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NOTICE IS HEREBY GIVEN, in accordance with RCW Chapter 42.30., that the Accessibility 
Advisory Committee of the City of Longview, Washington, will conduct a Regular Meeting in 
the Longview City Hall 2nd Floor Training Room, 1525 Broadway, Longview, WA on Monday, 
May 15, 2023, at 4:00 p.m. The meeting is also available via Microsoft Teams.

To attend the meeting virtually use the link or information below:

Click here to join the meeting 

Meeting ID: 281 281 616 365 
Passcode: 8W4Wk9 

Or call in (audio only) 

+1213-631-2692

Phone Conference ID: 341 463 222#

Please contact the City Executive Office at 360.442.5004 forty-eight (48) hours in advance if 
you would like special accommodation.
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1.          CALL TO ORDER
2. ROLL CALL
  

3. ELECTION OF 2023 VICE-CHAIR
  

 23-001170 SUMMARY STATEMENT:
Pursuant to the Accessibility Advisory Committee Charter, Section Committee 
Operation, Subsection Election of Committee Leadership, the committee is required to 
elect a Chair and Vice Chair from among its members at the January meeting each year. 
Following the expiration of the Chair's term, the Vice-Chair shall automatically be 
nominated to the Chair position. Additional nominations for the Chair and Vice-Chair 
positions may be received from the committee membership.

Because the current Vice-President, Jerry Bakken, has retired from his position as a 
committee member, the position of Vice-Chair must be nominated and elected from 
current committee members.

RECOMMENDED ACTION:
Nominate committee member for the position of Vice-Chair.

THEN:
Vote to elect committee member to the position of Vice-Chair

   

 23-001171 Accessibility Advisory Committee Charter
   

4. APPROVAL OF MINUTES
  

 23-001127 March 20, 2023, Accessibility Advisory Committee Regular Meeting Minutes
   

5. CONSTITUENT COMMENTS
  

6. COMMITTEE MEMBER COMMENTS & REPORTS
  

 23-001172 AAC SUBCOMMITTEE FACILITY ASSESSMENT OF CITY OF LONGVIEW OWNED 
BUILDINGS

   

7. STAFF COMMENTS & REPORTS
  

 23-001177 Project Updates
   

8. OLD BUSINESS
  

 23-001178 AAC PROJECT SPREADSHEETS

 23-001173 Section 1. ADA Transition Plan
   

 23-001174 Section 2. Transition Plan Project List
   

 23-001175 Section 3. Transition Plan Project List
   

 23-001176 Section 4. Transition Plan Project List
   

 23-001179 Public Works Project List 2021-2025 - Revised 4-19-2021

   

 23-001180 CITY OF LONGVIEW ADA PLAN
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9. NEW BUSINESS
  

 23-001181 Updated Guidelines for Individual Organizational Volunteer Workers and Commissions 
Boards and Committees

   

10. ADJOURNMENT & NEXT MEETING DATE/TIME/LOCATION
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Accessibility Advisory Committee Charter – Committee Operation

“Election of Committee Leadership

The Chair and Vice-Chair shall serve one year terms, in which the period will be an 
annual period from January to December.

Following the expiration of the Chair’s term, the Vice-Chair shall automatically be 
nominated to the Chair position. Additional nominations for the Chair and Vice-
Chair positions may be received from the committee membership.

Nomination & election of the Chair and Vice-Chair positions shall occur at the 
January meeting each year. The method for voting shall follow the voting 
requirements outlined in the previous section.”

Because the current Vice-President, Jerry Bakken, has retired from his position as 
a committee member, the position of Vice-Chair must be nominated and elected 
from current committee members.

City of Longview
Accessibility Advisory

Committee (CLAAC)
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Committee  ( CLAAC)

Committee Establishment

In the 2017 Work Plan, the Human Resources Department is tasked with addressing an
actionable item under the Addressing Quality of Place Issues initiative.  The City
Council would like to complete an ADA self- assessment and transition plan that

addresses access to services, activities, buildings, and right- of-ways within the City of
Longview.  Establishment of a City Accessibility Advisory Committee will be integral in
the success of this item and addresses one of the deliverable tasks in this strategy.

Provide review and guidance to staff on Department of Justice requirements and

general regulatory compliance as identified in the Americans with Disabilities Act
ADA) of 1990.

Assist the City, and its staff, on accessibility determinations to current services,
activities, buildings, and right-of-ways.

Assist the City, and its staff, in reviewing and advising on the prioritization of
projects to improve City buildings, infrastructure, right- of-ways, parking, and new
development accessibility.
Assist the city, and its staff in reviewing and advising on the prioritization of
projects to improve accessibility to City services and activities.  Those services

include, but are not limited to, parks and recreation, RiverCities Transit, and other

City of Longview provided services.

This committee will be known as the City of Longview Accessibility Advisory
Committee ( CLAAC).

Committee Purpose

Under the Americans with Disabilities Act (ADA) of 1990, the City of Longview is a Title
II government entity.  Title II protects qualified individuals with disabilities from

discrimination on the basis of disability in the services, programs, or activities of all
State and local governments provided by State and local government entities.

11 Page
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The committee' s purpose is to assist and advise the City of Longview on the most
appropriate means by which to make its programs, services, activities and facilities
accessibleto all of its residents and visitors.

To accomplish this purpose, the committee' s primary roles are:

Advise the City on issues related to accessibility. In this role, the committee will

act as a sounding board for City staff. Committee members will provide input
when City staff is soliciting specific feedback.

Bring to City staffs attention issues related to accessibility. In this role, the

committee will bring issues that its members observe in the community and for
which the City has jurisdiction and responsibility.

Provide support to the City ADA Coordinator. In this role, the committee may be
asked to advise the City ADA Coordinator, help prioritize projects, prepare letters
of support, attend meetings, etc.

Members will provide advice on how to enhance accessible community resources and

emergency preparedness issues for the City. The work of the CLAAC does not replace
other City of Longview outreach or public involvement efforts. City staff will include the
committee' s input in its decision making process. Final decisions will reside with staff
and City Council.

Committee Membership

Applications for appointment to be a member of the CLAAC can be submitted to the City

of Longview, through the Boards and Commissions section of the City of Longview
website.

Boards & Commissions Vacancies

All committee members are appointed by the Mayor with concurrence of city council.

The City may create a pool of eligible committee members as vacancies become
available.

21Page

Page 6 of 50



Committee Composition

The committee membership will maintain nine voting members.

The committee will maintain a goal of having over half of the members from the
community with disabilities. The committee will seek to maintain representation of the
following general backgrounds:

One professional member from the building, engineering, design and
architectural industry.
One member from the local city business community
One member, at large, from the community
Six members with disabilities, of which one uses RiverCities Transit services, one

uses the City of Longview Parks and Recreation services and one uses the City
of Longview downtown business services, all on a regular basis.  The remaining
three members will be at large.

Committee Member Qualifications

City of Longview residents shall be preferred for membership, or full- time employees of
an entitydoing business within the City during the term identified below. Current City
employees may not serve as voting members on the CLAAC.

Committee members shall have a demonstrated interest, experience, and commitment

to issues pertaining to accessibility. The following qualifications are preferred, but not
required:

One member—

Experience as a professional architect, designer/ planner, contractor, engineer or

other related professional in the construction of accessible facilities;

Remaining members —

A practical understanding of Title II or Title Ill of the ADA, or Section 504 and
Section 508 of the Rehabilitation Act of 1973.

Have experience in consultation, the use of assistive technology to include the
internet and/ or related services.

Have experience in representing or resolving accessibility issues for people with
a broad range of disabilities.

31P age
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Length of Term of Appointments

The length of a full term for each appointment for all voting members of the committee
shall be three years.  A committee member may service a maximum of two full terms
and until a successor is appointed.  The maximum number of full, three year terms of

service, for any appointee is two.  CLAAC members must be reappointed at the end of a
term for continued service to the committee.

If a new member is appointed for the remainder of an existing three year term, the
member will still be eligible to service two full terms thereafter.

In establishing this committee, all initial terms will end on December 31st on the year
stated in parenthesis.   Those initial terms ending in 2019 will not be considered a full
term.

Initial Term Period:

One professional member, from the building, engineering, design and
architectural industry. ( 2019)

One member from local city business community. ( 2020)

One member, at large, from the community (2021)
One member, representing RiverCities Transit service ( 2019)
One member, representing City of Longview Parks and Recreation services
2020)

One member, representing City of Longview downtown business services
2021)

One member, disability at large ( 2019)
One member, disability at large ( 2020)
One member, disability at large ( 2021)

Terms will begin on January
1st

annually.

Absences

If a committee member is absent for three consecutive meetings without notice or

justifiable reason, their membership will be reviewed by the committee.  Committee

members may be relieved of their appointment, by recommendation of the committee
chair to the Mayor.  The Mayor will ultimately make the decision to remove a committee
member from the committee.

41 Page
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Committee Member Openings

When a voting member leaves the committee, and a vacancy is created, a new member
will be appointed to become a voting member.  See Committee Membership section for
process.

The City of Longview will advertise committee openings for new members, when
vacancies are created mid- term or when new terms become available.  Incumbent

committee members must reapply to serve an additional term.

In the 4th quarter of each year, all applications will be considered, interviewing of
qualified candidates and appointments will be extended for open committee positions, to

those applicants selected by the Mayor prior to the January committee meeting.

The openings shall be advertised to promote broad response and interest in the

position.

Prospective appointees shall submit an application and participate in an interview

process with the Mayor.

Committee Structure

The CLAAC consists of nine voting volunteer members, the City' s ADA coordinator, and
City staff support. From the volunteer membership, a Chair and Vice- Chair will be
elected by the committee' s members. The following specific roles are defined.

City ADA Coordinator:

Acts as the City staff representative for the CLAAC.

Brings issues on which the City is seeking input from CLAAC.

Takes committee recommendations to appropriate City staff.

Oversees the City' s accessibility efforts across departments.

City Staff Support:
Assist city ADA coordinator with taking minutes.

Distribute meeting agendas, meeting minutes, and other pertinent
meeting material at least one week prior to the scheduled monthly
meeting.

5IPage
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Provide answers to any historical questions and questions relating to
City operations.

Provide other clerical and administrative support to the CLAAC.

Chair:

Facilitate CLAAC meetings, including working with the ADA Coordinator
to draft meeting agendas.

Request other City department representation at meetings, and mediating
discussions.

Represent CLAAC at City Council meetings and other events at which
CLAAC representation would be beneficial.

Represent CLAAC in written form as needed ( e. g., letters of support).

Vice Chair:

Support the Chair and fulfill the duties of the Chair when the Chair iseither

unavailable or conflicted from participation.

Committee Operation

Decision Making — Quorum and Voting
The committee will operate primarily under a consensus- building model.
Committee members will attend meetings and review material as needed to learn

about accessibility needs and projects. Committee members will ask questions,
respect differing views, and work together to provide guidance and
recommendations. When the committee is not able to agree on a specific

recommendation, the recommendation of a majority of the committee will be
identified as the primary recommendation, and minority opinions may be
included. Committee guidance and recommendations will be provided to City
staff and City Council for their consideration during final decision making.

At the Chair' s discretion, a vote of the voting members may be called. In the
event of a vote, a quorum shall be required and will consist of a majority of the
voting members appointed to the committee [ five of nine voting members must
be present]. When necessary, a simple majority vote of the quorum can make a

recommendation or decision. City staff cannot participate in votes or be counted
towards the quorum.

Wage
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Election of Committee Leadership
The Chair and Vice- Chair shall serve one year terms, in which the period will be

an annual period from January to December.

Following the expiration of the Chair' s term, the Vice- Chair shall automatically be
nominated to the Chair position. Additional nominations for the Chair and Vice-

Chair positions may be received from the committee membership.

Nomination & election of the Chair and Vice- Chair positions shall occur at the

January meeting each year. The method for voting shall follow the voting
requirements outlined in the previoussection.

Meeting Schedule
The committee will generally hold meetings every two months. At the chair' s
discretion and in consultation with the City ADA coordinator, meetings may be
cancelled for lackof agenda topics.  A meeting schedule will be determined by
the CLAAC membership.

Time Involved

The time commitment for committee participation will vary, but generally will not
exceed an average of four hours a month to include a meeting and follow- up time
to research issues.

Working Groups
The committee may establish working groups as required to research specific
issues and make recommendations to the committee. Working groups may draw
upon members from the committee, alternate committee members and may
include outside resources as necessary.

Charter Amendments

Any changes or amendments to this charter will be done so at the approval of the city
council.

Committee Dissolution

Under the guidelines of this committee establishment ( page 1 of this document), if city

council finds that there is no longer a need for the service of this advisory committee,
city council can vote to dissolve the City of Longview Accessibility Advisory Committee.

71Page
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Location
Project Type 

Priority

Project Type/Barrier or 

Deficiency
Project Description (Brief Narrative) Cost 

Estimate

Estimated 

Completion 

Date

Cost 

Actual

Actual 

Completion 

Date Funding Source

City Hall Priority A Finance Entry Doors Install power doors or openers $6,000 Jun-20 TBD

Facilities 

Maintenance & City 

ADA Capital Project 

Funds

City Hall Priority A Accessible Parking Sign Raise sign to compliant height $150 Jun-20 TBD

Facilities 

Maintenance & City 

ADA Capital Project 

Funds

Library Priority A Accessible Parking Retripe and sign for compliance $800 Jun-20 TBD

Facilities 

Maintenance & City 

ADA Capital Project 

Funds

City Hall Priority B CED Entry Doors Install power doors or openers $8,000 Jun-20 TBD

Facilities 

Maintenance & City 

ADA Capital Project 

Funds

City Hall
Priority C

Employee Parking - No current need No ADA - Restripe and sign $600

City Hall - 2nd Floor Priority C
Executive Office - Water Fountain 

Removal

Water fountain is inoperable, and extends out into the 

hallway causing a walkway barrier.  Remove drinking water 

fountain, and repair wall.  Water can be provided in 

restrooms or at the executive library sink.

$1,000 Dec-20 TBD

Facilities 

Maintenance 

Operations - General 

Fund

Police Station
Priority C

Employee Parking - No current need No ADA - Restripe and sign $450

Library Priority C Employee Parking - No current need No ADA - Restripe and sign $350

City Hall

Mint Valley GC - 

Clubhouse/Proshop

Section #2 - Access to City Buildings & Facilities

ADA Transition Plan

Level 1 - High Volume & Utilization
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Columbia Theater

Library

Police Station

Recreation Building

Senior Center

Transit Center

Elks Memorial Building

McClelland Arts Center

Womans Club

Mint Valley Raquetball & 

Tennis

Fire Station 81 Priority A Accessible Parking Add striping and sign $350 Jun-20 TBD

Facilities 

Maintenance & City 

ADA Capital Project 

Funds

City Hall Annex 1 & 2 Priority B Accessible Parking Add striping and sign $350

Utilities Public & Staff Parking Add striping and sign $350

Fire Station 82 Priority C Accessible Parking Add striping and sign $350

Fire Station 81

Fire Station 82

Police Sub Station - City 

Shop

Utilites Ops Center

City Shop Priority A Accessible Parking Restripe and sign $450

Street/Stormwater Accessible Parking Add striping and sign $350

Priority B

City Shop
Priority C

Employee Parking - No current need Add striping and sign $350

Traffic Public & Staff Parking Add striping and sign $350

Street/Stormwater Employee Parking - No current need Add striping and sign $350

Level 2 - Moderate Volume & Utilization

Level 3 - Light Volume & Utilization
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City Shop - Bus Garage

City Shop - Bus Wash

City Shop - Fleet Bldg

City Shop - Facilities Bldg

City Shop - Fueling Station

City Shop - PW Ops Bldg

City Shop - Traffic & Signs Bldg

City Shop - PW S/S/T Garage Bldg

MVGC - Golf Cart Storage 1 (Near Driving Range)

MVGC - Golf Cart Storage 2 (Near Raquetball Bldg)

MVgC - Driving Shed

Park Maintenance Bldg

Priority A  

Priority B

Priority C

Project Location Utilitzation Level

Level 1 - High Volume & Utilization 

Level 2 - Moderate Volume & Utilization 

Level 3 - Light Volume & Utilization

Level 4 - Minimal to No Volume Utilization

Level 5 - Access As Needed Only (No Public Access)

ADA Project Priority

Priority A - High Priority for Barrier Elimination & Accessibility

Priority B - Moderate Priority for Barrier Elimination & Accessibility

Priority C - Low Priority for Barrier Elimination & Accessibility

Level 4 - Minimal to No Volume & Utilization
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Location Project Type
Project Type/Barrier or 

Deficiency
Project Description (Brief Narrative) Cost 

Estimate

Estimated 

Completion 

Date

Cost 

Actual

Actual 

Completion 

Date Funding Source
ADA Projects

East Side Priority A Curb Ramp Installation Project

Recommended Curb Ramp Installation at 10th & New York 

(NE, SE, NW, SW - 4 ramps) and 11th & Vandercook (NE, SE - 

2 ramps)

7.5K per 

ramp ($45K 

total)

Jun-20
ADA Capital Project 

Funds

Olympics - 30th Corridor Curb Ramp Installation Project

Recommended Curb Ramp Installation at 30th & Fir (NE, 

SE), 30th & Field (NE, SE), 30th & Florida (NE, SE) - 6 ramps 

will complete path from Washington Way to Ocean Beach 

Blvd, East Side of Road

7.5K per 

ramp ($45K 

total)

TBD

CWCOG Grant & 

Local Matching 

Funds TBD

Olympics - 28th Corridor Curb Ramp Installation Project

Recommended Curb Ramp Installation at 28th and Dover 

(NE, SE), 28th & Fir (NE, SE), 28th & Hemlock (NW), 28th & 

Harding (SE) - 6 Curb Ramps provides complete path on 

east side of 28th Avenue from Washington Way to 

Montecello Middle School

7.5K per 

ramp ($45K 

total)

TBD Not Secured

East Side Priority B Curb Ramp Installation Project

Recommended Curb Ramp Installation at 11th & 

Vandercook (NW, SW - 2 ramps) and 11th & New York (NE, 

SE simple - 2 ramps)

3 at 7.5K and 

1 at 5K 

($27.5K 

total)

TBD Not secured

Olympics - 30th Corridor Curb Ramp Installation Project

Recommended Curb Ramp Installation at 30th & Dover 

(NW, SW), 30th & Fir (NW, SW), 30th & Field (NW, SW), 

30th & Hawthorne (NW) - 7 ramps will complete path from 

Washington Way to Ocean Beach Blvd, West Side of Road

7 at 7.5K 

($52.5K 

total)

TBD Not secured

Olympics - 28th Corridor Curb Ramp Installation Project

Recommended Curb Ramp Installation at 28th & Douglas 

(NW, SW, NE, SE - 4 simple). 28th & Dover (SW), 28th & Fir 

(NW, SW), 28th & Field (SW, SE) - Completes a high use 

school walking route.

4 at 5K and 5 

at 7.5K 

($57.5K 

total)

TBD Not secured

Priority C

ADA Projects

Section #3 - Public Works:  Accessibility for Sidewalks, Curb Ramps & Pedestrian Crossings, Signals & Push Buttons

ADA Transition Plan

Level 1 - High Volume & Utilization

Level 2 - Moderate Volume & Utilization
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Priority A  

Priority B

Priority C

ADA Projects

Priority A  

Priority B

Priority C

ADA Projects

Priority A  

Priority B

Priority C

Project Location Utilitzation Level

Level 1 - High Volume & Utilization 

Level 2 - Moderate Volume & Utilization 

Level 3 - Light Volume & Utilization

Level 4 - Minimal to No Volume Utilization

Level 5 - Access As Needed Only (No Public Access)

ADA Project Priority

Priority A - High Priority for Barrier Elimination & Accessibility

Priority B - Moderate Priority for Barrier Elimination & Accessibility

Priority C - Low Priority for Barrier Elimination & Accessibility

Updated - October 2019

Level 4 - Minimal to No Volume & Utilization

Level 3 - Light Volume & Utilization
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Location Project Type
Project Type/Barrier or 

Deficiency
Project Description (Brief Narrative) Cost 

Estimate

Estimated 

Completion 

Date

Cost 

Actual

Actual 

Completion 

Date Funding Source
ADA Projects

Lake Sacajawea Park

Priority A

Accessibility to Restroom Facilities at 

Hemlock Plaza

Addition of concrete pad and improved drainage for barrier 

removal and better access to the restrooms. 
$1,200 Jul-20 TBD TBD

Park Maintenance & 

CoL ADA Capital 

Project Funds

Lake Sacajawea Park Restroom Facilities Improvements
Barrier removal and improvement to restroom fixtures in 

one restroom for providing for better accessibility.
$3,300 Jul-20 TBD TBD

Park Maintenance & 

CoL ADA Capital 

Project Funds

Priority B

Priority C

ADA Projects

Archie Anderson Park
Priority A

ADA Accessible Playground
Install a new playground that is fully inclusive and meets 

ADA accessibility guidelines.
$85,000 Jul-19 TBD TBD TBD

Archie Anderson Park Pathway to Access Playground Provide an asphalt ramp to access playground Sep-19 TBD

MV Raquetball & Tennis 

Complex
ADA Curb Ramp 

Barrier elimination by installation an ADA curb ramp for 

accessibility between parking lot and building
$5,000 Mar-20 TBD

Priority B

Priority C

ADA Projects

Priority A  

Priority B

Priority C

Level 1 - High Volume & Utilization

Level 2 - Moderate Volume & Utilization

Level 3 - Light Volume & Utilization

Level 4 - Minimal to No Volume & Utilization

Section #4 - Parks & Recreation:   Infrastructure & Programming
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ADA Projects

Priority A  

Priority B

Priority C

Project Location Utilitzation Level

Level 1 - High Volume & Utilization 

Level 2 - Moderate Volume & Utilization 

Level 3 - Light Volume & Utilization

Level 4 - Minimal to No Volume Utilization

Level 5 - Access As Needed Only (No Public Access)

ADA Project Priority

Priority A - High Priority for Barrier Elimination & Accessibility

Priority B - Moderate Priority for Barrier Elimination & Accessibility

Priority C - Low Priority for Barrier Elimination & Accessibility
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Category Ranking # RampID Curb Ramp Present Compliant Detectible Warning Landing Priority Value TOTAL $
NC 31 168 Yes No No Yes 150 6,250$           
NR 12 408 No No NA NA 150 6,250$           
NR 12 408 No No NA NA 150 6,250$           
NR 14 410 No No NA NA 150 6,250$           

TOTAL 150 25,000$        

Category Ranking # RampID Curb Ramp Present Compliant Detectible Warning Landing Priority Value TOTAL $
NC 1 467 Yes No No Yes 185 9,375$           
NC 1 467 Yes No No Yes 185 9,375$           
NC 2 511 Yes No No Yes 185 9,375$           
NR 1 512 No No NA NA 185 9,375$           
NR 2 513 No No NA NA 185 9,375$           
NR 3 514 No No NA NA 185 9,375$           
NR 4 515 No No NA NA 185 9,375$           
NR 5 516 No No NA NA 185 9,375$           

TOTAL 185 75,000$        

NC 13 44 Yes No No Yes 160 6,250$           
NC 13 44 Yes No No Yes 160 6,250$           
NC 14 45 Yes No No Yes 160 6,250$           
NC 14 45 Yes No No Yes 160 6,250$           
NR 6 40 No No NA NA 160 6,250$           
NR 6 40 No No NA NA 160 6,250$           
NR 7 41 No No NA NA 160 6,250$           
NR 7 41 No No NA NA 160 6,250$           

TOTAL 160 50,000$        

NC 23 290 Yes No No No 155 17,000$        
NC 24 335 Yes No No No 155 17,000$        
NR 8 291 No No NA NA 155 17,000$        

TOTAL 155 51,000$        

NC 25 520 Yes No No Yes 155 17,000$        
NC 26 521 Yes No No Yes 155 17,000$        
NR 9 606 No No NA NA 155 17,000$        

TOTAL 155 51,000$        

NC 35 703 Yes No No No 150 8,000$           
NC 109 711 Yes No No No 130 8,000$           
NC 144 736 Yes No No No 125 8,000$           
NR 15 702 No No NA NA 150 8,000$           
NR 30 710 No No NA NA 140 8,000$           

TOTAL 139 40,000$        

Category Ranking # RampID Curb Ramp Present Compliant Detectible Warning Landing Priority Value TOTAL $
NC  82 Yes No No No 45 10,000$        
NC  85 Yes No No Yes 60 5,000$           
NC  87 Yes No No No 45 10,000$        

50  
TOTAL 50 25,000$        

Project list 2021-2027

2022
VANDERCOOK WAY & MAPLE ST

2023
18TH AVE & LOUISIANA ST

2021
18TH AVE & OLYMPIA

KESSLER & HEMLOCK
2027

2026

2025

2024

9TH AVE & DELAWARE ST

14TH AVE & HUDSON ST

15TH AVE & HEMLOCK ST
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Guidelines for Individual, Organizational Volunteer Workers, and Commissions, Boards, and Committees Page 1 of 5 
Effective Date:   
Originating Department:   Human Resources 
Supersedes:  Administrative Policy 1.03.006 
  

 

City of Longview 
Procedures and Guidelines 

Policy Name: 

Guidelines for Individual, Organizational Volunteer 
Workers, and Commissions, Boards, and Committees 

Effective Date: 

04/18/2023 

Supersedes: 

1.03.006 dated 8/6/07 
Originating Office: 

Human Resources 
Approved by: 

City Manager 

 

PURPOSE OF THIS POLICY: 
The City recognizes the advantages of utilizing the rich skills and talents of the 
community and the community's desire to enhance their way of life.  The City’s objective 
is to utilize these individuals and organizations to benefit the community as a whole in 
such a way that projects and services which would not usually be available due to 
excessive costs can be provided in an appropriate manner.  It is also the City’s objective 
to do so without adding undue or unnecessary liability to the citizens of the City.  
 
Therefore, the following guidelines have been established for the use of individual 
and/or organizational volunteers. 
 
DEPARTMENTS AFFECTED: 
This policy is applicable to all departments. 
 
DEFINITIONS:   
Volunteer:  Includes citizens volunteering to assist with services or citizens volunteering 
for appointment to a commission, board, and/or committee.   
 
POLICY/PROCEDURE: 
Section I. Scope of Volunteer Service or appointment to commissions, boards and 
committees:  A scope of service description will be provided to every individual and/or 
organization identifying the policies and procedures for each project/appointment.  Each 
description will include "Scope of Work" defining: 
 

A. The duties of the work assigned, 
B. Supervision responsibilities, 
C. Training and orientation prior to performing work, 
D. Personal protective equipment to be provided, 
E. Name of contact person and description of how to contact them, and 
F. Any other relevant information. 

 
Section II. Background Checks :  As required in RCW 43.43.830–839 all persons 
potentially coming into unsupervised contact with children, or the handicapped will have 
completed a background check for history of abuse and/or sexual deviant behavior or 
other crimes of violence.  In addition, all persons who serve in a capacity that requires 
them access to personal, financial, and/or medical information of employment 
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candidates, employees (active or retired), or citizens shall be subject to a background 
check. 
 
Section III. Liability Coverage:  The City is self-insured through the Washington 
Cities Insurance Authority (WCIA) for comprehensive general liability coverage.  
Volunteers, commissions, boards, and committees working within the scope of their 
assignment and on behalf of the City have liability coverage as provided under the 
WCIA Coverage Document.  
 
WCIA strongly recommends against using volunteers under the age of 14 years of age 
due to the level of supervision necessary.  Organizations whose membership consists 
of children under this age could be allowed to perform volunteer services if their 
independent organization provides proof of liability insurance to the city and provides all 
the adult supervision necessary to perform the activity safely. 
 
Unless waived by the city, all organizations performing volunteer services shall provide 
proof of Commercial General Liability coverage, naming the City as an additional named 
insured.  All organizations must sign a waiver holding the City harmless for any injuries 
and claims of any kind resulting from their actions, and provide all necessary 
supervision for the project. 
 
If an organization does not have Commercial General Liability insurance available 
through their organization, they can volunteer as individuals and be directly supervised 
by City staff. 
 
Section IV. Personal Injuries:  All volunteer worker's hours, not to include commission, 
board, and committee members, should be recorded by department supervisor and 
recorded as volunteer hours with the Human Resource Department.  The City provides 
medical coverage for these individuals through the State Labor and Industries coverage 
for volunteer workers - or - individual expressly agrees that they have their own medical 
coverage, or medical coverage is provided by the organization. Individual volunteers 
should be covered for medical through the State Labor and Industries for volunteer 
workers and records should be maintained on hours worked and activities performed.  
Labor and Industries does not cover individuals under the age of 14, therefore, WCIA 
strongly recommends against using volunteers under the age of 14 years of age. 
 
Organizations providing volunteer service are solely responsible for the organization's 
members medical care for injuries incurred during the scope of service.  The 
organization is to provide proof of medical insurance to the city. 
 
Section V. Waivers: Organizations providing volunteer service should sign the 
"Agreement Regarding Organizational Service With The City," including agreement to 
defend, indemnify and hold the City harmless for any claims or lawsuits that arise out of 
their activities. 
 
Individual volunteers and commissions, boards, and committees’ appointees should 
sign "Agreement Regarding Individual Volunteer Service With The City." 
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Section VI. Documentation of Training:  Detailed training records identifying 
specific training provided, instructor, any testing results, and attendance sheets will be 
kept and maintained for a minimum of three years.  These records will be provided to 
Human Resources Department upon completion of training. 
 
Section VII. Provision of Personal Protective Equipment:  The City shall provide 
personal protective equipment as required for the scope of work and identified by the 
Washington Industrial Safety and Health Act.  All volunteers requiring personal 
protective equipment shall be provided adequate training in its proper use and care.  All 
training will be documented, signed by the individual, and provided to the Human 
Resources Department. 
 
Section VIII. Removal of Members:  The City or designating authority and/or the 
Volunteer may terminate this volunteer service at any time without cause.  Members 
removed by the City or designated authority shall be so notified. 
 
Section IX.  Attendance Policy:  All board, commission and committee members who fail 
to attend three (3) consecutive regular meetings without being excused by the board, 
commission, and/or committee shall be removed from service.     
 
Section X.  Rules of Conduct:  By accepting appointment to any City board of 
commission, members thereby agree to conduct themselves in accordance with the 
following rules of conduct. 
 

1. All members of City boards and commissions will abide by all applicable state 
law, City ordinances, and other doctrines relating to the conduct of board or 
commission members, including, but not limited to, the Appearance of Fairness 
Doctrine, conflict of interest statutes, and the State Open Public Meetings Act. 
 

2. Members of City boards and commissions will not testify in their capacity as a 
board or commission member, before any other board, commission, 
administrative officer or agency of the federal government, the State of 
Washington, or of any county or other municipal corporation, including cities and 
towns, except as hereinafter provided.  Exceptions to the policy set forth above 
shall be as follows: 

a. If the member is testifying in such a capacity pursuant to a lawfully issued 
subpoena; or 

b. In the event the board or commission has designated the member or 
members to act as a spokesperson for the board or commission to explain 
the majority vote and recommendations of that board or commission; or 

c. In the event the City Council appoints the member or members to 
represent the City. 
 

3. Notwithstanding the foregoing, nothing contained herein is intended to preclude a 
board or commission member from speaking as an individual citizen, so long as 
the following conditions are met: 

a. The individual clearly identifies that they are speaking only as an individual 
citizen and is not in any manner representing or speaking on behalf of the 
board or commission of which they are a member; and 
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b. No board or commission member testified orally or in writing as to any 
quasi-judicial matter being heard, or having the possibility of being heard, 
by the board or commission of which the person is a member. 
 

4. No board, commission, or committee, or any member of a board, commission, or 
committee shall engage in lobbying on legislative or political matters on behalf of 
the board, commission, committee, or City.   
 

5. All volunteers must avoid any instance of a conflict of interest.  No individual may 
use an official position to gain a personal advantage.  If a volunteer concludes 
that they have a conflict of interest or an appearance of fairness issue they shall 
disqualify themselves from participating in the deliberations and decision-making 
process for the matter or from the matter itself.  A member so disqualifying 
themselves shall have no personal presence before or direct communication with 
the other members regarding the matter. 

 
6. All board, commission, or committee, or any member of a board, commission, or 

committee shall abide by the Open Public Meeting Act.  Pursuant to RCW 42.30 
all members must complete OPMA training within 90 days of appointment.  In 
addition, the training shall be completed at intervals of no more than four years.  
Failure to comply will result in the member’s removal. 

 
7. All Volunteers, commissions, boards, and committees are covered under the 

Public Records Act, RCW 42.56 and must complete PRA training withing 90 days 
of appointment.  Procedural compliance with the Act is a function of City staff 
liaison support in most instances.  However, from time-to-time volunteers may 
receive communication regarding matters within their scope of activities.  All 
types of communication, including email, constitute a public record and the City is 
obligate to retain it in accordance with guidelines and schedules prescribed by 
law.  Similarly, communications from members to other members, to citizens, 
officials, and staff are public records as well.  Volunteers must provide a copy of 
all communications to their respective City staff liaison for inclusion in a public 
record request.   

 
8. All Volunteers will abide by City Policy which includes but not limited to Employee 

Conduct.  
 
Section XI.  Compensation:  Service Volunteers, members of boards, commissions, and 
committees serve without compensation unless authorized by statute, ordinance, or 
resolution.  Members may be reimbursed for travel expenses incidental to their service 
in accordance with the City Travel Policy upon pre-authorization from the City Manager 
or designee.   
 
Section XII.  Staff Liaisons:  As liaisons, City staff provide a variety of professional 
assistance and administrative functions.  These include preparing and distributing 
meeting notices, records keeping, providing professional guidance and analysis, and 
serving as the communication link.  The liaisons are staff professionals with significant 
responsibilities in addition to their liaison activities.  The liaison role is one of 
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communication, and do not work “for” or “at the direction of” a volunteer, board, 
commission, or committee.   
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