
 

The public is invited to attend.  Parking and meeting rooms are accessible for persons with disabilities.  Contact the 
City at 755-6700 with 24-hours advance notice for special accommodations. 

 

CITY COUNCIL MEETING  
TUESDAY, APRIL 1, 2014 

CITY HALL 
22710 E. COUNTRY VISTA DRIVE 

7:00 P.M.  
  
 
1. INVOCATION  
 
2. PLEDGE OF ALLEGIANCE   

 
3. CALL TO ORDER  
 
4. ROLL CALL  
 
5. AGENDA APPROVAL  

 
6. CITIZEN COMMENTS  

 
7. PRESENTATIONS 

 
 
 
 

 
 
 
 
 
 
8. MAYOR AND CITY COUNCIL COMMITTEE REPORTS  

 
9. CITY ADMINISTRATOR REPORT 

 
10. WORKSHOP DISCUSSION 

 
 Trailhead Facility – discuss priorities and explore options 

 
11. ACTION ITEMS  

A. Consent Agenda 
i. Approve March 18, 2014 City Council Minutes  
ii. Approve April 1, 2014 Vouchers in the amount of $118,387.76 

 
 
 
 

Spokane Transit Authority Update at Liberty Lake 
E. Susan Meyer, CEO and Karl Otterstrom, Director of Planning 

Food for Thought 
Pat Dockrey – Spokane Valley Partners 



 

The public is invited to attend.  Parking and meeting rooms are accessible for persons with disabilities.  Contact the 
City at 755-6700 with 24-hours advance notice for special accommodations. 

 

11.  ACTION ITEMS  
B. General Business 

i. Confirm Mayor Peterson’s appointment of Brian Prisock to the 
Planning Commission   

ii. Award a contract to Wendle Ford for purchase of three new City 
vehicles 

iii. Authorize the Mayor/City Administrator to sign to Purchase Agreement 
for a 2014 WideSpin 1540 TEC Topdresser  

iv. Award the construction contract with Environment West, Inc. for the 
Library Reading Garden, and authorize Mayor Peterson to enter into 
the contract.  

v. Authorize Mayor Peterson to enter into the Street Dedication 
Agreement with Spokane County, Washington, and Telido Station, LLC 

 
12. RESOLUTIONS 

 
A. Resolution No. 14-180 – Accepting Harvest Parkway as a public street 

located in Telido Station 
 

B. Resolution No. 47D – Amending Personnel Manual, Chapters 7, 8, 9 
 
13. INTRODUCTION OF UPCOMING AGENDA ITEMS 
 
14. CITIZEN COMMENTS 

 
15. ADJOURNMENT 

 
 



 

 

 

 

 

 

 

 

City Council 

Subcommittee 

Agendas 



From: Amanda Tainio
To: Dan Dunne; Hugh Severs; Katy Allen; Keith Kopelson; Robert Moore
Cc: Andrew Staples; Ann Swenson; Lori Olander; Shane Brickner; Steve Peterson; Michelle Griffin
Subject: 3/31 Community Development Committee 5pm (rescheduled from 3/25)
Start: Monday, March 31, 2014 5:00:00 PM
End: Monday, March 31, 2014 6:00:00 PM
Location: City Hall Conference Room

We had several committee members that were not able to attend tonight, so we are proposing rescheduling the meeting to Monday,
March 31st.

Here is your agenda for the March 25th Community Development Committee meeting. If there is anything you would like to add for
discussion at future meetings, please email me and I would be happy to add it. 

If you will not be able to make it or you will be late, please let me know so I can contact the alternate committee member(s) if
needed.

Thanks,
Amanda Tainio
City of Liberty Lake
Planning & Building Services Manager
22710 E. Country Vista Dr.
Liberty Lake, WA 99019
Phone: 509-755-6708
Fax: 509-755-6713
 HYPERLINK "mailto:atainio@libertylakewa.gov" atainio@libertylakewa.gov
 HYPERLINK "http://www.libertylakewa.gov/" www.libertylakewa.gov/

March 25th Meeting Agenda
City Council Proposed Agenda Overviews
Town Square Park Update
City Hall Open House (Thursday, May 15th, 5pm – 6:30pm)
Development Activity Update

Future Meetings
Parks, Recreation, & Public Art Commission
City Project Updates
Parks, Recreation, Open Space, & Trails Plan Update

mailto:/O=FIRST ORGANIZATION/OU=EXCHANGE ADMINISTRATIVE GROUP (FYDIBOHF23SPDLT)/CN=RECIPIENTS/CN=AMANDAT
mailto:ddunne@libertylakewa.gov
mailto:hsevers@libertylakewa.gov
mailto:kallen@libertylakewa.gov
mailto:kkopelson@libertylakewa.gov
mailto:rmmoore36@hotmail.com
mailto:astaples@libertylakewa.gov
mailto:aswenson@libertylakewa.gov
mailto:lolander@libertylakewa.gov
mailto:sbrickner@libertylakewa.gov
mailto:speterson@libertylakewa.gov
mailto:mgriffin@libertylakewa.gov


Finance Committee Meeting 
Agenda – City Hall Conference Room 

 April 1st, 2014 
6:00 PM 

I. Follow up items 

II. Trailhead Facility  

a. Options – Workshop on April 1, 2014.   

b. Restoration Update 

III. Sales Tax Update 

IV. Building and Equipment Contingency Fund 

V. Voucher Review  



 

 

 

 

 

 

 

 

 

 

ACTION ITEMS 



Payee Description Amount

See attached check register report.

Total checks through April 1, 2014 118,387.76$      

TOTAL $118,387.76

RECOMMENDATION: Approve and Authorize for Payment

ATTACHMENTS:

SIGNATURES:

Finance Committee

City of Liberty Lake 

Consent Agenda for April 1, 2014

City Council Meeting

All original invoices are on file with the City Treasurer.

City Clerk Mayor 

Report from the Mayor for pending claims and payment of previously‐approved obligations through April 1, 2014









 
 

  

AGENDA ITEM NO.:    
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

SUBJECT:       FOR THE AGENDA OF:  April 1, 2014 
Planning Commission Confirmation 
       DEPT. OF ORIGIN:   Planning & Building Services   
 
EXHIBIT:      DEPT. HEAD APPROVAL:  Katy Allen    
None 
        
 

EXPENDITURE REQUIRED: Not Applicable 

BUDGETED: Not Applicable 

 
 

SUMMARY STATEMENT 
 

Unfortunately, Ashley Salzwedel has had to resign from the Planning Commission effective April 10th due to a family 
re-location. Brian Prisock was appointed to the Planning Commission in 2014 as an Adjunct Member. Per the 
adopted Planning Commission Bylaws, Adjunct Members may become full time voting members if a vacancy occurs 
on the Planning Commission and they are appointed to the position. Mayor Peterson has nominated Brian Prisock to 
fill the remainder of her term, pending confirmation by the City Council. 
 
Per the Planning Commission Bylaws, vacancies occurring other than through the expiration of terms shall be filled 
for the unexpired term in the same manner as for appointments. Ashley Salzwedel’s term expires December 31, 
2014, so Brian Prisock’s voting member term would be modified from his original appointment.   

 
 

RECOMMENDED ACTION 
 

1. Accept the nomination of Brian Prisock to the Full Time Voting Member position on the City Planning 
Commission (term expires December 31, 2014). 
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AGENDA ITEM NO.:   11Bii   
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:   Car Bid Award        FOR THE AGENDA OF:  April 1, 2014 
 
              DEPT. OF ORIGIN:   Police     
 
EXHIBIT:  RFP and Bid Proposal      DEPT. HEAD APPROVAL:  Chief Brian Asmus 
 
               
 

EXPENDITURE REQUIRED:  YES 

BUDGETED:  YES 

 
 

SUMMARY STATEMENT 
Liberty Lake Police Department advertised an RFP for the purchase and equipping of 1 Ford Police Interceptor 
Sedan, 1 Ford Police SUV, and 1 Ford Escape for City Hall.  The RFP was placed on the city website and advertised for 
two weeks in the Spokesman Review.  Bids were due to City Hall by end of business on March 14th.  One bid for all 
three vehicles was received from Wendle Ford.  The RFP and bid proposal from Wendle Ford are attached.  The bid 
received was lower than the state contract pricing for the same vehicles, and are within the 2015 budgeted amount. 
 
Due to the timing of the RFP, the bid proposal is for 2015 model year police vehicles, and 2014 model year Ford 
Escape.   
 
Bid Summary: 

Description  Base Price  Tax/License/Fees  Total 

2014 Ford Escape 4X4SE  $23,789.54  $2,167.52  $25,957.06 

2015 Ford Police Utility  $39,134.86  $3,533.35  $42,668.11 

2015 For Police Sedan  $37,805.96  $3,414.98  $41,220.94 

 
 

 
 

RECOMMENDED ACTION 
 

Staff recommendation is to award the RFP for the purchase of all three vehicles to Wendle Ford. 
 
 

 
 



 

 

Pricing & Ordering – Ford Escape 
Page 1 of 3 
 
 
 
 
 
 
 
 
 
 
 

PRICING AND ORDERING CHECKLIST
FORD ESCAPE 

Commodity Code: 2314‐110‐001 
Model: Ford Escape FWD S (U0F/100A) 
Note: Insert Quantity Next to Color Option 

X Oxford White 

           Sunset 

           Black 

           Deep Impact Blue 

           Sterling Grey 

_____ Ingot Silver 

           Karat Gold 

OPTION   OPTION DESCRIPTION QTY PRICE EACH  PRICE EXTENSION 

2314‐110‐001  Base Model: Ford Escape (U0F/100A)  1  .  $         

2314‐110‐002  Credit for pickup from Dealer (Orders for Eastern Washington) 
(Deduct)(DLR) 

1  .  $(          )

2314‐110‐003  Credit for pickup from Dealer (Orders for Western Washington) 
(Deduct)(DLR) 

          .  $(          )

2314‐110‐004  Alternative Engines: 1.6L Liter 4 Cylinder (EcoBoost, 178HP, 
FWD = 23/32mpg, AWD = 22/30mpg)(Includes “SE” Trim 
Upgrade, Outside Temperature Display and Compass, Fog 
Lamps, Auto headlamps, Privacy Glass, 10‐way Power Driver’s 
Seat with Power Lumbar, Rear Center Armrest, Satellite Radio, 
17” Aluminum Wheels)(N/A with Trailer Towing 
Package)(U0G/200A/99X) 

1  .  $         

2314‐110‐005  Alternative Engines: 2.0L Liter 4 Cylinder (EcoBoost, 240HP, 
FWD=22/30mpg, AWD=21/28mpg)(Includes “SE” Trim 
Upgrade, Outside Temperature Display and Compass, Fog 
Lamps, Auto headlamps, Privacy Glass, 10‐way Power Driver’s 
Seat with Power Lumbar, Rear Center Armrest, Satellite Radio, 
17” Aluminum Wheels(U0G/200A/999)

            $         

2314‐110‐006  Daytime Running Lights(942)              $         

2314‐110‐007  Heater, Engine Block(41H)              $         

2314‐110‐008  Keys, Set of 2 Instead of 4 (Deduct)(DLR)             $(          )

2314‐110‐009  Manuals, Service(CD)(DLR)              $         

2314‐110‐010  Mats, Rubber Floor (pr)(DLR)  1  $64.00/pr.  $         

2314‐110‐011  Mud Flaps, Front & Rear(DLR)  1  $60.00/ea.  $         

2314‐110‐012  Remote Vehicle Starter System(63D)             $         

2314‐110‐013  Reverse Sensing Systems (N/A with 4WD and Trailer Tow 
Package(60S) 

1    $         

2314‐110‐014  Stock Vehicle Upcharge, Dealer stock vehicle with all contract 
required equipment, color white, delivery 7 days (DLR) 

            $         

2314‐110‐015  Towing Package (Identify Components) (Include Maximum 
Factory Cooling Radiator, Engine Oil, Transmission) (Includes 4‐
pin trailer wiring harness, 4‐pin connector, hitch receiver, 

            $         



 

 

Pricing & Ordering – Ford Escape 
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trailer sway control, Class II, 3,500# Trailer Tow Capacity)(Must 
also order 2.0L EcoBoost Engine w/ SE Trim Upgrade)(536) 

2314‐110‐016  Undercoating(DLR)              $         

2314‐110‐017  Upgrade Four Wheel Drive (4WD) Model or All Wheel Drive 
(AWD) with all contract required equipment (Identify other 
content and changes in available options) (May be separately 
awarded)(4WD Model)(Includes Alternative Engine 1.6L 
EcoBoost with SE Trim Upgrade)(U9G/99X) 

1    $         

2314‐110‐018  Upgrade Four Wheel Drive (4WD) Model or All Wheel Drive 
(AWD) with all contract required equipment (Identify other 
content and changes in available options) (May be separately 
awarded)(4WD Model) Includes Alternative Engine 2.0L 
EcoBoost with SE Trim Upgrade)(U9G/999) 

            $         

 

PRICING AND ORDERING CHECKLIST
FORD ESCAPE(CONT.) 

2314‐110‐019  Fleet Cargo Management System (Includes Tonneau Cover 
Shade, Black Roof Rails and Cross Bars)(N/A with “SE Trim 
Upgrade”)(62S) 

            $         

2314‐110‐020  Privacy Glass (Included with SE Trim Upgrade)(924)             $         

2314‐110‐021  Tonneau Cover (Cargo Shade)(Must order Alternative Engine, 
1.6L EcoBoost or 2.0L EcoBoost, with SE Trim Upgrade)(85T) 

            $         

2314‐110‐022  SE Convenience Package (Includes SYNC upgrade with MyFord 
Touch, 3‐year complimentary subscription to SYNC Services, 8” 
TFT Screen, 9 speakers, dual‐zone auto temperature control, 
media hub, reverse sensing system, perimeter alarm, power 
converter 110V outlet, black roof side rails)(Must also order 
Alternative Engine, 1.6L or 2.0L EcoBoost, with SE Trim 
Upgrade)(201a) 

            $         

2314‐110‐023  18” Bright Chrome Alloy Wheel (Only Available with SE 
Convenience Package #201A)(64L) 

            $         

2314‐110‐024  Power Liftgate (Only Available with SE Convenience Package 
#201A)(18P) 

            $         

2314‐110‐025  Navigation with SYNC Services (Only Available with SE 
Convenience Package #201A)(586) 

            $         

2314‐110‐026  Roof Cross Bars (Only available with SE Convenience Package 
#201A)(61X) 

            $         

2314‐110‐027  Remote Keyless Entry Fob with Integrated Key, Extra, 
Programmed(DLR) 

            $         

  SUBTOTAL  $         
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+ 8.7% SST  $         

TOTAL  $         

 
 
 

City of Liberty Lake 
Request for Proposal 

The City of Liberty Lake is accepting bids for the following: 
 

2014 Ford escape to include the following: 1.6L Ecoboost,  Specifications are available upon request. 
Bid to include option of purchase to include listed options, and associated fees, taxes, and licensing .. 
Bids must be received no later than March 14, 2014  at 5:00 P.M. Bids can be mailed or delivered to: 
Liberty Lake City Hall 22710 E. Country Vista Drive Liberty Lake, WA. 99019. 
For additional RFP details or questions please visit the city website www.libertylakewa.gov or contact 
Chief Brian Asmus at 755‐1140. 

 

 



 

 

 
 

 

City of Liberty Lake 
Request for Proposal 

The City of Liberty Lake is accepting bids for the following: 
 

2014 Ford Police AWD Police Utility to include the following: 3.7L, V6 Engine, Setina TPO 
rear door guards, double vertical weapon system partition, Remappable steering 
wheel switches,Setina Single Transport System to include Setina polycarbonate window barriers (untinted), 
driver side spot lamp(8 Degree), Setina trunk tray,  Upfitting  and  Specifications are available upon request. 
Bid to include option of purchase to include listed options, and associated fees, taxes, and licensing.  
Bids must be received no later than March 14, 2014 at 5:00 P.M. Bids can be mailed or delivered to: 
Liberty Lake City Hall 22710 E. Country Vista Drive Liberty Lake, WA. 99019. 
For additional RFP details or questions please visit the city website www.libertylakewa.gov or contact 
Chief Brian Asmus at 755‐1140. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

POLICE VEHICLE ‐ FULL SIZE PURSUIT 

VEHICLE TYPE:  Utility                 MAKE/MODEL:    FORD POLICE AWD INTERCEPTOR UTILITY 

EQUIPMENT INCLUDED IN NET PRICE 
- 3.7L V6 Ti‐VCT Gas (305 HP)  

- AWD Drivetrain 
‐  Automatic Transmission, Highest Capacity Cooler, 

(police calibrated) 
‐  P245/55R18  BSW  Speed Rated Radial Tires, 

‐  Matching Full Size Spare Tire & Wheel (w‐rated) 
‐  Power Door Locks 

‐  Power Windows w/Passenger Lockout Switch 
‐  Driver and Front Passenger Air Bags, Front & Side Impact 

(includes side canopy) 
‐  Power Steering w/Electric Power Assist 

‐  HD Power Brakes, Anti‐Lock System (police calibrated) 
‐  750 CCA Battery 

‐  220 AMP Alternator 
‐  Police Pursuit Suspension Package 

‐ HD Front Bucket Seats, Cloth 
‐  HD Rear Bench Seat, Cloth w/HD Seat Cushions (TTC/88c) 

‐  Air Conditioning 
‐  Light Tinted Glass, All Around 

‐  Trunk, Glove Box, Dome/ High Intensity Map Lights 
‐      Tilt Steering Wheel 

‐  Electric Rear Window Defroster 
‐  Headlamps on Warning Buzzer/Chime 
‐  Maximum Capacity Engine Cooling 

‐  Power Driver’s Seat 
‐      Power Adjustable Pedals 

 
Fuel MPG: 17 City and 24 Hwy with AWD 

‐ Inside Hood Release
‐      BLIS ‐ Blind Spot Monitoring with Cross Traffic Alert 

‐      Electric Trunk Release, Battery Operated 
‐  Intermittent Wipers 

‐  AM/FM/CD 
‐  Auxiliary Power Points (2 on IP) 

‐  Certified Police Speedometer, 0‐131 MPH 
‐  Gauges, Water Temp, Fuel 

‐      Power Distribution Connector (Power Pigtail Harness) 
‐  Hubcaps, Wheel Covers 
‐  HD Rubber Floor Covering 

‐      Removable Headliner with Dual Beam Map Light 
‐  Random Code Single Key Lock System, Four Sets of Keys 

‐      Power Heated Mirrors, Manual Folding w/Power Heated Glass & 
Blind Spot Monitoring 
‐      HD Cooling 

‐      Radio Suppression Pkg. (noise suppression bonds) 
‐  All Factory Standard Police Package Equipment including 

  Tire Pressure Monitoring System 
Cruise Control 

Engine Idle Meter 
3 year/36,000 Mile Warranty Bumper to Bumper 5Yr/100,000 

Mile Drivetrain 
 

Mercury Free Vehicle, Lead Free Wheel Weights 
NHTSA CRASH TEST RATINGS, 

FRONTAL (D/P)   TBD 
SIDE (F/R)     TBD 

ROLLOVER  TBD 
 
 

ORDER CODE  VEHICLE DESCRIPTION ORDER 
QTY 

   
 

2314‐083‐004  2014 Ford Police AWD Utility, Full‐size Police, 
Utility/SUV (K8A//500A) 

 
 

 
   

 
 

NO COST EXTERIOR: INDICATE QUANTITY OF COLOR(S) SELECTED 
(Special Paint Available at Extra Cost) 

(Only Interior Color Available is Charcoal Black) 
 

Ingot Silver Metallic 
 
 
 
 
 
 
 
 
 
 



 

 

ORDER CODE  OPTION DESCRIPTION ORDER QTY  PRICE 

2314‐088‐024  Dark Car Feature (courtesy lamp disable when any door is 

opened) (I3C) 

   

  Setina TPO Door Guards, Rear doors      

 
 

Single Prisoner Transport solution , One Standard Shotgun 

Lock, One Adjustable Universal Lock Including Key Override 

and Timer ( Partition, Horizontal)(Setina)  for AR15/Shotgun 

   

 
 

BLIS Blind Spot Monitoring with Cross‐traffic Alert  (also Heated 
Sideview Mirrors)(May be ordered separately #549) (D55B) 

 

   

2314‐088‐036  Remote Keyless Entry Key Fob (does NOT include 

keypad)(N/A with Fleet Keyed Alike)(60P) 

   
 

2314‐088‐007  Front Headlamp/Housing Only (includes amber park‐turn 

signal indicators and pre‐drilled LED holes (does not 

include LED lights) (Not available with 2313‐080‐029 Front 

Headlamp Lighting Solution, 2313‐080‐053 Ready for the 

Road Packages) (13P) 

   
 

 

2314‐088‐030  Hidden Door Lock Plunger/ Rear Door Handle Operable  

(63B) 

   

2314‐083‐072  Mud Flaps, HD Plastic  (Set of 4)     

2314‐088‐035  Rearview Camera (includes Electrochromic Rearview Mirror) 

(77B) 

   

       

2314‐088‐046  Spot lamp‐ driver only (LED bulb) (8 Degree)     

2314‐083‐084  Window Barriers, Rear Doors, Polycarbonate Panel, 

Untinted (Setina) 

   

2314‐088‐0041  Remappable (4) switches on steering wheel (less Voice unless 
ordered with 2313‐080‐078, SYNC) (47J/47K) 

   

2314‐083‐086  Seat Rear AEDEC Prostraint (Factory Seat and Seat Belts 

Loose in Trunk) (Includes center‐originating seat belts)(DLR) 

   

  Havis center console with the following part numbers 
Console‐  
Cup Holder C‐CUP2‐1 
3‐Plug Plate‐ C‐LP‐3 
3” Acc Pocket C‐AP‐0325 
C‐ARM‐103 Arm Rest 

 

   
 
 
 
 

 

  Havis Laptop parts 
C‐HDM‐204     CHECK 
C‐HDM‐304 

C‐MD‐202 

   
 

 
 

  Federal Signal Emergency lights‐ 
(1)‐Siren Speaker ES‐100 
Spectralux Full Visor LED‐ Liberty Lake PD Spec 
Spectralux Rear Deck LED‐Liberty Lake RD Spec 
(4)416200‐WW In Line Corner LED  
(2) Micro Pulse 6LED MPS600RB 
 (2)MPSM3‐SPACRKT Brackets 

 

 

 
 

 
 

 
 
 

 
 
 

 
 



 

 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Red/White Map Light‐CA0130  (D&R Electronics)

 
   

  Ram Tough Hub‐RAM‐234‐HUB1U

 
   

  Wiring Harness run to rear tray with user replaceable fuses or 
fuse block. 

 

   

  Prisoner Light‐M15L‐ Truck Light

 
   

       

  Items for SECTOR(Electronic tickets)
PJ6 Printer(PJ622) w/power cord, In vehicle mount‐Rugged‐Roll 
Paper(LB3689), Xenon SECTOR Scanner WA (1900GSR‐LTRK‐
WAS) 
 

   
 
 

 
 

    Subtotal   

  All items to be installed per specification sheet     

  Install user provided Federal Signal SSP Platinum‐

Model#SPKN (Pre‐programmed) 

   

  Install user provided Motorola APX radio with antennae kits 

per specifications 

  

   

       

  Delivery to Liberty Lake Police Department  

23127 E Mission Ave  

Liberty Lake,WA 

   

  Subtotal     

  All Fees     

  Licensing     

  Tax     

  Total     



LIBERTY LAKE POLICE DEPARTMENT 

 
 

 
 

 

City of Liberty Lake 
Request for Proposal 

The City of Liberty Lake is accepting bids for the following: 
 

2014 Ford Police AWD Interceptor to include the following: 3.7L, V6 Engine, Setina TPO 
rear door guards, Setina double vertical weapon system partition, HD push bumpers, Remappable steering 
wheel switches, AEDEC Prisoner Transport seat, driver side spot lamp(8 Degree), Setina trunk tray, Setina 
Polycarbonate window barriers (untinted). Upfitting  and  Specifications are available upon request. 
Bid to include option of purchase to include listed options, and associated fees, taxes, and licensing.  
Bids must be received no later than March 14, 2014  at 5:00 P.M. Bids can be mailed or delivered to: 
Liberty Lake City Hall 22710 E. Country Vista Drive Liberty Lake, WA. 99019. 
For additional RFP details or questions please visit the city website www.libertylakewa.gov or contact 
Chief Brian Asmus at 755‐1140. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



LIBERTY LAKE POLICE DEPARTMENT 

 
 

 

POLICE VEHICLE ‐ FULL SIZE PURSUIT 

VEHICLE TYPE:  4 DOOR SEDAN                 MAKE/MODEL:    FORD POLICE AWD INTERCEPTOR 

EQUIPMENT INCLUDED IN NET PRICE 
- 3.7L V6 Ti‐VCT Gas (305 HP)  

- AWD Drivetrain 
‐  Automatic Transmission, Highest Capacity Cooler, 

(police calibrated) 
‐  P245/55R18  BSW  Speed Rated Radial Tires, 

‐  Matching Full Size Spare Tire & Wheel (w‐rated) 
‐  Power Door Locks 

‐  Power Windows w/Passenger Lockout Switch 
‐  Driver and Front Passenger Air Bags, Front & Side Impact 

(includes side canopy) 
‐  Power Steering w/Electric Power Assist 

‐  HD Power Brakes, Anti‐Lock System (police calibrated) 
‐  750 CCA Battery 

‐  220 AMP Alternator 
‐  Police Pursuit Suspension Package 

‐ HD Front Bucket Seats, Cloth 
‐  HD Rear Bench Seat, Cloth w/HD Seat Cushions (TTC/88c) 

‐  Air Conditioning 
‐  Light Tinted Glass, All Around 

‐  Trunk, Glove Box, Dome/ High Intensity Map Lights 
‐      Tilt Steering Wheel 

‐  Electric Rear Window Defroster 
‐  Headlamps on Warning Buzzer/Chime 
‐  Maximum Capacity Engine Cooling 

‐  Power Driver’s Seat 
‐      Power Adjustable Pedals 

 
Fuel MPG: 17 City and 24 Hwy with AWD 

‐ Inside Hood Release
‐      BLIS ‐ Blind Spot Monitoring with Cross Traffic Alert 

‐      Electric Trunk Release, Battery Operated 
‐  Intermittent Wipers 

‐  AM/FM/CD 
‐  Auxiliary Power Points (2 on IP) 

‐  Certified Police Speedometer, 0‐131 MPH 
‐  Gauges, Water Temp, Fuel 

‐      Power Distribution Connector (Power Pigtail Harness) 
‐  Hubcaps, Wheel Covers 
‐  HD Rubber Floor Covering 

‐      Removable Headliner with Dual Beam Map Light 
‐  Random Code Single Key Lock System, Four Sets of Keys 

‐      Power Heated Mirrors, Manual Folding w/Power Heated Glass & 
Blind Spot Monitoring 
‐      HD Cooling 

‐      Radio Suppression Pkg. (noise suppression bonds) 
‐  All Factory Standard Police Package Equipment including 

  Tire Pressure Monitoring System 
3.39 RAR (AWD) 
Cruise Control 

Engine Idle Meter 
3 year/36,000 Mile Warranty Bumper to Bumper 5Yr/100,000 

Mile Drivetrain 
 

Mercury Free Vehicle, Lead Free Wheel Weights 
NHTSA CRASH TEST RATINGS, 

FRONTAL (D/P)   TBD 
SIDE (F/R)     TBD 

ROLLOVER  TBD 
 
 

ORDER CODE  VEHICLE DESCRIPTION ORDER 
QTY 

   
 

2314‐083‐004  2014 Ford Police AWD Interceptor 
Automobile, Full‐size Police, 4 Door Sedan 

(P2M/500A/998/44C) 
 

 
 

   
 

 
NO COST EXTERIOR: INDICATE QUANTITY OF COLOR(S) SELECTED 

(Special Paint Available at Extra Cost) 
(Only Interior Color Available is Charcoal Black) 

 
Ingot Silver Metallic 

 
 
 
 
 
 



LIBERTY LAKE POLICE DEPARTMENT 

 
 

 
 
 
 

ORDER CODE  OPTION DESCRIPTION ORDER QTY  PRICE 

2314‐083‐023  Dark Car Feature (courtesy lamp disable when any door is 

opened) (I3C) 

   

2314‐083‐074  Setina TPO Door Guards, Rear doors      

2314‐083‐076 
2314‐083‐077 

Double Vertical Weapon System Partition, Horizontal Sliding 

Center Section w/Lexan, Includes Lower Recess Extension 

Panel, One Standard Shotgun Lock, One Adjustable 

Universal Lock Including Key Override and Timer ( Partition, 

Horizontal)(Setina/10XL)  for AR15/Shotgun 

   

  Setina Trunk Tray W/circulating fan     

2314‐083‐038 
 

BLIS Blind Spot Monitoring with Cross‐traffic Alert (includes 
manual fold‐away heated mirrors)(55B) 

 

   

2314‐083‐042  Remote Keyless Entry Key Fob (does NOT include 

keypad)(N/A with Fleet Keyed Alike)(60P) 

   
 

2314‐083‐008  Front Headlamp/Housing Only (includes amber park‐turn 

signal indicators and pre‐drilled LED holes (does not 

include LED lights) (Not available with 2313‐080‐029 Front 

Headlamp Lighting Solution, 2313‐080‐053 Ready for the 

Road Packages) (13P) 

   
 

 

2314‐083‐027  Hidden Door Lock Plunger/ Rear Door Handle Operable  

(63B) 

   

2314‐083‐072  Mud Flaps, HD Plastic  (Set of 4)     

2314‐083‐035  Rearview Camera (includes Electrochromic Rearview Mirror) 

(77B) 

   

2314‐083‐082  Push Bumpers, HD w/ Welded Upper Cross Support, (PB450)  

L4 Federal Signal VIPER EXT Front (2)(R/B/W) Side (2)(LT 

R/W)(RT B/W) 

   

2314‐083‐053  Spot lamp‐ driver only (LED bulb) (8 Degree)     

2314‐083‐084  Window Barriers, Rear Doors, Polycarbonate Panel, 

Untinted (Setina) 

   

2314‐083‐037  Remappable (4) switches on steering wheel (less Voice unless 
ordered with 2313‐080‐078, SYNC) (47J/47K) 

   

2314‐083‐086  Seat Rear AEDEC Prostraint (Factory Seat and Seat Belts 

Loose in Trunk) (Includes center‐originating seat belts)(DLR) 

   

  Havis console with the following part numbers 
Console‐ C‐VS‐1400‐INSE 
Cup Holder C‐CUP‐EC 
3‐Plug Plate‐ C‐LP‐3 
3” Acc Pocket C‐AP‐0325 
C‐ARM‐104 Arm Rest 

 

   
 
 
 
 

 



LIBERTY LAKE POLICE DEPARTMENT 

 
 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  Havis Laptop parts 
C‐HDM‐204 
C‐HDM‐304 

C‐MD‐202 

   
 

 
 

  Federal Signal Emergency lights‐ 
(1)‐Siren Speaker ES‐100 
(1)‐Bracket‐ESB‐TAR11 
(1)IPX600R‐License Plate LED 
(1)IPX600B‐ License Plate LED 
(1)LPH1 License plate bracket 
Spectralux Full Visor LED‐ Liberty Lake PD Spec 
Spectralux Rear Deck LED‐Liberty Lake RD Spec 
(4)416200‐WW In Line Corner LED  
(2) Micro Pulse 6LED MPS600RB 
 (2)MPSM3‐SPACRKT Brackets 

 

 

 
 

 
 

 
 
 

 
 
 

 
 

  Red/White Map Light‐CA0130  (D&R Electronics)

 
   

  Ram Tough Hub‐RAM‐234‐HUB1U

 
   

  Wiring Harness run to rear tray with user replaceable fuses or 
fuse block. 

 

   

  Prisoner Light‐M15L‐ Truck Light

 
   

  Trunk light kill switch installed on tray    

  Items for SECTOR(Electronic tickets)
PJ6 Printer(PJ622) w/power cord, In vehicle mount‐Rugged‐Roll 
Paper(LB3689), Xenon SECTOR Scanner WA (1900GSR‐LTRK‐
WAS) 
 

   
 
 

 
 

    Subtotal   

  All items to be installed per specification sheet     

  Install user provided Federal Signal SSP Platinum‐

Model#SPKN (Pre‐programmed) 

   

  Install user provided Motorola APX radio with antennae kits 

per specifications 

  

   

  Install current Liberty Lake Police markings per 

specifications(Vendor Expect A Lot) 

   

  Delivery to Liberty Lake Police Department  

23127 E Mission Ave  

Liberty Lake,WA 

   

  Subtotal     

  All Fees     

  Licensing     

  Tax     

  Total     





 
 
  

AGENDA ITEM NO.:   11Biii   
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:             FOR THE AGENDA OF:  April 1, 2014 
2014 WideSpin 1540 TEC Topdresser 
              DEPT. OF ORIGIN:   Parks/Streets/Golf   
 
EXHIBIT:             
A – Quote from Pacific Golf & Turf 
              DEPT. HEAD APPROVAL:  RJ Stevenson 
 
 

EXPENDITURE REQUIRED:  $13,489.67 Parks ‐ Golf 

BUDGETED:  Included in the 2014 Budget 

 
 
 

SUMMARY STATEMENT 
 

City desires to purchase a 2014 WideSpin 1540 TEC Topdresser.  The Topdresser will replace the old drop 
style spreader that was manufactured in 1989.  This new equipment will be used in our parks, ball fields and 
the golf course. The City is using the State Contract for this purchase.   
 
 
 
 
 

RECOMMENDED ACTION 
 

1.  Authorize the Mayor/City Administrator to sign to Purchase Agreement.     

 
 











  

 
 
  
SUBJECT:  Bid Award for Library Reading Garden   FOR THE AGENDA OF:  April 1, 2014 
 
DEPT. HEAD APPROVAL:          DEPT. OF ORIGIN:   Public Works 
 
EXHIBIT: Bid Tabulation, Bidder’s Packets, Clean Copy of Agreement 
 

EXPENDITURE REQUIRED:   Yes 

BUDGETED:                             Yes 

 
SUMMARY STATEMENT 

 
Bids were solicited  from  five qualified  local  landscape contractors  for the Liberty Lake Library Reading 
Garden  project.   We  received  two  bids  for  the  work.    This  project  provides  for  the  provision  and 
installation of the hardscapes as shown on the attached plans. 
 
The work  should  take  about  ten working  days  to  complete,  but we  are  providing  a  25 working  day 
window to account for possible scheduling changes. 
 
The  apparent  low  bid  for  the  project  is  Environment  West,  Inc.    The  estimate  for  this  work  was 
approximately  $18,000  to  $20,000.    The work  under  this Agreement  is  subject  to Washington  State 
prevailing wage law. 
 
The Grand  Total  for  the Bid Proposal  submitted  is  sixteen  thousand  three hundred  five and 00/100 
dollars ( $16,305.00 ).  No material discrepancies were found on the low bid. 
 
Staff  also  requests  that Council  approve  a  construction  contingency  amount of $1,600  (10%)  for  the 
project to be managed by staff. 
 

RECOMMENDED ACTION 
 

1. Review the Contract and attached exhibits 
2. Accept the Contract and authorize the Mayor to enter into Contract with the low Bidder. 

AGENDA ITEM NO.:   11Biv   
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 
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LIBRARY READING GARDEN CONTRACT 
 
 
THIS CONTRACT ("Contract") IS MADE BY AND BETWEEN THE CITY OF LIBERTY LAKE, A CODE CITY OF 
THE STATE OF WASHINGTON, HEREINAFTER “CITY” AND _________________________ HEREINAFTER 
“CONTRACTOR”, JOINTLY REFERRED TO AS “PARTIES”. 
 
IN CONSIDERATION of the terms and conditions contained herein the Parties covenant and agree as follows: 
 
1. WORK TO BE PERFORMED.  The City desires to improve the appearance of the area adjacent to the City of 
Liberty Lake Library entrance as shown on the Plans, which are attached hereto and incorporated herein by this reference.  
The Contractor shall be responsible for furnishing and installing hardscapes and irrigation system for plantings.   
 
The site has few existing trees, some turf and shrubs.  The trees shall be preserved and protected with all other plant 
materials to be removed and disposed of by the Contractor.  All imported materidals must be of good quality and are 
subject to approval by the City prior to installation.  Any material brought on to the site that has not been inspected by the 
City shall not be installed. 
 
The Contractor is responsible for selecting good quality irrigation materials for the Work.  See the Plans for details. 
 
The Contractor shall be responsible for repairing any damage to existing underground utilities.  The cost of repairs shall 
be borne by the party responsible  for any damage. 
 
The City Engineer (“Engineer”) or designee shall administer and be the primary contact for Contractor.  Contractor shall 
receive the Engineer's written authorization to proceed with the work.  Upon notice from the Engineer, Contractor shall 
promptly commence work, timely complete the same and cure any failure in performance under this Contract. 
 
All work shall be performed as directed by the Engineer and, if applicable, in conformance with City and State standards.  
Work shall be communicated to the Contractor through a) the attached Work Order form, b) by verbal communication, or 
c) by telephone.  The intent shall be to keep a written record of all work assigned to the Contractor by the Engineer. 
 
The Contractor shall be available for emergency work during daytime and nighttime hours by telephone.  The maximum 
response time from a call to the Contractor arriving on site shall be less than 30 minutes unless otherwise arranged.  
Response time to make normal repairs shall be within 24 to 48 hours of the request time by the City. 
 
2. TERM OF CONTRACT.  This Contract shall be in full force and effect upon execution of this Contract and shall 
remain in effect for 25 working days from Notice to Proceed. 
 
Either party may terminate this Contract by providing at least ten (10) days written notice to the other party.  In the event 
of such termination, the City shall pay the Contractor for all work previously authorized and satisfactorily performed prior 
to the termination date. 
 
The Contractor shall keep in force during the term of this Contract Washington State Industrial and Unemployment 
insurance and shall provide the City with proof of such insurance prior to execution of this Contract.  Contractor shall 
keep such insurance in force and effective throughout the term of this Contract or any renewal term thereof. 
 
The Contractor shall file a Statement of Intent to pay Spokane County Prevailing Wage rates with Washington State 
Department of Labor and Industries prior to receiving the first payment under this Contract and annually thereafter at the 
beginning of the calendar year during the term of this Contract or any renewal term thereof.  All labor under this Contract 
shall be paid in accordance with state prevailing wage law as applicable to the work being performed. 
 
Performance and Payment bonds (with powers of attorney) for the full amount of the Contract each shall be filed with the 
City prior to any work being performed under this Contract. 
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3. COMPENSATION.   The City agrees to pay the Contractor a lump sum as set forth on the attached bid form, 
which is incorporated herein. 
 
4. PAYMENT.   The Contractor shall be paid monthly upon completion of the work.  Applications for payment shall 
be sent to the City Treasurer at the below stated address.  Payment will be made based on the amount of work completed 
and accepted by the City. 
 
The City reserves the right to withhold payment under this Contract which is determined in the reasonable judgment of the 
Engineer to be noncompliant with the scope of work, City Standards, City ordinances and federal or state standards.  
 
Retainage shall be kept by the City when required by state law.  If retainage is held by the City, prior to release of 
retainage: 
 

a) Affidavits of Wages Paid shall be filed with Washington Department of Labor and Industries; 
 

b) City shall receive notice from Washington Employment Security Department (ESD) that ESD has no claim 
pursuant to RCW 50.24.130 and that ESD has released its lien on the retainage provided by RCW 60.28.040; 

 
c) City shall receive notice from Washington Department of Revenue that the Contractor has fulfilled their tax 

obligations to the State of Washington. 
 
5. NOTICE.  Notice shall be given in writing as follows: 
 
TO THE CITY:     TO THE CONTRACTOR: 
 
Name:  Ann Swenson, City Clerk Name:         
Phone: (509) 755-6700 Phone:         
Address: 22710 E. Country Vista Dr. Mobile:       
 Liberty Lake, WA 99019 Address:      
          
 
6. APPLICABLE LAWS AND STANDARDS.  The Parties, in the performance of this Contract, agree to comply 
with all applicable Federal, State, Local laws, City ordinances, and regulations.  Contractor shall exercise best efforts 
including the selection of high quality materials so that all services performed shall be in compliance with current related 
industry standards. 
 
7. RELATIONSHIP OF THE PARTIES.  It is hereby understood, agreed and declared that the Contractor shall be an 
independent Contractor and not the agent or employee of the City, that the City is interested in only the results to be 
achieved and that the right to control the particular manner, method and means in which the services are performed is 
solely within the discretion of the Contractor.  Any and all employees who provide services to the City under this Contract 
shall be deemed employees solely of the Contractor. The Contractor shall be solely responsible for the conduct and actions 
of all employees under this Contract and any liability that may attach thereto. 
 
8. CONTRACTOR TO BE LICENSED, BONDED AND INSURED.  The Contractor shall be duly licensed and 
bonded by the State of Washington.  Contractor shall purchase and maintain during the term of this Contract a 
comprehensive general liability policy in the amount of $1,000,000.00 per occurrence, with a $1,000,000 rider, with the 
City named as an additional insured.  A copy of the certificate of insurance evidencing such insurance shall be provided to 
the City prior to the execution of this Contract.  Notice of cancellation of such insurance shall be given to the City by 
Contractor’s insurer at least sixty (60) days prior to cancellation. 
 
All work performed under this Contract shall have a warranty period of two years from the time the Work is completed. 
 
If annual contract option(s) are exercised by the City and accepted by the Contractor, new Performance and Payment 
Bonds shall be require for each annual Contract term exercised. 
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9. INDEMNIFICATION AND HOLD HARMLESS.  Each party shall indemnify and hold the other, its officers, 
employees, agents and volunteers harmless from and against any and all claims, demands, orders, decrees or judgments 
for injuries, death or damage to any person or property arising or resulting from any act or omission on the part of said 
party or its agents, employees or volunteers in the performance of this Contract, including but not limited to all reasonable 
attorney fees and costs. 
 
10. WAIVER.  No officer, employee, agent or other individual acting on behalf of either party has the power, right or 
authority to waive any of the conditions or provisions of this Contract.  No waiver in one instance shall be held to be 
waiver of any other subsequent breach or nonperformance.  All remedies afforded in this Contract or by law, shall be 
taken and construed as cumulative, and in addition to every other remedy provided herein or by law.  Failure of either 
party to enforce at any time any of the provisions of this Contract or to require at any time performance by the other party 
of any provision hereof shall in no way to be construed to be a waiver of such provisions nor shall it affect the validity of 
this Contract or any part thereof.   
 
11. ASSIGNMENT AND DELEGATION.  Neither party shall assign, transfer or delegate any or all of the 
responsibilities of this Contract or the benefits received hereunder without first obtaining the written consent of the other 
party. 
 
12. JURISDICTION AND VENUE.  This Contract is entered into in Spokane County, Washington.  Venue shall be in 
Spokane County, State of Washington. 
 
13. COST AND ATTORNEY’S FEES.  In the event a lawsuit is brought with respect to this Contract, the prevailing 
party shall be awarded its costs and attorney’s fees in the amount to be determined by the Court as reasonable.  Unless 
provided otherwise by statute, Contractor’s attorney fees payable by the City shall not exceed the lump sum amount of 
this Contract. 
 
14. ENTIRE CONTRACT.  This written Contract constitutes the entire and complete Contract between the Parties 
and supersedes any prior oral or written Contracts but shall also include the following, which are incorporated herein and 
made a material part of this Contract.   

a. Contractor Performance Bond, 
b. Contractor Payment Bond, 
c. Addenda, 
d. All Exhibits to this Contract, including but not limited to the Contractor's Bid and related documents, Notice to 

Proceed, or Work Orders. 
 

 This Contract may not be changed, modified or altered except in writing signed by the Parties hereto. 
 
15. ANTI-KICKBACK.   No officer or employee of the City, having the power or duty to perform an official act or 
action related to this Contract shall have or acquire any interest in this Contract, or have solicited, accepted or granted a 
present or future gift, favor, service or other thing of value from any person with an interest in this Contract. 
 
IN WITNESS WHEREOF, the Parties have executed this Contract this ___ day of ________________, 2014. 
 
CITY OF LIBERTY LAKE:    CONTRACTOR: 
 
 
              
 Steve Peterson, Mayor    Title:  
 
 
ATTEST:      APPROVED AS TO FORM: 
 
 
              
 Ann Swenson, City Clerk    Sean P. Boutz, City Attorney 
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RESOLUTION(S) 



  

 
 
  
SUBJECT:  Harvest Parkway Acceptance Resolution  FOR THE AGENDA OF:  April 1, 2014 

DEPT. HEAD APPROVAL:    DEPT. OF ORIGIN:  Public Works 

EXHIBIT:  Resolution 14‐180     
 

EXPENDITURE REQUIRED:    N/A 

BUDGETED:    N/A 

 
SUMMARY STATEMENT 

Public improvements have been installed in accordance with the plans approved by the City for Harvest 
Parkway.  This resolution is being brought forward as part of the TIF/LIFT reimbursement process.  The 
City has received all the needed documents for Harvest Parkway to become a public street and has now 
taken it into the City inventory of public streets.   
 

RECOMMENDED ACTION 
Approve the resolution attached. 
 

AGENDA ITEM NO.:   12A   
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 



RESOLUTION NO. 14-180 
CITY OF LIBERTY LAKE 

SPOKANE COUNTY, WASHINGTON 
 

A RESOLUTION OF THE CITY OF LIBERTY LAKE, WASHINGTON ACCEPTING 
HARVEST PARKWAY, A PUBLIC STREET LOCATED IN TELIDO STATION 
BINDING SITE PLAN BSP-06-0002, LOCATED IN THE NORTHEAST QUARTER OF 
SECTION 17, TOWNSHIP 25N, RANGE 45 E.W.M., LIBERTY LAKE, WASHINGTON.. 
 
 WHEREAS, RCW 58.17 establishes the process by which land is divided and regulates 
the subdivision of land; 
 
 WHEREAS, The City of Liberty Lake adopted a Comprehensive Plan in September 2003 
and a Development Code in December 2005; 
 

WHEREAS, The approved Binding Site Plan (“BSP”) for Telido Station Phase 1 was 
filed with the Spokane County Auditor’s office on July 3, 2012, to create two (2) lots from 54.47 
acres; 
 
 WHEREAS, Generally, all conditions from the Final BSP approval for Telido Station 
Phase 1 have been met or bonded ; 
 

WHEREAS, The Telido Station BSP Phase 1, BSP-06-0002, is 54.47 acres in size and 
contains 3 lots, and access, utility, open space, and drainage tracts; 
 
 WHEREAS, The Telido Station BSP Phase 1 is in conformance with all applicable land 
use controls; 
 
 WHEREAS, Appropriate signatures and letters of acceptance have been obtained; and 
 
 WHEREAS, Property taxes and all required fees shall be paid prior to seeking 
reimbursement for eligible TIF/LIFT work. 
 
 THEREFORE, THE CITY COUNCIL OF THE CITY OF LIBERTY LAKE, 
WASHINGTON, DOES RESOLVE AS FOLLOWS: 
 
 The Public Road shown as Harvest Parway, within Telido Station BSP Phase 1, BSP 06-
0002, located in the Northeast Quarter of Section 17, Township 25N, Range 45 E.W.M., Liberty 
Lake, Washington, more precisely described in the dedication, having met all conditions and 
requirements, is hereby taken as approved and as Public Right of Way. 
 
 
 
Passed by the City Council this ______ day of  ____________, 2014. 
 
 



        
              
       Steve Peterson, Mayor 
       City of Liberty Lake 
 
ATTEST: 
 
 
      
City Clerk, Ann Swenson 
 
 
APPROVED AS TO FORM: 
 
 
      
City Attorney, Sean P. Boutz  



 
 
  

AGENDA ITEM NO.:   12B   
 

BUSINESS OF THE CITY COUNCIL, LIBERTY LAKE, WASHINGTON 

 
SUBJECT:             FOR THE AGENDA OF:  April 1st, 2014 
Personnel Policy   
              DEPT. OF ORIGIN:   Administrative Services     
 
EXHIBIT:             
A – Resolution 
B –Chapters 7, 8, 9 
              DEPT. HEAD APPROVAL:  RJS 
 
 

EXPENDITURE REQUIRED:  No 

BUDGETED:  NA 

 
 
 

SUMMARY STATEMENT 
 

City Council has approved updates to Chapters 1‐6 and Chapters 10‐11 of the Personnel Manual over the past 
several weeks.   Approval of Resolution  2‐47D will  complete  the  final update  to  the City of  Liberty  Lake’s 
Personal Manual and includes Chapter 7, 8 & 9. 
 
 Background 
Minimal revisions and updates have occurred since the Personnel Manual was last comprehensively updated 
on  March  7,  2006.    To  be  responsive  to  our  employees,  clarify  inconsistencies  and  respond  to 
recommendations  from our  Insurance provider, City  staff decided  to move  forward with a  comprehensive 
update. 
 
 The proposed changes fall into two categories: 1) changes to insure consistency with current practices and 2) 
changes recommended by Canfield and Associates related to current employment standards.   
 
To sufficiently communicate with Council on these revisions, we opted to take a phased approach and update 
the manual in sections.  For tonight, Staff is recommending changes to the policy for the following: 
 
Table of Contents 
Chapter 7 – Benefits 
Chapter 8 – Leave 
Chapter 9 – Employee Responsibilities and Conduct 
 
 

RECOMMENDED ACTION 
 

1. Adopt Resolution 02‐47D 
 
 



CITY OF LIBERTY LAKE  
SPOKANE COUNTY, WASHINGTON 

RESOLUTION NO. 02-47D 
 
 

A RESOLUTION OF THE CITY OF LIBERTY LAKE, WASHINGTON  
AMENDING THE ADOPTED  PERSONNEL POLICY FOR ALL  

EMPLOYEES OF THE CITY OF LIBERTY LAKE. 
 
 WHEREAS, the Liberty Lake City Council adopted a personnel policy manual on June 2, 
2002, as  required. The manual establishes policy and procedures which relate to the City of 
Liberty Lake employees and other such matters properly related thereto; and 
 
 WHEREAS, City Staff and Liberty Lake City Council have reviewed the attached 
Amended Personnel Manual and finds it to be acceptable and appropriate. 
 
 NOW, THEREFORE, be it Resolved by the City Council of the City of Liberty Lake, 
Washington as follows:  
 
 1. City of Liberty Lake Personnel Manual as Amended The policy for personnel 

matters set forth in the document entitled “City of Liberty Lake Personnel 
Manual” which is attached hereto as Exhibit “A” and incorporated herein by this 
reference is hereby  adopted as the official policy for all employees employed by 
the City of Liberty Lake.   

 
 2. Amendments as Needed.  The City of Liberty Lake through the City Council by 

Resolution, may amend, change, supplement or update any and all sections, terms 
or portions of the Personnel Manual as presently exist or as necessary.  

 
 3. Authority. The Mayor and City Administrator shall carry out the duties of 

enforcing the Personnel Policy and Procedures as prescribed in the Manual.  
 
 4. Effective Date.  The Resolution shall become effective immediately upon passage 

by the Liberty Lake City Council.  
 
   
 Adopted this 1st day of April, 2014. 
 
       APPROVED: 
 
   
       ____________________________________ 
       Mayor, Steve Peterson 
 
 
 



ATTEST: 
 
 
___________________________ 
City Clerk, Ann Swenson 
 
 
 
APPROVED AS TO FORM 
 
 
 
_________________________________ 
City Attorney, Sean P. Boutz 
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CITY OF LIBERTY LAKE 
 
 

PERSONNEL MANUAL 
 

Adopted by Resolution No. 02-47 
June 18, 2002 

 
 

Amended by Resolution No. 02-47A 
June 7, 2005 

 
 

Amended by Resolution No. 06-47A-1 
Chapter 5, March 7, 2006 

 
 

Amended by Resolution No. 02-47B-D 
Janurary thru April 2014
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Chapter 7 
 

BENEFITS 
 

7.1 EMPLOYEE PAID BEFNEFITS  
 
City paid employee benefits include medical insurance, dental insurance, vision 
insurance, employee group basic life insurance, dependant life insurance, an employee 
assistance plan (EAP), and long-term disability.  All regular, full-time employees will 
participate in these programs.   
 
The City will contribute medical benefits for each regular, full-time employee.  
Employees are required to contribute 10% of the premium cost for the employee’s health 
insurance.  Participation in the medical plan is mandatory for the employee but coverage 
for dependants is optional and in some cases may require additional contribution to fund 
medical premium costs.   
 
Medical Deductible Compensation:  The City will contribute up to $600 per employee 
annually, subject to Council approval, for medical related expenses for all full-time 
employees and family members.  This benefit is not part of the employee’s salary, but an 
additional benefit to defray medical expenses not covered under the medical plan. Any 
unused benefit at year-end will be forfeited and not carried over to the next fiscal year.  
 
Health Reimbursement Arrangement (HRA) 
The City of Liberty Lake will contribute to an HRA VEBA Medical Reimbursement Plan 
on behalf of all regular, full-time employees.  Contributions on behalf of each regular, 
full-time employee shall be based on the City’s finances each year and ability to 
contribute to the HRA. 
 
Termination, Retirement, Layoff Leave of Absence:  For eligible employees who 
terminate, retire or are laid offon approved leave of absence, benefits  will continue to the 
last day of the month of termination, retirement, or layoff. 
 
 
7.2  RETIREMENT BENEFITS 
 
 
The City of Liberty Lake determines employees who are eligible for retirement 
per the guidelines described in the Washington State Department of Retirement 
Systems Handbook that is applicable to the employee’s job classification. 
Regular uniformed employees in the police and fire departments are covered by 
the Law Enforcement Officers and Firefighter’s Retirement System (LEOFF). 



 

Regular full-time and eligible part-time non-uniformed employees are mandatory 
under the Public Employees Retirement System (PERS). The State of 
Washington determines eligibility, benefit levels, and contribution rates. 
 
The City’s contribution for retirement, social security replacement, and paid employee 
medical benefits for regular, full-time employees will be made in the following order:  
 
in addition to those contributions made by the employee through FICA payroll 
deductions.  
 
The City will contribute 7.5% of gross wages toward retirement programs. Employees 
may contribute to retirement programs up to the legal maximums. At their option, 
employees may designate up to 2.5% of retirement benefits be used for medical benefits 
purposes provided that mandatory retirement contributions will be made first.  
 
 
 
Social Security Replacement:  In lieu of contributions to the Federal Social Security 
Program, the City of Liberty Lake has authorized a 401(a) pension retirement plan 
administered by the ICMA Retirement Corporation.  Guidelines are described in 
ICMA Retirement Agreement.  The City will contribute 5.25% of gross wages for 
regular, full-time employees.  Employees may contribute to the plan to the legal 
maximums.    
 



 

All regular full-time and eligible part time non-uniformed employees are covered under 
the ICMA 401 (a) pension plan.  
 
Employees intending to retire should notify their Manager or Supervisor of their intent to 
retire at least six (6) months prior to the date of retirement. 
 
7.3 OPTIONAL EMPLOYEE BENEFITS 
 
457 Deferred Compensation Plan:   All regular full-time, part-time and uniformed 
employees can voluntarily contribute to a 457 Deferred Compensation Plan administered 
by ICMA Corporation.  Notwithstanding any potential contributions to the LEOFF, the 
City of Liberty Lake does not match any contributions to this plan.  
 
401 Money Purchase Plan:    All regular full-time employees and uniformed employees 
who qualify can participate in the 401 Loan Plan.  for: 1) un-reimbursed medical 
expenses resulting from life threatening disease, catastrophic illness or organ transplants 
of participant or participant’s immediate family; or 2) purchase of a primary residence for 
participant.  
 
 
Employees must contact the Finance Director ICMA for detailed information and 
guidelines regarding this program.  
 
125 Cafeteria Plan   The plan is designed to allow regular full-time employees to receive 
income-tax-free reimbursement for uninsured medical and dental expenses incurred 
during a calendar year.  The employee designates a monthly deduction for anticipated 
expenses for the year. All claims are processed through and reimbursement received, 
from the Plan provider (Associated Industries).  If the employee does not use the amount 
specified within the calendar year, those funds are forfeited by the Plan provider.  
 
Dependant Care Reimbursement Plan  This Plan (125 Cafeteria Plan) is available to all 
regular full-time employees and is designed to reimburse employees for the cost of 
dependant care expenses (day care) incurred by them incidental to their employment.  
The Plan is intended to meet the requirements for qualification under Section 129(d)(1) 
of the Code and that benefits paid to Employees hereunder by excludible from their gross 
income by virtue of Section 129(a) of the Code.  
 
Employees must contact the Finance Director for detailed information and guidelines 
regarding the 125 Cafeteria and Dependant Care Plans.  The open enrollment period runs 
from October through November for the following year.  
 



 

7.4 DISABILITY BENEFITS  
 
All employees, other than police and fire employees in the LEOFF II 2 retirement system, 
are covered by the state Workers' Compensation Program.  This insurance covers 
employees in case of on-the-job injuries or job-related illnesses.    
 
AWC, the City’s insurance provider, offers long-term disability coverage for all regular, 
full-time employees for off-the-job injury or illness.   
 
7.5 WORKER’S COMPENSATION   
 
Any employee receiving time-loss payments from Workers' Compensation shall have the 
option of using sick leave or other accrued leave to make up the difference between the 
Workers' Compensation payments and his/her regular salary for a maximum six months.  
The status of the disabled employee shall be reviewed at three months and at six months 
to determine the extent of his/her disability and to determine, under the Americans with 
Disabilities Act, if accommodation can be made to allow the employee to return to work.  
These reviews shall be conducted by the City Administrator, Mayor and Personnel 
Officer.  Following the final review at six months, the Mayor may, based on the review 
and at his/her discretion, extend the time during which the employee can use accrued 
leave or donated sick leave, as described in the section on sick leave donation, if 
exceptional circumstances warrant such an extension. 
 
The City will pay the employee in full for the first five days of absence from employment 
if the employee has enough sick or vacation time accrued.  .  
 
Absence for on-the-job injury covered by Worker’s Compensation may be charged to any 
of the injured worker’s paid leave banks. 
 
An employee using paid sick leave and simultaneously receiving compensation under the 
Worker’s Compensation Law will receive for the duration of such sick leave only that 
portion of the employee’s regular salary which, together with such compensation, equals 
the regular salary.  Employees in this situation will have sick leave “buy back” calculated 
by the Administrative Services Department and a future paycheck(s) will be reduced by 
the corresponding value of the Worker’s Compensation payments in order to restore the 
corresponding value of sick leave that was used. 
 
Members of the LEOFF 2 retirement system are entitled to an additional supplemental 
benefit as provided for under RCW 41.04.500 beginning on the sixth calendar day after 
the date of injury for a maximum period of six (6) months.  This supplemental benefit 
applies when a LEOFF 2 employee is using sick leave and results in less sick leave being 
deducted from the employee’s accrual when the “buy back” is calculated. 
 
 
7.6  UNEMPLOYMENT COMPENSATION 



 

 
City employees may qualify for State Unemployment Compensation after termination 
from City employment, depending on the reason for termination and if certain 
qualifications are met. 
 
 
7.7 COBRA RIGHTS 
 
COBRA Rights:  Upon an employee's separation from City employment or upon an 
unpaid leave of absence, at the employee’s option and expense, the employee may be 
eligible to continue City health insurance benefits to the extent provided under federal 
COBRA regulations.   
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Chapter 8 
 

LEAVES 
 
8.1 VACATION LEAVE 
 
Regular, full-time employees will receive vacation based on years of service, according 
to the following schedule.  Vacation accrues each pay period and it will begin to accrue 
as of the date of hire.  Although vacation begins to accrue immediately, employees are 
not eligible to take accrued vacation until they have worked for the City for at least six 
months. 
 
 Length of Service  Annual Vacation Days* 
  
 1 through 4 years  10 days (6.67 hours accrued each month) 
 5 through 9 years  15 days (10.00 hours accrued each month) 
 10 through 14 years  18 days (12.00 hours accrued each month) 
 15 through 19 years  21 days (14.00 hours accrued each month) 
 20+ years   23 days (15.34 hours accrued each month) 
 

*One day of vacation pay is equal to 8 hours.  Accrual is based on a monthly pay 
period. 

 
At the discretion of the Mayor or Mayor’s designeeCity Administrator, an employee's 
years of service for vacation accrual purposes may be calculated based on previous 
relevant government service.  Credit of up to 50% may be given for related career service 
up to a maximum of five years credit. 
 
If an employee is unable to take all vacation available up to two years, accrual can be 
carried over.  Vacation at a maximum of 240 hours accrued over the two-year maximum 
will be forfeited.  Employees may also use vacation to care for an ill family member or 
child under the Washington Family Care Act. (Appendix A) 
 
If an employee is unable to take all vacation available, accrual can be carried over to the 
following year up to a maximum of 240 hours.  Vacation accrued above the 240 hour 
maximum will be forfeited. 
 
Vacation Leave for all police department personnel is defined in the Labor Agreement 
between the City of Liberty Lake and the Teamsters Local Union No. 690. . 
 
An employee will be paid for unused vacation up to a maximum accrual of  240 hours (6 
weeks) upon separation from the City. 
 
8.2 SICK LEAVE 
 
All full-time regular employees accrue sick leave benefits at the rate of eight (8) hours 
per month up to 640 hours.  
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All regular, full-time employees will have 40 hours of sick leave available for their 
immediate use following their date of hire. Employees will begin to accrue sick leave 
starting on the sixth-month pay period and will not accrue more than 96 hours in the first 
year of employment.   
 
Allowable Uses of Sick Leave:  Employees must notify their Manager or Supervisor 
when the following situations arise.  Sick leave covers those situations in which an 
employee is absent from work due to: 
 

1. Employee's own health condition (illness, injury, physical or mental 
disability, including disability due to pregnancy or childbirth);  

 
2. The need to care for the employee's immediate family members who are 

ill (Immediate family for sick leave is defined under the Washington 
Family Care Act);   

 
3. Medical or dental appointments for the employee or an immediate family 

member who needs assistance to go to such appointments; 
 
4. Exposure to a contagious disease where on-the-job presence of the 

employee would jeopardize the health of others; or the use of over-the-
counter medication. 

 
5. Use of a prescription drug that impairs job performance or safety; 
 
6. Additional leave beyond bereavement leave for a death in the immediate 

family may be authorized by the Mayor or his/her designee; 
 
7. Worker's Compensation pay differential:  Employees on Worker's 

Compensation may use sick leave (or other accrued leave) for a maximum 
of six months to bring their total monthly income to 100% of their regular 
salary.  The status of the employee shall be reviewed at three months and 
six months.  Following review, the Mayor or his/her designee may, if 
exceptional circumstances warrant an extension, extend the period of time 
for which an employee may use sick leave for the balance of his/her 
salary. 

 
A doctor's certificate may be required when an employee is absent for a period in excess 
of three (3) days.  The City may also request the opinion of a second doctor at the City's 
expense to determine whether the employee suffers from a chronic physical or mental 
condition which impairs his/her ability to perform the job.   
 
Employees who use all their accumulated sick leave and require more time off work due 
to illness or injury may, with their Manager or Supervisor’s Head's prior approval, 
request a leave without pay.  (See Leave Without Pay Policy, 8.5.) 
 
Sick leave for police department personnel is defined in the Labor Agreement between 
the City of Liberty Lake and the Teamsters Local Union No. 690.  
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Employees will not be paid for unused sick leave upon leaving City service for any 
reason. 
 
8.3 SICK LEAVE DONATION 
 
In the event an employee or a member of an employee's immediate family suffers a 
serious illness that threatens to use up all of the employee's sick leave, other City 
employees may voluntarily donate some of their accrued sick leave hours to that 
employee.  Employees donating sick leave must maintain a minimum balance of 40 hours 
of sick leave for their use.  All sick leave donations must be approved by the Mayor or 
his/her designee.. 
 
Donations may only be made after the recipient has used up his/her sick leave, all of 
his/her accrued compensatory time and all but 40 hours of vacation time; and, when 
appropriate, has made application for state industrial and/or long term disability 
coverage. 
 
Donations shall be made on an as-needed basis.  At the end of each pay period, the City 
payroll officer shall calculate the number of hours needed to constitute full-time 
employment for the recipient employee.  Other employees may then donate hours to help 
cover, but not exceed, the number of hours needed for that specific pay period.  If 
donations of sick leave cover the number of hours necessary for full-time employment, 
the recipient will be paid his/her salary.  In the event donations do not cover the number 
of hours equivalent to full-time employment, the recipient employee will be paid hourly 
at his/her own hourly rate for the number of donated sick hours he/she received and for 
any hours actually worked. 
 
In that lLong tTerm disability payments are incrementally reduced when sick leave or 
other payment is made to an employee, sick leave donations shall cease when the 
recipient employee becomes eligible for lLong tTerm dDisability. 
 
If or when an employee becomes eligible for Worker's Compensation payment and meets 
the criteria above, sick leave donations may be made monthly for up to six months, to 
cover the difference between the Worker's Compensation payment and the employee's 
full salary.  Following review, the Mayor or his/her designee may, if exceptional 
circumstances warrant an extension, extend the period of time for which an employee 
may receive sick leave donation for the balance of his/her salary. 
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8.4 FAMILY AND MEDICAL LEAVE (FMLA) 
 
City of Liberty Lake will comply with all laws regulating leaves of absence, including the 
Family Medical Leave Act (FMLA) and the Washington State Family Leave Act (WA 
FLA).  Administrative Services can assist with further information.  FMLA allows 
“eligible” employees to take off up to 12 work weeks in any 12 month period for the 
reasons listed below: 
 
 the birth of a child and in order to care for that child 
 the placement of a child for adoption or foster care and to care for the newly placed 

child 
 to care for a spouse, child or parent with a serious health condition (described 

below) 
 the serious health condition (described below) of the employee, which makes the 

employee unable to perform the functions of the employee's position 
 caregiver, exigency or active duty leave (up to 26 weeks) – described below 

An “eligible” employee is an employee who has been employed by the City of Liberty 
Lake for at least 12 months (the 12 months need not be consecutive, subject to certain 
exceptions) and worked at least 1,250 hours in the preceding 12 months.   
 
The employee may take FMLA leave in 12 consecutive weeks, may use the leave 
intermittently (take a day or a partial day, periodically when needed over the year) or, 
under certain circumstances, may use the leave to reduce the work week or workday, 
resulting in a reduced hour schedule. In all cases, the leave may not exceed a total of 12 
work weeks (or 26 workweeks to care for an injured or ill service member over a 12-
month period). FMLA can be taken on an intermittent basis allowing the employee to 
work on a less than full-time schedule if required by a health care provider.  
 
Spouses who are both employed by the City of Liberty Lake are limited in the amount of 
family leave they may take for the birth and care of a newborn child, placement of a child 
for adoption or foster care, or to care for a parent who has a serious health condition to a 
combined total of 12 work weeks (or 26 work weeks if leave to care for a covered service 
member with a serious injury or illness is also used). Leave for birth and care, or 
placement for adoption or foster care, must conclude within 12 months of the birth or 
placement.   
 
 
8.5  LEAVE OF ABSENCE WITHOUT PAY 
 
The Mayor or his/her designee may grant leave of absence without pay for absence from 
work for up to a 30 day duration not covered by any other type of leave or if other leave 
balances, are exhausted.  Examples of situations for which such leave without pay may be 
granted include time off work for personal reasons such as prolonged illness, parenting, 
caring for an ill relative or pursuing an education.Situations for which such leave may be 
granted would be to the interest and welfare of the City and are not solely for the 
employee’s personal gain or profit.  Employees that fail to return to their position at the 
end of the agreed upon leave of absence shall be deemed to have resigned from 
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employment with the City unless there are extenuating circumstances approved in 
advance by the City. 
 
8.6  JURY AND WITNESS LEAVE 
 
Jury Duty.   The City provides all employees leave with pay for the full period of jury 
duty service. Payment provided by the courts during period of paid jury duty leave must 
be turned over to the City, excluding expense reimbursement such as mileage.  You must 
provide your Manager or Supervisor supervisor with a copy of the jury duty summons as 
soon as possible after receiving it.  Upon completion of jury duty, you are required to 
provide your Manager or Supervisor supervisor with proof of jury service. 
 
Witness Duty.  All employees summoned to testify in court are allowed time off for the 
period they serve as witnesses.  In general, witness duty leave is unpaid unless you are a 
witness in a case involving the City.   
 
8.7 MILITARY LEAVE 
 
We provide all employees leave while performing military service in accordance with 
federal and state law. 
An employee who is a member of an organized unit of the United States military reserve 
or Washington National Guard shall be granted leave with pay, in accordance with 
Federal and State Law, so that the employee may report for active duty, when called, or 
take part in active training duty in such manner and at such time as the employee may be 
ordered to active duty or active training duty.  Any authorized leave in excess of the days 
permitted by Federal and State Law will be charged pursuant to other applicable federal 
and state laws or to leave without pay or annual leave at the option of the employee. 
 
Military Family Leave 
During a period of military conflict, an employee is entitled to leave under this section 
when a spouse or domestic partner who is a member of the armed forces of the United 
States, National Guard, or reserves has been notified of an impending call or order to 
active duty or has been deployed. 

(a) Period of Military Conflict – means a period of war declared by the United 
States Congress, declared by executive order of the president, or in which a 
member of a reserve component of the armed forces is ordered to active duty 
pursuant to either sections 12301 and 12302 of Title 10 of the United States 
Code or Title 32 of the United States Code. 

 
The employee shall be granted a total of 15 days of unpaid leave per deployment after the 
military spouse or domestic partner has been notified of an impending call or order to 
active duty and before deployment or when the military spouse or domestic partner is on 
leave from deployment.     
 
An employee returning from military family leave shall be restored to a position of 
employment in the same manner as an employee returning after Family and Medical 
Leave pursuant to the city’s personnel policies.  Benefits during this period of unpaid 
leave will be subject to the city’s qualification for benefits rule of the personnel policies.  
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An employee may continue benefits in the same manner as an employee on Family and 
Medical Leave. 
 
An employee who seeks to take leave under this chapter must provide the city with 
notice, within five (5) business days of receiving official notice of an impending call or 
order to active duty or of a leave from deployment of the employee’s intention to take 
leave under this chapter. 
 
An employee who takes leave under this section may elect to substitute any of the 
accrued leave to which the employee may be entitled for any part of the leave under this 
section.
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Regular full-time and part-time employees receive paid military leave of up to 15 
working days per year for military service.  In general, if military service extends beyond 
15 working days, the additional leave will be unpaid.  All employees who are not eligible 
for paid military leave are provided unpaid leave for a period of their military service.  
Reinstatement upon return from military service will be determined in accordance with 
applicable federal and state law. 
 
8.8 BEREAVEMENT LEAVE 
 
The City provides regular, full-time employees with paid bereavement leave of up to 
three working days in the event of the death of an immediate family member.  Additional 
bereavement leave up to of two additional a total of five days may be granted at the 
discretion and approval of both the Department Head and  by the Mayor or his/her 
designee.  An employee is not paid for any day off if the employee would not otherwise 
have been entitled to compensation for that day.  Bereavement leave pay shall be that 
amount the employee would have earned had the employee worked his/her regular work 
schedule during the leave. 
 

Immediate family is defined as being related by blood, marriage, co-habitation, or 
legal adoption in the degree of consanguinity of grandparents, parents, spouse, 
brother, sister, child, grandchild and any relative living in the employee’s household. 

 
 
8.9 HOLIDAYS 
 
All regular, full-time employees receive an eight (8 hour) paid holiday for the following 
recognized holidays:The following holidays are recognized as paid holidays for all 
regular full-time employees: 
 
  
  
  
 
 
 
 
 
 
 
 
 
 
Any holiday falling on Saturday will be celebrated on the preceding Friday.  Any holiday 
falling on Sunday will be celebrated on the following Monday. Pursuant to WAC 357-31-
030, “When a holiday falls on an employee’s regularly scheduled day off, the employer 
must provide that employee an in-lieu of holiday as follows: 

1) Designate the prior or the following work day as the holiday; 
2) Allow the employee to request an alternate work day to observe as a holiday.   

HOLIDAYS DATES 
New Years Day January 1st 
Martin Luther King Jr. Day  Third Monday in January 
Presidents Day Third Monday in February 
Memorial Day Last Monday in May 
Independence Day July 4th  
Labor Day First Monday in September 
Veteran’s Day November 11th  
Thanksgiving Day and day 
after Thanksgiving 

Fourth Thursday in 
November and day after 

Christmas Day December 25th  
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The employer requires that the employee request an alternate day off within the same pay 
period as the holiday. 
If the holiday is not taken, it will be forfeited. 
 
Any employee on vacation or sick leave during a holiday will not be charged vacation or 
sick leave for that day.  
 
Employees who are required by their Manager or Supervisor Head or by shift schedules 
to work on a recognized holiday shall be paid at an amount equal to one and one-half 
times their hourly rate for time worked on that holiday.  
 
Police department holiday hours and shifts are defined in the Labor Agreement between 
the City of Liberty Lake and the Teamsters Local Union No. 690.  
 
If an employee's religious beliefs require observance of a holiday not included in the 
basic holiday schedule, the employee may, with his/her Manager or Supervisor’s Head's 
approval, take the day off using vacation, or compensatory time. or leave without pay. 
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Chapter 9 
 

EMPLOYEE RESPONSIBILITIES AND CONDUCT 
 
9.1 GENERAL CODE OF CONDUCT 
 
All City employees are expected to represent the City to the public in a professional 
manner, which is courteous, efficient and helpful.  Employees must maintain a clean, neat 
and professional appearance appropriate to their work assignment as determined by the 
Manager or Supervisor Head for their position. Inappropriate attire will be addressed by 
the Manager or Supervisor Head and/or Mayor or his/her designee City administrator.  
 
Since the proper working relationship between employees and the City depends on each 
employee's on-going job performance, professional conduct and behavior, the City has 
established certain minimum standards of personal conduct.   
 
Among the City's expectations are:  Basic tact and courtesy towards the public and fellow 
employees; adherence to City policies, procedures, safety rules and safe work practices; 
compliance with directions from supervisors; preserving and protecting the City's 
equipment, grounds, facilities and resources; and providing orderly and cost efficient 
services to its citizens.  The City relies on each employee's good judgment and sense of 
responsibility as the principal source of guidance for conducting day-to-day duties and 
responsibilities. 
 
To function as efficiently as possible, we may ask you to perform other duties outside 
your regular assignments.  
 
To make the most efficient use of personnel, the City also reserves the right to modify 
your work assignments and the duties originally assigned.  If these arrangements become 
necessary, we expect the best cooperation from employees. 
 
9.2 OUTSIDE EMPLOYMENT AND CONFLICTS OF INTEREST  
 
Employees shall not, directly or indirectly, engage in any outside employment or 
financial interest which may conflict, in the City's opinion, with the best interests of the 
City or interfere with the employee's ability to perform his/her assigned City job.  
Examples include, but are not limited to, the following: 
 
 1. Outside employment that prevents the employee from being available to 
work for the City beyond normal working hours. 
 
 2. Employment that is conducted during the employee's work hours with the 
City; 
 

3. Non-City employment that utilizes City telephones, computers, supplies or 
any other resources, facilities or equipment; 
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4. Non-City employment with a firm which has contracts with or does 
business with the City;  
  
 5.  Non-City employment which may reasonably be perceived by members of 
the public as a conflict of interest or which otherwise discredits public service. 
 
An employee who chooses to have an additional job, contractual commitment or self-
employment, may do so only after obtaining prior approval from the Mayor or his/her 
designee City Administrator.  
 
9.3 REPORTING IMPROPER GOVERNMENTAL ACTION   
 
General Policy: 
 
In compliance with the Local Government Employee Whistleblower Protection Act, 
RCW 42.41.050, this policy is created to encourage employees to disclose any improper 
governmental action taken by City officials or employees without fear of retaliation.  This 
policy also safeguards legitimate employer interests by encouraging complaints to be 
made first to the City, with a process provided for speedy dispute resolution. 
 
Key Definitions: 
 
 1. Improper Governmental Action.  An action by a City officer or employee 
that is undertaken in the performance of the official's or employee's official duties, 
whether or not the action is within the scope of the employee's employment, that is in 
violation of any federal, state or local law or rule, is an abuse of authority, is of 
substantial and specific danger to the public health or safety, or is a gross waste of public 
funds. 
 
 "Improper Governmental Action" does not include personnel actions (hiring, 
firing, complaints, promotions, and reassignment, for example).  In addition, employees 
are not free to disclose matters that would affect a person's right to legally protected 
confidential communications. 
 
 2. Retaliatory Action.  Any material adverse change in the terms and 
conditions of an employee's employment. 
 
 3. Emergency.  A circumstance that if not immediately changed may cause 
damage to persons or property. 
 
Procedure for Reporting Improper Government Action 
 
City employees who become aware of improper governmental actions should follow this 
procedure: 
 
 1. Bring the matter to the attention of his/her supervisor, if the supervisor is 
not involved in the alleged wrongdoing, in writing, stating in detail the basis for the 
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employee's belief that an improper action has occurred.  This should be done as soon as 
the employee becomes aware of the improper action. 
 
 2. Where the employee believes the improper action involves the supervisor, 
the employee may raise the issue directly with the Mayor. 
 
  3. The Mayor or his/her designee, as the case may be, shall promptly 
investigate the report of improper government action.  After the investigation is 
completed (within 30 days of the employee's report), the employee shall be advised of the 
results of the investigation, except that personnel actions taken as a result of the 
investigation may be kept confidential. 
 
In the case of an emergency, where the employee believes that damage to persons or 
property may result if action is not taken immediately, the employee may bypass the 
above procedure and report the improper action directly to the appropriate government 
agency responsible for investigating the improper action. 
 
Employees may report information about improper governmental action directly to an 
outside agency if the employee reasonably believes that an adequate investigation was 
not undertaken by the City to determine whether an improper governmental action 
occurred, or that insufficient action was taken by the City to address the improper action 
or that for other reasons the improper action is likely to recur. 
 
List of Government Agencies 
 
Spokane County Prosecuting Attorney 
W 1100 Mallon 
Spokane, Washington   99201 
(509) 456-3662 
 
State Attorney General’s Office 
Fair Practices Division 
2000 Bank if California Center 
900 Fourth Avenue 
Seattle, Washington 
(206) 464-6684 
 
State Auditor’s Office 
Legislative Building 
PO BOX 40021 
Olympia, Washington  98504-0021 
(206) 753-5280 
 
Human Rights Commission 
W 905 Riverside 
Spokane, Washington 
(509) 456-4473 
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Department of Labor and Industries 
E 3901 Main 
Spokane, Washington 
(509) 324-2600 
 
Environmental Protection Agency 
Criminal Investigations 
1200 Sixth Avenue 
Seattle, Washington 
1-800-424-4372 
 
 
Protection Against Retaliation 
 
It is unlawful for a local government to take retaliatory action because an employee, in 
good faith, provided information that improper government action occurred.  Employees 
who believe they have been retaliated against for reporting an improper government 
action should follow this procedure: 
 
 1. Employees must provide a written complaint to the supervisor within 30 
days of the occurrence of the alleged retaliatory action.  If the supervisor is involved, the 
notice should go to the Mayor or his/her designee.  The written charge shall specify the 
alleged retaliatory action and the relief requested. 
 
 2. The Mayor or his/her designee shall investigate the complaint and respond 
in writing within 30 days of receipt of the written charge. 
 
  3. After receiving the City's response, the employee may request a hearing 
before a state administrative law judge (ALJ) to establish that a retaliatory action 
occurred and to obtain appropriate relief under the law.  The request for hearing must be 
delivered within the earlier of either 15 days of receipt of the City's response to the 
charge of retaliatory action or 45 days of receipt of the charge of retaliation to the Mayor 
for response. 
 
  4. Within five (5) working days of receipt of a request for hearing, the City 
shall apply to the State Office of Administrative Hearings for an adjudicative proceeding 
before an administrative law judge.  At the hearing, the employee must prove that a 
retaliatory action occurred by a preponderance of the evidence in the hearing.  The ALJ 
will issue a final decision not later than 45 days after the date of the request for hearing, 
unless an extension is granted. 
 
Policy Implementation 
 
The Mayor or his/her designee is responsible for implementing these policies and 
procedures.  This includes posting the policy on the City bulletin board, making the 
policy available to any employee upon request, and providing the policy to all newly 
hired employees.  Officers, managers and supervisors are responsible for ensuring the 
procedures are fully implemented within their areas of responsibility. 
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Violations of this policy and these procedures may result in appropriate disciplinary 
action, up to and including dismissal. 
 
 
 
 
9.4    POLITICAL ACTIVITIES 
 
City employees may participate in political or partisan activities of their choosing 
provided that City resources and property are not utilized, and the activity does not 
adversely affect the responsibilities of the employees in their positions.  Employees may 
not campaign on City time or in a City uniform or while representing the City in any way.  
Employees may not allow others to use City facilities or funds for political activities. 
 
Any City employee who meets with or may be observed by the public or otherwise 
represents the City to the public, while performing his/her regular duties, may not wear or 
display any button, badge or sticker relevant to any candidate or ballot issue during 
working hours.  Employees shall not solicit, on City property or City time, for a 
contribution for a partisan political cause. 
 
Except as noted in this policy, City employees are otherwise free to fully exercise their 
constitutional First Amendment rights. 
 
9.5    NO SMOKING POLICY 
 
For health and safety considerations, the City prohibits smoking by employees in all City 
facilities, buildings, vehicles and offices, or facilities rented or leased by the City, 
including individual employee offices. 
 
9.6    PERSONAL POSSESSIONS  
 
The City furnishes desks and other office related equipment.  However, we do not  
assume responsibility for any theft or damage to the personal belongings of employees 
and we reserve the right to search employee desks, and personal belongings brought onto 
City premises, if necessary, without notice. 
 
The City also furnishes computers for use in conducting City business.  Because the 
computers are for City business, the City reserves the right to review the contents of any 
files or documents on the computer, including contents of any electronic mail.  City 
computers are not for personal use. 
 
9.7 TECHNOLOGY RESOURCE USAGE POLICY 
 
The following policies define appropriate use of the City of Liberty Lake network, 
computers, all related peripherals, software, electronic communications, and Internet 
access. They apply to the access of the City’s network and use of computing technology 
resources at any location, from any device, via wired or wireless connection. They apply 
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to all users of City technology resources regardless of employment status. Access to all 
networks and related resources require that each user be familiar with these policies and 
associated work rules. The City of Liberty Lake authorizes the use of computing and 
network resources by City staff, contractors, volunteers and others to carry out legitimate 
City business. All users of City computing and network resources will do so in an ethical, 
legal, and responsible manner. All use of technology resources must be consistent with 
the intent and requirements of all City policies and work rules. Technology resources 
may not be used to facilitate operation of a personal business.  See Social Media Policy 
(Appendix A) for more details. 
 
This document does not attempt to address every possible situation that may arise. 
Etiquette and common sense should be exercised while using City technology resources. 
This document provides policies and general rules for appropriate use of resources. 
 
Permitted Personal Use 
Limited Internet, on-line services, and personal e-mail communications are permitted 
subject to the following limitations: 

 Such use shall not occur on city time but is permitted before and after hours, and 
during breaks. 

 Such use is permitted only to the extent that the city does not incur user charges. 
 Personal use remains subject to the prohibited and inappropriate use policies in 

Section 9.7. 
 
Network Usage 

 
Approval must be obtained when connecting devices to the City’s network. This includes 
PCs, hubs, printers, scanners, remote connections, and wireless or wired devices. 

 
 Use of modems on the City’s network requires written approval from the 

Mayor or his/her designee City Administrator or designee. Approved devices 
with modems must be disconnected from the network prior to using the 
modem. 

 
 Personal software or devices may not be loaded or attached to any City-

owned equipment without written authorization by Mayor or his/her 
designee..  

 
 Intruding or attempting to intrude into any gap in system or network security 

is prohibited. Sharing of internal information to others that facilitates their 
exploitation of a gap in system or network security is also prohibited. If you 
encounter or observe a gap in system or network security, report the gap 
immediately as per 9.7.6. 

 
 Obey the privacy and rules governing the use of any information accessible 

through the network, even if that information is not securely protected. 
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 All users are responsible for ensuring that their computing devices have 
current virus definitions and for scanning attachments and downloaded 
materials for viruses prior to opening. 

 
 Use of the network via any connection (e-mail, application, Internet, etc.) to 

access or download large non-business related files is prohibited. Examples 
include video, audio, MP3 files, and games. 

 
 Transmission, distribution, or storage of any information or materials in 

violation of federal, state or municipal law is prohibited. Software that is 
copyrighted or licensed may not be shared or illegally distributed. Copyright 
violations are federal offenses that may result in civil and criminal penalties 
to employees and the City of Liberty Lake. 

 
Internet/Intranet Usage 

 
 This technology usage agreement outlines appropriate use of the 

Internet/Intranet. Usage shall be primarily focused on business-related tasks.  
 
 When using the Internet or other means of communication keep in mind that 

you are representing the City. Comments made should be reflective of City 
policy unless expressly indicated otherwise.  

 
 Use of the Internet, as with use of all technology resources, should conform 

to all City policies and work rules. Visiting "adult" or sexually-oriented 
web sites, sites associated with hate crimes, violence or other crimes that 
create discomfort in the workplace and have no legitimate business value  
and is prohibited unless necessary by law enforcement personnel for 
investigative or intelligence gathering purposes.  Filtering software will be 
actively used to preclude access to inappropriate web sites. Attempts to 
alter or bypass filtering mechanisms are prohibited. 

 
 The Manager or Supervisor Head or designees may limit Internet connect 

time and bandwidth. Using "push" technology or other "subscriber" 
technologies that employ continuous or extended connections to the 
Internet or produce high volumes of e-mail communications is prohibited. 

 
 The City’s Intranet site will be routinely used to relay information and 

announcements relevant to the general employee population. The Intranet is 
intended to replace the use of broad email distribution of non-critical and 
non time-sensitive announcements. 

 
E-Mail Usage 
   

 E-mail must follow the same code of conduct as expected in any other form 
of written or face-to-face communication. 
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 Messages sent or received via e-mail are public record and must meet the 
same standards as if they were tangible documents or instruments. Users 
must manage their e-mail in accordance with record retention policies and 
procedures as defined by the City Clerk’s office. 

 
 E-mail accounts must be managed within assigned capacities. Messages must 

be stored to alternative locations (like a hard drive or back-up disk) on a 
regular basis and deleted from the e-mail system. Personal messages should 
be deleted immediately. 

 
 Frequent deletion of old and/or unneeded e-mail is the responsibility of each 

user, according to the record retention policies. 
 

 The City provides staff access to and support of the Exchange/Outlook 
messaging (e-mail) system. Access or usage of any other messaging systems 
is not allowed. 

 
User Accounts 
 
Each user is responsible for establishing and maintaining a password that meets City 
requirements. Without the express authorization of the user, the use of another person’s 
account or attempt to capture other users’ passwords is prohibited. Each user is 
responsible for restricting unauthorized access to the network by logging out of their 
computer account when leaving their computer unattended. If you discover unauthorized 
use of your account, immediately follow the reporting procedures in 9.7.6. 

 
Monitoring and Employee Privacy 
 
The City owns all data stored on its network and systems (including e-mail, voicemail 
and Internet usage logs) and reserves the right to inspect and monitor any and all such 
communications at any time. The City may conduct random and requested audits of 
employee accounts in order to ensure compliance with policies and requirements, to 
investigate suspicious activities that could be harmful to the organization, to assist 
Departments in evaluating performance issues and concerns, and to identify productivity 
or related issues that need additional educational focus within the City. Internet and email 
communications may be subject to public disclosure and the rules of discovery in the 
event of a lawsuit. The City’s Internet connection and usage by individuals are 
monitored. There is no right to privacy in an employee’s use of City technology 
resources. 

 
Administration, Reporting and Violations 
 
Departments share responsibility with monitoring appropriate implementation of these 
policies and requirements. Manager or Supervisors Heads are responsible for determining 
any and all disciplinary actions that may stem from violations of these policies and 
requirements. 
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As with any set of policies or rules, exceptions will be granted and documented on a 
case-by-case basis. These require authorization from the Department involved. 
 
Any employee who observes or suspects a violation of these policies and requirements, 
particularly those that relate to security of the City's network, systems and data, should 
immediately report these concerns to their Manager or Supervisor Head. 
 
Violations of this policy are subject to disciplinary action as deemed appropriate by the 
Department Director and Mayor or his/her designee. . Actions that demonstrate a clear 
disregard for these policies and requirements and that result in damage or serious 
disruption to the City's network, systems, services or data may result in immediate 
discharge. 
 
9.8    USE OF CITY VEHICLES AND EQUIPMENT 
 
Use of City phones and cellular phones for local personal phone calls should be kept to a 
minimum.  Other City equipment, including vehicles, should be used by employees for 
City business only.  Unless otherwise authorized, the Manager or Supervisor Head may 
allow an employee to drive a City vehicle home when that employee is on call, if call-in 
is anticipated or for reasons that will improve City service or efficiency.  The City 
vehicle, in this case, should remain at the employee's home unless used after hours on 
official City business.  An employees' misuse of City services, telephones, vehicles, 
equipment or supplies can result in disciplinary action including termination. 
 
9.9  CONTACT WITH THE NEWS MEDIA    
 
The Mayor or his/her designee, and designated Manager or Supervisor Heads shall be 
responsible for all official contacts with the news media during working hours, including 
answering of questions from the media.  The Mayor or his/her designee may designate 
specific employees to give out procedural, factual or historical information on particular 
subjects. 
 
9.10 SEAT BELT POLICY 
 
Per Washington State law, anyone operating or riding in City vehicles must wear a seat 
belt at all times. 
 
9.11 DRIVER'S LICENSE REQUIREMENTS 
 
As part of the requirements for certain specific City positions, an employee will be 
required to hold a valid Washington State or Idaho State Driver's license and must be 
insurable.  If an employee's license is revoked, suspended or lost, or is in any other way 
not current, valid, and in the employee's possession, the employee shall promptly notify 
his/her Manager or Supervisor Head and will be immediately suspended from driving 
duties.  The employee may not resume driving until proof of a valid, current license is 
provided to his/her Manager or Supervisor Head.  Depending on the duration of license 
suspension, revocation or other inability to drive, an employee may be subject to 
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disciplinary action, including termination.  The City will verify all employees driving 
records annually to ensure compliance and eligibility   
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9.12 SOLICITATIONS 
 
Most forms of selling and solicitations are inappropriate in the workplace.  They can be 
an intrusion on employees and citizens and may present a risk to employee safety or to 
the security of City or employee property.  The following limitations apply: 
 
 1. Persons not employed by the City may not solicit, survey, petition or 
distribute literature non-related to City business on City premises at any time.  This 
includes persons soliciting for charities, salespersons, questionnaire surveyors, labor 
union organizers, or any other solicitor or distributor.   An exception is community-based 
fund raising efforts. 
 
 2. Employees may not solicit for any purpose during work time.  Reasonable 
forms of solicitation are permitted during non-work time such as before or after work or 
during meal or break times.  Soliciting employees who are on non-work time may not 
solicit other employees who are on work time.  Employees may not distribute literature 
for any purpose during work time or in work areas.  Employee break areas are considered 
a non-work area under this policy. 
 
9.13 SAFETY 
 
Every employee is responsible for maintaining a safe work environment and following 
the City's safety rules.  Each employee shall promptly report all unsafe or potentially 
hazardous conditions to his/her Manager or Supervisor Head.  The City will make every 
effort to remedy problems as quickly as possible. In case of any accident, employees shall 
immediately notify their Manager or Supervisor Head or, if the Manager or Supervisor 
Head is unavailable, the Mayor or his/her designee City Administrator. 
 
Since being exposed to a bloodborne pathogen may lead to sicknesses such as hepatitis, 
AIDS or malaria, and since the City wants to assure the employees as safe and healthy a 
work environment as possible, it is the policy of the City to comply with all statutory 
obligations for the prevention of exposure to bloodborne pathogens. Therefore, 
employees shall follow the policy and procedures outlined in the City of Liberty Lake 
Safety Policy (Appendix C)  
 
Employee safety depends on the safety consciousness of everyone.  In order to facilitate a 
safe work environment, employees may not bring dangerous weapons of any kind to the 
workplace.  This includes, but is not limited to, weapons for which employees have a 
valid permit.  The only exception to this rule involves law enforcement positions for 
which the job requires possession of dangerous weapons. 
 
9.14 SUBSTANCE ABUSE 
 
The City's philosophy on substance abuse has two focuses:  A concern for the well-being 
of the employee and a concern for the safety of other employees and members of the 
public. 
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Availability of Rehabilitation or Treatment 
 
As part of the employee assistance program (EAP), the City encourages employees who 
are concerned about their alcohol or drug use to seek counseling, treatment and 
rehabilitation.  Although the decision to seek diagnosis and accept treatment is 
completely voluntary, the City is fully committed to help employees who voluntarily 
come forward to overcome a substance abuse problem.  In most cases, the expense of 
treatment may be fully or partially covered by the City's benefit program.  In recognition 
of the sensitive nature of these matters, all discussions will be kept confidential.  
Employees who seek advice or treatment will not be subject to retaliation or 
discrimination. 
 
When Substance Abuse Affects Job Performance 
 
Although the City is concerned with rehabilitation, it must be understood that disciplinary 
action may be taken when an employee's job performance is impaired because he/she is 
under the influence of drugs or alcohol on the job.  The City may discipline or terminate 
an employee possessing, consuming, selling or using alcohol or controlled substances 
during work hours or who reports for duty under the influence.  An employee may be 
required to submit to alcohol or controlled substance testing when the City has reasonable 
suspicion that the employee is under the influence of controlled substances or alcohol.  
Refusal to submit to testing, when requested, may result in immediate disciplinary action, 
including termination. 
 
Prescribed Medication  
 
An employee on a prescribed medication that affects his/her ability to work must notify 
his/her supervisor and may be assigned to other duties or required to leave work. 
 
Drug-Free Workplace Act 
 
The federal Drug-Free Workplace Act prohibits the manufacturing, distribution, 
dispensation, possession and use of unlawful drugs or alcohol on City premises or during 
work hours by City employees.  Employees must notify the City within five days of any 
conviction for a drug violation.  Failure to comply, with the Drug-Free Workplace Act or 
continued poor performance, and/or failure to successfully complete a rehabilitation 
program, is grounds for termination. 
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