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Chapter 495D-104 WAC
BOARD OF TRUSTEES
WAC

495D-104-010
495D-104-020
495D-104-030

Time and place of board meetings.
Request for items to be placed on board agenda.
Delegation to college president.

WAC 495D-104-010 Time and place of board
meetings. The board of trustees shall hold one regular
meeting on the second Wednesday of each month at 7:30
a.m. in February, April, June, August, October, and Decem-
ber, and at 6:30 p.m. in January, March, May, July, Septem-
ber, and November and such special meetings as may be
requested by the chair of the board or by a majority of the
members of the board and announced in accordance with
law. All regular and special meetings of the board of
trustees shall be held at Lake Washington Technical College,
unless scheduled elsewhere, and are open to the general
public, except for lawful executive sessions. No official
business may be conducted by the board of trustees except
during a regular or special meeting.
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[Statutory Authority: RCW 28B.50.140. 93-03-086, § 495D-104-010, filed
1/19/93, effective 2/19/93; 92-15-081, § 495D-104-010, filed 7/16/92,
effective 8/16/92.)

WAC 495D-104-020 Request for items to be placed
on board agenda. The president or his or her designee
shall designate items for the board’s meeting agenda, subject
to modification by the board. Anyone other than a board
member or a representative of the president’s office wishing
an item placed on the agenda of a board meeting must have
a written request in the office of the board secretary at least
two weeks in advance of the next scheduled meeting of the
board. The board will adopt such bylaws as are necessary
to facilitate the bringing of such matters before the board.
Petitioners may request such bylaws from the secretary to
the board who shall provide them in a timely fashion.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-104-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-104-030 Delegation to college president.
The board of trustees delegates to the college president its
authority and responsibility to administer College District 26
in accordance with laws, policies, and rules approved or
sanctioned by the board of trustees. At the operational level,
the president has final administrative authority over all
matters affecting the college district.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-104-030, filed
7/16/92, effective 8/16/92.]

Chapter 495D-108 WAC
PRACTICE AND PROCEDURE

WAC

495D-108-010
495D-108-020
495D-108-030
495D-108-040
495D-108-050
495D-108-060
495D-108-070
495D-108-080

Adoption of model rules of procedure.
Appointment of presiding officers.

Method of recording.

Application for adjudicative proceeding.
Brief adjudicative procedures.

Discovery.

Procedure for closing parts of the hearings.
Recording devices.

WAC 495D-108-010 Adoption of model rules of
procedure. The model rules of procedure adopted by the
chief administrative law judge pursuant to RCW 34.05.250
are adopted for use at this college. Those rules may be
found in chapter 10-08 WAC. Other procedural rules
adopted in this title are supplementary to the model rules of
procedure. In the case of a conflict between the model rules
of procedure and procedural rules adopted by this college,
the college rules prevail.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-010, filed
7/16/92, effective 8/16/92.]
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WAC 495D-108-020 Appointment of presiding
officers. The president or president’s designee shall desig-
nate a presiding officer for an adjudicative proceeding. The
presiding officer shall be an administrative law judge, a
member in good standing of the Washington State Bar
Association, a panel of individuals, the president or his or
her designee, or any combination of the above. Where more
than one individual is designated to be the presiding officer,
the president or president’s designee shall designate one
person to make decisions concerning discovery, closure,
means of recording adjudicative proceedings, and similar
matters.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-108-030 Method of recording. Proceed-
ings shall be recorded by a method determined by the
presiding officer, among those available under the model
rules of procedure.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-030, filed
7/16/92, effective 8/16/92.]

WAC 495D-108-040 Application for adjudicative
proceeding. An application for adjudicative proceeding
shall be in writing. Application forms are available at the
following address: Lake Washington Technical College,
Affirmative Action Officer, 11605 132nd Avenue Northeast,
Kirkland, Washington, 98034-5608.

Written application for an adjudicative proceeding must
be submitted to the above address within twenty days of the
agency action giving rise to the application, unless provided
for otherwise by statute or rule.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-040, filed
7/16/92, effective 8/16/92.]

WAC 495D-108-050 Brief adjudicative procedures.
This rule is adopted in accordance with RCW 34.05.482
through 34.05.494, the provisions of which are adopted by
reference. Brief adjudicative procedures shall be used in all
matters related to:

(1) Residency determinations;

(2) Challenges to contents of education records;

(3) Student conduct proceedings, except as provided in
another rule;

(4) Parking and traffic violations;

(5) Outstanding debts owed by students or employees;

(6) Loss of eligibility for participation in college-
sponsored activities;

(7) Denials of requests for public records.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-050, filed
7/16/92, effective. 8/16/92.]

WAC 495D-108-060 Discovery. Discovery in
adjudicative proceedings may be permitted at the discretion
of the presiding officer. In permitting discovery, the
presiding officer shall refer to the civil rules of procedure.
The presiding officer may control the frequency and nature
of discovery permitted, and order discovery conferences to
discuss discovery issues.
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[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-060, filed
7/16/92, effective 8/16/92.]

WAC 495D-108-070 Procedure for closing parts of
the hearings. Any party may apply for a protective order
to close part of a hearing. The party making the request
shall state the reasons for making the application to the
presiding officer, and serve copies on all other parties, If
another party opposes the request, a written response to the
request shall be made within ten days of the request to the
presiding officer. The presiding officer shall determine
which, if any, parts of the proceeding shall be closed, and
state the reasons in writing within twenty days of receiving
the request.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-070, filed
7/16/92, effective 8/16/92.]

WAC 495D-108-080 Recording devices. No cameras
or recording devices are allowed in those parts of proceed-
ings that the presiding officer has determined shall be closed
under WAC 495D-108-070, except for the method of official
recording selected by the college.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-108-080, filed
7/16/92, effective 8/16/92.]

Chapter 495D-113 WAC
NEPOTISM POLICY

WAC

495D-113-010
495D-113-020
495D-113-030

Definitions.
Inclusive limits of the policy.
Basic nepotism policy.

WAC 495D-113-010 Definitions. (1) Employee:
Any individual who receives payment for services rendered
to the college district, other than an outside vendor or
contractor.

(2) Family member or relative: An employee’s or
employee’s spouse’s mother, father, child (including foster
and adopted children), sibling, grandparent, cousin, uncle,
aunt, nephew, niece, in-law, or the employee’s spouse.

(3) Nepotism: The practice of showing favoritism to
relatives in hiring and employment practices.

[Statutory Authority;: RCW 28B.50.140. 93-01-084, § 495D-113-010, filed
12/15/92, effective 1/15/93.]

WAC 495D-113-020 Inclusive limits of the policy.
This policy is intended to provide guidelines for the employ-
ment of all individuals by the district, except as modified by
applicable policies of the state board for community and
technical colleges, policies of the higher education personnel
board, collective bargaining agreements, or state statute.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-113-020, filed
12/15/92, effective 1/15/93.]

WAC 495D-113-030 Basic nepotism policy. In the
appointment of its faculty and staff members, the college
district seeks those persons best qualified to fulfill the
institution’s teaching and service obligations. Accordingly,
members of the same family may be appointed to faculty
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and staff positions when it has been determined that they are
the most qualified candidates for the positions. However, a
person may not be hired into a position that would result in
a relationship where an employee is involved in the recruit-
ment, screening, appointment, termination of appointment,
promotion, demotion, approval of salary increase or de-
crease, supervision, or evaluation of a member of the
employee’s family or of a person with whom the employee
shares a substantial economic interest. Otherwise, family
relationships shall not be used as a basis for granting or
denying employment rights, privileges, or benefits.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-113-030, filed
12/15/92, effective 1/15/93.]

Chapter 495D-116 WAC
PARKING AND TRAFFIC

WAC

495D-116-010  Purpose for adopting parking and traffic rules.
495D-116-020  Applicable parking and traffic rules.
495D-116-030  Definitions.

495D-116-040  Authorization for issuance of permits.
495D-116-050  Vehicle parking permits.

495D-116-060  Visitor permits.

495D-116-070  Responsibility of person to whom permit is issued.
495D-116-080  Display of permits.

495D-116-090  Transfer of permits.

495D-116-100  Permit revocation.

495D-116-110  Right to refuse permit.

495D-116-120  Appeal of permit revocation or refusal.
495D-116-130  Delegation of authority.

495D-116-140  Enforcement.

495D-116-150  Violation of parking and traffic rules.
495D-116-160  Issuance of traffic tickets or summons.
495D-116-170  Fines and penalties.

495D-116-180  Appeal of citations and penaities.
495D-116-200  Disclaimer of liability by college.
495D-116-210  Designation of parking.

495D-116-220  Parking within designated spaces.
495D-116-230  Regulatory signs, markings, barricades, etc.
495D-116-240  Speed limit.

495D-116-250  Pedestrian right of way.

495D-116-260  Two-wheeled motorcycles or bicycles.
495D-116-270  Report of accidents.

495D-116-280  Disabled or inoperative vehicles—Impounding.

WAC 495D-116-010 Purpose for adopting parking
and traffic rules. Under the authority granted by RCW
28B.50.140(10), the board of trustees of College District 26
is granted authority to adopt rules for pedestrian and vehicu-
lar traffic upon public lands devoted to, operated by, or
maintained by the college. The objectives of these rules are
to:

(1) Protect and control pedestrian and vehicular traffic;

(2) Assure access at all times for emergency traffic;

(3) Minimize traffic disturbances during class hours;

(4) Facilitate the work of the college by assuring access
to its vehicles and by assigning limited parking space for the
most efficient use by all;

(5) Regulate the use of parking spaces;

(6) Protect state-owned property;

(7) Assure access to the facility by handicapped persons.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-010, filed
7/16/92, effective 8/16/92.]
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WAC 495D-116-020 Applicable parking and traffic
rules. (1) All rules in this chapter and all motor vehicle and
other traffic laws of the state of Washington apply on the
campus.

(2) The traffic code of the city of Kirkland applies upon
all lands located within the city of Kirkland.

(3) The traffic code of the city of Redmond applies
upon all lands located within the city of Redmond.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-030 Definitions. The definitions set
forth in this section apply throughout this chapter 495D-116
WAC.

(1) "Annual permits" mean permits that are valid from
the date of issue until the first day of the following academic
year.

(2) "Board" means the board of trustees of College
District 26.

(3) "Campus" means all lands and buildings devoted to,
operated by, or maintained by College District 26.

(4) "Campus security officer” means an employee of the
college designated by and who is responsible to the vice-
president of administration.

(5) "College" means Lake Washington Technical
College.

(6) "Continuing permits" mean permits issued to full-
time employees for an indefinite period of time.

(7) "Employee" means an individual appointed to the
faculty, staff, or administration of the college.

(8) "Guests or visitors" mean persons who come upon
the campus as guests or persons who lawfully visit the
campus.

(9) "Safety and security supervisor" means the college’s
safety and security supervisor as designated by and responsi-
ble to the vice-president of administration.

(10) "Temporary permits" mean permits that are valid
for a specific period designated on the permit.

(11) "Vehicle" means an automobile, truck, motor-
driven cycle, scooter, or any vehicle powered by a motor.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-030, filed
7116/92, effective 8/16/92.]

WAC 495D-116-040 Authorization for issuance of
permits. (1) The safety and security supervisor or a
designee may issue parking permits to students, employees,
and guests upon the following condition:

(a) When the vehicle is properly registered with the
college;

(b) When a permanent or special parking permit is
necessary to enhance the business or operation of the
college; and

(c) When a parking permit fee is paid as applicable and
designated on the college’s schedule of fees.

(2) Additional permits are available at the current fee
schedule to individuals who may be registered to drive any
one of several vehicles. Only one vehicle registered to an
individual under one permit fee is permitted to park on
campus at any one time.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-040, filed
7/16/92, effective 8/16/92.]
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WAC 495D-116-050 Vehicle parking permits. (1)
All employees and students of the college shall obtain and
display a currently valid parking permit on all vehicles
parked or left standing unattended in parking areas which are
posted as requiring permits.

(2) All persons parking in parking areas which are
posted as requiring permits shall secure and display a
currently valid parking permit upon approval of need for a
special permit or within five days from their date of registra-
tion or from their first day of employment.

[Statutory Authority;: RCW 28B.50.140. 92-15-081, § 495D-116-050, filed
7116192, effective 8/16/92.]

WAC 495D-116-060 Visitor permits. (1) All guests
or visitors (including salespersons and maintenance or
service personnel) will park in appropriate parking areas, and
in parking areas requiring permits only after obtaining a
temporary permit from the safety and security supervisor or
a designee.

(2) Vehicle repair customers who have scheduled
service or repairs with one of the motor vehicle technology
courses operating an abatement program may obtain a
twenty-four hour visitor permit a vehicle after repair or
service.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-060, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-070 Responsibility of person to
whom permit is issued. The person to whom a parking
permit is issued is responsible for all violations of college
rules involving the vehicle; however, that responsibility does
not relieve the driver of the responsibility for violations of
the rules established by this chapter. If a vehicle in violation
is not registered with the college, the current registered
owner will be responsible for the violations of the campus
rules.

[Statutory Authority; RCW 28B.50.140. 92-15-081, § 495D-116-070, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-080 Display of permits. (1) An
annual parking permit issued by the college pursuant to
WAC 495D-116-040 through 495D-116-060 must be visibly
affixed on the inside of the rear window of the vehicle for
which the permit is issued, on the lower left-hand corner of
the window as viewed from the rear of the vehicle. If the
vehicle is a convertible or has no rear window, the annual
permit must be affixed to the driver side rear bumper or
driver side windshield lower corner. Motorcycle permits
must be affixed in a conspicuous place.

(2) A temporary parking permit issued by the college
pursuant to WAC 495D-116-040 through 495D-116-060
must be visibly placed on the inside of the rear window deck
of the vehicle for which the permit is issued, on the left-
hand side of the window deck as viewed from the rear of the
vehicle. If the vehicle has no window deck, the permit may
be taped to the window. If the vehicle is a convertible or
has no rear window, the temporary permit must be place on
the driver side of the instrument cowling. Motorcycle
permits must be affixed in a conspicuous place.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-080, filed
7/16/92, effective 8/16/92.]
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WAC 495D-116-090 Transfer of permits. Parking
permits are not transferable. If a vehicle is sold or traded,
any replacement vehicle must be registered with the safety
and security supervisor or designee and the permlt will be
reissued at no additional charge.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-090, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-100 Permit revocation. Permits are
licenses and are the property of the college, and may be
revoked for any of the following reasons:

(1) When the purpose for which the permit was issued
changes or no longer exists;

(2) When a permit is used on an unregistered vehicle or
by an unauthorized person;

(3) Falsification on a vehicle registration application;

(4) More than two violations of parking and traffic
rules;

(5) Counterfeiting or altering of permits;

(6) Commission of a theft or other crime in a vehicle
parking area.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-100, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-110 Right to refuse permit. The
college vice-president of administration or a designee
reserves the right to refuse the issuance of a parking permit
to anyone who has had a previous permit revoked, or whose
driving or parking record indicates a disregard for the rights
or safety of others.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-110, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-120 Appeal of permit revocation or
refusal. When a parking permit has been revoked under
WAC 495D-116-100 or has been refused in accordance with
WAC 495D-116-110 or when a fine or penalty has been
levied for a purported violation of this chapter, that action by
the vice-president of administration or a designee may be
appealed in accordance with WAC 495D-116-180.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-120, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-130 Delegation of authority. The
authority and powers conferred upon the vice-president of
administration by this chapter are subject to delegation to
that individual’s subordinates.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-130, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-140" Enforcement. (1) Parking and
traffic rules will be enforced at all times.

(2) The vice-president of administration or a designee is
responsible for the enforcement of this chapter.

[Statutory Authority; RCW 28B.50.140. 92-15-081, § 495D-116-140, filed
7116192, effective 8/16/92.]

WAC 495D-116-150 Violation of parking and
traffic rules. (1) Operators of illegally operated or parked
vehicles shall be warned or cited through an appropriate
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written means that they are in violation of this chapter. All
fines are payable at the cashier’s office.

(2) In instances where a vehicle has more than two
violations, the vice-president of administration or a designee,
with appropriate documented evidence, may order the vehicle
impounded.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-150, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-160 Issuance of traffic tickets or
summons. (1) The safety and security supervisor or a
designee may issue a warning or citation for a violation of
these regulations. The warning or citation must set forth the
date, the approximate time, permit number if any, license
information, and the nature of violation.

(2) The warning or citation may be served by attaching
or affixing a copy in some prominent place outside the
vehicle or by personally serving the operator.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-160, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-170 Fines and penalties. (1) The
safety and security supervisor or a designee may impose
fines and penalties for violation of this chapter: The vice-
president of administration shall establish a schedule of
fines. The college shall publish the current schedule
annually in the schedule of courses and on the traffic parking
citation form.

(2) Fines will be assessed in accordance with the
schedule for the following violations:

(a) No valid permit displayed;

(b) Visitor parking violations;

(c) Occupying more than one parking space;

(d) Occupying a space or area not designated for
parking;

(e) Handicapped parking violation;

(f) Parking in an area not authorized by a permit;

(g) Parking in reserved staff space without authorization;

(h) Blocking or obstructing traffic;

(i) Parking adjacent to a fire hydrant;

(j) Parking in a fire lane;

(k) Parking in a zone or area marked no parking;

(1) Other violations of college parking traffic rules.

(3) At the discretion of the vice-president of administra-
tion or a designee, an accumulation of citations by a staff,
administrator, or faculty member may be turned over to a
private collection agency for the collection of past due fines.
Other appropriate collection procedures may be initiated as
deemed necessary.

(4) If a student fails or refuses to pay an uncontested
fine that has been outstanding in excess of five days, the
vice-president of administration or a designee may initiate
the following actions:

(a) The student may be refused a transcript of credits,
hours, or courses, a record of training, and other student
records until all fines are paid;

(b) The student may not receive a certificate, diploma,
or degree until all fines are paid;

(c) The student will not be able to register for subse-
quent terms until all fines are paid.
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(d) The student’s accumulation of fines may be turned
over to a private collection agency for the collection of past
due fines.

(5) Vehicles parking in a manner so as to create a safety
hazard or obstruct traffic, including access to and from
parking spaces and areas, may be subject to a fine and may
be impounded and taken to a place for storage selected by
the safety and security supervisor or a designee. The
expenses of the impounding and storage are the responsibili-
ty of the registered owner or driver of the vehicle,

(6) Vehicles impounded by means of an immobilizing
device shall be charged a service fee according to the current
fee schedule.

(7) The college is not liable for loss or damage of any
kind resulting from impounding and storage of vehicles.

(8) Persons may appeal the issuance of a citation
according to WAC 495D-116-180.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-170, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-180 Appeal of citations and
penalties. (1) Appeals must be made in writing, giving full
particulars, including a list of witnesses and evidence
expected to be presented, etc.

(2) Appeals must be submitted to the safety and security
supervisor within five days from the date of citation. The
appeal shall be handled as a brief adjudicative proceeding.

(3) The supervisor’s decision shall be final unless an
appeal is filed with the vice-president of administrative
services within twenty-one days. Any decision of the vice-
president shall be final.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-180, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-200 Disclaimer of liability by
college. The college assumes no liability under any circum-
stances for theft or damage occurring to vehicles, bicycles,
or their contents. No bailment of any sort is created by the
purchase or issuance of a parking permit.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-200, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-210 Designation of parking. (1)
The parking spaces available on campus may be allocated
and designated by the vice-president of administration in
such a manner as will best achieve the objectives of this
chapter.

(2) Special provisions shall be made for physically
disabled employees, visitors, students, or their designees.
Physically disabled individuals using handicapped parking
spaces must display in that vehicle a valid state-issued
disabled parking permit or license plate. The safety and
security supervisor shall issue temporary permits for tempo-
rarily handicapped persons. In addition to the disabled
permit, valid college parking permits- must be purchased and
displayed on the vehicle in parking areas requiring permits.

(3) Spaces specifically designated as "visitor" are to be
used only by visitors driving vehicles without continuing or
annual permits, for a maximum time period of forty-eight
hours. A temporary permit is not required. Visitors requir-
ing parking for longer than forty-eight hours may obtain a
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temporary permit from the safety and security supervisor,
and will park in normal undesignated spaces.

(4) The vice-president of administration may designate
parking spaces for special purposes as deemed necessary.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-210, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-220 Parking within designated
spaces. (1) No vehicle may be parked on the campus except
in those areas set aside and designated for parking.

(2) No vehicle may be parked so as to occupy any
portion of more than one parking space or stall, except that
a vehicle which is larger than one space may also occupy so
much of an adjoining space(s) as is (are) necessary and as
limited elsewhere in this chapter. Repeated parking on
campus of oversize vehicles is discouraged in order to permit
maximum utilization of limited parking spaces.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-220, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-230 Regulatory signs, markings,
barricades, etc. The vice-president of administration or a
designee may make and erect signs, barricades, and other
structures and paint marks and other directions upon the
streets, entrances, exits, and roadways for the regulation of
traffic and parking upon the various public lands operated or
maintained by the college. Drivers or vehicles shall observe
and obey all the signs, barricades, structures, markings, and
directions given them by the campus safety and security
supervisor or designee in the control and regulation of traffic
and parking.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-230, filed
7116/92, effective 8/16/92.]

WAC 495D-116-240 Speed limit. No vehicle may be
operated on the campus at a speed in excess of the speed
limit posted on campus property, or such slower speed as is
reasonable and prudent to the circumstances.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-240, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-250 Pedestrian right of way. (1)
The operator of a vehicle shall yield the right of way to any
pedestrian. A pedestrian shall not leave a curb or other
place of safety and walk or run into the path of an oncoming
vehicle,

(2) When a sidewalk or crosswalk is provided, pedestri-
ans shall proceed upon the sidewalk or crosswalk.

(3) Handicapped pedestrians using motorized or manual-
ly propelled wheelchairs or like equipment shall not be
required to use curbs-or-sidewalks where there-are none:
Motor vehicle operators shall yield the right of way to
wheelchair bound persons in any event.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-250, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-260 Two-wheeled motorcycles or
bicycles. (1) All two-wheeled vehicles powered by an
engine shall park in areas designated for motorcycles only
and will not use spaces assigned to automobiles or bicycles.
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(2) Bicycles and other nonengine powered cycles must
be parked in bicycle racks where provided. No person may
park a bicycle inside a building or in such a manner as to
block or obstruct the normal flow of pedestrian traffic.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-260, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-270 Report of accidents. (1) The
operator of a vehicle involved in an accident on campus
resulting in injury or death of a person or claimed damage
to either or both vehicles exceeding five hundred dollars
shall immediately report the accident to the safety and
security supervisor. Accidents occurring after the close of
business must be reported the next working day. Within
twenty-four hours after the accident, the operator shall file
a state of Washington motor vehicle accident report.

(2) Other minor accidents may be reported to the safety
and security supervisor for insurance record purposes.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-270, filed
7/16/92, effective 8/16/92.]

WAC 495D-116-280 Disabled or inoperative
vehicles—Impounding. (1) No vehicle shall be parked on
the campus for a consecutive period exceeding seventy-two
hours, without authorization from the vice-president of
administration or a designee.

(2) Vehicles parked over seventy-two consecutive hours
without authorization may be impounded and stored at the
expense of either or both the owner and operator of the
vehicle.

(3) Notice of intent to impound will be posted on the
vehicle at least twenty-four hours before it will be impound-
ed.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-116-280, filed
7/16/92, effective 8/16/92.]

Chapter 495D-120 WAC
STUDENT CONDUCT CODE

WAC
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Student misconduct.
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Free movement on campus.

Right to demand identification.

Academic dishonesty/and classroom/lab/clinic conduct.
Campus speakers.

Distribution of information.

Commercial activities.

Disciplinary terms:

Initiation of discipline,
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Discipline—Brief adjudicative proceedings.
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Reporting, recording, and maintaining records.

WAC 495D-120-010 Definitions. The definitions set
forth in this section apply throughout this chapter.
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(1) "Board" means the board of trustees of College
District 26.

(2) "College" means Lake Washington Technical
College.

(3) "Liquor” means the definition of liquor as contained
within RCW 66.04.010.

(4) "Drugs" means a narcotic drug as defined in RCW
69.50.101, a controlled substance as defined in RCW
69.50.201 through 69.50.212, or a legend drug as defined in
RCW 69.41.010.

(5) "College facilities” means the real property con-
trolled or operated by the college and includes all buildings
and appurtenances affixed thereon or attached thereto.

(6) "President" means the chief executive officer of the
college appointed by the board of trustees.

(7) "Disciplinary official" means the instructor or
administrator who takes disciplinary action as authorized in
this chapter.

(8) "Student" means a person who is enrolled at the
college.

(9) "Disciplinary action" means one or more of the
actions described in WAC 495D-120-120.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-010, filed
7116192, effective 8/16/92.]

WAC 495D-120-020 Statement of purpose. (1) Lake
Washington Technical College is maintained by the state of
Washington for the provision of programs of instruction in
higher education and related community services. Like any
other institution having its own special purposes, the college
must maintain conditions conducive to the effective perfor-
mance of its functions. Consequently, it has special expecta-
tions regarding the conduct of the various participants in the
college community.

(2) Admission to the college carries with it the prescrip-
tion that the student will conduct himself or herself as a
responsible member of the college community. This
includes an expectation that the student will obey appropriate
laws, will comply with the rules of the college and its
departments, and will maintain a high standard of integrity
and honesty.

(3) Sanctions for violations of college rules or conduct
that interferes with the operation of college affairs will be
dealt with by the college, and the college may impose
sanctions independently of any action taken by civil or
criminal authorities. In the case of minors, misconduct may
be referred to parents or legal guardians.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-030 Jurisdiction. All rules in this
chapter concerning student conduct and discipline apply to
every student enrolled at the college whenever the student is
engaged in or present at a college-related activity whether
occutring on or off college facilities.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-030, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-040 Student misconduct. Disciplin-
ary action may be taken for a violation of any provision of
this student code, for a violation of other college rules which
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may from time to time be properly adopted, or for any of the
following types of misconduct:

(1) Smoking is prohibited in all enclosed college
facilities and other areas so posted by college officials;

(2) The possession, use, sale, or distribution of any
alcoholic beverage or illegal drug on the college campus is
prohibited, except as specifically provided for by board
policy. The use of illegal drugs by any student attending a
college-sponsored event is also prohibited, even though the
event does not take place at the college. The use of alcohol
by any student attending such events on noncollege property
shall conform to state law; '

(3) Engaging in lewd, indecent, or obscene behavior;

(4) Where the student presents an imminent danger to
college property or to himself or herself or other students or
persons in college facilities on or off campus, or to the
education process of the college;

(5) Academic dishonesty, including cheating, plagiarism,
or knowingly furnishing false information to the college;

(6) The intentional making of false statements or filing
of false charges against the college and members of the
college community;

(7) Forgery, alteration, or misuse of college documents,
records, funds, or instruments of identification with the intent
to defraud,

(8) Theft from or damage to college premises or
property, or theft of or damage to property of a member of
the college community or college premises;

(9) Failure to comply with the direction of college
officials acting in the legitimate performance of their duties;

(10) Possession of firearms, licensed or unlicensed,
except where possessed by commissioned police officers as
prescribed by law;

(11) Failure to comply with a college rule;

(12) Failure to comply with college attendance policy as
published in the current edition of the Student Handbook;

(13) Retaliation upon witnesses or accusers under this
chapter.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-040, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-045 Loss of eligibility—Student
activity participation. Any student found to have violated
chapter 69.41 RCW, legend drugs, by virtue of a criminal
conviction or by final decision of the college president shall,
in lieu of or in addition to any other disciplinary action
which may be imposed, be disqualified from participation in
any school-sponsored student events or activities.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-045, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-050 Civil disturbances. In accor-
dance with provisions contained in RCW 28B.10.571 and
28B.10.572:

(1) It shall be unlawful for any person, singly or in
concert with others, to interfere by force or violence with
any administrator, faculty member, or student of the college
who is in the peaceful discharge or conduct of his or her
duties or studies.

(2) It shall be unlawful for any person, singly or in
concert with others, to intimidate by threat of force or
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violence any administrator, faculty member, or student of the
college who is in the peaceful discharge of his or her duties
or studies.

(3) The crimes described in RCW 28B.10.571 and
28B.10.572 shall not apply to any administrator or faculty
member who is engaged in the reasonable exercise of their
disciplinary authority.

(4) Any person or persons who violate the provisions of
subsections (1) and (2) of this section will be subject to
disciplinary action and referred to the authorities for prosecu-
tion.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-050, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-060 Free movement on campus.
The president or designee is authorized in the instance of
any event that he or she deems impedes the movement of
persons or vehicles or which he or she deems to disrupt the
ingress or egress of persons from the college facilities, to
prohibit the entry of, or withdraw the license of, or privileg-
es of a person or persons or any group of persons to enter
onto or remain upon any portion of the college facility. The
president may act through the vice-president administrative
services or any other person he or she may designate.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-060, filed
7/16/92, effective 8/16/92.}

WAC 495D-120-070 Right to demand identification.
For the purpose of determining whether probable cause
exists for the application of any section of this code to any
behavior by any person on a college facility, any college
personnel or other authorized personnel may demand that
any person on college facilities produce evidence of student
enrollment at the college by tender of that person’s student
identification card, registration schedule, and/or receipt for
payment of fees for a current course.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-070, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-080 Academic dishonesty/and
classroom/lab/clinic conduct. (1) Honest assessment of
student performance is of crucial importance to all members
of the academic community. Acts of dishonesty are serious
breaches of honor and shall be dealt with in the following
manner:

(a) It is the responsibility of the college administration
and teaching faculty to provide reasonable and prudent
security measures designed to minimize opportunities for
acts of academic dishonesty which occur at the college.

(b) Any student who, for the purpose of fulfilling any
assignment or.task required.by a faculty member as part of
the student’s program of instruction, shall knowingly tender
any work product that the student fraudulently represents to
the faculty member as the student’s work product, shall be
deemed to have committed an act of academic dishonesty.
Acts of academic dishonesty shall be cause for disciplinary
action.

(c) Any student who aids or abets the accomplishment -

of an act of academic dishonesty, as described in (b) of this
subsection, shall be subject to disciplinary action.
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(d) An instructor may adjust the student’s grade on a
particular project, paper, test, or class for academic dishon-
esty. This section shall not be construed as preventing an
instructor from taking immediate disciplinary action when
the instructor is required to act upon such breach of academ-
ic dishonesty in order to preserve order and prevent disrup-
tive conduct in the classroom.

(2) Instructors have the authority to take whatever
summary actions may be necessary to maintain order and
proper conduct in the classroom and to maintain the effective
cooperation of the class in fulfilling the objectives of the
course.

(a) Any student who, by any act of misconduct, substan-
tially disrupts any college class by engaging in conduct that
renders it difficult or impossible to maintain the decorum of
the faculty member’s class shall be subject to disciplinary
action.

(b) The instructor of each course offered by the college
is authorized to take such steps as may be necessary to
preserve order and to maintain the effective cooperation of
the class in fulfilling the objectives of the course; provided
that; a student shall have the right to appeal such disciplinary
action to the supervisor of the instructor imposing disciplin-
ary action.

[Statutory Authority; RCW 28B.50.140. 92-15-081, § 495D-120-080, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-090 Campus speakers. (1) Student
organizations officially recognized by the college may invite
speakers to the campus to address their own membership and
other interested students and faculty if suitable space is
available and there is no interference with the regularly
scheduled program of the college. Although properly
allowed by the college, the appearance of such speakers on
the campus implies neither approval nor disapproval of them
or their viewpoints. In case of speakers who are candidates
for political office, equal opportunities shall be available to
opposing candidates if desired by them. Speakers are
subject to the normal considerations for law and order and
to the specific limitations imposed by the state constitution
which prohibits religious worship, exercise or instruction on
state property.

(2) In order to insure an atmosphere of open exchange
and to insure that the educational objectives of the college
are not obscured, the president or designee, in a case
attended by strong emotional feeling, may prescribe condi-
tions for the conduct of the meeting, such as requiring a
designated member of the faculty as chair, or requiring
permission for comments and questions from the floor.
Likewise, the president or designee may encourage the
appearance of one or more additional speakers at any
meeting or-at a subsequent-meeting-so- that other points of
view may be expressed. The president may designate
representatives to recommend conditions such as time,
manner, and place for the conduct of particular meetings.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-090, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-100 Distribution of information.
(1) Handbills, leaflets, newspapers, and similar materials
may be sold or distributed free of charge by any student or
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students, or by members of recognized student organizations,
or by college employees on or in college facilities at
locations specifically designated by the appropriate adminis-
trator; provided such distribution or sale does not interfere
with the ingress or egress of persons or interfere with the
free flow of vehicular or pedestrian traffic.

(2) Such handbills, leaflets, newspapers, and related
matter must bear identification as to the publishing agency
and distributing organization or individual.

(3) All nonstudents shall register with the director of
campus services prior to the distribution of any handbill,
leaflet, newspaper, or related matter. Such distribution or
sale must not interfere with the free flow of vehicular or
pedestrian traffic.

(4) Any person or persons who violate provisions of
subsections (1) and (2) of this section will be subject to
disciplinary action.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-100, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-110 Commercial activities. (1)
College facilities will not be used for a commercial solicita-
tion, advertising, or promotional activities except when such
activities:

(a) Clearly serve educational objectives, including but
not limited to display of books of interest to the academic
community or the display or demonstration of technical or
research equipment; and

(b) Are conducted under the sponsorship or at the
request of the college, or the office of the associated students
of the college if such solicitation does not interfere with or
operate to the detriment of the conduct of college affairs or
the free flow of vehicular or pedestrian traffic.

(2) College facilities, equipment, and supplies may not
be used by students for personal commercial gain.

(3) For the purpose of this regulation, the term "com-
mercial activities" does not include handbills, leaflets,
newspapers, and similarly related materials as regulated in
WAC 495D-120-100.

[Statutory Anthority: RCW 28B.50.140. 92-15-081, § 495D-120-110, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-120 Disciplinary terms. The
definitions set forth in this section apply throughout this
chapter.

(1) Verbal warning means oral notice of violation of
college rules.

(2) A written warning is a reprimand which indicates to
the student that continuation or repetition of the specific
conduct involved or other misconduct will result in one or
more serious disciplinary actions described below.

(3) Probation means formal action placing conditions
upon the student’s continued attendance because of violation
of college rules or failure to satisfy the college’s expecta-
tions regarding conduct. The disciplinary official placing the
student on probation will specify, in writing, the period of
probation and the conditions, such as not missing any class
sessions or turning in on time all work assigned. Probation
warns the student that any further misconduct will automati-
cally raise the question of termination of enrollment at the
college. Probation may be for a specified term or for an
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indefinite period which may extend to graduation or other
termination of the student’s enrollment in the college.

(4) Summary suspension means temporary dismissal
from the college and temporary termination of a student’s
status for a period of time not to exceed ten days which
occurs prior to invocation of the formal hearing procedures
specified in these rules due to a necessity to take immediate
disciplinary action, where a student presents an imminent
danger to the college property, or to himself or herself or
other students or persons in college facilities on or off
campus, or to the educational process of the college.

(5) Suspension means dismissal from the college and
termination of a student’s status, other than a summary
suspension, for a specified period of time not exceeding one
term.

(6) Termination means dismissal from the college and
termination of student status for violation of college rules or
for failure to meet the college standards of conduct for an
indefinite period of time or permanently.

(7) Monetary fine or restitution: A written order, alone
or combined with another disciplinary action, requiring the
student to pay, within a stated time limit, appropriate
restitution for a financial loss caused by the student’s
misconduct and/or monetary fine not exceeding one quarter’s
tuition. Failure to pay shall be cause for further disciplinary
action and/or cancelling and barring the student’s registra-
tion.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-120, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-130 Inmitiation of discipline. (1) Any
college instructor or administrator, except the president and
the vice-president who would hear any appeal, may take any
of the disciplinary actions defined in WAC 495D-120-120,
except that only an administrator or vice-president may
suspend or terminate a student from the college for more
than ten days. Before taking the action, the disciplining
official ordinarily should notify his/her supervisor and meet
or attempt to meet with the student to explain the seriousness
of the matter and hear any explanation by the student.

(2) The stadent should be given written notice of any
disciplinary action except a verbal warning. Such written
notice shall be either delivered personally or mailed by first-
class mail to the student’s last known address. The notice
or warning should advise the student of his/her right to
appeal under these rules.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-130, filed
7116192, effective 8/16/92.]

WAC 495D-120-140 Appeal of disciplinary action.
(1) A student may appeal a disciplinary action by filing,
within twenty days after the earlier of personal delivery or
mailing of notice of the disciplinary action, a written
application for a brief or formal adjudicative proceeding.
This application may, but need not, explain the student’s
position and/or be on a form provided under WAC 495D-
108-040. The application shall be filed with either the vice-
president for instructional services or vice-president for
administrative services, but should not be filed with a vice-
president who has primary managerial responsibility for the
disciplining official.
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(2) The vice-president receiving the application for an
adjudicative proceeding may refer it for initial review by a
supervisor of the disciplining official within a time deadline
not exceeding twenty days set by the vice-president. In that
optional review, the supervisor should meet or attempt to
meet with the student, the disciplining official, and anyone
else deemed to have information necessary for the
supervisor’s review. The supervisor should file with the
vice-president and serve on the student, within the estab-
lished deadline, a written report.

(3) Unless the discipline is rescinded or the student
confirms in writing his/her withdrawal of the application for
an adjudication, the vice-president shall conduct an adjudica-
tive proceeding, and shall be its presiding officer. This shall
be a brief adjudicative proceeding unless:

(a) The vice-president decides to convert the case to a
formal adjudicative hearing; or

(b) The discipline includes some form of dismissal from
the college and the student in his/her request for an adjudica-
tion specified a formal adjudicative hearing.

(4) If for any reason the vice-president cannot serve as
presiding officer, the president or president’s designee shall
designate the replacement presiding officer. Disqualification
of a presiding officer shall be as provided in RCW
34.05.425.

(5) The matter shall be heard by the presiding officer de
novo.

(6) Failure to participate or cooperate in the proceeding
may be taken into consideration by the presiding officer and
shall not preclude the presiding officer from making a
decision. This shall not limit the possibility of a default
under RCW 34.05.440.

(7) No attorney representative of any party may partici-
pate in a meeting or hearing unless he/she has filed with the
presiding officer and served on all other parties, at least five
days previously, a notice of appearance. In the event of
such notice, any other party may also have counsel.

(8) The presiding officer may exclude from a meeting
or hearing any person whose conduct is disruptive.

(9) The presiding officer and, subsequently, a reviewing
officer, may affirm, modify, or reverse the disciplinary
action.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-140, filed
7116/92, effective 8/16/92.]

WAC 495D-120-150 Discipline—Brief adjudicative
proceedings. In a brief adjudicative proceeding:

(1) RCW 34.05.485 through 34.05.494 and WAC 10-08-
080 shall govern, unless otherwise provided in these rules.

(2) The presiding officer shall serve on the parties and
provide to the president an initial order, a brief written
statement of the reasons. for.the decision, within ten days. in
accordance with RCW 34.05.485. That statement shall
describe the available administrative review procedures
specified in the following subparagraph.

(3) The initial order shall become the final order,
without further action, unless within twenty-one days of
service of the initial order:

(a) The president or president’s designee, upon his/her
own motion, determines that the initial order should be
reviewed; or
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(b) A party to the proceedings files with the president
a written petition for administrative review of the initial
order.

The president or president’s designee shall be the
reviewing officer and RCW 34.05.491 shall apply to any
such determination or petition.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-150, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-160 Discipline review—Formal
adjudicative proceedings. In a formal adjudicative pro-
ceeding:

(1) RCW 34.05.413 through 34.05.479 and chapters
10.08 and 495D-108 WAC shall govern, unless otherwise
provided in these rules.

(2) The presiding officer may designate a recordkeeping
clerk and/or other staff as appropriate. Hearings shall be
recorded, in accordance with WAC 10-08-170. If any part
of a hearing is closed in accordance with WAC 495D-108-
070, the recording of that closed part shall be kept separate
and confidential.

(3) The presiding officer may conduct prehearing
conference(s) in accordance with RCW 34.05.431 and WAC
10-08-130.

(4) The presiding officer may permit or conduct
discovery as provided in RCW 34.05.446, WAC 10-08-120,
and 495D-108-060.

(5) The presiding officer shall give not less than seven
days advance written notice of a hearing to all parties and all
intervenors, except where such notice is waived, in accor-
dance with RCW 34.05.434, WAC 10-08-040, or other
applicable law.

(6) The burden of proof shall be on the party seeking to
uphold the discipline to establish good cause by a preponder-
ance of the evidence.

(7) Within the ninety days specified in RCW 34.05.461,
and preferably within twenty days, the presiding officer shall
serve on the parties and provide to the president an initial
order, together with any relevant comments on the demeanor
of witnesses. At the same time, a full and complete record
of the proceedings shall also be transmitted to the president.
The initial order shall include a statement of findings and
conclusions and otherwise comply with RCW 34.05.461 and
WAC 10-08-210. The initial order also shall describe the
available administrative review procedures specified in the
following subsection.

(8) The initial order shall become the final order,
without further action, unless within twenty-one days of
service of the initial order:

(a) The president or president’s designee upon his/her
own motion, determines that the initial order should be
reviewed; or

(b) A party to the proceedings files with the president
a written petition for administrative review of the initial
order.

The president or president’s designee shall be the
reviewing officer and RCW 34.05.464 and WAC 10-08-211
shall apply to any such determination or petition.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-160, filed
7/16/92, effective 8/16/92.]
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WAC 495D-120-170 Refunds and access. (1)
Refund of fees for the quarter in which disciplinary action is
taken shall be in accordance with the college’s refund policy.

(2) A student suspended on the basis of misconduct
which disrupted the orderly operation of the campus or any
facility of the district, may be denied access to all or any
part of the campus or other facility.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-170, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-180 Readmission after suspension
or termination. Any student suspended from the college for
disciplinary reasons will normally be readmitted upon
expiration of the time period for which the suspension was
issued. If the student has been terminated or feels that
circumstances warrant reconsideration of a suspension prior
to its expiration, or if the student was suspended with
conditions imposed for readmission, the student may be
readmitted following approval of a written petition submitted
to the administrator who imposed such suspension or such
other administrator as may be designated by the executive
vice-president for instruction. Such petition must state
reasons which support a reconsideration of the matter.
Before readmission may be granted in any case, a petition
must be submitted, reviewed by a conference between a
counselor, instructor, and administrator, and approved by the
administrator.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-180, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-190 Reestablishment of academic
standing. Students who have been suspended or terminated
pursuant to disciplinary procedures set forth in WAC 495D-
120-120 and 495D-120-130 and whose suspension or
termination upon appeal is found to have been unwarranted
shall be provided the opportunity to reestablish their academ-
ic and student standing to the extent possible within the
abilities of the college, including an opportunity to retake
examinations or otherwise complete course offerings missed
by reason of such action.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-190, filed
7/16/92, effective 8/16/92.]

WAC 495D-120-200 Reporting, recording, and
maintaining records. Records of all disciplinary cases shall
be kept by the disciplinary official taking or initiating the
action. Except in proceedings where the student is exonerat-
ed, all documentary or other physical evidence produced or
considered in disciplinary proceedings and all recorded
testimony shall be preserved, insofar as possible, for not less
than six years. No other records of proceedings wherein the
student is exonerated, other than the fact of exoneration,
shall be maintained in the student’s discipline file or other
college repository.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-120-200, filed
7/16/92, effective 8/16/92.]
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Chapter 495D-122 WAC

WITHHOLDING SERVICES FOR OUTSTANDING
DEBTS

WAC

495D-122-010  Policy.
495D-122-020  Notification.
495D-122-030 Procedure for brief adjudicative proceeding.

WAC 495D-122-010 Policy. If any person, including
any faculty, staff, student, or former student, is indebted to
the institution for an outstanding overdue debt, the college
need not provide any further services of any kind to such
individual, including but not limited to transmitting files,
records, transcripts, or other services which have been
requested by such person.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-122-010, filed
7/16/92, effective 8/16/92.]

WAC 495D-122-020 Notification. (1) Upon receiving
a request for services where there is an outstanding debt due
to the college from the requesting person, the college shall
notify the person initially in person or by first-class mail that
the services will not be provided since there is an outstand-
ing debt due. Any initial in-person notification should be
followed by written notification by first class mail, except
where the debt is cleared upon in-person notification. The
person shall be told that until the debt is satisfied, requested
services will not be provided.

(2) A letter of notification shall state that the person has
a right to a brief adjudicative proceeding before a person
designated by the president of the college. The proceeding
must be requested within twenty days of the date of mailing
notification of refusal to provide services.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-122-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-122-030 Procedure for brief adjudica-
tive proceeding. (1) Upon receipt of a timely request for a
hearing, the person designated by the president shall have the
records and files of the college available for review and shall
hold an informal hearing concerning whether the individual
in fact owes any outstanding debts to the college. The
hearing must be conducted within ten days of the request for
a hearing.

(2) After the informal hearing, a decision shall be
rendered by the president’s designee indicating whether in
fact the college is correct in withholding services for the
outstanding debt. If the outstanding debt is owed by the
individual involved, no further services shall be provided.
Notification of this decision shall be sent to the individual
within five days after the hearing.

(3) This hearing shall constitute a brief adjudicative
proceeding established by the Administrative Procedure Act
at RCW 34.05.482 through 34.05.494. The designee’s
decision shall be final unless the person within twenty-one
days requests review by the president.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-122-030, filed
7/16/92, effective 8/16/92.]
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Chapter 495D-123

Chapter 495D-123 WAC

WITHHOLDING OF SERVICES AND OTHER
REMEDIES FOR OUTSTANDING DEBTS

WAC

495D-123-010
495D-123-020
495D-123-030
495D-123-040

Policy.

Notification.

Procedure for informal hearings.
Other remedies.

WAC 495D-123-010 Policy. If any person is indebted
to the institution for an outstanding overdue debt, the college
need not provide any further services of any kind to such
individual, including but not limited to the transmitting of
files, records, transcripts, or other services which have been
requested by such person.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-123-010, filed
12/15/92, effective 1/15/93.]

WAC 495D-123-020 Notification. (1) Upon receiving
a request for services when there is an outstanding debt due
to the college from the requesting person, the college shall
notify the person by first class mail addressed to his or her
last known mailing address that there is an outstanding debt
and that the requested services will not be provided until that
debt is paid.

(2) The letter of notification shall also state that the
individual has a right to a brief adjudicative hearing before
the administrator of financial services or another person
designated by the president, for the purpose of determining
whether the individual is in fact indebted to the institution as
alleged in the notice. The letter shall indicate that any
request for a hearing must be received by the person who
will conduct the hearing within twenty calendar days from
the date of posting of said letter.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-123-020, filed
12/15/92, effective 1/15/93.]

WAC 495D-123-030 Procedure for informal
hearings. Upon receipt of a timely request for a hearing,
the administrator of financial services or the person designat-
ed by the president shall have the records and files of the
college available for review and shall promptly hold an
informal hearing to determine whether the individual in fact
owes any outstanding debts to the institution. After the
informal hearing, a decision shall be rendered by the hearing
officer indicating whether in fact the institution is correct in
withholding services. Notification of this decision shall be
sent to the individual within five regular college business
days after the hearing. Such hearing shall constitute a brief
adjudication proceeding as established by the Administrative

Title 495D WAC: Lake Washington Technical College

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-123-040, filed
12/15/92, effective 1/15/93.]

Chapter 495D-130 WAC
TUITION AND FEE SCHEDULES

WAC

495D-130-010
495D-130-015
495D-130-020

Tuition and fee schedules.
Tuition and fee waivers.
Location of schedules,

WAC 495D-130-010 Tuition and fee schedules.
Chapter 28B.15 RCW and RCW 28B.50.327 set the parame-
ters for tuition and fee levels at state community and
technical colleges. Based on this legislation, the specific
amounts to be charged are recommended by the administra-
tion and adopted by the board of trustees of Lake Washing-
ton Technical College.

[Statutory Authority;: RCW 28B.50,140. 92-15-081, § 495D-130-010, filed
7/16/92, effective 8/16/92.]

WAC 495D-130-015 Tuition and fee waivers.
Chapter 28B.15 RCW and RCW 28B.50.327 set the parame-
ters for tuition and fee waivers at state community and
technical colleges. Based on this legislation, the specific
types of tuition and fee waivers are established by the
administration and adopted by the board of trustees of Lake
Washington Technical College.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-130-015, filed
7/16/92, effective 8/16/92.]

WAC 495D-130-020 Location of schedules. Addi-
tional and detailed information and specific amounts to be
charged for each category of students and courses will be
found in the college catalog, schedule of courses, and in the
following locations on the Lake Washington Technical
College campus:

(1) The office of admissions;

(2) The registration office;

(3) The office of the administrator of financial services;

(4) The financial aid office; and

(5) The college relations office.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-130-020, filed
7/16/92, effective 8/16/92.]

Chapter 495D-131 WAC
SCHOLARSHIPS

WAC

495D-131-010  Scholarships.

Procedure-Act-at RCW-34:05:482 through 34.05.494.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-123-030, filed
12/15/92, effective 1/15/93.]

WAC 495D-123-040 Other remedies. Withholding
of services or other action(s) under this chapter shall not bar
or restrict the college from pursuing any or all other avail-
able remedies, including but not limited to those in RCW
19.16.500 and 43.88.175 and/or appropriate court action.
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WAC 495D-131-010 Scholarships. Detailed informa-
tion concerning the criteria, eligibility, procedures for
application, and other information regarding scholarships at
Lake Washington Technical College is located in the office
of financial aid on the Lake Washington Technical College
campus.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-131-010, filed
7/16/92, effective 8/16/92.]

(1995 Ed.)



Financial Aid

Chapter 495D-132 WAC
FINANCIAL AID

WAC
495D-132-010 Financial aid.

WAC 495D-132-010 Financial aid. Federal, state,
and private financial aid applications and information may be
obtained at the following address:

Office of Financial Aid

Lake Washington Technical College
11605 132nd Avenue Northeast
Kirkland, Washington 98034-5608

Award of federal and state aid will be made in accor-
dance with applicable federal and state laws and regulations.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-132-010, filed
7/16/92, effective 8/16/92.]

Chapter 495D-133 WAC
ORGANIZATION

WAC
495D-133-020  Organization—Operation—Information.

WAC 495D-133-020 Organization—Operation—
Information. (1) Organization. Lake Washington Technical
College is established in Title 28B RCW as a public institu-
tion of higher education. The college is governed by a five-
member board of trustees, appointed by the governor. The
board employs a president, who acts as the chief executive
officer of the college. The president establishes the structure
of the administration.

(2) Operation. The administrative office is located at
the following address:

11605 132nd Avenue Northeast
Kirkland, WA 98034-8506

The office hours are 7:30 a.m. to 4:30 p.m., Monday
through Friday, except legal holidays. Educational opera-
tions are also located at the following address:

Marymoor Annex
6505 176th Avenue Northeast
Redmond, WA 98052-4943

(3) Information. Additional and detailed information
concerning the educational offerings of the college may be
obtained from the catalog, copies of which are available at
the following address:

11605 132nd Avenue Northeast
Kirkland, WA 98034-8506

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-133-020, filed
7/16/92, effective 8/16/92.]
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Chapter 495D-134 WAC
DESIGNATION OF RULES COORDINATOR

WAC
495D-134-010 Rules coordinator,

WAC 495D-134-010 Rules coordinator. The rules
coordinator for Lake Washington Technical College as
designated by the president is:

Vice-President

Administrative Services

Lake Washington Technical College
11605 132nd Avenue Northeast
Kirkland, WA 98034-8506

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-134-010, filed
7/16/92, effective 8/16/92.]

Chapter 495D-135 WAC

REFUND OF TUITION AND SPECIAL COURSE/
PROGRAM CONNECTED FEES

WAC

495D-135-010  Purpose.

495D-135-020  Definitions.

495D-135-030  Tuition and fee refund policies generally.

495D-135-040  Tuition and special course/program connected fees
refund policy.

495D-135-050  Appeal.

WAC 495D-135-010 Purpose. The board of trustees
of College District No. 26 establishes policies for administer-
ing the refund of tuition and special course/program connect-
ed fees when a student withdraws from college or reduces
class load.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-135-010, filed
12/15/92, effective 1/15/93.]

WAC 495D-135-020 Definitions. As used in this
chapter:

(1) "Misconduct” means student action or inaction which
violates a college rule or policy and results in suspension or
dismissal from the college.

(2) "Registration cost" means a service fee charged to
defray the clerical expense of processing a registration
transaction.

(3) "Special course/program connected fees" means fees
other than tuition required for enrollment (e.g., equipment
fees, supply fees, laboratory material fees, excess cost fees,
etc.).

(4) "Termination" means the dismissal from a course,
program, or the college due to student misconduct or lack of
academic progress.

(5) "Transfer" means moving from one course to
another within the same registration transaction.

(6) "Tuition" means fees collected by College District
No. 26 which include the general tuition fees, operating fees,
and the services and activities fees.

(7) "Withdraw" and "withdrawal" means when a student
formally Ieaves college by completing the forms and
procedures specified in the published class schedule or
otherwise established by the college.
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495D-135-020

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-135-020, filed
12/15/92, effective 1/15/93.]

WAC 495D-135-030 Tuition and fee refund policies
generally. Tuition and special course/program connected fee
refunds will be made for a student’s reduction in class load
or complete withdrawal from college, in accordance with
these rules. Students will forfeit all claims to refund of
tuition and special course/program connected fees when they
fail to withdraw from the college, when they are suspended
or terminated for misconduct, and when the tuition and
special course/program connected fees are designated in the
quarterly course schedule and/or course announcement as
nonrefundable.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-135-030, filed
12/15/92, effective 1/15/93.]

WAC 495D-135-040 Tuition and special course/
program connected fees refund policy. Upon withdrawal
from college or reduction in class load and the completion
of all applicable fee refund forms, the student may receive
a tuition and/or fee refund under the following conditions:

(1) A full refund of general tuition fees, operating fees,
special course/program connected fees, and services and
activities fees will be made if the student has properly
withdrawn prior to the first class session, except that a
registration cost shall be retained from such fees.

(2) A full refund will be made when courses or pro-
grams are cancelled by the college.

(3) An eighty percent refund will be made on or after
the first class session and on or prior to the fifth class
session of the term, or student’s registration period of less
than a term, upon withdrawal or termination from a full-time
or part-time preparatory occupational course. When a
registration is for a first-time student, his or her refund may
be calculated on a pro rata basis consistent with applicable
federal rules.

(4) A fifty percent refund will be made after the fifth
class session and up to the twentieth class session of the
term, or student’s registration period if less than a term,
upon withdrawal or termination from a full-time or part-time
preparatory occupational course. When a registration is for
a first-time student, his or her refund may be calculated on
a pro rata basis consistent with applicable federal rules.

(5) Refunds will be made through the second scheduled
class meeting for part-time supplemental occupational
courses.

(6) Refund requests must be made in person or in
writing. Refund requests may not be made by telephone.

(7) Refund processing procedures shall be established by
the president.

(8) Exceptions may be made-at-the president’s-discretion
for students who withdraw for bona fide medical reasons or
when called into the military service.

(9) The college shall charge a registration cost set by
the president for refund and transfer processing.

(10) Refunds of less than five dollars will not be made.

(11) Students who have paid fees for equipment or
material which have a return/refund value must obtain
written verification and approval on an appropriate form
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from the instructor or staff person who is responsible for the
return/refund.

(12) Fees which are nonrefundable and not subject to
this policy will be set by the president and identified as such
in the quarterly course schedule and/or course announcement.
[Statutory Authority: RCW 28B.50.140. 93-19-075, § 495D-135-040, filed

9/14/93, effective 10/15/93; 93-01-084, § 495D-135-040, filed 12/15/92,
effective 1/15/93.]

WAC 495D-135-050 Appeal. A student may appeal
denial of a refund request within one quarter of payment.
All such appeals shall be made in writing, and filed with and
decided by the registrar.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-135-050, filed
12/15/92, effective 1/15/93.]

Chapter 495D-136 WAC
COLLEGE CALENDAR

WAC

495D-136-010
495D-136-020
495D-136-030

College calendar.
College closure.
Cancellation of classes,

WAC 495D-136-010 College calendar. At its regular
December meeting, or such subsequent regular meeting as is
practical, the board of trustees, upon recommendation from
the president and after such conference with faculty and
other staff as provided for in the college’s bargained agree-
ments, will adopt the college calendar(s) for the ensuing
academic year(s). The president will solicit comments from
all college staff regarding revisions to the calendar(s) prior
to completing such recommendations to the board. Such
calendar(s) will specify for each term the days available for
instruction, the days which will constitute the final examina-
tion period (if any is scheduled), the days which will be
designated as the college holidays, and other such dates as
the board determines shall be of general use. The calendar
for each academic year will begin with the summer term.
The calendar(s) adopted as outlined above will be published
in the college catalog and will be available in the offices of
admissions and registration during regular college business
hours.

[Statutory Authority; RCW 28B.50.140. 93-01-084, § 495D-136-010, filed
12/15/92, effective 1/15/93.]

WAC 495D-136-020 College closure. In the event of
severe weather conditions, power curtailment, a major
disaster, or other emergency, the college president or his or
her designee may close the college by a general announce-
ment-to-that effect, which shall be conveyed to appropriate
news media.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-136-020, filed
12/15/92, effective 1/15/93.]

WAC 495D-136-030 Cancellation of classes. Classes
publicized in the printed quarterly schedule of classes may
be cancelled by the registrar., Advance notice will be
provided to students whenever possible and practical. The
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college shall not incur any liability for personal expenses
incurred by students beyond:

(1) The refund of tuition and fees for such classes, as
specified in chapter 495D-135 WAC and published in
publications of the college; and :

(2) The refund of payment for texts and supplie
required for the cancelled class(es) which were purchased in
the college bookstore, as provided by chapter 495D-144
WAC and in publications of the college and college book-
store.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-136-030, filed
12/15/92, effective 1/15/93.]

Chapter 495D-140 WAC
USE OF COLLEGE FACILITIES

WAC

495D-140-010
495D-140-020
495D-140-030
495D-140-040
495D-140-050
495D-140-060
495D-140-070
495D-140-080
495D-140-090
495D-140-100
495D-140-110

Use of college facilities.

Limitation of use to school activities.
Statement of intentions.

General policies limiting use.
Administrative control.

Trespass.

Prohibited conduct at college facilities.
Control of pets in college facilities.
Basis of fee assessment.

Application procedures.

Supervision during activity.

WAC 495D-140-010 Use of college facilities. Lake
Washington Technical College serves King and Snohomish
counties by providing continued educational opportunity for
its citizens. In keeping with this general purpose, and
consistent with RCW 28B.50.140(7) and 28B.50.140(9), the
board of trustees believes that facilities should be available
for a variety of uses which are of benefit to the general
public if such general uses substantially relate to and do not
interfere with the educational mission of the college.
However, a state agency is under no obligation to make its
public facilities available to the community for private
purposes.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-010, filed
7/16/92, effective 8/16/92.] .

WAC 495D-140-020 Limitation of use to school
activities. (1) When allocating use of college facilities, the
highest priority is always given to activities specifically
related to the college’s mission. No arrangements will be
made that may interfere with or operate to the detriment of
the college’s own teaching or public service programs. In
particular, college buildings, properties, and facilities,
including those assigned to student programs, are used
primarily for:

(a) The regularly established teaching or public service
activities of the college and its departments;

(b) Training, educational, cultural, or recreational
activities of the students, faculty, or staff;

(c) Short courses, inservices, seminars, or similar events,
conducted either in the public service or for the advancement
of specific college interests, when arranged under the
sponsorship of the college;
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(d) Public events of a professional or cultural nature
brought to the campus at the request of college departments
or committees and presented with their active sponsorship
and active participation;

(e) Activities or programs sponsored by educational
institutions, by state or federal agencies, by charitable
agencies or civic or community organizations whose activi-
ties are of widespread public service and of a character
appropriate to the college.

(2) College facilities may be used by student organiza-
tions for regular business meetings, social functions, and for
programs open to the public. Any recognized campus
student organization may invite speakers from outside the
college community. The appearance of an invited speaker
on campus does not represent an endorsement by the college,
its students, faculty, administration, or the board of trustees,
implicitly or explicitly, of the speaker’s views.

(3) Reasonable conditions may be imposed to regulate
the timeliness of requests, to determine the appropriateness
of space assigned, time of use, and to insure the proper
maintenance of the facilities. Subject to the same limita-
tions, college facilities shall be made available for use by
individuals or groups within the college community.
Arrangements by both organizations and individuals must be
made through the vice-president of administrative services.
Allocation of space shall be made by such officer in accor-
dance with these rules, board of trustees policy, college
administration policy and procedure, and on the basis of
time, space, priority of request, and the demonstrated needs
of the applicant.

(4) In determining whether to accept a request for the
use of college facilities the administration shall use the
following priorities: First, activities of a nature that qualify
for state FTE support; second, activities that are operated
under a contract with the college; third, activities that are
operated under the college’s community service program;
and fourth, activities that constitute rental of the facility that
is related to training.

(5) The college may restrict an individual’s or a group’s
use of college facilities if that person or group has, in the
past, physically abused college facilities or is delinquent in
payment of charges imposed for prior use of college facili-
ties or equipment or supplies associated with such use.
Charges may be imposed for damage or for any costs for the
use of facilities or equipment or supplies associated with
facility use. The individual, group, or organization request-
ing space will be required to state in writing in advance the
general purpose of any meeting.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-030 Statement of intentions, The
college neither intends nor desires to compete with any local
agency or private enterprise in making its facilities available
to the community. Privately operated facilities exist which
are well qualified to best meet many community needs. The
college encourages the community to patronize local busi-
nesses or agencies. With this approach, the college will
work cooperatively with local private enterprise to the
mutual benefit of all concerned.
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[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-030, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-040 General policies limiting use.
(1) College facilities may not be used for purposes of
political campaigning by or for candidates who have filed for
public office except for student-sponsored activities or
forums.

(2) Religious groups or groups of persons meeting for
religious purposes shall not, under any circumstances, use
the college facilities as a permanent meeting place. Use may
be intermittent only.

(3) The college reserves the right to prohibit the use of
college facilities by groups which restrict membership or
participation in a manner inconsistent with the college’s
commitment to nondiscrimination.

(4) No one may post promotional signs or posters on
buildings, trees, walls, or bulletin boards, or distribute of
samples outside the rooms or facilities to which access has
been granted.

(5) These rules shall apply to recognized student groups
using college facilities.

(6) Handbills, leaflets, and similar materials, except
those which are commercial, obscene, or unlawful, may be
distributed by nonstudents in designated areas on the campus
where, and at times when, such distribution will not interfere
with the orderly administration of the college affairs or the
free flow of traffic. Any distribution of materials must be
authorized in advance by the vice-president of administrative
services and shall not be construed as support or approval of
the content by the college community or the board of
trustees.

(7) Use of audio amplifying equipment is permitted only
in locations and at times which will not interfere with the
normal conduct of college affairs as determined by the vice-
president of administrative services.

(8) No person or group may use or enter onto college
facilities having in their possession firearms or other danger-
ous weapons, even if licensed to do so, except commissioned
police officers as prescribed by law.

(9) The right of peaceful dissent within the college
community will be preserved. The college retains the right
to take steps to insure the safety of individuals, the continu-
ity of the educational process, and the protection of proper-
ty. While peaceful dissent is acceptable, violence or
disruptive behavior is not a legitimate means of dissent.
Should any person, group, or organization attempt to resolve
differences by means of violence, the college and its officials
need not negotiate while such methods are employed.

(10) Orderly picketing and other forms of peaceful
dissent are protected activities on and about the college
premises. However, interference with free passage through
areas where members of the college community have a right
to be, interference with ingress and egress to college
facilities, interruption of classes, injury to persons, or
damage to property exceeds permissible limits.

(11) Where college space is used for an authorized
function (such as a class or a public or private meeting under
approved sponsorship, administrative functions, or service
related activities), groups must obey or comply with
directions of the designated administrative officer or individ-
ual in charge of the meeting.
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(12) If a college facility abuts a public area or street,
and if student activity, although on such public property,
unreasonably interferes with ingress and egress to college
buildings, the college may choose to impose its own sanc-
tions although remedies might also be available through local
law enforcement agencies.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-040, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-050 Administrative control. The
board hereby delegates to the president authority to set up
administrative procedures for the use of college facilities;
and to establish rental schedules, and fees for equipment and
supplies associated with such rental, where appropriate.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-050, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-060 Trespass. (1) Individuals who
are not students or members of the faculty or staff and who
violate these rules will be advised of the specific nature of
the violation, and if they persist in the violation, they will be
requested by any appropriate administrator, to leave the
college property. Such a request prohibits the entry of and
withdraws the license or privilege to enter onto or remain
upon any portion of the college facilities by the person or
group of persons requested to leave. Such persons shall be
subject to arrest under the provisions of chapter 9A.52 RCW.

(2) Members of the college community (students,
faculty, and staff) who do not comply with these regulations
will be reported to the appropriate college office or agency
for action in accordance with these rules.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-060, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-070 Prohibited conduct at college
facilities. (1) The use or possession of unlawful drugs or
narcotics, not medically prescribed, or of intoxicants, except
as specifically permitted by board of trustees policy as
determined by the president or executive vice-president on
college property or at college functions, is prohibited.
Students under the influence of intoxicants, unlawful drugs,
or narcotics while on college property are subject to disci-
plinary action.

(2) The use of tobacco, whether smoked, chewed, or
otherwise used, is prohibited in accordance with state laws
and health regulations. Smoking is permitted only where
specifically designated by official signs posted on campus.

(3) Destruction of public property is also prohibited.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-070, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-080 Control of pets in college
facilities. Pets are not permitted in campus buildings or on
the grounds except guide or service dogs for the visually or
hearing impaired. Exceptions to this rule may be granted by
the director of campus services for good cause.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-080, filed
7/16/92, effective 8/16/92.]

(1995 Ed.)



Use of College Facilities

WAC 495D-140-090 Basis of fee assessment. (1)
Use fees reflect the college’s assessment of the present
market, the cost of operations, and an evaluation of the
intended purpose and its relationship to the purposes of this
college. A current fee schedule is available to interested
persons from the inservice coordinator.

(2) The college does not wish to compete with private
enterprise. Therefore, the college reserves the right to deny
applications for facility use when the administration feels a
commercial facility should be patronized. Facility use will
not be granted for a commercial activity at a rental rate, or
upon terms, less than the full and fair rental value of
premises used, except where such use is in support of the
educational program of the college.

{Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-090, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-100 Application procedures. (1) At
least ten days prior to date of intended use of any college
facility, or such lesser period as is approved by the vice-
president of administrative services, an authorized represen-
tative of the requesting organization must submit proper and
complete written application for use of college facilities
which may be obtained through the college’s inservice
coordinator. A single application may be sufficient for a
series of meetings by an organization unless those meetings
vary significantly in some substantive way; if so, separate
applications will be required.

(2) An authorized representative of the using organiza-
tion shall sign the application, which upon approval by the
vice-president of administrative services or designee shall
serve as an agreement. By affixing a signature as represent-
ing the using organization, the signatory certifies that he or
she has authority to enter into agreement on behalf of the
organization and if the organization fails to pay the amount
due, the signatory becomes responsible for all charges.
These charges may include interest on overdue accounts, as
specified on the facility use form but not less than one
percent per month,

(3) For large events, events requiring expenditures on
the part of the college, or events where significant areas are
blocked out for the user, up to fifty percent advance deposit
may be required at the time of application.

(4) The college reserves the right to make pricing
changes without prior written notice, except that such price
changes shall not apply to facility use agreements already
approved by the administration.

(5) Use of a facility is limited to the facility specified
on the agreement.

(6) The priorities for facility use place primary emphasis
on regular college events and activities. The college
reserves the right to cancel any agreement and refund any

~ payments for use of college facilities and equipment when he

or she deems such action advisable and in the college’s best
interests.

(7) In the event of a cancellation of a facility use permit
by the applicant, that applicant and organization are liable
for all college costs and expenses in preparing the facility for
its use.

(8) Any admission charge is to be specified by the
applicant and approved by the college in advance.
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(9) Organizations using Lake Washington Technical
College’s facilities shall conduct all activities in accordance
with applicable local, state, and federal laws including all
policies adopted by the board of directors of College District
26.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-100, filed
7/16/92, effective 8/16/92.]

WAC 495D-140-110 Swupervision during activity.
(1) Signatories to the facility use agreement as well as
organization leaders are responsible for group conduct and
are expected to remain with their group during activities.
When the use of certain facilities makes it advisable, the
college reserves the right to require that a staff member
monitor the activity. Such service shall be paid at the
current rate, by the organization requesting use of the
facility, and does not relieve the organization from safe-
guarding the college’s property.

(2) The security staff or some other authority of the
college will open and lock all facilities used by signatories
or organizations. Keys to buildings or facilities will not be
issued or loaned to any using organization with the exception
of keys to designated off-campus locations or by approval of
the designated administrative officer.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-140-110, filed
7/16/92, effective 8/16/92.]

Chapter 495D-144 WAC
BOOKSTORE OPERATING POLICY

WAC

495D-144-010  Lake Washington Technical College bookstore operat-
ing policy.

Return and refund policy.

Lake Washington Technical College bookstore credit
policies.

Lake Washington Technical College bookstore pricing
policies.

495D-144-020
495D-144-030

495D-144-040

WAC 495D-144-010 Lake Washington Technical
College bookstore operating policy. (1) Lake Washington
Technical College bookstore is operated for the special
convenience, support, and use by students and staff of Lake
Washington Technical College. The bookstore’s goods,
services, and facilities are directly and substantially related
to the educational mission of the college. Prices and fees
will take into account all direct and indirect college costs,
including overhead. Specific operating policies and proce-
dures will by established by the president or his or her
designee to promote the effective and efficient operation of
the bookstore and to implement the provisions of this
chapter.

(2) The bookstore will sell goods on the same basis to
other persons as well. There is no similarly situated private
bookstore available to meet all the demands of college
visitors.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-144-010, filed
12/15/92, effective 1/15/93.]

WAC 495D-144-020 Return and refund policy. (1)
Defective merchandise may be returned within a reasonable
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time for replacement or refund at the discretion of the
administration.

(2) New books may be returned for refund on specified
dates or within such specified time periods as are established
and posted by the bookstore manager. The proper sales slip
must be presented. »

(3) Exceptions to the above are subject to the discretion
of the bookstore manager.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-144-020, filed
12/15/92, effective 1/15/93.]

WAC 495D-144-030 Lake Washington Technical
College bookstore credit policies. The Lake Washington
Technical College bookstore will not establish personal
charge accounts or extend personal credit.

{Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-144-030, filed
12/15/92, effective 1/15/93.]

WAC 495D-144-040 Lake Washington Technical
College bookstore pricing policies. (1) The bookstore will
supply books and supplies at an established retail rate.

(2) Complimentary copies of books will not be fur-
nished to faculty.

(3) No discounts will be given to specific individuals.

(4) Discounts applied at the discretion of the administra-
tion to categories or groupings of merchandise, and available
to all customers, may be offered in order to clear aging or
promotional merchandise. Detailed records will be kept of
such discount activities.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-144-040, filed
12/15/92, effective 1/15/93.]

Chapter 495D-148 WAC
AFFIRMATIVE ACTION POLICY

WAC
495D-148-010  Equal employment opportunity/affirmative action poli-

cy.

WAC 495D-148-010 Equal employment opportuni-
ty/affirmative action policy. (1) Lake Washington Techni-
cal College is an equal opportunity employer committed to
providing equal opportunity and nondiscrimination to
employment applicants and employees without regard to race
or ethnicity, creed, color, national origin, sex, marital status,
sexual orientation, age, religion, the presence of any sensory,
mental, or physical disability, or whether a disabled veteran
or Vietnam era veteran (hereinafter, protected group status).
The college is equally committed to take affirmative action
to increase the numbers of protected group members such as
Asians, Blacks, Hispanics, Native Americans, women,
persons between the ages of forty and seventy, persons of
disability, disabled veterans and Vietnam era veterans in
positions where it is determined they are under-represented.
The college will make every effort to eliminate barriers to
equal employment opportunity encountered by these protect-
ed group members and to improve employment opportunities
available to under-represented groups.

(2) The college will recruit, hire, train, and promote
individuals in all job classifications solely upon their
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qualifications and ability or potential ability to do the job,
and shall consider protected group status only when such is
a bona fide occupational qualification.

(3) All other personnel actions such as compensation,
benefits, layoffs, return from layoffs, terminations,
college-sponsored training, education, tuition assistance, and
social and recreational programs will be administered
without regard to protected group status.

(4) Numerical goals will be set in areas where protected
classes are determined to be under-represented based upon
the district’s demographics. The college will make every
effort to meet such goals within the timetables established
for such goals.

(5) The president is charged with the overall responsibil-
ity for assuring that the equal employment opportuni-
ty/affirmative action policy is administered effectively, and
is granted the authority to exercise that responsibility. It is
incumbent upon each member of the Lake Washington
Technical College faculty, administration, and staff to make
a good faith effort in the execution of this policy. Failure to
do so may be grounds for disciplinary action.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-148-010, filed
12/15/92, effective 1/15/93.]

Chapter 495D-168 WAC
USE OF LIBRARY—FINES

WAC

495D-168-010  Title.
495D-168-020  Loans.
495D-168-030  Fines.
495D-168-040  Student handbook.
495D-168-050  Inspection.
495D-168-060  Prohibited entry.

WAC 495D-168-010 Title. WAC 495D-168-010
through 495D-168-040 will be known as the library-media
center code of Lake Washington Technical College.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-168-010, filed
7/16/92, effective 8/16/92.]

WAC 495D-168-020 Loans. Materials from the
college library media center are checked out only to the
following groups:

(1) All currently registered students of the college;

(2) All current faculty and administrative staff members;

(3) All persons currently employed in classified staff
positions;

(4) All holders of currently valid courtesy cards. This
latter group includes members of the board of trustees,
community educators whose work might necessitate usage of
library-media materials, and other individuals who show a
particular need for specialized items in the library-media
collections which are not available elsewhere;

(5) Students from other institutions with which the
college library-media center has a reciprocal lending agree-
ment through a "shared use plan." This group may use
materials on a loan basis at the discretion of the circulation
supervisor who will determine lending priorities based upon
the current usage of individual items by Lake Washington
Technical College students;
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(6) Persons in charge of groups using college facilities
under the terms of the facility use agreement; and

(7) Lake Washington School District No. 414 staff
under terms of interlibrary loan agreements as may be
approved by the college president or his or her designee.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-168-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-168-030 Fines. In cases where damage
or loss of library material is evident, the offending patron
will be assessed the replacement cost. In other instances
where library-media materials are retained by the borrower
beyond the designated due date, fines will be levied. When
materials are not returned, or fines not paid, holds are placed
on the transcript records of those involved in accordance
with chapter 495D-122 WAC, or the matter may be referred
for collection. In extreme cases, when expensive or valuable
items are involved, the provisions of RCW 27.12.340 may
be invoked.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-168-030, filed
7/16/92, effective 8/16/92.]

WAC 495D-168-040 Student handbook. Additional
administrative policy and procedure governing the operation
of the library-media center and the rules for loaning books,
other print materials and nonprint materials may be devel-
oped by the administration and published in the college
policy and procedure manual and in the student handbook of
Lake Washington Technical College.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-168-040, filed
7/16/92, effective 8/16/92.]

WAC 495D-168-050 Inspection. The library shall
have the right to inspect packages, brief cases, containers,
articles, and materials leaving the library premises to prevent
the unauthorized removal of library resources. The inspec-
tion may be done by persons or devices designed to detect
unauthorized removals.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-168-050, filed
7/16/92, effective 8/16/92.] :

WAC 495D-168-060 Prohibited entry. Food and
beverages, animals, or other things detrimental to the library
purpose are prohibited in the library, except as permitted by
the librarian.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-168-060, filed
7/16/92, effective 8/16/92.]

Chapter 495D-180 WAC
COPYRIGHT AND PATENT POLICIES

WAC

495D-180-005
495D-180-010
495D-180-015
495D-180-020
495D-180-025
495D-180-030
495D-180-035
495D-180-040

General statement.

Scope and definitions.

Materials subject to copyright.
Rights to copyrightable materials.
Procedures.

Use of materials.

Payments to the individual creator.
Protection and Hability.
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WAC 495D-180-005 General statement. (1) The
board of trustees of College District No. 26 recognizes that,
as part of the institutional educational mission, the publica-
tion of certain materials may enhance educational processes.
The board also recognizes and encourages the right of
faculty, staff, and students to exercise individual initiative in
creating materials which meet copyright specifications and
which may generate royalty income when marketed.

(2) The generation of materials which may be copyright-
ed often extends beyond the initiative of individuals and may
include the use of equipment, facilities, and financial support
either from the institution or from outside sources. Accord-
ingly, the college will maintain a policy which clarifies and
protects the respective rights of faculty, staff, student
employees, and the college by defining the types of materials
which should be designated as "college-supported" or
"college-sponsored,” by establishing procedures for adminis-
tering policy concerning these materials and by stating policy
governing their ownership and use and the rights to income
produced therefrom.

(3) It should be emphasized that this policy does not
affect the personal ownership rights of faculty, staff, or
student employees to books or other materials not specifical-
ly commissioned by the college or the preparation of which
were not assisted in any significant way by a third party
sponsor or the college. The creator is free to use his or her
own name, and receive royalties resulting from sales,
providing the initiative for the work came solely from the
creator and the college, including grants or contracts admin-
istered by the college, did not provide a significant portion
of the resources utilized in production of materials.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-180-0035, filed
12/15/92, effective 1/15/93.]

~ WAC 495D-180-010 Scope and definitions. (1) This
statement of policy shall apply to all faculty, staff, and
student employees of the college and any group or groups of
faculty or staff or student employees of the college or any
combination thereof.

(2) As used in this chapter:

(a) "Copyright administrator” means the college presi-
dent or his or her designee;

(b) "Creator" means the author or producer of a creative
work;

(c) "Individual” means any faculty, staff, or student
employee or employees of the college or any group or
groups of faculty, staff, or student employees of the college.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-180-010, filed
12/15/92, effective 1/15/93.]

WAC 495D-180-015 Materials subject to copyright.
(1) The following original creations, among others, ordinarily
are classed as copyright-eligible:

(a) Books, journal articles, texts, glossaries, bibliogra-
phies, study guides, laboratory manuals, syllabi, tests, and
proposals.

(b) Lectures, musical or dramatic compositions, and
unpublished scripts.

(c) Films, film strips, charts, transparencies, and other
visual aids.

(d) Video and audio tapes and cassettes.
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(e) Live video or audio broadcasts.

(f) Programmed instruction materials.

(g) Computer programs.

(2) This policy does not apply to the following types of
materials:

(a) Articles submitted to or published by scholarly and
professional journals.

(b) Class notes produced in connection with a
regularly-scheduled course of instruction.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-180-015, filed
12/15/92, effective 1/15/93.]

WAC 495D-180-020 Rights to copyrightable
materials. (1) Individual effort: Any individual who
produces copyright-eligible material as the result of individu-
al initiative and effort and without the significant assistance,
support, or sponsorship of the college or a college-adminis-
tered grant or contract shall retain full right of ownership,
control, use, and disposition over the material. The individu-
al shall be solely responsible under such circumstances for
determining whether to copyright the material.

(2)(a) College-supported individual effort: If the college
provides significant support or assistance for an individual in
producing materials eligible for copyright such as, but not
limited to, the creator’s use of college funds, equipment,
facilities, materials, staff services, or other resources without
full and prompt reimbursement by the individual, ownership
of rights in the material shall be vested in the college subject
to the conditions set forth in this policy. The college may
copyright such materials when it appears that copyrighting
will be in the best interest of the college and individual.

(b) Any individual who is preparing, or is planning to
prepare copyright-eligible material under circumstances
which may be considered college-supported, college-assisted,
or college-sponsored, shall initiate an inquiry as to their
status. A descriptive statement of the relevant facts shall be
forwarded to the college copyright administrator. Thereafter,
the college copyright administrator shall advise the individu-
al as promptly as possible as to whether the materials should
be regarded as college-supported or college-sponsored within
the meaning of this policy. The college copyright adminis-
trator’s decision in such cases will be considered as a
preliminary draft opinion subject to clarification and final
action when the work is completed. The final decision will
be rendered in accordance with WAC 495D-180-025.

(3) College-sponsored effort: Ownership rights in
college-sponsored materials shall be vested in the college
subject to the conditions set forth in this statement of policy.
Materials are college-sponsored if the individual has been
commissioned in writing by the college or otherwise as-
signed to develop the materials or, in their production, has
been authorized released tinte for-which the individual will
receive compensation from college funds, including grant
and contract funds administered by the college. The college
copyright administrator may, at his or her sole discretion,
elect to share with the individual royalties resulting from
sales of such materials: Provided, that the individual shall
have no right to the sharing of such royalties in the absence
of an express written agreement with the college copyright
administrator.
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(4)(a) Efforts supported by outside agencies: Copyright-
eligible materials produced under the sponsorship of agencies
outside the college must contain specific provisions regard-
ing the disposition of any royalties or materials generated
through grants or contracts furnished by such agencies. Any
individual accepting support from outside agencies must
verify the content of these provisions. No college employee
may enter into a contract with an outside agency which
requires a college employee’s participation unless royalty
rights and the disposition of copyright-eligible materials are
specified clearly, and such provisions are acceptable to the
college copyright administrator and consistent with college
policies covering such activities.

(b) Where the college is a party to sponsored projects
resulting in production of copyrightable materials, the
following conditions will apply:

(1) Title to all materials will remain with the college.

(ii) The sponsor of the project may retain rights to
royalty-exempt use of materials.

(iii) With the college copyright administrator’s written
concurrence, parties to a sponsored grant or contract may
agree to assignment of rights which may vary from (b)(i)
and (ii) of this subsection.

(iv) Any sharing of, or individual participation in any
royalty income, must be specified under the terms of the
contract with the sponsoring agency and approved in writing
by the college copyright administrator.

(v) As copyright administrator, the president of the
college or his or her designee will retain final responsibility
and authority for all decisions on royalty sharing and other
copyright matters involving the college.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-180-020, filed
12/15/92, effective 1/15/93.]

WAC 495D-180-025 Procedures. (1) In any instance
where copyrightable materials are generated other than by
individual efforts, i.e., partially or fully supported or spon-
sored by the college or by an outside agency but involving
college participation, the college copyright administrator will
confer with the individual creator and other concerned
parties to reach a copyright agreement which is acceptable
to all parties and consistent with the college copyright
policy.

(2) The college copyright administrator may appoint a
copyright committee of up to three persons to advise on
matters related to ownership, disposition, and royalty
distribution from copyrightable materials.

(3) All programs expected to generate copyrightable
materials by other than individual effort must undergo prior
review by the copyright administrator in order that a prelimi-
nary determination can be made regarding rights, disposition
of materials, and-distribution-of-income:

(4) Records of advance arrangements and copies of all
agreements must be part of all project files; the creator must
provide copies of all agreements to the copyright administra-
tor.

(5) Any agreement made with individual creators may
be reviewed and revised subsequently at the option of the
college copyright administrator.
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(6) All contracts or agreements made with individuals
or sponsoring agencies must contain reference to the college
copyright policy as a basis for the agreement.

(7) In all instances, copyright agreements and decisions
affecting those agreements will be formulated on the
assumption that protection of the rights of individuals is
important and that agreements should be designated to
stimulate individual initiative.

(8) All agreements made under the college copyright
policy and these procedures should be designed to assure
adequate controls and to fulfill college accountability for
allocated public resources and the reimbursement of those
resources where appropriate.

[Statutory Authority;: RCW 28B.50.140. 93-01-084, § 495D-180-025, filed
12/15/92, effective 1/15/93.]

WAC 495D-180-030 Use of materials. (1) Two
categories of use are differentiated for purposes of this
policy:

(a) Internal use: Use by any unit of the college for
instruction or other educational purposes.

(b) External use: Use by educational institutions other
than the college, use by government agencies and other
nonprofit institutions, and use resulting from lease or other
contractual arrangements for commercial distribution of the
materials.

(2) Use of college-supported or college-sponsored
materials under this policy shall be subject to the following
conditions:

(a) Internal use:

(i) Use within the college does not require the approval
of either the individual creator or the college unless advance
approval is required by a prior written agreement.

(ii) As long as the individual creator of
college-supported or college-sponsored materials remains
employed by the college, he or she may request reasonable
revision of the materials prior to any instance of internal use
and may ask that the materials be withdrawn from internal
use if necessary revisions are not feasible. The final
decision regarding appropriate revision or withdrawal of
materials will be made by the copyright administrator.

(iii) If the individual creator terminates employment
with the college, then the college retains the right to continue
internal use of the college-supported or college-sponsored
materials except as the individual and the college agree in
writing on special conditions for subsequent internal use of
the materials and the procedures for their revision.

(b) External use: Licensing or sale of college-supported
or college-sponsored materials for external use shall be
preceded by written agreement between the college and the
individual creator specifying the conditions of use, including
provisions concerning the right of the individual creator to
revise materials periodically or to withdraw them from use,
subject to existing agreement, in the event revisions are not
feasible.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-180-030, filed
12/15/92, effective 1/15/93.]

WAC 495D-180-035 Payments to the individual
creator. (1) Compensation for production activity: In
general the regular assignments of the individual should be
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adjusted to take into account the extra time required to
develop or produce college-supported or college-sponsored
materials. In these circumstances, additive compensation
will not be paid to the individual creator. If recorded
material is reused, it may be appropriate to adjust the regular
assignments of the individual where he or she makes some
continuing input or contribution to the repeated program.

(2) Income from sales or rentals:

(a) Both the college and the individual are entitled to a
share of income from the licensing or sale of
college-supported or college-sponsored materials; the college
on the basis of salary, facilities, administrative support, or
other resources devoted to the project, and the individual for
creative activity which contributes to an enriched educational
program. Where sponsored grant or contract funds are
involved, the division of income will be subject to approval
by the sponsoring agency. In some cases, the sponsor may
require that all income be credited to the project account.

(b) Where college-supported or college-sponsored
materials are to be sold or rented, and subject to any
limitations specified by granting agencies, the following
guidelines pertaining to financial arrangements shall be
observed:

(i) All incremental expenses related to the production
and distribution of additional copies will be recovered from
each sale or rental.

(ii) An appropriate fraction of the college’s original
production costs, as agreed upon between the individual and
the college copyright administrator, also will be recovered
from each sale or rental.

(iii) Subject to any limitations specified by outside
granting agencies, a royalty of not more than ten percent of
(b)(i) and (ii) of this subsection may be included in the sale
or rental price. After production costs are fully recovered
and after required distribution to a sponsoring agency, if any,
the resultant royalty income will be divided equally between
the individual and the college.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-180-035, filed
12/15/92, effective 1/15/93.]

WAC 495D-180-040 Protection and liability. (1)
The college copyright administrator shall investigate allega-
tions of unauthorized use or copyright infringement of
college-supported or college-sponsored materials and shall
recommend appropriate action. If legal remedies are pursued
by the college, all costs of such remedies shall be borne by
the college. All proceeds in excess of such costs shall be
shared equally by the college and the individual creator,
subject to sponsoring agency limitations, if any, when a
grant or contract is involved.

(2) Before any use is made of college-supported or
college-sponsored materials, the individual creator shall
certify in writing to the copyright administrator that, to the
best of the individual creator’s knowledge, the materials do
not infringe on any existing copyright or other legal right.
When there are allegations of violations of personal or
property rights by the college or by the individual creator in
college-supported or college-sponsored materials copyrighted
by the college, the college shall assume responsibility for the
defense on any action. However, the individual creator may
indemnify the college against any damages, charges, costs,
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expenses (including counsel fees), judgments, penalties,
liabilities, or losses of any other kind or nature whatsoever,
which are sustained or suffered by or imposed on the college
as aresult of the finding of any court or other
decision-making tribunal that such a violation, caused by the
creator, has occurred.

[Statutory Authority: RCW 28B.50.140. 93-01-084, § 495D-180-040, filed
12/15/92, effective 1/15/93.]

Chapter 495D-276 WAC
ACCESS TO PUBLIC RECORDS

WAC
495D-276-010  Purpose.
495D-276-020  Definitions,

495D-276-030  Description of central and field organization of Col-
lege District 26.

Operations and procedures.

Public records available.

Public records officer.

Office hours.

Requests for public records.

Copying.

Determination regarding exempt records.

Review of denials of public records requests.

Protection of public records.

Records index.

Adoption of form.

495D-276-040
495D-276-050
495D-276-060
495D-276-070
495D-276-080
495D-276-090
495D-276-100
495D-276-110
495D-276-120
495D-276-130
495D-276-140

WAC 495D-276-01¢0 Purpose. The purpose of this
chapter is to ensure that College District 26 complies with
the provisions of chapter 42.17 RCW and in particular with
those sections of that chapter dealing with public records.

{Statutory Authority; RCW 28B.50.140. 92-15-081, § 495D-276-010, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-020 Definitions. (1) "Public record”
includes any writing containing information relating to the
conduct of government or the performance of any govern-
mental or proprietary function prepared, owned, used or
retained by any state or local agency regardless of physical
form or characteristics.

(2) "Writing" means handwriting, typewriting, printing,
photostating, photographing, and every other means of
recording any form of communication or representation,
including, but not limited to, letters, words, pictures, sounds
or symbols, combination thereof and all papers, maps,
magnetic or paper tapes, photographic films and prints,
motion picture, film and video recordings, magnetic or
punched cards, disks, drums, diskettes, sound recordings, and
other documents including existing data compilations from
which information may be obtained or translated.

(3) "College District 26" is an agency organized by
statute pursuant to RCW 28B.50.040.- College District 26
shall hereafter be referred to as the "district.” Where
appropriate, the term “"district”" also refers to the staff and
employees of the district.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-030 Description of central and field
organization of College District 26. (1) College District 26
is a state agency established and organized under the
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authority of chapter 28B.50 RCW for the purpose of
implementing the educational goals established by the
legislature in RCW 28B.50.020. The administrative office
of the district is located on the Lake Washington Technical
College campus within the city of Kirkland, Washington.
The Lake Washington Technical College campus likewise
comprises the central headquarters for all operations of the
district.

(2) The district is operated under the supervision and
control of a board of trustees. The board of trustees consists
of five members appointed by the governor. The board of
trustees normally meets at least once each month, as provid-
ed in WAC 495D-104-010. The board of trustees employs
a president, an administrative staff, members of the faculty,
and other employees. The board of trustees takes such
actions and promulgates such rules and policies in harmony
with the rules established by the state board for community
and technical colleges, as are necessary to the administration
and operation of the district.

(3) The president of the district is responsible to the
board of trustees for the operation and administration of the
district. A detailed description of the administrative organi-
zation of the district is contained within the policies and
procedures manual for Lake Washington Technical College,
a current copy of which is available for inspection at the
administrative office of the district.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-030, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-040 Operations and procedures.
(1) Formal decision-making procedures are established by
the board of trustees through rules promulgated in accor-
dance with the requirements of chapter 34.05 RCW, the
Administrative Procedure Act.

(2) Informal decision-making procedures at the college,
as established by the board of trustees, are set forth in the
policies and procedures manual of Lake Washington Techni-
cal College, a current copy of which is available for inspec-
tion at the administrative office of the district.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-040, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-050 Public records available. All
public records of the district, as defined in this chapter, are
deemed to be available for public inspection and copying
pursuant to these rules, except as otherwise provided by
RCW 42.17.310 or other statutes.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-050, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-060 Public records officer. The
district’s public records shall be in the charge of the public
records officer designated by the president. The person so
designated shall be located in the district administrative
office. The public records officer shall be responsible for
the following: Implementation of the district’s rules regard-
ing release of public records, coordinating district employees
in this regard, and generally ensuring compliance by district
employees with the public records disclosure requirements in
chapter 42.17 RCW.
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[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-060, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-070 Office hours. Public records
shall be available for inspection and copying during the
customary office hours of the district. For purposes of this
chapter, the customary office hours shall be from 7:30 a.m.
to 4:30 p.m., Monday through Friday, excluding legal
holidays and holidays established by the college calendar.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-070, filed
7116192, effective 8/16/92.]

WAC 495D-276-080 Requests for public records.
In accordance with the requirements of RCW 42.17.290 that
agencies prevent unreasonable invasions of privacy, protect
public records from damage or disorganization, and prevent
excessive interference with essential functions of the agency,
public records are only obtainable by members of the public
when those members of the public comply with the follow-
ing procedures:

(1) A request shall be made in writing. A form pre-
scribed by the district shall be available at the district
administrative office. The completed form shall be present-
ed to the public records officer or, if the public records
officer is not available, to any member of the district’s staff
at the district administrative office during customary office
hours. The request shall include the following information:

(a) The name of the person requesting the record;

(b) The time of day and calendar date on which the
request was made;

(c) The nature of the request;

(d) If the matter requested is referenced within the
current index maintained by the public records officer, a
reference to the requested record as it is described in such
current index;

(e) If the requested matter is not identifiable by refer-
ence to the current index, an appropriate description of the
record requested.

(2) In all cases in which a member of the public is
making a request, it shall be the obligation of the public
records officer, or person to whom the request is made, to
assist the member of the public in identifying the public
record requested.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-080, filed
7116/92, effective 8/16/92.]

WAC 495D-276-090 Copying. No fee shall be
charged for the inspection of public records. The district
may impose a reasonable charge for providing copies of
public records and for the use by any person of agency
equipment to copy public records but such charges shall not
exceed the amount necessary to reimburse the district for its
actual costs incident to such copying. No person shall be
released a record so copied until and unless the person
requesting the copied public record has tendered payment for
such copying to the appropriate district employee. All
charges must be paid by money order, cashier’s check, or
cash in advance.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-090, filed
7/16/92, effective 8/16/92.]
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WAC 495D-276-100 Determination regarding
exempt records. (1) The district reserves the right to
determine that a public record requested in accordance with
the procedures outlined in WAC 495D-276-080 is exempt
pursuant to RCW 42.17.310 or other statute. Such determi-
nation may be made in consultation with an assistant
attorney general assigned to the district.

(2) Pursuant to RCW 42.17.260, the district reserves the
right to delete identifying details when it makes available or
publishes any public record when there is reason to believe
that disclosure of such details would be an unreasonable
invasion of personal privacy or impair a vital governmental
interest: Provided, however, In each case, the justification
for the deletion shall be explained fully in writing.

(3) Responses to requests for public records must be
made promptly. For the purposes of this section, a prompt
response occurs if the person requesting the public record is
notified within five business days as to whether his request
for a public record will be honored.

(4) Every denial of a request for public records must be
accompanied by a written statement, signed by the public
records officer or his/her designee, specifying the reason for
the denial, a statement of the specific exemption authorizing
the withholding of the record, and a brief explanation of how
the exemption applies to the public record withheld.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-100, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-110 Review of denials of public
records requests. (1) Any person who objects to the denial
of a request for a public record may petition for prompt
review of such decision by tendering a written request for a
brief adjudicative proceeding. The written request shall
specifically refer to the written statement which constituted
or accompanied the denial,

(2) The written request by a person demanding prompt
review of a decision denying a public record shall be
submitted to the vice-president of administrative services, or
his or her designee.

(3) Within two business days after receiving the written
request by a person petitioning for a prompt review of a
decision denying a public record, the vice-president, or his
or her designee, shall complete such review.

(4) During the course of the review the vice-president
or his or her designee shall consider the obligations of the
district to comply with the intent of chapter 42.17 RCW
insofar as it requires providing full public access to official
records, but shall also consider the exemptions provided in
RCW 42.17.310 or other pertinent statutes, and the provi-
sions of the statute which require the district to protect
public records from damage or disorganization, prevent
excessive interference with essential functions of the agency,
and prevent any unreasonable invasion of personal privacy
by deleting identifying details.

(5) The vice-president or designee’s decision shall be
final unless the requisition files a written appeal with the
president under RCW 34.05.491.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-110, filed
7/16/92, effective 8/16/92.]
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WAC 495D-276-120 Protection of public records.
Public records and a facility for their inspection will be
provided by the public records officer. Such records shall
not be removed from the place designated. Copies of such
records may be arranged according to the provisions of
WAC 495D-276-090.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-120, filed
7/16/92, effective 8/16/92.]

WAC 495D-276-130 Records index. (1) The district
has available for the use of all persons a current index which
provides identifying information as to the following records
issued, adopted, or promulgated by the district after Septem-
ber 1, 1991:

(a) Final opinions, including concurring and dissenting
opinions, as well as orders, made in the adjudication of
cases;

(b) Those statements of policy and interpretations of
policy, statute, and the constitution which have been adopted
by the agency;

(¢) Administrative staff manuals and instructions to staff
that affect a member of the public;

(d) Planning policies and goals, and interim and final
planning decisions;

(e) Factual staff reports and studies, factual consultant’s
reports and studies, scientific reports and studies, and any
other factual information derived from tests, studies, repotts,
or surveys, whether conducted by public employees or
others; and

(f) Correspondence, and materials referred to therein, by
and with the agency relating to any regulatory, supervisory,
or enforcement responsibilities of the agency, whereby the
agency determines, or opines upon, or is asked to determine
or opine upon, the rights of the state, the public, a subdivi-
sion of state government, or any private party.

(2) The current index maintained by the district shall be
available to all persons under the same rules and on the
same conditions as are applied to public records available for
inspection.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-130, filed
7116192, effective 8/16/92.]

WAC 495D-276-140 Adoption of form. The district
shall adopt an appropriate form for use by all persons
requesting inspection and/or copying or copies of its records.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-276-140, filed
7/16/92, effective 8/16/92.]

Chapter 495D-280 WAC

FAMILY EDUCATIONAL RIGHTS AND PRIVACY
ACT

WAC

495D-280-010
495D-280-015
495D-280-020
495D-280-030
495D-280-040
495D-280-050

General policy.

Definitions.

Annual notification of rights.

Procedure to inspect education records,

Disclosure of education records.

Limits on rights to review and inspect and obtain
copies of education records.

Record of request and disclosures.

Disclosure of directory information.
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495D-280-080 Requests for corrections, hearings, adding statements
to education records.

Fees for copies.

Waiver,

Type and location of education records.

Remedy for students protected by this act.

495D-280-090
495D-280-100
495D-280-110
495D-280-120

WAC 495D-280-010 General policy. Lake Washing-
ton Technical College implements the policy contained in
this chapter in compliance with the Family Educational
Rights and Privacy Act (20 U.S.C. § 1232g) and its imple-
menting regulation (34 CFR. § 99). Briefly, Lake Wash-
ington Technical College is required to provide students with
access to their own education records, to permit students to
challenge their records on the grounds that they are inaccu-
rate, misleading, or otherwise in violation of the student’s
privacy or other right, to obtain written consent before
releasing certain information and to notify students of these
rights.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-010, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-015 Definitions. For the purposes of
this policy, the following definitions of terms apply:

(1) "Student" means any individual who is or has been
in attendance at Lake Washington Technical College and for
whom the college maintains education records.

(2) "Education records" are defined as those records,
files, and documents (in handwriting, print, tapes, film,
microfiche, or other medium) maintained by Lake Washing-
ton Technical College which contain information directly
related to the individual student. Education records include
only the following:

(a) Records pertaining to admission, advisement,
registration, grading, and progress toward a certificate or
degree that are maintained by the registrar.

(b) Testing information used for advisement purposes by
the counseling center.

(c) Information concerning payment of fees as main-
tained by the registrar.

(d) Financial aid information as collected by the
financial aid office,

(e) Information regarding students’ participating in
student government that is maintained by the student
government office.

(3) "Directory Information" means the student’s name,
address, telephone number, date and place of birth, major
field of study, eligibility for and participation in officially
recognized activities and organizations, dates of attendance,
degrees, certificates, and awards received, and the most
recent previous educational agency or institution attended by
the student. Directory information may be disclosed at the
discretion of the college and without-the consent of-the
student unless he or she elects to prevent disclosure as
provided for in WAC 495D-280-070.

(4) "Written consent" means a written authorization for
disclosure of student education records which is:

(a) Signed;

(b) Dated;

(c) Which specifies the records to be disclosed; and

(d) Which specifies to whom disclosure is authorized.
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(5) "Personally identifiable" means data or information
which includes: The name of the student, the student’s
parent(s), or other family members; a personal identifier such
as the student’s Social Security number or student number;
or a list of personal characteristics which would make the
student’s identity easily traceable.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-015, filed
7116792, effective 8/16/92.] :

WAC 495D-280-020 Annual notification of rights.
Lake Washington Technical College will notify students of
their rights under the Family Educational Rights and Privacy
Act of 1974 by publication in the college catalog and
quarterly schedule of courses. The college shall make
available upon request a copy of the policy governing release
of student records. In addition, the college shall post at
conspicuous places on the campus information regarding the
existence of this policy and of the availability of copies.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-030 Procedure to inspect education

records. (1) Students may inspect and review their educa-

tion records upon request to the appropriate college official
as designated in WAC 495D-280-110.

(2) Students must submit to the appropriate college
official a written request which identifies as precisely as
possible the record or records he or she wishes to inspect.

(3) The appropriate college official will make the
needed arrangements for access as promptly as possible and
notify the student of the time and place where the records
may be inspected. Access must be given in forty-five days
or less from the receipt of the request.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-030, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-040 Disclosure of education
records. (1) Disclosure of education records. In addition to
“directory information" the college may, at its discretion,
make disclosures from education records of students to the
following listed parties:

(a) College officials including college administrative and
clerical staff, faculty, and students officially elected or
appointed to the associated students of Lake Washington
Technical College or employed by the college. Access or
release of records to the above is permissible only when the
information is required for advisement, counseling,
recordkeeping, reporting, or other legitimate educational
interest consistent with their specific duties and responsibili-
ties;

(b) To officials of another school in which the student
seeks or intends to enroll,

(c) To authorized federal, state, or local officials as
required by law;

(d) In connection with financial aid for which the
student has applied or received;

(e) To appropriate parties in a health or safety emergen-
cy;

(f) To accrediting organizations to carry out their
functions;
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(g) To parents of an eligible student who claim the
student as a dependent for income tax purposes; and

(h) To comply with a judicial order or a lawfully issued
subpoena.

(2) The college shall not permit access to or the release
of education records or personally-identifiable information
contained therein, other than "directory information," without
the written consent of the student, to any party other than the
above.

(3) Education records released to third parties shall be
accompanied by a statement indicating that the information
cannot be subsequently released in a personally identifiable
form to other parties without obtaining the consent of the
student. The college is not precluded from permitting third
party disclosure to other parties listed in (a) through (h) of
this subsection.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-040, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-050 Limits on rights to review and
inspect and obtain copies of education records. (1) When
a record contains information about more than one student,
the student may inspect and review only the records which
relate to him or her.

(2) Lake Washington Technical College reserves the
right to refuse to permit a student to inspect the following
records:

(a) The financial statement of the student’s parents;

(b) Letters and statements of recommendation for which
the student has waived his or her right of access, or which
were placed in file before January 1, 1975;

(c) Records connected with an application to attend
Lake Washington Technical College if that application was
denied; and

(d) Those records which are excluded from the Federal
Rights and Privacy Act definition of education records.

(3) Lake Washington Technical College reserves the
right to deny transcripts or copies of records not required to
be made available by the Federal Educational Rights and
Privacy Act in any of the following situations:

(a) The student has an unpaid financial obligation to the
college;

(b) There is an unresolved disciplinary action against the
student.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-050, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-060 Record of request and disclo-
sures. (1) The college shall maintain a record of requests
for and disclosures of personally-identifiable information in
the education records of each student. The record main-
tained under this section shall be available for inspection and
review as provided in WAC 495D-280-050.

(2) The college shall maintain the record with the
education records of the student as long as the records are
maintained.

(3) The record must include:

(a) The names of parties who have received personally-
identifiable information;

(b) The interest the parties had in requesting or obtain-
ing the information; and
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(c) The names and interests of additional parties to
which the reviewing educational agency or institution may
disclose or redisclose the information.

(4) The following parties may inspect the record of
requests and disclosures relating to a student:

(a) The student;

(b) The college officials who are responsible for the
custody of the records; and

(c) Persons authorized to audit the record keeping
procedures of the college.

(5) The college is not required to maintain a record if
the request was from, or the disclosure was to:

(a) The student;

(b) A school official;

(c) A party with written consent from the student; or

(d) A party seeking directory information.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-060, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-070 Disclosure of directory infor-
mation. Directory information may be disclosed at the
discretion of the college and without the consent of the
student unless the student elects to prevent disclosure by
filing a written request with the registrar to prevent disclo-
sure. The request continues in effect according to its terms
unless revoked in writing by the student.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-070, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-080 Requests for corrections,
hearings, adding statements to education records.
Students have the right to request to have records corrected
that they believe are inaccurate, misleading, or in violation
of their privacy rights. Following are the procedures for the
correction of records:

(1) A student must submit a written request to amend
his or her education record to the appropriate college official
responsible for the custody of the record as designated in
WAC 495D-280-110. The request must identify the part of
the record he/she wants changed and specify why the record
is believed to be inaccurate, misleading or in violation of his
or her privacy or other rights.

(2) A student whose request for amendment of his or
her education record has been denied may request a hearing
by submitting a written request to the administrator of
student services within ten days following the denial. The
written request must be signed by the student and shall
indicate the reasons why the records should be amended.
The administrator of student services shall notify the student
of the hearing within thirty days after receipt of a properly
filed request. In no case will the notification be less than
ten days in advance of the date, time, and place of the
hearing.

(3) The hearing shall be a brief adjudicative proceeding
as provided in RCW 34.05.482 and 34.05.485 through
34.,05.494 and shall be conducted by the administrator of
student services or other appropriate administrator. At the
hearing, the student shall be afforded a full and fair opportu-
nity to present evidence relevant to the issues raised in the
original request to amend the student’s education records.
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The student may be assisted by one or more individuals,
including an attorney.

(4) The administrator of student services or other
appropriate administrator will prepare a written decision,
within thirty days after the conclusion of the hearing, based
solely on the evidence presented at the hearing. The
decision will include a summary of the evidence presented
and the reasons for the decision. A copy of the decision
shall be made available to the student.

(5) If the administrator of student services or other
appropriate administrator decides the information is inaccu-
rate, misleading, or in violation of the student’s right of
privacy, the custodian of the record will amend the record
and notify the student, in writing, that the record has been
amended.

(6) If the administrator of student services or other
appropriate administrator decides that the challenged infor-
mation is not inaccurate, misleading, or in violation of the
student’s right of privacy, the committee will notify the
student in writing that the student has a right to place in the
record a rebuttal statement commenting on the challenged
information and/or a statement setting forth reasons for
disagreeing with the decision.

(7) The student’s rebuttal statement will be maintained
as part of the student’s education records as long as the
contested portion is maintained. If the contested portion of
the education record is disclosed, the statement will also be
disclosed.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-080, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-090 Fees for copies. Copies of
student records shall be made at the expense of the request-
ing party at actual cost for copying as posted at the registra-
tion office.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-090, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-100 Waiver. A student may waive
any of his or her rights under this chapter by submitting a
written, signed, and dated waiver to the office of the
registrar. Such a waiver shall be specific as to the records
and persons or institutions covered. A waiver continues in
effect according to its terms unless revoked in writing which
is signed and dated.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-100, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-110 Type and location of education

records.
Types Location Custodian

Administrator of
Student Services

Admission, Testing Admissions Office

Records

Cumulative Academic, Registration Office Assistant
Registration Records Registrar
Payment of Tuition Accounting Office Director of
Records Accounting
Services

Student Government SAC Office Secretary
Participation Records

Financial Aid, Student Financial Aid Office Supervisor
Employment Records
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[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-110, filed
7/16/92, effective 8/16/92.]

WAC 495D-280-120 Remedy for students protected
by this act. A student may file a written complaint with the
United States Department of Education regarding an alleged
violation of the Federal Education Rights and Privacy Act.
The address is:

Family Policy and Regulations Office
U.S. Department of Education
Washington, D.C. 20202

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-280-120, filed
7/16/92, effective 8/16/92.]

Chapter 495D-300 WAC

GRIEVANCE POLICIES AND PROCEDURES—
DISCRIMINATION

WAC

495D-300-010
495D-300-015
495D-300-020
495D-300-030
495D-300-040

Preamble.

Policy statement on disabilities.
Informal procedure.

Formal procedure.

Other remedies.

WAC 495D-300-010 Preamble. Lake Washington
Technical College is covered by the Age Discrimination in
Employment Act, Titles VII and IX of the Civil Rights Act
of 1964, by section 504 of the Rehabilitation Act of 1974,
chapter 49.60 RCW, and the Americans With Disabilities
Act. The college prohibits discrimination on the basis of
race, color, religion, marital status, age, handicap/disability,
national origin, sex, sexual orientation, sexual harassment, or
any other unlawful basis. Any applicant for admission,
enrolled student, applicant for employment, or employee of
Lake Washington Technical College who believes she/he has
been discriminated against may lodge an institutional
grievance by following the procedures below.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-300-010, filed
7/16/92, effective 8/16/92.]

WAC 495D-300-015 Policy statement on disabilities.
Students with documented disabilities as defined in PL 101-
336 who meet admission qualifications will be provided
reasonable accommodation. Accommodations may be made
in the style of instructional delivery, method of evaluation,
or curricular aides. The college will not lower the standard
measurement of competency for the certificate of merit or
the standards for a degree.

Specific support services and auxiliary aids will be
determined prior to registration. State vocational rehabilita-
tion agencies or common school districts charged with
providing support to handicapped students will retain
primacy of responsibility for necessary auxiliary aids.

Lake Washington Technical College encourages all
students to achieve the highest level of skill development
possible, as well as to achieve the ability to function inde-
pendently in the workplace. Therefore, accommodations will
be provided on a decreasing basis to the extent that the
student’s reasonable requirements diminish as the student
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becomes increasingly successful in training and nears job
placement.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-300-015, filed
7/16/92, effective 8/16/92.]

WAC 495D-300-020 Informal procedure. All
employees and students should feel free to discuss perceived
discrimination with the individual immediately in charge,
such as the first-line supervisor or instructor, to see if the
situation can be resolved informally. Employees and
students may also consult directly with the college affirma-
tive action officer, or coordinator for disabled student
services for grievances related to handicap/disability, without
making a formal written complaint, and this consultation will
be considered confidential. Employees and students are not
required to use the informal process and may go directly to
the formal procedure.

Any college official receiving a discrimination complaint
shall contact the affirmative action officer or designee as
soon as reasonably convenient. The college official shall
arrange for the complainant to receive a copy of the griev-
ance procedure.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-300-020, filed
7/16/92, effective 8/16/92.]

WAC 495D-300-030 Formal procedure. Employees
and students must make a written complaint concerning
discriminatory behavior to the affirmative action officer or
designee.

(1) Complaints will be held in confidence. No action
against the person accused will ordinarily be taken on behalf
of the complainant unless the complainant consents to be
identified to the one accused in connection with the investi-
gation, although the college reserves all rights to take
appropriate corrective measures regardless of actions of the
complainant.

(2) The complainant may bring a person of his or her
choice to the initial or subsequent complaint meetings.

(3) The affirmative action officer or designee shall give
a copy of these regulations and any applicable board policy
to the person making the formal complaint and to the
accused.

(4) The result of that consultation and any investigation
made will be communicated to the complainant before any
further action is taken. The affirmative action officer or
designee will be responsible for investigating the complaint
and discussing the complaint with the complainant and the
accused.

(5) The affirmative action officer will make a written
report and/or recommendation to the appointing authority or
appropriate disciplinary authority within a reasonable time
following the close of the investigation or meeting. An
informal meeting may be substituted for investigation if the
complainant and the accused agree.

(6) Appropriate corrective measures, if any, will be
decided by the appointing disciplinary authority upon
consultation with the affirmative action officer and the
appropriate administrators and consistent with applicable
bargained agreement provisions and state statutes. If an
accused employee or student disagrees with the determina-
tion or appropriateness of the corrective measures, that
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individual may contest those measures through any available
faculty or classified grievance procedures, if they are
covered by a bargained agreement, or the student disciplinary
code,

(7) In the absence of an applicable grievance procedure
under a collective bargaining agreement, the accused
employee or student may, within thirty days of the cotrective
measure(s), file with the executive vice-president for
instruction or vice-president for administrative services a
written request for adjudication. That vice-president shall
meet with the employee or student to determine whether the
matter should be heard as a regular or brief adjudicative
proceeding. That vice-president shall be the presiding
officer for the proceeding.

(8) The presiding officer may affirm, modify, or reverse
the corrective measure(s).

(9) The decision of the presiding officer shall be final
unless, within twenty-one days after it is served, a party files
with the president a written request for administrative review
or the president or designee decides to conduct such review.

(10) Information will be entered in the personnel or
student file only to the extent that a formal reprimand or
other disciplinary action has been taken. If no disciplinary
action is taken, the affirmative action officer will keep a
record of the investigation accessible to the president, the
complainant and the accused for a period of three years and
then that record will be destroyed. If a formal complaint is
filed with an outside state or federal agency, files will be
maintained until the complaint is resolved. When such files
are used, written notice will be placed in the file indicating
the person using the file and the date used.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-300-030, filed
7116192, effective 8/16/92.]

WAC 495D-300-040 Other remedies. These proce-
dures outlined in WAC 495D-300-010 through 495D-300-
030, are internal college procedures and, as such, serve to
resolve complaints within the college’s administrative
framework. These procedures do not replace an individual’s
timely complaint with an external agency such as the Office
of Civil Rights, Equal Employment Opportunity Commis-
sion, or the Washington state human rights commission.

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-300-040, filed
7/16/92, effective 8/16/92.]

Chapter 495D-325 WAC
STATE ENVIRONMENTAL POLICY ACT RULES

WAC

495D-325-010  Implementation of State Environmental Policy Act.

Title 495D WAC: Lake Washington Technical College

[Statutory Authority: RCW 28B.50.140. 92-15-081, § 495D-325-010, filed
7/16/92, effective 8/16/92.]

WAC 495D-325-010 Implementation of State
Environmental Policy Act. (1) It shall be the policy of
Lake Washington Technical College District 26 that all
actions taken by the district shall comply with the provisions
of chapter 43.21C RCW (the State Environmental Policy
Act), chapters 197-11 and 132-24 WAC.

(2) The president of the district or his or her designee
shall be responsible for administering and implementing this
policy.
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