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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE A. PROPERTY MANAGEMENT

SECTION 1. CoY-CATLIN POST NO. 137 DEPARTMENT OF WASHINGTON, THE AMERICAN LEGION (CoY-
CATLIN POST 137 OR POST 137), INCORPORATED IN ACCORDANCE WITH THE LAWS OF THE STATE OF
WASHINGTON AND THE FEDERAL GOVERNMENT, SHALL BE THE LEGAL MANAGEMENT UNIT FOR ALL PROPERTIES OF
Coy-CATLIN POST 137.

SECTION 2. The Constitution & Bylaws of Coy-Catlin Post 137 provide that a House Committee
is formed that conducts and coordinates the daily activities and events utilizing the properties
of Coy-Catlin Post 137. Coy-Catlin Post 137’'s House Committee shall operate and include:

A. All members in good standing in Post 137, Auxiliary Unit 137, and Sons of the
American Legion (S.A.L.) Squadron 137 are members.

B. Officers of the House Committee:
1.The Officers may be elected to staggered terms at a General Post 137 meeting,
with all general members notified of the date, time, and place of such meeting.
2. Without an election of House Committee members, the Post Commander and 2
other Post officers, Auxiliary President and S.A.L. Squadron Commander or their
appointed and accepted designees shall be seated as officers of the committee.

C. The House Committee shall elect from among its members their Chairman, Vice
Chairman, Secretary-Treasurer.

D. The House Committee should meet twice monthly. The House Committee shall
have regular meetings monthly to handle the management of the properties.

E. The point of contact for WSLCB shall be the Post Commander and/or Adjutant.

ARTICLE B. HOUSE COMMITTEE AND RESPONSIBILITIES
SECTION 1. HOUSE COMMITTEE MEMBERSHIP

There shall be at least 5 members, 3 of those members will be Legionnaires, 1 member will be
a SAL member, elected from the SAL membership, 1 member will be an Auxiliary member
elected from the Auxiliary membership, 2 from general membership accepted by the House
Committee and required to attend at least one monthly meeting (unless excused) and present
committee reports to the Legionnaires monthly meeting. They will be known as the House
Committee.

SECTION 2. RESPONSIBILITIES

A. The House Commiittee is responsible for hiring a Lounge Manager or appointing a
volunteer Lounge Manager. Subject to Post Executive Committee approval.

B. Prepare an annual inventory of all personal property of the Post and the Lounge.

C. Shall accept responsibility for all personal property of the Post and/or Lounge;
permission to remove Post and/or Lounge property from the Post buildings must
be approved by the Commander or designee any property removed from the Post
building must be signed for with a date fixed for return.
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE B. HOUSE COMMITTEE AND RESPONSIBILITIES
The entertainment chairman for dances is a house committee member.

Rental of the hall is a House Committee function and is to be communicated with
Lounge Manager, Legion, Auxiliary, and Son’s of the American Legion to insure no
conflict of programs.

Assist Lounge Manager in monthly inventory of the lounge (liquor, food etc.) as
what needs to be ordered.

The House Committee is in charge of simple building and grounds maintenance.
(must have approval for major projects and expenditures from general
membership meetings).

Should hold bi-weekly meetings open to the membership pertaining to business.
Also will hold a mandatory monthly meeting with employees/volunteers to receive
input and to give needed instruction or information.

Each House Committee member should be Chairman of at least one fund raising
project for the lounge a year. (Dinners, special events).

Ensure at all dances and special events that a host or someone in charge is
present in case needed. That person is responsible to ensure that door monitor’s
are in place. (House Committee member, legion officer or member in the know.)

Must attend at least one monthly meeting of the House Committee, unless
excused.

Responsible to take care of problem members by letters or suspensions from
social privileges at the lounge. (all types of membership, Legion, Auxiliary and
Sal.)

The House Committee quorum is three. Only members required to attend are
House Committee members. (exception is employee/volunteer meetings; all
employees/volunteers are required to attend.) The Lounge Manager must attend
employee/volunteers meetings and be on call or present at all House Committee
meetings unless excused.

If at all possible make daily stop or call and check how things are going and if any
business to take care of.

ARTICLE C. LOUNGE MANAGER AND RESPONSIBILITIES

SECTION 1. The Lounge Manager as an employee is under the direct supervision of the
House Committee Chairman. The Manager assumes the responsibility for all activities
involved in a lounge operation. As part of this responsibility, the Manager will exercise
authority to effect the following actions, and be responsible for all activities and
operations of the Lounge, including but not necessarily limited to the foliowing:
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE C. LOUNGE MANAGER AND RESPONSIBILITIES

Direct and supervise the preparation of monthly inventories of all stock and
supplies of the Lounge and submit the same to the House Committee at its
next regular bi-weekly meetings.

Maintenance of an adequate stock of supplies necessary to the proper
operation of the lounge.

Hiring of all employees for efficient lounge operations. Scheduling their
respective working shifts and delegating and supervising duties with the
right to discharge any employee for just cause. (An officer of the post, their
spouse, children, parents or in-laws shall not be an employee of the Post or
Lounge).

Available and on call for all meetings of the House Committee unless
excused.

The Lounge Manager shall strictly comply with all rules and regulations
issued by the Washington State Liquor Control Board. The Washington
State Gambling Commission, and the House Committee of Coy-Catlin, Post
137, and shall require like compliance by all Lounge employees and patrons.

The Lounge Manager will advise the House Committee when away from
Lounge more than 24 hours and shall coordinate with the House Committee
on those details necessary to insure the continued orderly operation of the
Lounge. The Manager shall get permission if time away exceeds 48 hours.
The House Committee will assume supervisory responsibilities over Lounge
operations if over 48 hours is exceeded.

The Lounge Manager will ensure that all daily receipts are at the book
keeper office by no later than 11:00 am Monday's for deposit and business
with said book keeper.

The Lounge Manager shall be responsible for ensuring that all lounge
employees understand and enforce the lounge rules.

The Lounge Manager will not engage in the post political activities because
of his/her relationship to the post and Lounge.

The Lounge Manager shall perform such other duties as may be required or
directed by the House committee in connection with Lounge activities.

It shall be the Lounge Manager’s duty to see that all Lounge employees are
provided copies of this policy and further that the policy be strictly enforced.

The Lounge Manager must attend employee/volunteer meetings and be on
call or present at all House Committee meetings unless excused.
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE C. LOUNGE MANAGER AND RESPONSIBILITIES

SECTION 2. VOLUNTEER
Without a paid Lounge Manager, the House Committee shall be responsible for
the management of the Lounge.

A.

House Committee(as a whole) or Chairman/designee shall assume all duties
listed in section 1.

House Chairman may separate the duties of section 1 and assign them to
different designees.

The delegation and separation of duties shall be approved by House
Committee.

ARTICLE D. EMPLOYEE PERSONNEL POLICY

SECTION 1. All employees will follow the personnel policy as a condition of employment.
The non-compliance of these policies can result in loss of employment. As an employee
of Post 137 you work for the membership of our organization. The conduct of all
employees’ is constantly in scrutiny of members. The members are the ultimate
employer since their monies are being spent for your employment to deliver services.
Because of this your performance must be efficient, your attitude must be cheerful and
helpful, and your appearance must be appropriate at all times on the job. The following
personal rules of conduct must be adhered to while employed by the Post 137.

A.

Your job is important. Therefore, it is essential that you be on the job each
assigned day and that you be ready to begin work at the time stipulated by
your supervisor. There will be times when you cannot come to work due to
illness or unforeseen circumstances beyond your control, on these
occasions, you must notify your Lounge Manager/Designee as soon as
possible that you will be late or absent and the reason. Failure to report
may result in termination.

Your attitude toward people who are expecting service from you is
important. People should be served promptly, efficiently and cheerfully.
Showing anger with a person requesting service is inexcusable regardless of
the attitude and manner of the person. Instances that you don’t believe
that you can handle should be referred to your Lounge Manager/Desgnee.

Your personal grooming and appearance is critical. All employees are
required to dress neatly and appropriately.

Personal telephone calls during working hours should be avoided, except as
emergencies arise. In no event should the personal telephone call be
continued if another line is ringing or if a customer is waiting for service.
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE D. PERSONNEL POLICY (CONTINUED)

Use of a foreign substance such as drugs other than prescribed by an
authorized physician or alcohol while on the job is strictly forbidden. Effects
of foreign substances even if prescribed by a physician taken prior to
working hours that adversely affect your job conduct will not be tolerated.

Cleanliness and good personal hygiene are expected of all employees.
When working in close proximity to others, this becomes a very important
factor. Do not use offensive personal habits.

The House Committee requests that you make every effort to handle your
personal affairs without involving them in any legal proceedings.

Should you wish to discontinue your employment with the House
Committee, in order to leave in good standing and secure suitable
references, please notify the Lounge Manager two weeks in advance.

Employees are required to serve a probationary period of 480 hours. This is
actually a part of the selection process, during which you will be carefully
observed in the performance of your duties. A probationary employee who
is terminated does not have the right of appeal.

All employees serve at the will of the House Committee and may be
terminated at any time.

The House policies are based on a golden rule and the dignity of the rights
of the individual. It is our firm conviction that everyone should be treated
in a fair and honest manner. Problems are bound to arise in any
relationship and this is the reason for the following employee relations
procedure. Most problems of course can be settled satisfactorily by a
discussion with the Lounge Manager. If a problem does arise, or you feel
you have a complaint, you are encouraged to tell the Lounge Manager about
it. A discussion with your Lounge Manager is usually the best and quickest
way to settle a problem. If a satisfactory solution has not been reached,
you may put the problem in writing and send it to the House Committee for
further consideration. The House Committee will also obtain the written
comments from the Lounge Manager. Personal meetings will be arranged
as are needed and a final decision will be made promptly. You should never
go over your Manager’s head without his/her knowledge, except where the
manager is sexually harassing you. Moreover, at any time an employee may
request the help of any other employee in writing up or presenting a
problem. The door is always open to you. No matter whom you wish to see.
We believe this is one more way in which you and the House Committee can
maintain a harmonious and satisfying working relationship. It is hoped that
your association with the House Committee will contribute to the welfare of
all who are involved, and that your personal and individual future will
become richer and more rewarding because of the association.
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE D. PERSONNEL POLICY (CONTINUED)

Employees of the Lounge shall not be permitted to campaign, electioneer,
canvass, or any way work actively for or against, any particular candidate
who may be seeking election to any office, Officer of Post 137, or any
political position.

All employees will meet with the Lounge Manager/Designee at least once a
month. These meetings are a condition of employment and the employee is
required to attend. You will be paid your hourly rate for attendance.

Wages are set by the House Committee and are the only body that may
change said wages, and must have the approval of the Executive Board if
employee is granted more than one raise in a calendar year.

Paydays will be the 5 and 20t of each month. Pay periods are the 1st thru
the 15 and the 16™ through the last day of the month. The House
Committee does not allow payroil advances or give temporary loans to
employees from corporate funds. Unless authorized by House Committee in
writing.

Reasons for dismissal, consumption or possession of alcohol while on duty,
drug abuse or the possession or use of illegal drugs while on duty or
premises, willful destruction of post or members property, chronic tardiness
or absenteeism, mishandling of corporate funds or products, theft, fighting
on the premises, insubordination, signing in or out for another employee,
rudeness to customers, letting of non-members into club without proper
sign in. Knowingly & willfully allowing local, state or federal violations of
laws or policies.

Beverages, such as coffee tea and soft drinks out of gun consumed during
break periods will be provided at no cost for employees. Employees must
provide own meal at own cost.

There is a seniority policy in affect. But merit and performance counts and
is recognized by the House Committee.

All members must have their membership cards checked to see if current.
Guests must be signed in by member and must leave when member leaves.
It's your job to enforce.

The employee shall perform such other duties as may be required or
directed by the Lounge Manager/Designee.

It shall be the employee’s duty to read and understand this policy and
further that the policy shall be strictly enforced.

The employee will know the rules and will abide by them or termination of
job is possible.
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Coy-Catlin, Post 137,

The American Legion, Department of Washington

House Rules

ARTICLE D. PERSONNEL POLICY (CONTINUED)

SECTION 2. VOLUNTEER DUTIES

A. Volunteers shall abide by the personnel policies of Article D, Section 1,
as determined by the House Committee.

B. All volunteers shall meet monthly and report to the Lounge Manager or House
Committee.

C. An officer of the Post, their spouse, children, parents or in-laws may be
volunteers, as determined by the House Committee.

SECTION 1.

ARTICLE E. MEMBERSHIP HOUSE RULES POLICY

POLICY AND RULES FOR MEMBERSHIP

The following are rules and policy set so that all members are equal. Treat your
lounge as you would treat your home. Knowingly violating local, state or federal law
or Post rules or policies could cause the loss of your social privileges.

A.

An obligation rests on each member of the House Committee to familiarize
themselves with the following rules and accord and shall submit to all of
their provisions. The full government of the Lounge and the care of its
property shall be vested in the House Committee. The House Committee
shall have full charge of the lounge rooms, building and the property therein
contained, under the direction of Post 137.

No member, other than the Lounge Manager/Designee, shall be permitted
to employ, reprimand, instruct or discharge employees of the Lounge.

The Lounge will be open and closed as per the following schedule, unless
changed by Lounge Manager/Designee with approval of House Commiittee.

1.

Sunday through Thursday the Lounge may be open at 5pm and close
no sooner than 10pm with last call 15 minutes prior to closing. The
Lounge may stay open until 2:00 am if business warrants staying
open. Bartender discretion.

Friday and Saturday the Lounge may open at 5pm and closes at 2am.
Lounge may close at 11pm if business warrants closing early.
.Discretion to Bartender.

The House Committee shall first approve any exceptions to the above
schedule.

When volunteers are utilized to open and work shifts, the Lounge
hours may vary to accommodate their schedules. Varied schedules
should be posted or published if at all possible.
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE E. MEMBERSHIP HOUSE RULES POLICY (CONTINUED)
SECTION 1. POLICY AND RULES FOR MEMBERSHIP (CONTINUED)

D. Any member marring or destroying any Lounge or Post property shall be
held personally liable for the full damage thereof, or any other actions
unbecoming of a member, or rule violations are subject to suspensions or
indefinite loss of social privileges.

E. Soliciting in the Lounge for any purpose, whatsoever, is prohibited unless
authorized by the House Committee.

F. All complaints, whatsoever, against the conduct of a fellow member while in
the Lounge rooms or an employee/volunteer, must be made to the House
Committee in writing stating such complaint or complaints. No cognizance
will be given such complaints unless they are submitted in writing. The
complaint may be submitted verbally but must be recorded either in the
minutes or a separate document.

G. No liquor will be served in the post rooms or lounge except as provided by
the rules and regulations of the Washington State Liquor Control
Commission. Intoxicating liquors will not be permitted in the Post building
or on the premises except in strict accordance with all federal and state
laws and regulations as promulgated by the Washington State Liquor
Control Commission. Except as follows:

1. Ramp area is considered part of the Lounge.

2. All private parties/functions whether member or non-member shall
obtain all WSLCB permits required to serve or consume alcohol.

3. Downstairs is not considered part of the Lounge when occupied by non-
members. When utilized by non-members, they are responsibie to
obtain all state required WSLCB permits to serve or consume alcohol.

4. When the hall is utilized by non-members, same policy as item 2 shall
apply.

5. When park area is utilized for Post functions alcohol may be consumed
and served in the park area by members. When utilized by non-
members, same policy as item 2 shall apply.

6. When camping area is utilized for Post functions alcohol may be
consumed and served in the camping area by members. When utilized
by non-members, same policy as item 2 shall apply.

7. Parking lot may be utilized for consuming/serving alcohol provided the

area shall be cordoned off from the vehicle parking area. This area may
not be utilized for non-member functions.
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE E. MEMBERSHIP HOUSE RULES POLICY (CONTINUED)
SECTION 1. POLICY AND RULES FOR MEMBERSHIP (CONTINUED)

8. Personal alcohol shall not be allowed in the Lounge during business
hours.

9. Minors are permitted during open hours until 8:00 pm and special events
up to 10:00 pm. The Minors must remain outside of the Lounge roped
area. Minors accompanied and under direct supervision of an adult.

H. In order to promote responsible sale and use of alcoholic beverages, it shall
be the policy of the House Committee and it’s Lounge, that; no employee,
member, visitor or guest of this post shall furnish, sell, and/or otherwise
supply intoxicating liquor or illegal substance to any person who appears to
be under the influence of liquor.

1. No Alcohol shall be served during any meetings of Coy Catlin Post 137.

J. Proper etiquette should be displayed when wearing a head dress by saluting
or removing the head dress when entering or leaving the building.

K. Card room privileges are reserved for current members of the American
Legion, Auxiliary and Sons of the American Legion membership.

L. Membership cards shall be presented upon request. Visiting Legionnaires in
good standing, upon registering their names at the sign in roster, shall be
entitled to the same privileges as a resident Legionnaire.

M. All members, Legion, Auxiliary and Sons of the American Legion, must
register their guests, remain on the premises and be responsible for their
conduct while in the building. No soliciting for sign in.

N. Building dress code during open hours until the building closes. No member

or guest shall be permitted to enter the building wearing soiled or
uncomplimentary clothing.

% ,Sﬁi 2 M Revised 02/15/2026
CDR Post 137 i - Adjutant Post 13 \ \ PG10




Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE E. MEMBERSHIP HOUSE RULES POLICY (CONTINUED)
SECTION 1. POLICY AND RULES FOR MEMBERSHIP (CONTINUED)

0. Any violation of these rules will subject member to suspension of Lounge
privileges, length of suspension to be determined by the House Committee.
The House Committee, along with the responsible parties, executive leader
is charged with mediating disputes. Fighting, dependent of seriousness,
may result in immediate loss of privileges for an indefinite time. Lounge
privileges of all persons involving fighting in the post building; shall be
suspended for the following periods. Depending on the seriousness of the
offence any of the following may apply.

1. Due process is to allow the offender(s) to plead their case. They can
request a meeting with the House Committee or the House Committee
may send a letter of request for a meeting.

a. If the respondent attends, a determination of consequence may be
made at that meeting upon reviewing all information and
circumstances.

b. If the respondent does not attend, due process may follow
resulting in a suspension of privileges.

2. First offense.....ccciiarrensemsccanannes 15 day suspension
Second offense.......... —— vevmran 30 day suspension
Third offense......c.cusrerreinsnnereninnns 6 months or indefinite
Fourth offense.....c.vcsmeininciaranasans indefinite
P. Delinquent or dropped members of the American Legion may not be signed

in. Only spouses may sign in dropped or delinquent spouses.

Q. Employees/volunteers on duty should not sign in guests. The House
Committee is responsible for regulating sign ins. Door guards or hosts may
sign in guests at their discretion.

R. All active duty military and members of other veteran organizations over 21
years of age with proper ID are permitted to have Lounge privileges.
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Coy-Catlin, Post 137,
The American Legion, Department of Washington
House Rules

ARTICLE F. BUILDING MAINTENANCE
Section 1. CHARGE OF BUILDING MAINTNENANMCE
The House Committee is in charge of the building maintenance. Major
maintenance or changes must have approval of Post 137 and be approved by
the membership at a regular Post 137 business meeting.
Section 2. POST CUSTODIAN RESPONSIBILITES
A. Clean downstairs clubroom, clean downstairs bingo parlor, clean rest
rooms, clean upstairs at discretion of Lounge Manager, and if any additional
work is necessary must be approved by the House Committee.

B. This House Committee authorizes to pay $75.00 per month (unless changed
by Post 137 membership) for the services above.

C. If any additional work is required from post custodian he/she will receive
minimum wage.

D. The custodian will report to the House Committee and if no custodian is
hired, the House Committee will assume the responsibilities for said duties.
ARTICLE G. GAMBLING CHAIRMAN
Section 1. The Gambling Chairman must be a House Committee member.

A. His/her duties are managing all Gambling Activities of Post 137 which
include but not limited to bingo, pull-tabs, reno nights, raffles, etc.

B. This House Committee authorizes the Gambling Chairman a wage of
$100.00 per month or as determined by the House Commiittee.

ARTICLE H. OTHER RULES

Section 1. All other rules and arrangements must be at the discretion of the House
Committee, subject to approval of the House Committee with approval of Post 137, at a
regular business meeting of the Post.

Approved by the House Committee on o2 // 5\;‘?&2@
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Post Commander Post Adjutant
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