who is absent from 

work for less than one regular working day shall not be charged leave unless the employee is 

eligible for flex time. Exempt employees who are off for one (1) regular working day or more for 

illness, disability or personal absence will be required to use paid leave or have their salaries 

adjusted accordingly. No reduction in salary will be made for jury duty, service as a witness, or 

temporary military service. 

c. A new salaried employee working less than a full calendar month, a regular salaried employee 

who has an absence from work for which he/she is not to be compensated for, or a salaried 

employee who is terminating on other than the last working day of the month, shall be paid a 

percentage of the employee’s hourly/monthly salary based on the percentage of the month that 

he/she worked. In calculating the number of working hours in a month, holidays should be 

included.  

d. A regular employee working a partial month will be paid for only for actual hours worked plus 

holiday pay, if applicable. 

e. The hourly rate for salaried employees shall be calculated by dividing the annual salary by 2080 

hours. 

5. Hours of Work 

a. Hours of work shall be determined by the Executive Director and Chairperson, with concurrence 

of the Executive Board. 

b. The maximum hours of work for a full time regular employee shall be forty (40) hours per week. 

The 40-hour work week shall be 9:00 a.m. to 6:00 p.m., Monday through Friday. This workday 

includes one (1) hour (non-paid) for lunch. 
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c. The Executive Director and Chairperson, with concurrence of the Executive Board, may alter the 

normal workweek for any individual or group of employees.  

d. Employees are entitled to a fifteen (15) minute break for each four (4) hours worked. Breaks 

must be arranged so as not to interfere with Council business. The Executive Director or other 

designated person may designate an area for breaks. Misuse of break privileges may subject the 

offender to disciplinary action. 

e. Time sheets will accurately reflect the actual number of hours worked by the employee during 

each day of the pay period. Lunch, other personal business, sick time, holidays, and vacation will 

not be shown as time worked. 

f. Deliberate falsification of time sheets will subject an employee to disciplinary action, up to and 

including termination. 

6. Overtime 

a. This section shall not apply to exempt employees. 

b. Regular employees shall be compensated at 1½ times his/her regular rate of pay for all hours 

worked in excess of forty (40) hours per week. 

c. No employee may work more than forty (40) hours a week without advance approval from the 

Executive Director and/or the Executive Board.   

d. Employees who work unauthorized overtime may be subject to disciplinary action. 

e. The Executive Director and/or Executive Board shall not authorize any employee to work 

overtime unless there are sufficient funds available in the department/office budget to pay the 

cost of the overtime. 

f. Overtime work shall be computed in increments of fifteen minutes. 

g. Employees terminating employment with the Council shall be compensated for earned overtime. 

h. In the event of the death of an employee, any accumulated overtime shall be paid to the 

appropriate person, as provided by law. 

7. Non-Regular Employment 

a. Non-regular employment shall only be allowed as follows: 

1. As a substitution for a regular employee who is absent from his or her position. 

2. When the work load necessitates short term assistance, with approval of the Executive 

Committee and Executive Director. 

3. When it is impossible to make a regular appointment due to recruitment difficulties or where 

a regular appointment is not practical due to the shortness or type of employment; 

4. Where budget appropriations provide only for non-regular appointment; or 

5. During a state of disaster or emergency. 

b. Non-regular employees shall serve at the discretion of the Executive Director and Chairperson, 

with concurrence of the Executive Board. 

c. Non-regular employees shall not be employed more than 1040 hours in any calendar year 

without the written approval of the Council. 

8. Outside Employment: A regular employee is encouraged to not engage in employment other than his 

or her Council position. An employee shall notify the Executive Director and Chairperson before 
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engaging in any outside employment. Outside employment interfering with the efficient performance 

of his/her Council role/duties, constitutes a conflict of interest. Poor public representation for the 

Council by the employee as determined by the Executive Director and Chairperson, with 

concurrence by the Executive Board, shall necessitate termination of outside employment upon 

request. 

9. Employment of Minors: Individuals between sixteen and eighteen years of age may be considered 

for employment subject to state law and regulations of employment and working conditions of 

minors. All employees under eighteen years of age must have a valid minor’s work permit prior to 

starting work. The permit must be submitted along with proof of age at the time of application. 

E. Discipline 

1. Employee Responsibility: All Council employees are responsible for: 

a. Representing the Council in an appropriate, professional manner; 

b. Following established policies, rules, and/or regulations; and 

c. Meeting established standards of performance for their position. 

2. Disciplinary Action: Behaviors that warrant disciplinary action includes, but are not limited to: 

a. Inability to perform the assigned role as delineated by a specific job description;  

b. Violation of Council policy; 

c. Violation of law; 

d. Insubordination; 

e. Breach of discipline; 

f. Absence from work without first notifying and confirming permission from the Executive 

Director, Chair, or other designated Executive Board Member;  

g. Repeated tardiness or absence for any reason; 

h. Misconduct; 

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

j. Using religious, political or fraternal influence; and 

k. Accepting fees, gifts or other valuable items in the performance of the employee’s official duties 

for the Council. 

3. Types of Discipline Available 

a. In executing disciplinary measures, the Council may use a variety of measures. The Council shall 

choose an action appropriate to the situation. The reasons for and duration of the discipline shall 

be explained to the employee and documented in the employee’s personnel file. 

b. Methods of discipline include, but are not limited to, the following: 

1. Informal discussion, oral warning or counseling; 

2. Written warning; 

3. Withhold a scheduled pay increase; 

4. Demotion; 

5. Suspension, with or without pay; and 

6. Termination 

4. Oral Warning 
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a. An oral warning is the initial intervention for minor infractions by a regular employee. 

b. When appropriate, employee behavior that is not consistent with established policies, 

regulations, or standards of performance shall be called to the employee’s attention orally in a 

timely and helpful manner. 

c. The issues should be discussed in an appropriate setting, in private. 

d. The employee should be given adequate opportunity to correct the matter and should be advised 

of probable consequences of failure to improve or correct performance. 

e. The oral warning should be documented in the employee’s personnel file. 

5. Written Warning 

a. A written warning is initiated when a regular employee disregards an oral warning or commits a 

more serious infraction. 

b. The written warning shall identify the issue and detail an action plan to correct the problem.  

c. The written warning shall be discussed with the employee, outlining the rationale for the action. 

The employee shall receive a copy of the written warning. 

d. The original copy of the written warning shall be placed in the employee’s personnel file. 

6. Suspension, Demotion, and Discharge 

a. Suspension: an enforced separation from usual duties for a specified time as a disciplinary 

action. Suspension may occur with/without alteration of usual pay, right or privileges. 

Suspension may also be imposed pending investigation of charges or other identified issues, 

affecting employee’s employment. 

b. Demotion: removal from the current position to one in a lower salary range. 

c. Discharge: termination of employment from current position by the employer.  

d. Authority to suspend, demote, or discharge is vested in the Executive Director and Chairperson 

with concurrence of the Executive Board. The exception being the suspension, demotion, or 

discharge of the Executive Director. This shall be executed by the Chairperson and Executive 

Committee with a quorum vote of the Council. Before taking any action to suspend, demote, or 

discharge, the Chair shall review the proposed action with the Executive Committee to ensure 

compliance with all applicable policies.   

e. Any action to suspend, demote, or discharge a regular employee shall be in writing with a copy 

forwarded to the employee. 

f. The written notification shall specify the effective date of the action. The Executive Director and 

Chairperson shall determine the amount of notice that is reasonable under the circumstances. 

Suspension, demotion, and discharge may be effective immediately when warranted by the 

circumstances. 

g. If not possible to deliver the notice to an employee in person, the notice shall be mailed to the 

employee’s most recent available address, by certified or registered mail with a return receipt 

requested. 

h. Employment with the Council is at-will and may be terminated with or without cause at any 

time.  

F. Layoffs 
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1. Determination of Seniority 

a. Seniority shall be determined by the period of continuous service by a regular employee in a full 

time or part time position with the Council.   

b. Time spent on approved paid leave status is counted as time worked. 

c. Time spent on leave without pay status shall not accrue seniority. 

2. Layoffs 

a. The Executive Director, and Chair, with concurrence of the Executive Board, may lay off regular 

employees for lack of work, budgetary restrictions, or other causative factors.    

b. No regular employees shall be laid off while another person in the same classification is 

employed within the department or office on a probationary or temporary basis. 

c. In determining whom in any classification is to be laid off, consideration is to be given to 

individual performance and then to seniority in the affected positions. 

3. Notice of Layoff: The Executive Director and Chair shall give regular employees at least two (2) 

weeks written notice prior to layoff. 

G. Termination of Employment 

1. Voluntary Resignation 

a. A voluntary resignation may be given verbally or in writing. Regular employees who voluntarily 

choose to leave Council employment shall provide a letter of resignation at least ten (10) 

working days prior to the effective date of resignation. Whenever possible, more advance notice 

shall be given. 

b. The letter of resignation should be presented to the Executive Director, who will promptly 

inform the Council.  

c. A resignation, verbal or written, may not be withdrawn without the approval of the Council. 

2. Exit Interview: An exit interview shall be conducted by the Chairperson. 

3. Return of Council Belongings 

a. All Council belongings must be returned.  

b. Any employee who has been issued a key, cell phone, laptop, or other items must return the 

items to the Council office before receiving his/her final paycheck. Failure to return the items 

will result in the employee reimbursing the Council for said items.  

c. The replacement cost of any Council belongings may be deducted from any compensation owed 

to the employee by the Council. 

H. Grievance Procedure 

1. Application: The grievance procedure applies to all regular employees. 

2. Definition: A grievance is defined as a written statement alleging a violation of the Council 

Personnel Rules. A grievance must include the following written information:   

a. The portion of the rules allegedly violated; 

b. The date or dates involved; 

c. Individuals involved; 

d. A statement of facts detailing the alleged violation; 

e. The date the grievance is written; and 



SW Region EMS & Trauma Care Council Policies 
 

17 
Approved November 7, 2018 

f. The signature of the grievant. 

3. Procedure 

a. If a regular employee determines there has been a violation of the Council Personnel Rules, the 

employee must present the grievance to his/her Executive Director within five (5) working days 

of the date of the alleged violation. The Executive Director shall give the employee a written 

response within five (5) working days of the date the grievance was received. 

b. The employee may appeal by presenting the grievance to the Chair within five (5) working days 

of the date the Executive Director’s response is received. The Chair shall arrange a meeting of 

the individuals involved within five (5) working days after the date the grievance is appealed to 

the Chair to hear the issue. The Chair shall give the employee a written decision within five (5) 

working days of the date of the meeting. 

c. The employee may appeal the decision of the Chair by submitting the grievance to the Council 

within ten (10) working days of the date the Chair’s decision is received. The Council shall hold 

a hearing on the issue within ten (10) working days after receiving the appeal. The hearing will 

allow all parties to present testimony and other evidence. The decision of the Council shall be 

binding. 

4. Nondiscrimination: Employees shall not be discriminated against for initiating and following 

through with the grievance procedure. 

5. Whistle Blower Protection 

a. The Council is committed to high standards of ethical, moral, and legal business conduct. In line 

with this commitment, and our commitment to open communication, this policy aims to provide 

an avenue for employees and others to raise concerns and provide reassurance that they will be 

protected from reprisals or victimization for whistleblowing. This whistleblowing policy is 

intended to cover protections of staff who raise concerns regarding: 

1. Incorrect financial reporting;  

2. Unlawful activity;  

3. Activities that are not in line with policy, including the Code of Business Conduct; or  

4. Activities, which otherwise amount to serious improper conduct.  

b. Safeguards 

1. Harassment or Victimization:  Harassment or victimization for reporting concerns under this 

policy will not be tolerated. 

2. Confidentiality:  Every effort will be made to treat the complainant’s identity with 

appropriate regard for confidentiality. 

3. Anonymous Allegations:  This policy encourages employees and other reporting persons to 

put their names to allegations because appropriate follow-up questions and investigation may 

not be possible unless the source of the information is identified. Concerns expressed 

anonymously will be explored appropriately, but consideration will be given to: 

a. The seriousness of the issue raised;  

b. The credibility of the concern; and  

c. The likelihood of confirming the allegation.  
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4. Bad Faith Allegations:  Allegations made in bad faith may result in disciplinary action. 

c. Reporting:  The whistleblowing procedure is intended to be used for serious and sensitive issues.  

Such concerns, including those relating to financial reporting, unethical, or illegal conduct; 

should be reported directly to an Executive Committee Member. 

I. Leave(Annual Leave, Bereavement Leave, Civil Duty Leave, Holiday Leave, Military Leave, Sick 

Leave, Leave of Absence Without Pay, Suspended Operations, Inclement Weather, Absence 

Without Authorized Leave) 

1. Annual Leave:  Full-time regular employees will accrue annual leave for each completed month of 

service. Annual leave will be accrued at the following rates: 

 0-4 years of service: 10 days/80 hours;  

 5-6 years of service: 15 days/120 hours;  

 7-9 years of service: 17 days/136 hours;  

 10+ years of service: 20 days/160 hours;  

a. A part-time regular employee will be entitled to that fractional part of the annual leave that the 

total number of hours budgeted for the position bears to the total number of leave hours for full-

time employment. 

b. Annual leave will accrue at the end of each complete calendar month of service. Employees 

beginning employment on the fifteenth (15th) of the month or earlier will accrue leave for that 

month; employees beginning employment later than the fifteenth (15th) of the month will accrue 

leave on the first of the next month. 

c. A new regular employee will accrue annual leave during the first three months of employment, 

but may not use leave until completion of the first three months. An employee who fails to 

complete three months of employment will not be entitled to compensation for accrued annual 

leave upon termination. 

d. Annual leave credited for any month of service may be used in that month or in any subsequent 

month. 

e. A regular employee must submit a written request for annual leave in advance. The immediate 

supervisor or other designated person will evaluate the request with authority to approve or deny 

it. 

f. The Executive Director is required to take a minimum of eighty (80) hours (2 weeks) leave each 

year for fatigue management.  

g. Regular employees will use annual leave in the same year accrued.  Any unused leave amount 

will be forfeited on January 1st. 

2. Upon termination, employees will be compensated for unused accrued annual leave up to the last 

day worked. Bereavement Leave:  In the event of a death in a regular employee’s immediate family, 

the employee is entitled to three (3) days bereavement leave with pay. 

a. Employer must be notified immediately or as soon as practical of the need for bereavement 

leave, 
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b. The Executive Director in concurrence with the Chairperson or the Executive Board may 

approve up to five (5) additional days of sick leave, annual leave, or compensatory time; the type 

of additional leave shall be the employee’s option. 

3. Civil Duty Leave (such as Jury Duty):  Regular employees shall be allowed any necessary paid leave 

(separate from annual leave) for civil duty.  

a. The employee shall inform the immediate supervisor or other designated person of the call for 

civil duty as soon as the employee is aware of it and must keep the supervisor informed of time 

requirements of civil duty during the employee’s term of service. 

b. Regular employees shall pay to the Council any compensation received for civil duty. Employees 

may keep all mileage reimbursement for civil duty. 

4. Holiday Leave:  The Council provides employees eleven (11) paid holidays each year. The office is 

officially closed on these days: 

 New Year’s Day (January 1st) 

 Martin Luther King Jr. Day (3rd Monday of January) 

 President’s Day (3rd Monday of February) 

 Memorial Day (Last Monday in May) 

 Independence Day (July 4th) 

 Labor Day (1st Monday of September) 

 Veteran’s Day (2nd Friday of November) 

 Thanksgiving (4th Thursday of November) 

 Day After Thanksgiving 

 Christmas Day (December 25th) 

 One Personal Holiday  

a. Except as noted below, if these holidays fall on Saturday, the preceding Friday will be a holiday. 

If they fall on a Sunday, the following Monday will be a holiday. 

b. Except as noted above, if any holiday falls on any other scheduled day off, the following 

workday will be observed as a holiday. 

c. Full-time and regular employees are entitled to holidays off with pay. 

d. If a holiday falls on a day that the employee is normally scheduled to work, the employee’s work 

schedule for the week of the holiday will be adjusted to ensure that the employee receives the 

appropriate number of hours off for the holiday. 

e. The employee must either take leave or have his or her pay reduced if the employee is short the 

number of hours required to be worked during the pay period or be paid for the additional hours 

worked if the employee works more hours than would otherwise be required during the pay 

period. 

f. If the holiday falls on a day that the employee is normally not scheduled to work, the employee 

may be allowed to accumulate the holiday hours. These accumulated hours must be used within 

(90) days of the holiday and may never exceed thirty (30) hours at any one time. 

g. The Council may change the holidays observed as deemed appropriate by the full council vote. 
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5. Military Leave:  Based on RCW 38.40.060, any regular employee who is a member of the National 

Guard or the Reserve Corps of the United States is entitled to paid military leave. Employee shall be 

granted military leave of absence for a period not exceeding twenty-one days during each year in 

order that the person may report for required military duty, training, or drills including those in the 

National Guard or state active status. Such military leave of absence shall be in addition to any 

vacation or sick leave to which the employee might otherwise be entitled, and shall not involve any 

loss of efficiency rating, privileges, or pay.  

a. The employee shall inform the immediate supervisor or other designated person of the call for 

military duty as soon as the employee is aware of it and must keep the supervisor informed of 

time requirements of the employee’s term of service. 

b. During the period of military leave, the employee shall receive his or her normal pay.  

c. The employee shall be charged military leave only for days that he or she is scheduled to work. 

6. Sick Leave:  Full-time employees shall earn eight (8) hours a month of sick leave for each completed 

month of service. 

a. Regular part-time employees shall earn sick leave at a rate determined by multiplying the 

employee’s FTE by eight hours (i.e. a .75 FTE employee would earn six hours of sick leave a 

month). 

b. New regular employees hired no later than the fifteenth of the month accrue eight (8) hours of 

leave for that first month; a new regular employee hired after the fifteenth of the month will 

begin accruing sick leave the next month. 

c. Sick leave may be used only for the following reasons: 

i. Illness and/or injury of the employee that renders the employee unable to work. 

ii. Illness in the immediate family requiring the attendance of the employee, limited to a 

maximum of five (5) days in any one instance. The immediate supervisor or other designated 

person may grant additional days based on extenuating circumstance upon request by the 

employee. 

iii. Preventative health care for the employee. 

iv. Preventative health care for a member of the employee’s immediate family if the employee’s 

attendance is required. 

v. An employee on workers compensation may use sick leave to make up the difference 

between worker’s compensation payments and the employee’s regular rate of pay. 

d. Illnesses and/or injuries shall be reported at the beginning of any period of sick leave to the  

Executive Director or other designated person. The immediate supervisor or other designated 

person may require a statement from a medical professional. 

e. Sick leave for preventative health care must be approved in advance by the Executive Director or 

other designated person. 

f. The maximum sick leave accrual shall be 1040 hours (130) days for full-time employees, 520 

hours (65) days for half time employees. 

g. No payment for accrued sick leave shall be made to employees leaving Council employment. 
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7. Leave Of Absence With Out Pay:  Leave of absence without pay may be allowed for any reason for 

a regular employee with the approval of the Executive Director or Executive Committee.  

a. Leave of absence without pay, except in cases of service with the armed forces or family leave, 

shall not be authorized in any case where such leave will result in the detriment of Council 

operations. 

b. Leave of absence without pay shall normally not exceed six (6) months. Extensions in excess of 

six months may be authorized only for the benefit of the Council. 

c. The written leave of absence requests shall include a written plan that specifies the following: 

i. Requested start date of the leave of absence 

ii. Purpose of the leave of absence 

iii. A proposed return date 

d. If the plan and leave are approved, the plan must be signed by the employee and the appointing 

authority. Any changes to the plan must be submitted in writing and signed by all parties prior to 

effecting the change. 

e. No annual leave or sick benefits or any other fringe benefits shall accrue while an employee is on 

leave without pay. The employee’s anniversary date will be adjusted by the length of the leave 

granted. An employee is not required to use all of his or her annual leave before taking a leave of 

absence without pay. In the event an employee takes a leave without pay and then fails to return 

to Council employment for a full ninety (90) days after return from leave, the employee shall be 

compensated for unused annual leave based upon his or her rate of pay at the time of 

commencement of leave without pay. 

f. Failure to receive written approval of the request and plan before a leave of absence shall cause 

the leave to be considered absence without duly authorized leave and subject to disciplinary 

action and/or termination. 

8. Suspended Operations:  Used in an emergency when an employee reports to work and work is 

suspended due to an emergency. Employee will receive four hours of paid leave for the day then 

may use annual leave to cover additional hours/days of suspended operations. 

9. Inclement Weather:  During inclement weather the office may be closed or reduce hours during the 

course of the event at the discretion of the Executive Director. The altered office hours will generally 

follow the local public school closures. The employee may use vacation leave or leave without pay 

for this as determined by the council.  

10. Unauthorized Absence:  Unauthorized absence from work and absence from work for reasons other 

than those specified above shall be considered absence without duly authorized leave. 

1. Employees absent without authorized leave shall forfeit their pay for the total period of such 

absence. 

2. Absence without duly authorized leave shall be grounds for disciplinary action, up to and 

including termination. 
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POLICY:  PROCUREMENT / REVENUE 

PURPOSE 

This Expenditure Policy explains how the Council funds may be used for the reasonable and necessary costs of 

the Council’s activities. This policy ensures that the Council’s funds are appropriately used, properly 

authorized, supported by a business purpose, and are in compliance with standard accounting guidelines.  

 

PROCEDURE 

Duties of Council Members and Staff  

1. The Executive Committee’s duties 

a. The Executive Committee will serve as the finance committee. 

b.  The Executive Committee is ultimately responsible for the management of all financial activities of 

the Council. 

c. The Executive Committee will set the compensation of the Executive Director and will document 

any changes in writing. 

2. The Executive Director’s duties 

a. The Executive Director will implement financial policies and procedures as approved by the Council 

with the oversight and control of the Executive Committee. 

b. A year to date actual vs. budget comparison will be provided to Council members by the Treasurer 

or Executive Director at each regularly scheduled Council meeting for review and approval.  

3. Treasurer’s duties  

a. The council Treasurer is responsible for oversight and monitoring all financial records for accuracy. 

b. The Treasurer is authorized to act on the Council’s behalf on financial matters when action is 

required in advance of a meeting of the Executive Committee. 

c. The Treasurer will review the Chief Financial Officer’s (CFO) reports. 

d. The Treasurer will provide the Executive Committee and the Council with financial reports each 

meeting. 

e. The Treasurer (or another Executive Committee member in the Treasurer’s absence) will review all 

reimbursements and credit card purchases involving the Executive Director. 

f. The Treasurer will be the primary check signer and will review the expense vouchers and support 

before signing. 

4. Council’s duties 

a. The Council will review RCW Chapter 70.168 annually. 

b. The Council will approve a yearly budget which details expected revenue sources; this is prepared 

by the Treasurer and the Executive Director and recommended by the Executive Committee to the 

full Council. 

c. The Council will review the yearly budget at fiscal year-end and compare the projections to actual 

income and expenditures. 

d. The Council will review approve the Council Treasurer’s report at each meeting. 

e. The Council will maintain Directors & Officers Liability and general commercial insurance. 
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Procurement  

A. Expenditure budget 

1. The Council will approve a yearly budget which details expected expenditures. 

2. The Council will review the yearly budget at the close of the fiscal year and examine expenditures.  

3. Amendments to the budget which involve an addition to or reduction of existing appropriations will 

require Council approval. 

4. Council staff will make every reasonable effort to maximize any discounts offered by 

creditors/vendors.  

B. Routine Business Mandatory expenses 

Mandatory expenses are those that are incurred by the Council routinely and are not the result of a 

specific purchase order or management decision. Including such things as office rent, utilities, 

commercial insurance, any contracted services, and employee salaries and payroll expenses. 

1. Before contracts, written or oral, are entered into, committing the corporation to ongoing routine 

expenditures (for example staff salaries, maintenance contracts), the Executive Director shall advise 

the Board as to the budgetary and cash flow implications and appropriate revisions to the budget if 

applicable.   

2. Any contract or commitment which will result in a mandatory expense needs Board approval prior to 

implementation.  

3. If a mandatory expenditure goes over budget or is expected to go over budget, the Executive 

Director shall advise the Board of this at its next regular meeting. 

C. Procurement  

Procurement of discretionary expenses are those expenses that the Council has an option as to when (or 

if) to incur them. They include such things as equipment purchases, maintenance supplies, office 

supplies, professional services, education, and membership in other organizations, new staff positions, 

changes in insurance coverage and signing new contracts for any goods or services. 

1. Where the expense is within the budget approved for that category and is up to $1,000.00, no further 

approval is required Any expense more than $1,000 must be approved by the Board. 

D. Emergency expenses 

Emergency expenses are those that have to be incurred immediately because a delay will endanger 

personal safety or risk property damage.   

1. Notwithstanding procedures outlined in previous sections, an emergency expenditure may be 

approved by the Executive Director or Executive Board Member up to $5,000.  

2.  All emergency expenditures must be reported to the Executive Board as soon as possible and at the 

next meeting of the Board of Directors. 

E. Capital Asset Procurement 

Capital asset expenses are expenditures for those items with a purchase price greater than $5,000 and an 

anticipated life expectancy of five years or longer. 

1. The Board of Directors will be responsible for authorizing expenditures for capital asset purchase of 

$5,000 or more. 
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2. Before seeking approval for an expense of more than $5,000, the Executive Director will obtain 3 

bids or quotes for submission to the Board.  

F. Payroll 

1. The Council may contract a payroll service company to provide payroll services and payroll-related 

tax adherence tasks. 

2. All employees will submit a monthly time/activity sheet. 

3. The Executive Director will notify payroll service company each monthly of all staff hours worked, 

vacation, and sick time taken. 

4. Payroll is issued on the last business day of each month. 

5. The records showing leave accruals, usage and the balance thereof will be reviewed by the Council 

Treasurer. 

6. The Council Treasurer will periodically audit the payroll records for accuracy. 

7. An approved pay rate will be established for each employee and documented in each employee's 

personnel file.  

8. Only the Executive Committee is authorized to modify pay rates. 

G. Employee reimbursement 

1. Types of reimbursement requests include: 

a. An advance payment request (check request) is submitted when the expense, vendor, and amount 

are known sufficiently in advance to secure an advance payment via Council check. 

b. An expense reimbursement request is submitted after a pre-approved Council expense has been 

paid by an employee or Board member. 

2. Expense reimbursement requests must be turned in to the Administrator for reimbursement no later 

than 10 days from expenditure date except at year-end when all training-related expenses must be 

submitted by June 30th of the succeeding year. This ensures sufficient timing to close Council 

financial books for state and federal regulatory reporting and audit requirements. Valid Council 

expenses submitted after the above dates will not be reimbursed. 

3. A payment request form must be completed for all advance payment, reimbursement payment, and 

travel advance requests. Expenses will not be reimbursed unless the personnel requesting 

reimbursement submits a written payment request form and relevant receipts.   

H. Credit Cards 

1. The Council has authorized the Executive Director the use of council credit cards for the following 

purposes: for budgeted or approved purchases and payments such as but not limited to: equipment, 

grant purchases, travel expenses, registrations, and office supplies including online purchases for 

council needs. 

2. The council credit cards will not be used for cash advances or personal purchases. 

3. Receipts will accompany the credit card statement for approval and payment.  

4. All credit card balances will be paid in full each month.   

 

I. Procedures for Payables  
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1. The Council may contract a service company to provide bookkeeping and chief financial officer 

(CFO) services. 

2. Bills and invoices will be received by an individual responsible for opening the mail or the 

Executive Director. 

3. The Executive Director or other appropriate individual will review the bills and invoices, prepare an 

expense voucher form, initial and date the expense voucher signifying their review and certification 

and will forward the bill to the CFO office. 

4. The CFO staff will prepare and email an itemized list of payments to the Executive Board for 

approval to issue payment. 

5. Once approved for payment the transactions will be recorded in the accounting system, and checks 

will be prepared for signing.  

6. A packet containing the printed checks and supporting documents will be sent to the Treasurer or 

other Executive Board Member for signing and mailing of the payments to the vendors. All checks 

must be signed by an authorized signer. All signatures will be originals.  The Executive Director will 

not be an authorized signer on checks.  

7. All electronic payments will be recorded in the accounting software. Any electronic payments made 

will be reviewed and approved by an authorized signer after the fact. Approval signatures may be 

obtained at the time routine batch check payments are processed. 

8. A payment authorization form or a summary transaction detail report will accompany the bills and 

payments at the time of Executive Board Member approval and check signing. Executive Board 

members acting as the signer on checks will sign and date the authorization form or the summary 

transaction report signifying his/her review and approval of expenditures.  

9. The check stubs and supporting documents will be returned to the Council office for record 

retention. Supporting documentation for processed checks will be maintained at the office. 

 

Revenue  

1. All money (i.e. cash or checks, received from all sources) will be recorded in a receipt book or 

manual log maintained at the Council office. 

2. The source of income will be documented on the receipt (cash, check, EFT). 

3. Receipts will be periodically reconciled to deposits.  

4. All deposits will be made within one business day of receipt. 

5. In the event that any payment is made in cash, all cash will be physically secured to prevent misuse 

or theft prior to deposit. 

6. After each event for which fees are collected, the Executive Director will prepare a reconciliation of 

the revenue to the attendance and will submit to the Treasurer and CFO. 

 

Banking and investments  

1. All bank accounts are in the name of the respective Region EMS & Trauma Care Council.  

2. All funds will be deposited in FDIC financial institutions. All banking activity will be done with 

FDIC insured financial institutions. 
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3. No bank account will be opened or closed without the prior approval of the Executive Committee, as 

evidenced in the meeting minutes. 

 

 

POLICY:  GRANT ADMINISTRATION 

PURPOSE 

As a 501(c) 3, non-profit organization, the Council will apply for, contract for, receive, and expend for its 

purposes any appropriations or grants from the state, its political subdivisions, the federal government, or any 

other source public or private, in accordance with the appropriations process in order to achieve its mission as 

well as provide grants to sub-grantee non-profit organizations and agencies within its Council for the same 

purpose. 

PROCEDURE (GRANT SEEKING) 

A. The Executive Director will keep the board informed of all grant seeking activities in which the Council 

is participating. 

B. Employees will not be compensated above and beyond their regular salaries for their grant seeking 

efforts. 

C. A reasonable amount of time and effort will be spent on grant seeking, not to infringe on the usual 

business of the council. 

D. If awarded a grant or donation, the Council will follow all guidelines and rules as specified by the 

grantor. 

E. If awarded a grant or donation, the Council will insure all reports that are mandated in the grant 

regulations or in the special conditions, including periodic progress reports and financial status reports, 

will be filed in a timely manner according to the requirements as set forth in the individual grant. 

F. Records to support all expenditures charged to individual grants, including time and effort reports for all 

individuals reimbursed under the award, will be retained according to the records retention schedule.  

PROCEDURE (PROVISION OF GRANTS TO SUB-GRANTEES) 

A. The Council may obtain grants and then award said funds to Local County EMS & Trauma Care 

Councils or non-profit EMS agencies within its Council via sub-grants for services or programs in 

support of the Council mission. 

B. Grants in the form of subsidies or general assistance shall be administered by the Council in accordance 

with legal mandates restricting or defining the use of such funds.  

C. The Council will maintain expenditure control over any grants awarded to entities that do not have 

current federal 501(c) (3) status. Grants for the provision of programs and/or services shall not be 

authorized without agreements or contracts which: 

1. specify the purpose for the grant; 

2. specify method and terms of payment; 

3. define service or product, if required; 

4. outline any limitations on the use of funding;  

5. set a time limit for distribution of funds; 
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6. require maintenance of records for a specified period of time; 

7. provide for auditing; and 

8. provide for termination of the agreement/contract 

D. Granting Process (Non-Competitive Grants) 

1. Non-competitive grants may be used to distribute funds within the Region. 

2. A completed application stating how the grant funds will be used must be submitted by the county 

council to the Region Council. 

3. The council will encourage county councils to coordinate efforts as a way to stretch grant funds. 

4. Submissions will be evaluated by the full board and funds will be awarded. 

5. Any grant funds not used by the requesting county council will be re-appropriated by the Region 

Council. 

E. Granting Process (Competitive Grants) 

1. Grants may be accomplished with a competitive grant process. 

2. RFPs will be announced on the Council’s website as well as sent to all county EMS councils. 

3. RFP applications shall be completed by the potential sub-grantee and shall include all required 

information, attachments, and additional information specified in order to be considered for the 

grant. 

4. Unless alternate offers are clearly requested or allowed, only those RFPs which are submitted by the 

due date as specified on the RFP shall be considered. 

5. Grant applications will be evaluated by the Council or designated  committee on the basis of: 

a. The qualifications of the proposals, established by professional accomplishment and previous 

experience; 

b. Aspects of proposals which provide benefit, other than those based on cost; and 

c. Other provisions of proposals which are determined to serve the best interests of the Council 

6. Awards shall be made within ninety (90) business days of the close of the application period unless 

expressly provided for to the contrary in the solicitation. 

F. Sub Grant Grievance Procedure 

1. Any actual or prospective sub-grantee who is aggrieved in connection with the solicitation or 

selection for award may file a protest with the Council Executive Board. A protest or notice of other 

controversy must be filed promptly within two (2) calendar weeks after such aggrieved person 

knows or should have known of the facts giving rise thereto. All protests or notices of other 

controversies must be in writing. 

2. In the event of a timely filed protest, the Council shall not proceed further with the solicitation or 

award involved, until the Executive Board makes a written determination that continuation of the 

procurement is necessary to protect substantial interest of the Council. 

3. The Executive Director and Executive Board shall issue a written determination to the aggrieved 

sub-grantee within a reasonable period of time. All determinations made shall be final.   

G. Violations 

1. Deliberate disregard for regulations, policies, and procedures shall be subject to disciplinary action, 

including revocation of the grant award. 
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2. Decision for termination of sub-grant funds will be initiated by the Executive Director, with 

approval of the Executive Board, and will be based upon the sub-grantees inability to perform in 

accordance with the general and/or specific conditions of the sub-grant award, or unsatisfactory or 

non-filing of progress reports or any other reports or statements stipulated under the sub-grant 

conditions. 

 

POLICY:  OPEN PUBLIC MEETING 

 

PURPOSE 

It is the policy of the Council that all meetings shall be open and public and that all persons shall be permitted to 

attend any meeting of the governing body in accordance with the Washington State Open Public Meetings Act. 

 

DEFINITIONS 

A. Meeting means meetings at which “action” is taken.  

B. Action means all transacting of a governing body’s business, including receipt of public testimony, 

deliberations, discussions, considerations, reviews, and evaluations, as well as “final” action. 

C. Governing body means the Council and/or Executive Board. 

D. Regular meeting means a recurring meeting held according to a schedule fixed by statute, ordinance, or 

other appropriate rule. 

E. Special meeting means any meeting other than “regular,” not including Executive Sessions. 

 

PROCEDURE 

A. All ordinances, resolutions, rules, regulations, orders, and directives must be adopted at public meetings.   

B. Attendance may not be conditioned upon registration or similar requirements. The Council may require 

that persons identify themselves prior to testifying. 

C. Meetings need not be held within the boundaries of the Council. 

D. If, by reason of fire, flood, earthquake, or other emergency, there is a need for expedited action by the 

Council to meet the emergency, the presiding officer of the governing body may provide for a meeting 

site other than the regular meeting site and the notice requirements of this chapter shall be suspended 

during such emergency. 

E. Regular meetings  

1. The Governing Body shall establish a regular meeting schedule. 

2. If the designated meeting date falls on a holiday, the regular meeting may be held on the next 

business day or as determined by the Council. 

F. Special meetings  

1. A special meeting may be called by the presiding officer or a majority of the members of the 

governing body. 

2. Must be announced by written notice to all members of the governing body and to members of the 

news media who have filed written requests for such notice.  

3. The notice of a special meeting 
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a. Must specify the time and place of the meeting and the business to be transacted. 

b. Must be delivered personally, by mail, by fax, or by e-mail 24 hours in advance.  

c. Must be posted on the Council’s website. The Council is not required to post a special meeting 

notice on its website if the Council has no website, employees fewer than ten FTEs or does not 

employee personnel whose duty is defined by a job description or existing contract is to maintain 

the website. 

d. Must be prominently displayed at the main entrance of the Council’s principal location and the 

meeting site 24 hours in advance. 

4. Written notice of the special meeting shall be considered waived in the following circumstances: 

a. A member submits a written waiver of notice with the Secretary or clerk of the governing body 

at or prior to the meeting by fax or email or 

b. A member is actually present at the time the meeting is held.  

G. Meeting conduct/interruptions 

1. In cases of disorderly conduct the disorderly person(s) may be expelled. If expulsion is insufficient 

to restore order, the meeting place may be cleared and/or relocated. If the meeting is relocated, final 

action may be taken only on agenda items. 

H. Adjournment/continuances  

1. Any meeting (including hearings) may be adjourned or continued to a specified time and place.  

2. Less than a quorum may adjourn.  

3. The clerk or secretary may adjourn a meeting to a stated time and place, if no members are present, 

thereafter giving the same written notice as required for a special meeting.  

4. A copy of the order or notice must be posted immediately on or near the door where the meeting was 

being (or would have been) held.  

5. An adjourned regular meeting continues to be a regular meeting for all purposes. 

I. Executive session  

1. May be held under the following circumstances: 

a. For selection or acquisition of real estate by lease or purchase when public knowledge would 

cause increase in price. 

b. To review negotiations on publicly bid contracts when public knowledge would cause an 

increase in price. 

c. To receive and evaluate complaints or charges against a board member or employee. At the 

request of the accused, a public meeting shall be held. 

d. To evaluate qualifications of an employment application. 

e. To discuss Performance Evaluations. However, salaries, wages, and other conditions of 

employment to be generally applied within the agency shall occur only at an open public 

meeting. Final action of hiring, salaries, discharging or disciplining of an employee shall also 

occur only at an open public meeting 

f. To hold discussions with legal counsel when public knowledge will result in adverse legal or 

financial consequence to the agency. 
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2. Before convening an executive session, the presiding office of the governing body shall publicly 

announce the purpose for the executive session and the time when the executive session will be 

concluded. 

 

 

 

 

 

POLICY:   RECORDS RETENTION 

 

PURPOSE 

This records retention policy contains Local Government CORE elements and DAN numbers for records that 

the council generates. This policy ensures that the Council’s records are appropriately retained, destroyed, and 

transferred in accordance with current approved records retention schedules published by the Washington State 

Archives office pursuant to RCW 40.14.070. 

 

PROCEDURE 

A. Council staff will annually review the current Local Government CORE which is accessed online at 

http://www.sos.wa.gov/archives/recordsretentionschedules.aspx 

B. Council staff may sign up for CORE updates at: http://listserv.wa.gov/cgi-

bin/wa?SUBED1=LOCALGOVTRECORDSUPDATES&A=1 

C. Council staff will list all records that are destroyed in the Destruction Log. 

D. Council staff will add any applicable paperwork per the Secretary of State’s requirements. 

Documentation Retention Schedule: 

 Financials – 7 years 

 Council Documents – 7 years 

 Agreements – 7 years 

 Provider Records – 7 years 

 Training Records – 7 years 

 Controlled Substance Logs – 2 years 

 

POLICY: REQUEST FOR PUBLIC RECORDS  

 

PURPOSE: 

The Council shall comply with the Public Records Act by providing records requested in accordance with RCW 

including written procedures for handling requests. 

 

PROCEDURE 

A. The Council staff will add any applicable paperwork per the Secretary of State’s requirements. 

http://www.sos.wa.gov/archives/recordsretentionschedules.aspx
http://listserv.wa.gov/cgi-bin/wa?SUBED1=LOCALGOVTRECORDSUPDATES&A=1
http://listserv.wa.gov/cgi-bin/wa?SUBED1=LOCALGOVTRECORDSUPDATES&A=1
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B. All Council employees shall accept records requests made in person at the council office, by mail or by 

FAX. Requests will not be accepted by phone or email.   

C. All records requests forms must be date stamped upon receipt at the Council office. 

D. Requestors should complete the “Public Records Request” form. (See Appendix:  Request for Public 

Records Form)  All records requests must be accompanied by a request form. The description of the 

records request should be as precise as possible. 

E. If the record is unknown, obscure, or the employee is not certain of the appropriate response, they may 

communicate with the requestor to clarify the request. Communication for clarification purposes should 

be memorialized in written form, date stamped, and maintained with the request.   

F. The Executive Director and/or any member of the Council Executive Board will be responsible for the 

release of requested records. 

G. The Council shall respond to each request within five (5) business days after the request was received. 

The response may: 

1. Allow full access to the requested record(s). 

2. Deny access. If so, the following process shall be used: 

a. Any denial shall be in writing; 

b. The written response shall identify the type of record being withheld, the date it was created, the 

author of the record, the recipient(s) of the record, and the number of pages withheld; 

c. Any denial shall cite the statutory basis for the denial; and 

d. Any denial shall give a brief explanation of how the exemption applies to the requested 

record(s). 

3. Allow access with exempt information deleted or redacted.  Deleted or redacted portions of the 

disclosed records must be identified in written form and retained in a secure location. 

4. Give a reasonable estimate of the time required to complete the response. Additional time may be 

needed to respond based upon the need to: 

a. Clarify the request; 

b. Locate and assemble the records requested; 

c. Notify third-parties or agencies affected by the request; or 

d. Determine whether any of the information is exempt and whether a denial should be made as to 

all, or part of the request. No denial shall be made without the input of the Council Executive 

Board. 

H. A copy of the original request form will be returned to the requestor when the request is complete and 

the original of the form, along with any supporting documentation, shall be filed at the Council office. 

I. Records may be reviewed inside the Council office without charge. If copies are requested, requestor 

must pay the actual per page cost. No cash will be accepted. Payment must be made by check only. 
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POLICY:  TRAVEL  

 

PURPOSE 

To establish policy guidelines for reimbursement of travel expenses while on Council business, including but 

not limited to meetings, conferences, conventions, and training sessions. 

 

PROCEDURE 

A. It is the policy of the Council to reimburse Council employees and Council Members for reasonable 

expenses actually incurred in the conduct of Council business. 

B. Excessive or unnecessary expenses shall not be approved or reimbursed. The itinerary of an employee or 

Council Member shall be planned to eliminate unnecessary travel in the performance of work 

assignments. Out of state travel must be authorized by the Council Executive Board in advance of travel 

if at all possible. 

C. “In Travel Status” is defined as; the length of time to conduct the business of the Council when the 

traveler is traveling away from the official work site, beginning at the time of departure from either the 

traveler’s official residence or official work site, and ending at the time the traveler returns to either their 

official residence or official work site. 

D. Travel expenses will be determined reasonable by the Council. Travel expense reimbursement rates for 

mileage, meals, and lodging, will be based on; actual cost incurred, or the Washington State rate, or 

Federal GSA rate(whichever is most expedient, higher, or as designated by a grant funding source in the 

execution of said grant):  

1.  Actual cost may be reimbursed provided itemized receipts or other proof of payment documentation 

is submitted. 

2. For both the receipt method and per diem method a travel reimbursement form must be completed 

and signed by the employee or council member and Executive Committee Member indicating 

approval of expense. 

E. Reimbursement shall be made for travel expenses including: 

1. Airfare, taxi fares, car rentals, parking fees, and ferry and bridge tolls, 

2. Registration fees required in connection with attendance at conventions, conferences, and official 

meetings, 

3. Lodging costs and meals, 

4. Mileage for use of personal vehicle, when appropriate. 

1. Mileage reimbursement for the use of a privately owned motor vehicle (POV) on Council business. 

Point to point mileage as shown on an internet map. Printed documentation of mileage or a reference 

document of repeat route map information is maintained at the Council office. 

2. “Vicinity” or local miles, as determined by odometer readings, may be shown on the travel 

reimbursement form. 

3. Daily commute transportation expenses between the traveler’s official residence and the regular 

work site are not reimbursable. 
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4. Mileage in a POV from the traveler’s official residence or regular work site directly to and/or from a 

work-related destination away from the regular work site is reimbursable by whichever route incurs 

the least expense for the organization. 

5. Whenever it is feasible for two or more employees or Council Members to travel on official 

business, carpooling should be arranged.   

F. Meals: Travelers shall be reimbursed for meal expenses by per diem method, or direct reimbursement by 

receipt method not to exceed the current per diem rate. Receipts must be provided for actual cost 

reimbursement and attached to the travel reimbursement form. 

1. Meal allowances cover the following costs:  1)The basic cost of a meal, 2) any incidental expenses, 

3) any applicable sales tax, and 3) any customary tip or gratuity. 

2. For overnight travel, meals are to be reimbursed at the rate in effect for the area (on the Washington 

State per diem map) 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. 

3. For non-overnight travel, the traveler will be reimbursed for meals if traveling to conduct the 

business of the Council away from the official office work site.  

G. Lodging: Lodging will be reimbursed at actual costs, as evidenced by a receipt when the traveler attends 

a meeting, conference, convention, or training session where they are expected to have business 

interaction in the conduct of the business of the Council. 

1. Reimbursable lodging expenses include basic lodging cost and any applicable sales taxes and/or 

hotel/motel taxes. 

2. Out of County Rule: Reimbursement is allowed for lodging when the temporary work site is located 

out of the county of either the traveler’s official residence or official work site. 

a. An exception will be made for overnight stays to avoid having a traveler drive back and forth for 

back-to-back late night/early morning business. 

b. The Council can approve reimbursement for overnight travel when determined to be beneficial to 

Council business. 

3. Use of a travel trailer or camper: At the discretion of the Council Executive Board, with the 

traveler’s concurrence, the Council Executive Board may authorize the use of a privately-owned 

travel trailer or camper.  

a. This may be authorized when any of the following conditions exist: 

i. For the employee’s convenience, 

ii. To accommodate employee medical needs, 

iii. When suitable commercial lodging is not available, 

iv. If there is a benefit to the Council for the traveler to remain at the temporary work station.  

b. When in travel status the traveler will be reimbursed for the use of a private travel trailer or 

camper at the hourly, non-high cost per diem rate (Reference OFM Travel Expenses 10.30.70, 

10.90.10, and 10.90.20). 

c. The employee is not to be reimbursed for the rental or lease cost of the travel trailer or camper. 
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4.  Temporary working space accommodations: The Council will directly pay for or the traveler will 

be reimbursed actual space rental costs (as evidenced by a receipt) for the provision of electricity and 

internet access to conduct the business of the Council. (Reference OFM Travel Expenses 10.60.10) 

  

H. Reimbursement Rates 

1. For lodging, meals and POV mileage rates for Washington State, refer to the Per Diem Rates map on 

WA Office of Financial Management’s Administrative & Accounting Resources website at:  

http://ofm.wa.gov/resources/travel.asp or, 

2. Refer to the GSA website at:  www.gsa.gov  Select US Per Diem Rates 

I. Non-reimbursable Expenses: Certain travel expenses are considered personal and not essential to the 

transaction of Council business. Such non-reimbursable expenses include, but are not limited to: 

1. laundry, valet service, entertainment expenses, radio, pet fees and television rental 

2. taxi fares, car rental, and other transportation costs to places of entertainment and other similar 

facilities,  

3. parking tickets and moving violations, 

4. medical and hospital services, 

5. personal telephone calls, except when a brief call is made to advise the employee’s family of a 

change in travel plans necessitated by Council business, 

6. food and beverages other than regular meals required by travel in the course of Council business. 

Alcoholic beverages are not a reimbursable expense. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://ofm.wa.gov/resources/travel.asp
http://www.gsa.gov/
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ASSET DISPOSAL FORM         

            

INSTRUCTIONS: This form is to be used where an asset has been identified as surplus to be disposed of by 
scrapping, or donate to a 501c3 organization. 

            

Section A – Asset Details         

 
Serial Number Asset Description 

 
Date of Disposal Reason for Disposal 

Method of 
Disposal  

Hard Drive 
Reformatt

ed* 
(Yes/No/N

A) 

            

            

 
         

            

            

            

            

            

            

            

Section B – Disposal Approval         

Name of Person Approving Position Signature   Date 
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CONFLICT OF INTEREST POLICY STATEMENT 

ANNUAL ACKNOWLEDGEMENT FORM 

 

 

Per the Council’s Conflict of Interest Policy, members of the Board as identified below affirm that each has 

received a copy of this Conflict of Interest Policy; has read and understands the Policy; agrees to comply with 

the Policy; and understand the Organization is charitable and in order to maintain its federal tax exemption, it 

must engage primarily in activities which accomplish one or more of its tax-exempt purposes. 

 

 

________________________________________________________________________________ 

Member Name      Position on Council      

 

 

 

________________________________________________________________________________ 

Signature       Date 
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EMPLOYEE STATEMENT OF UNDERSTANDING 

 

I acknowledge that I have received a copy of the Council’s Policy Manual. 

 

As an employee, I agree that I have to read and will follow the Policy Manual. I understand what I have read 

and I understand that I must adhere to the stipulations set forth in this Manual. 

 

I understand that the Council reserves all rights necessary to maintain the efficient and orderly management of 

its business. Though the Policy Manual is intended to be a guideline to its practices; it may become necessary 

for the council to change or amend policies as necessary for the management of its business. In such an event, I 

understand that I will be notified of the changes. 

 

I understand that it is the policy of Council that I bring any work related complaint or problem to management 

before seeking outside help. 

 

I also understand that my employment is “at will” and may be terminated at any time, with or without cause, by 

either the Council or myself. No one Executive Committee Member, Council Member, or Executive Director of 

the Council has any authority to enter into any agreement for employment for any specified period of time, or to 

make any other representations or agreements inconsistent with this policy. Any past promises contrary to or in 

any way different from this Policy Manual, are invalid. Any future promises contrary to or in any way different 

from this handbook, must be in writing, signed, and dated by the Chair, the Executive Director, and myself, in 

order to be valid. 

 

Furthermore, I acknowledge that this Policy Manual is neither a contract of employment nor a legal document. I 

have received the Policy Manual, and I understand that it is my responsibility to read and comply with the 

policies contained in this Policy Manual including any future revisions or amendments. 

 

 

Printed Name:           

 

 

Signature:            

 

 

Date:        
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Expense Reimbursement Form 

   

Expense Reimbursement Form 

SW & SC Region EMS                                  
& Trauma Care Council                               

PO Box 65158 Vancouver WA 98665 
Tel (360) 576-8197 

Name   
Date of 
Expense       

Purpose Circle> 
Admin       

100 
Staff/Bd 

Train. 400 

IP 
Grant         
801 

Trn 
Grant         
802 

Conf        
803   

Date 
Description                       

(attach all receipts )           Total 

                

                

                

                

                

                

          Date:  TOTAL   

Submitted By & Attestation of Accuracy: Date:  
Approved 
By:                                                                      

      

Additional Notes 
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Southwest/South Central Region EMS Public Records Request 
 

Requests accepted by mail, fax, or in-person only. We do not accept Records Requests by phone or email. 

 

 

The following information is to be filled out by the person requesting records: 

 

Date of Request:  ____________    

 

Name of Requestor: _________________________________________________   

  

Address: _________________________________________________    

 

Phone:         

 

Requestor email address:   _________________________________________________  

 

Title of Record(s) (if known):           

Dates of Record(s) (if known:            

 

Please describe the records you are requesting and any additional information that will assist us in locating this information for you as 

quickly as possible. Failure to provide information sufficient to identify the records may result in denial of the request. 

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

____________________________________________________________________________________________________________

________________________________________________________ 

 

        I wish to have copies of the records indicated above. 

                   I wish to make an appointment to review the records indicated above before copies are made. 

Method by which I would like to receive the information I have requested: 

                   Mailed to me 

        Call me and I will pick up in person 

 

              

    Signature        Date 

 

Please return this form to: Southwest/South Central Region EMS & TCC Office; PO Box 65158; Vancouver, WA 98665 

 

SW/SC EMS Staff use only:  

 

 

 

 

I understand I may review records without charge.  I further understand that if I request copies, I must pay the WREMS actual per 
page cost.  I agree to prepay all duplication charges associated with my request (checks or debit/credit card only). 

I certify that any lists of individuals obtained through this request for public records will not be used for commercial purposes, 
per RCW 42.56 

Date received:     Comments: 
Date completed:     
Request denied (circle one):       Yes       No 
Copies provided (circle one):       Yes       No   Fee$   Total$    

Request completed by:    Payment Method (circle one):   Check      Debit/Credit Card 
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Public Records Destruction Log 

To comply with RCW 40.14.060, WAC 434-610-070, and WAC 434-640-010, 020, and 030, it is vital that public records be 

destroyed according to their approved retention periods. Therefore, the purpose of this form is to verify compliance and 

reasonable accountability proving specific public records have clearly met approved retention periods for disposal. Please fill 

out this form for public records disposal in-house with an approved retention period greater than 1 year. THE RETENTION 

PERIOD FOR THIS FORM IS PERMANENT AS STATED IN THE LOCAL GOVERNMENT GENERAL 

RECORDS RETENTION SCHEDULE (GS5-09-06). 
 

DATE DIVISION/SECTION RECORDS OFFICER 

                  

BOX NUMBERS RECORDS SERIES  INCLUSIVE DATES RETENTION 

PERIOD 

DATE DESTROYED 

                              

                              

                              

                              

                              

                              

                              

All public records listed have been identified to be at the end of their designated retention period, have no need to be retained for 

audits, lawsuits, public records request or program requirements and shall be destroyed. 

The individual who is responsible for destroying the listed records must sign below prior to the Records Manager’s signature approval. 

Employee Signature:  _______________________________    Date:  _____________________ 

Employee Name (Please print clearly): _____________________________ 

The Records Manager must sign the approval of this request prior to the destruction of the listed records: 

Records Manager’s Signature:  ____________________________ Date:  ____________________ 
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Travel Reimbursement form  

 

Travel 
Reimbursement 
Form 
 

SW & SC Region EMS & Trauma Care Council 
PO Box 65158 Vancouver WA 98665 

Tel (360) 576-8197 
Fax (360) 576-8485 

Name  Admin       
100  

 
Staff/Bd 
Train. 
400  

 IP 
Grant         
801  

 Trn 
Grant         
802  

 Conf        
803  

Dates of Travel 

Purpose       County    

Date Description Miles Brkfst Lunch Dinner Lodging Depart 
Time 

Return 
Time 

Total 
Hours 

Tot
al 

Mileage           

Meals           

Travel Trailer          

Lodging           

           

           

Submitted By & 
Attestation of Accuracy: 

 Approved By:                                                               TOTAL  

           

Additional Notes  Date:         

           

Board-Approved Reimbursement Rates (eff. October 2013) 

Mileage Rate 0.565         

Hourly Travel - Pers. Veh. 5.38         

County Lodging, Per-

Diem & Meal 
Rates 

Lodging Per-

Diem 

B L D     

Pacific/Wahkiakum/Klickitat 77 46 11 14 21     

South Central Region 
Counties 

77 46 11 14 21     

Pierce/Thurston/Spokane 109 61 16 18 28     

King  139 71 18 21 32     

Cowlitz/Skamania/Clark 113 56 14 17 25     

 


