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BEFORE THE BOARD OF THE CIVIL SERVICE COMMISSION
Klickitat County, Washington

IN THE MATTER OF ADOPTING THE }
KLICKITAT COUNTY } Revision of Rules
}

CIVIL SERVICE RULES AS AMENDED

WHEREAS, The Klickitat County Civil Commission has approved
amendments to the Civil Service Rules; and

WHEREAS, such amendments have been distributed to all
departments within the Klickitat County Sheriff Office; and

WHEREAS, the amendments are in the best interest of the Civil
Service Employees; and

NOW, THEREFORE, BE IT RESOLVED, that the Klickitat County
Civil Service Rules is adopted and amended.
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KLICKITAT COUNTY CIVIL SERVICE COMMISSION
RULES AND REGULATIONS

RULE 1. GENERAL PROVISIONS

Sec. 1.1. Authority and Application. These rules are promulgated pursuant to the
authority granted by Chapter 41.14 RCW, Civil Service for Sheriff’s Office. These rules
are applicable to proceedings before the Civil Service Commission and should be read in
conjunction with the specific provisions of RCW 41.14, and the enabling ordinance
providing for the civil service.

Sec. 1.2, Scope and Purpose. These rules govern the continuing administration of the
Civil Service Commission of Klickitat County. The purpose of these rules is to assure
that the Civil Service Commission in Klickitat County is administered in accordance with
the regulations and ordinances of Klickitat County, and that all proceedings before the
Commission are conducted in an orderly, fair and timely manner. .

Sec. 1.3. Presumption of Validity. The Civil Service Commission implemented by
these rules substantially accomplishes the purpose of RCW 41.14. Variation from state
models are based on local conditions and are intended to maintain the purposes of civil
service commissions: merit selection, tenure, and an independent civil service
commission. These rules are presumed to be valid and shall be upheld unless in direct
conflict with the purposes of RCW 41.14.

Sec. 1.4, Severability. If any provision of these rules or the application thereof to any
person or circumstance is held invalid, such invalidity shall not affect other provisions or
applications of these rules which can be given effect without the invalid provision or
application, and to this end, any section or word is declared to be severable.



KLICKITAT COUNTY CIVIL SERVICE COMMISSION
RULES AND REGULATIONS

RULE 2. DEFINITION OF TERMS

The following words and phrases shall have the meanings described below unless the
context in which they are used clearly indicates otherwise.

Sec. 2.1. Actual Service. Time in which a given employee has been engaged under Civil
Service appointment in the performance of the duties of a position or positions and shall
include absences with pay.

Sec. 2.2. Applicant. Anyone who has filed an application to take a Civil Service
examination.

Sec. 2.3. Appointee. Appointee means an individual in the Classified Service serving
his probationary period. (Same as ‘probationer’)

Sec. 2.4. Appointing Authority. The person or persons authorized to hire, promote, or
discharge employees.

Sec. 2.5, Break in Service. A separation from Civil Service status with a loss of
accumulated service credit as occasioned by a “quit,” “resignation,” “discharge,” or
“retirement.”

Sec. 2.6, Candidate. An applicant who has completed, or is in the process of
completing, a Civil Service examination.

Sec. 2.7. Cause. Cause shall mean good, sufficient or just cause as determined by the
Commission; exercised by the appointing authority in good faith and without
discrimination on the basis of religion, politics or other protected classification; and, in
consideration of the total context of a disciplinary action, including procedural fairness
and consideration of an employee’s work record.

Sec. 2.8. Certification. [Certified Eligible List] A list of names from an eligible register
transmitted by the Civil Service Commission to an appointing authority from which such
appointing authority may fill a vacancy.

Sec. 2.9. Certify. Verification to the appointing authority that a list of names of
candidates for employment has been selected from the list of persons tested and found
eligible for employment.

Sec. 2.10. County. Klickitat County.

Sec. 2.11. Civil Service Employee. Any employee who has Civil Service status.



Sec. 2.12. Class. Class means a group of positions sufficiently similar with respect to
duties and responsibilities, by reason of which the same examination may be used for
each position in the group.

Sec. 2.13. Classified Service. Classified Service means all positions in Klickitat County
service which are subject to the provisions of these rules and regulations as defined by
state law and including full-paid members of the Sheriff's Office.

Sec. 2.14. Commission. Commission means the Civil Service Commission for the
Sheriff's Office of Klickitat County. “Commissioner” means any one member of the
Commission.

Sec. 2.15. Continuous Service. Employment without interruption, except for absences
on approved leave or absence to serve in the armed forces of the United States.

Sec. 2.16. Demotion. Removal of an employee, for cause, from a higher to a lower class
of employment or salary step within a class.

Sec. 2.17. Department. Department means any department of Klickitat County subject
to civil service as established by ordinance. The legal head of any such department is the
“Department Head” or Department Head’s designee.

Sec. 2.18. Discharge. Discharge means the separation of a regular employee from the
Classified Service for cause.

Sec. 2.19. Eligible. Eligible means the meeting of all standards set for qualification for a
position in the Classified Service.

Sec. 2.20. Eligibility List. A list of successful examinees for a given class from which
certification may be made to fill vacancies in such class.

Sec. 2.21. Emergency Appointment. Emergency appointment means the appointment to
a position in the Classified Service made by the Appointing Authority under conditions
which threaten life or property, limited to the duration of the emergency period but not to
exceed sixty (60) days, and made without reference to the requirements of Civil Service
law or these Rules and Regulations.

Sec. 2.22. Employee. Anyone holding a position in the Civil Service Commission of the
County.

Sec. 2.22.1. Employee — Regular. Any employee who has been appointed from a
certification and who has satisfactorily served the full probationary period.

Sec. 2.22.2. Employee — Temporary. Any employee appointed to fill an emergency,
temporary, or short-term need or to fill a position for which no register is available.



Sec. 2.22.3. Employee — Probationary. A person appointed from a certification who has
not yet completed the specified trial period of employment.

Sec. 2.22.4. Employee — Provisional. Any employee appointed provisionally to a
position.

Note: A regular employee is the only employee with rights under
Rule 17.01

Sec. 2.23. Examination. The process of testing the fitness and qualifications of
applicants for positions in a class.

Sec. 2.23.1. Examination — Open or Entrance. An examination open to any member of
the public meeting the requirements as stated in the official bulletin announcing the
examination.

Sec. 2.23.2. Examination — Promotional. An examination limited to employees meeting
the requirements stated in the official bulletin announcing the examination.

Sec. 2.24. Examination Bulletin or Official Bulletin. An examination announcement
containing basic information about the class of position, the requirements for filing, how
to apply, and the other pertinent information. The examination announcement shall be
posted in the Court House and in other suitable locations.

Sec. 2.25. Final Examination Score. Total of earned exam score plus additional
veteran’s preference or service credit points for which an applicant is eligible.

Sec. 2.26. Layoff. The interruption of service and pay of any regular or temporary
employee because of lack of work or funds, except that the term shall also apply to the
separation of temporary employees who have completed the stipulated period of
employment.

Sec. 2.27. Lateral Entry. Lateral entry means the employment of a commissioned law
enforcement officer who has been employed on a full-time basis for a period of time

-exceeding twelve (12) consecutive months and not had a lapse of employment as a law
enforcement officer for a period exceeding the previous twelve (12) months, calculated
from the day of appointment.

Sec. 2.28. Position. Any group of duties and responsibilities in the service of the County
which one person is required to perform as full or part time employment, and which is
included in the County budget.

Sec. 2.28.1. Position — Regular Full-Time. A position included in the official annual
budget that is neither specified as seasonal employment, nor limited for a period of less
than the budget year; also any such position established during a given budget year,



unless the Department Head certifies to the Civil Service Commission that such position
will not be continued in the succeeding year’s budget.

Sec. 2.28.2. Position — Regular Part-Time. Employment in a permanent position for
work on a basis of less than eight hours a day or less than forty hours a week, but on a
regular basis.

Sec. 2.29. Probation or Probationary. The status of an employee during a trial period
following a permanent appointment from an eligible register. This trial period is part of
the examination process and is a working test during which an employee is required to
demonstrate, by actual performance of the duties, fitness for the position to which
certified and appointed.

Sec. 2.30. Promotion. Promotion means a change in rank to a position with a higher
maximum rate of pay. It does not include change of title or assignment, such as detective,
or command ranks higher than patrol sergeant which is purely discretionary with the
Sheriff.

Sec. 2.31. Provisional Appointment. Provisional appointment means a non-competitive
appointment to a position in the Classified Service made in the absence of an eligibility
list, pending the establishment of an eligibility list for the class and not to exceed six 6)
months in duration.

Sec. 2.32. Public Notice. Public notice means giving notice by publication in a
newspaper of general circulation in the County.

Sec. 2.33. Quit. Any voluntary separation of an employee from the County service
without acceptance of a resignation by the appointing authority.

Sec. 2.34. Register. A list of candidates for employment who have passed an
employment examination, whose names may be chosen and certified by the Commission
for submission to the appointing authority for consideration for employment.

Sec. 2.35, Resignation. A written request by an employee for separation from a class or
from the County service. To be valid, such request must show written approval of the
appointing authority.

Sec. 2.36. Retirement. The termination of employment for service or disability pursuant
to applicable retirement laws.

Sec. 2.37. Secretary. Secretary — Chief Examiner as defined in Rule 4.
Sec. 2.38. Standing — Regular. The full Civil Service status of a regular employee.

Sec. 2.39. Suspension. Suspension means the temporary separation of an employee from
the Classified Service with or without pay for investigative or disciplinary purposes.



Sec. 2.40. Temporary Appointment. Temporary appointment means an appointment to
the Classified Service not to exceed nine (9) months in duration and as extended by the
Civil Service Commission.

Sec. 2.41. Veterans Preference. A preference status shall be accorded to veterans by
adding to the veteran’s final cumulative score a percentage of such score in accordance
with the requirements of RCW 41.04.010, as currently enacted or hereafter amended. The
term veteran means any person who satisfies the definition in RCW 41.04.005, as
currently enacted or hereafter amended.

Sec. 2.42. Written Notice. Written notice, as required under these rules, means the
service of a notice in writing either to the person directly or by certified mail, return
receipt requested. If by mail, the service shall be deemed completed at the time of deposit
with the Post Office.



KLICKITAT COUNTY CIVIL SERVICE COMMISSION
RULES AND REGULATIONS

RULE 3. ADMINISTRATION AND OPERATIONS OF
THE CIVIL SERVICE COMMISSION

Sec. 3.1. Structure. The Civil Service Commission of Klickitat County shall be
composed of at least three members.

Sec. 3.2. Eligibility. Commissioners must be citizens of the United States, and must
have been residents of Klickitat County for at least three years before their appointment
to the Civil Service Commission. Each Commissioner must be a registered voter of the
county in which the Commissioner resides.

Sec 3.3. Appointment; No Confirmation. Commissioners shall be appointed by the
Board of County Commissioners or his or her authorized designee.

Sec. 3.4. Commission Tenure. The term of office of each Commissioner shall be for
six years.

Sec. 3.5. Compensation. The Commissioners shall serve without compensation.

Sec. 3.6. Removal. Any member of such commission may be removed from office for
incompetency, incompatibility or dereliction of duty, or malfeasance in office, or other
good cause. However, Commissioners cannot be removed until (1) they have been
served a written notice of charges against them, (2) they are given notice of a hearing,
and (3) a full hearing has been convened.

Sec. 3.7. Commission Attorney. The Commission is entitled to representation by the
County Attorney. ‘

Sec. 3.8. Commission Budgets. Klickitat County shall supply the Commission with a
meeting place, supplies, and the clerical help necessary to allow the Commission to
conduct its business.

Sec. 3.9. Duties of fhe Commission. The duties of the Civil Service Commission
include the following:

Appoint a Chair

Convene regular meetings

Appoint a Secretary-Chief Examiner

Make rules to implement the Civil Service Commission

Authorize the conduct and grading of Civil Service tests

Investigate complaints about enforcement of the Civil Service Commission
Conduct hearings regarding discipline of Civil Service employees



* Assure that employees are selected or promoted from lists provided by the
Commission

e Keep records
Sec. 3.10. Commission — Meeting — Quorum.

Sec. 3.10.1. The regular meeting of the Commission shall be held quarterly, on the
second Monday of each month in the County Superior Court Jury Room. If the first
Monday is a holiday, then the meeting will be held on the second Tuesday of that month.
Special meetings of the Commission may be held at such times and places as may be
determined, provided that the determination to hold the special meeting and the specific
agenda items are the only matters which shall be acted upon by the Commission. Notice
of special meetings shall be provided as required by the Open Public Meetings Act
(Chapter 42.30 RCW, as amended). The Commission shall conduct hearings as required.
Notice of hearings shall be provided as required by these rules.

Sec. 3.10.2. Two members of the Commission shall constitute a quorum. No action of
the Commission shall be effective unless two members concur therein.

Sec. 3.10.3. All Commission meetings or hearings, regular or as required, shall be open
and public; provided however, that the Commission may meet in executive session as
authorized by the Open Public Meetings Act. See RCW 42.30.140(1) and (2).

Sec. 3.11. Chair- Vice Chair. At the first regular meeting of each year, the Commission
shall elect one of its members as Chair and another member to serve as Vice Chair for a
term of one year. Should a Chair and/or Vice Chair resign or be removed from the
position prior to the expiration of his/her term, the Commission, upon appointment of a
new member, shall proceed to the election of a new Chair and/or Vice Chair.

Sec. 3.12. Rules of Order. Roberts Rules of Order shall be final authority on all
questions of procedure and parliamentary law not otherwise provided by these rules.
However, with the concurrence of two Commissioners such rules may be waived or
modified. In quasi-judicial proceedings, the Commission shall be guided, but not bound
by, the Civil Rules for Superior Court.

Sec. 3.13. Commissioners- Challenge. Any challenge to a Commissioner’s
participation at a hearing shall be made by an interested party prior to the commencement
of a hearing. The challenged Commissioners shall review and rule on the challenge prior
to proceeding with the hearing. Failure to timely raise a challenge shall constitute a
waiver of the challenge by the party unless, in the exercise of reasonable diligence, a
basis for challenge is unknown by a party prior to commencement of a hearing.

Sec. 3.14. Commissioners- Challenge- Necessity. If, as result of disqualification(s)
pursuant to Section 3.13, there is no longer a lawfully constituted quorum available, then
by reason of necessity, the disqualified Commissioner(s) shall return and proceed with
the hearing.



Sec. 3.15. Public Records. Public records of the Commission shall be available for
inspection and copying upon appointment with the Secretary. No fee is to be charged for
inspection of public records. Inspection shall be permitted during County office hours in
a space provided by the County, and under supervision of the Secretary, and must be
accomplished without excessive interference with the essential functions of the
Commission. Copies shall be made available at actual cost or as provided by County
ordinance. These rules shall be printed for free public distribution.

Sec. 3.16. Record of Proceedings. The Commission shall keep a record of its
proceedings. The record of the Commission will not include a written verbatim report of
procgedings unless ordered. The Commission may retain a court reporter to record all or
part of a proceeding. In addition, a party to a proceeding, at his/her own expense, may
have a court reporter record all or part of a proceeding. On appeal or review, costs of
transcription may be recovered by the Commission, or a prevailing party, at the discretion
of the reviewing court or the Commission. Upon appeal or review, transcription and
certification of a record of proceedings shall be arranged by the Secretary.



KLICKITAT COUNTY CIVIL SERVICE COMMISSION
RULES AND REGULATIONS

RULE 4. THE SECRETARY/CHIEF EXAMINER

Sec. 4.1. Secretary—Chief Examiner — Appointment. A Secretary—Chlef Examiner
(“Secretary™) shall be appointed by the Commission.

Sec. 4.2. The Secretary shall be appointed as a result of a competitive examiration,
which examination may be either original and open to all properly quahﬁed citizens of
the County, or promotional and limited to persons already in the service of the Sherlff‘s
Office as the Commission may decide.

Sec. 4.3, Secretary — Discipline. The Secretary may be subjéect to suspension,
reduction, or discharge in the same manner and subject to the same limitations as are
provided in the case of members of the classified service.

Sec. 4.4. Secretary — Authority. In addition to acting as Secretary of the Commission,
the Secretary shall:

Sec. 4.4.1. Be the general manager and executive officer of the Civil Service
Department, responsible to the Commission, and shall direct the activities of all
consultants to the Civil Service Commission, if any, including their appointments and
removals;

Sec. 4.4.2. Delegate duties where necessary and supervise the work of all persons
employed in the Department, including the preparation, conduct, and scoring of
examinations, and maintenance of the classification plan;

Sec. 4.4.3. Report to the Commission from time to time as directed concerning the
details of the work of the Department;

Sec. 4.4.4. Prepare the budget for the Department, approve accounts, and administer
generally the expenditure of funds appropriated for the operation of the Department;

Sec. 4.4.5. Classify all Civil Service positions in the classified service, maintain a
schematic list of all such classes in the classification plan, and prepare and maintain
specifications for each class;

Sec. 4.4.6. Determine which examinations shall be conducted, the minimum
qualification of applicants, the subjects to be covered in each examination, methods of
testing, and the relative weights to be given to the various parts of the examination;
supervise the conduct of the examinations, appointing such experts, special examiners,
and other persons he or she may deem necessary; decide all questions relating to the
eligibility of applicants, the admissibility of applicants to the examinations, extension of
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time and all questions arising during the course of an examination; prepare and submit a
report prior to and after each examination to the Commission, together with a report on
all appeals from rulings or appeals from any part of the examination.

Sec. 4.4.7. Perform all other functions necessary for the proper carrying-out of these
rules and the provisions of law relating to the Civil Service System, and such additional
duties as may be assigned to the Secretary from time to time by the Commission.

Sec. 4.5. Review of and Appeal from Actions or Decisions of the Secretary.

Sec. 4.5.1. The Commission on its own motion may review or modify any action or
decision of the Secretary.

Sec. 4.5.2. Any person adversely affected by any action or decision of the Secretary may
request the Commission to revise or modify such action or decision. Such request shall
be in writing setting forth with reasonable certainty the action objected to, the grounds
supporting the request, and the relief sought, and must be made within ten (10) days from
the date of notice of such action unless established otherwise in these Rules. The
Commission shall thereupon, if in its opinion good cause is shown, conduct a hearing
thereon.
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KLICKITAT COUNTY CIVIL SERVICE COMMISSION
RULES AND REGULATIONS

RULE S. CLASSIFICATION

Sec. 5.1. Procedure and Effect. The Appointing Authority shall classify all positions in
the Classified Service. The classification plan so developed shall be transmitted to the
Commission. Additional classes may be established and existing classes may be divided,
combined, or abolished in the same manner as originally adopted. No reclassification of
an existing class to a class having either a greater or lower maximum salary range shall -
be effective unless recommended by the Appointing Authority and unanimously
approved by the Commission. Reclassification shall not be used for the purpose of
avoiding demotions or promotions. ' :
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