
 

 

 

  
The Shore Metro Park District Board of Commissioners is now meeting in person.  The new location for Board meetings is the Shore 
Aquatic Center at 225 E. 5th. St. Port Angeles, WA. In order to comply with the State of Washington’s Governor’s rules relating to 
COVID-19, there is limited space for the public to attend in person.  To allow for adequate public attendance and public comment, 

we are providing a zoom link you can log into and listen in and see the meeting.  We will take public comment at the beginning and 
end of the meeting.  Please raise the hand button if you would like to make a public comment.  Any questions can be sent to our 

Clerk of the Board Lori Taber at lorit@sacpa.org 

 
COMMISSIONERS 

NAVARRA CARR, RANDY JOHNSON, LATRISHA SUGGS, MIKE FRENCH, GREG SHIELD 

 

CALL TO ORDER, PLEDGE OF ALLEGIANCE, ROLL CALL 
 
REQUEST FOR MODIFICATIONS/APPROVAL OF AGENDA 
 
PUBLIC COMMENT None 
 

Action Item: IFC Water Heat Pump Replacement 
 
CONSENT AGENDA 

➢ Minutes for May 27, 2025 
➢ Ratification of May 2025 $51,931.60 
➢ Ratification of June 2025 $337,235.90 

   
  
AGENDA ITEMS: Policy and Procedure Manual Changes Pages 1-50 
  
ITEMS FOR DISCUSSION 
2a Executive Director Report 
2b Financial Report  
2c Staff Report 
 
PUBLIC COMMENT 
 
NEXT MEETING DATE  
The next WSMPD meeting will be held on August 26th 2025 at 3pm 
 
ADJOURNMENT 
 

 
 
 
 

 

AGENDA- REGULAR MEETING   
WILLIAM SHORE MEMORIAL POOL DISTRICT BOARD of COMMISSIONERS 

Port Angeles, Washington, 
 July 22, 2025 

3:00 p.m. 
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Shore Metro Park District 
225 E 5th St. Port Angeles, WA 98362 – Tel. 360-775-2119 

www.sacpa.org 

 
Item for Consideration by the Board of Commissioners 

 
Date: 7-22-25 
From: Steven Burke, Executive Director 
Subject: Replacement of Water Source Heat Pump 
 
 
1. Summary: Our facility heating needs, including pool water, air, and domestic hot water are 

generated by a hot water loop (hydronic loop). Our 60-ton Water Source Heat Pump 
(WSHP) provides heat to that loop. The WSHP is 12 years old and needs between $20k-
30k in repairs to return the unit to 100% operational efficiency. The unit is currently running 
at 50% efficiency.  A new WSHP would cost approximately $300,000 including equipment 
and installation. 

 
2. RCW/Policy Requirements: Purchases are required to follow the District’s purchasing 

guidelines, which require Board approval for items over $10,000. Debt commitment also 
requires Board approval. 

 
3. Background/Analysis: There are three options in regaining 100% operational use of our 

WSHP. 
 
a. Option One: Fix Existing Unit:  Fixing the existing unit would cost approximately 

$30,000.  It would bring the existing unit to 100% operational efficiency and give us 
2-3 more years out of the unit, before replacement would be needed. 

b. Option Two: Do nothing:  Do not fix the unit run on 50% efficiency.  Utility costs 
would increase by $84,000 per year if we only run at 50% capacity with our WSHP.  
If we lose the whole WSHP unit our electrical cost would rise by $120,000.  

c. Option Three: Replace Unit:  This option would cost approximately $300,000 
including installation and sales tax. The WSHP is three times more efficient than 
sole reliance on the Electrical Boiler. Without a WSHP, our electrical bill would 
increase by 120%.  The ROI on a new unit would be 3.5 years based upon our 
existing unit operating at 50% efficiency 

d.  
4. Financial Impact:  The purchase and installation of a new unit will cost $300k. We have 

reserves of $1.2 million if the Board desires to pay in cash. Another option is to finance it 
through the Washington State LOCAL LOAN Program. The LOCAL Loan Program was 
used to buy the bulk of our existing equipment in 2013.  Their current rates are around 3%. 
We are currently making more than 4.3% on our cash reserves. 
 

5. Environmental Impact: None. 
 

2



 
          

Shore Metro Park District 
225 E 5th St. Port Angeles, WA 98362 – Tel. 360-775-2119 

www.sacpa.org 

6. Recommended Action: Motion to purchase a new WSHP either paid in cash or via the 
LOCAL financing program.  
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The Shore Metro Park District Board of Commissioners is now meeting in person.  The new location for Board meetings is the Shore Aquatic Center at 

225 E. 5th. St. Port Angeles, WA. In order to comply with the State of Washington’s Governor’s rules relating to COVID-19, there is limited space for the 
public to attend in person.  To allow for adequate public attendance and public comment, we are providing a zoom link you can log into and listen in 

and see the meeting.  We will take public comments at the beginning and end of the meeting.  Please raise the hand button if you would like to make a 
public comment.  Any questions can be sent to our Clerk of the Board, Lori Taber at lorit@sacpa.org 

 
COMMISSIONERS 

Navarra Carr, Latrisha Suggs, Randy Johnson, Mike French, Greg Shield 

  

CALL TO ORDER, PLEDGE OF ALLEGIANCE, ROLL CALL 
Commissioner Navarra Carr called the meeting to order at 3 pm. Also present were Commissioner Randy 
Johnson, Commissioner, Greg Shield, Commissioner Mike French, Executive Director Steve Burke, Director 
Ryan Amiot, Aquatics Director Cody Chase. 
 
REQUEST FOR MODIFICATIONS/APPROVAL OF AGENDA 
ACTION TAKEN: CMFm to approve agenda, CCMs, mc 
 
PUBLIC COMMENT- None 
 
ACTION ITEM: Policy and Procedure Manual Changes page 1-50 
 
CONSENT AGENDA 
 -Minutes for April 22,2025 
  Ratification of April 2025 $41,575.88     
  
ACTION TAKEN: CGSm to approve, CMFs, mc 
  
AGENDA ITEMS-  
 

➢ IFC for Water Source Heat Pump Replacement. 
   

 
  
ITEMS FOR DISCUSSION: 
1a. Action Item: Changes to policy and procedure manual for pages 1-50 were discussed and the decision 
was to wait review and vote at the next board meeting. 
 
1b: The board discussed the need to clarify how many board members must be present for a quorum.  They 
decided that 3 members qualified. 
 
Agenda Item Discussion: Steve discussed the need to buy a new Water Source Heat Pump Replacement 
with the board.  The WSHP helps reduce the use of the boiler, giving us decreased electric costs.  The current 
one is from the old pool and is approximately 13 years old and needs significant upgrades which would cost 
about $30,000 and that would only cover the cost of what is wrong now, not system parts that are due to be 
replaced later.  The average length of time said pumps last is 10-15 years.  The new pump is around $100,000 
to $120,000, but Steve will verify the cost of new unit. Steve brings this forward at this time to see if the 
board wants to use Reserves to pay for or borrow from the State Treasurer local loan program which at this 
time has a lower interest rate than what we get for our reserves.  Steve will go ahead and apply for a loan and 
get a more accurate cost analysis for the next board meeting. 
 

MINUTES- REGULAR MEETING   
WILLIAM SHORE MEMORIAL POOL DISTRICT BOARD of COMMISSIONERS 

Port Angeles, Washington 

May 27, 2025 
3:00 p.m. 
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2a Executive Directors Report:   Steve stated that we passed our IRS audit.  Steve discussed our ongoing 
process of expanding our daycare abilities.  We should receive funds of $750,000.00 from State through the 
Community funds so will not be subject to the restrictions that we faced in the last grant monies.  We should 
start receiving funds in June of 2025.  OMC is working on contract and should be finalized soon.  Steve 
discussed the state audit, that he had asked the auditors to reach out to all board members. That due to the 
fact that we had a public bond sale we are required to have an audit of our finances.  He would suggest that 
instead of having audit every two years (this audit is for the years 22 and 23) have it yearly since we are 
supposed to have done the fact we haven’t done our report for 22 and it is 25 already. This caused a 
downgrade in our rating. Steve to have meeting with the state auditor on this coming Thursday and should 
know more than. 
 
2b Financial Report- Steve gave report since Stan unavailable at this time.  We are doing well, under 
budget for revenue but even more under budget for expenses. Steve discussed with Stan, Stan had no 
specifics he felt needed to be highlighted at this time.  

 
 
 
2c Staff Report- Ryan informs the board that we got the school flyers out with details of all upcoming 
events.  We are going to offer a 3month summer pass to families for $160.00 which will go on sale the first of 
summer to help target our family demographics to raise awareness and usage.  We will be doing our summer 
kick-off event on June 28th where we will feature a swim test placement and demo to bring focus on our 
upcoming swim lessons. Date nights have been going well last one there was 21 participants so will continue 
through the summer. Summer food program starts June 16th where we give out free lunches and snacks to 
kids 0-18 years of age. Staffing for lifeguard is going well, still looking for aerobics’ instructors.  Had a 
successful raffle for friends of the pool on Memorial Day raising $398.00.  We are going to do it again but 
stretch it out longer to allow more people to participate. Commissioner Randy Johnson asks about the status 
of our children’s program.  Ryan gave update.  Numbers slightly down started with 60 attendance with the 
goal of at least 80 per day.  Have opened it up to the public and are advertising to bring more awareness to 
our program and increase numbers. We have increased our splash programs hours to 4 hours a day. 
 
NEXT MEETING DATE  
The next WSMPD meeting will be held on June 24th, 2025 at 3:00 p.m. 

 
ADJOURNMENT 
Commissioner Navarra Carr ended the meeting at 4 pm 
PASSED AND ADOPTED this May 27, 2025 

William Shore Memorial Pool District Commissioners  
 

 
 
 

Navarra Carr President 
 

ATTEST; 
 
 

Lori Taber, Clerk 
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201 Mission, Vision and Core Values 
Mission Statement 

To provide high-quality, safe, inclusive, and affordable aquatic programs, 
services, and facilities that enhance the quality of life for all ages, cultures, and 
abilities, which encourage health, wellness, learning, and fun. 

 

Vision Statement 

To ensure a legacy of excellence in providing high quality aquatic 
recreational facilities, programs and services to serve the needs of our 
community. 

 

Core Values 
 People Focused: Provide for the aquatic recreational needs of our 

community in strengthening the body, sharpening the mind, and renewing 
the spirit of current and future generations. 

 Sustainable Excellence: Deliver the highest quality sustainable 
product, service, facility and experience within financial reason. 

 Integrity: Operate with an objective, honest, and balanced perspective. 
 Collaborative: Work in cooperation with all stakeholders 

including residents, communities, public and private organizations, 
and policymakers 

 Diversity: Support the public we serve, and oƯer suitable programs, 
activities, and services that are accessible. 

 Dedication: Commit to getting the job done the right way, no matter what it 
takes. 

 Fun: Provide fun and enjoyable activities for people of all ages and abilities. 

19



                             POLICIES & PROCEDURES WSMPD                                                            04/25/2025 

  
 

                  Revisions: 4/25/25 32 

 

205 – Purpose, Definitions and General Provisions 
Purpose 
The Shore Metropolitan Park District (District) administrative policies and procedures are 
an official publication of the District. They are adopted by the District Board of 
Commissioners and contain the policies, procedures, and regulations of the District. 
These policies, procedures, and regulations are established to direct all employees in 
carrying out their duties and responsibilities and clearly express expectations of 
consistency, accountability, and predictability to our District citizens and patrons. 
Violations of any of the policies, procedures, or regulations contained in this manual may 
be grounds for disciplinary action. 

Authority 

1.1 
The District is governed by numerous statutes of the State of Washington. However, the 
principal statutory authority is the Metropolitan Park District RCW 35.61, which is a 
codification of the general law relating to Metropolitan Park Districts in Washington. 
References to, and excerpts from the RCW 35.61 and other related laws are contained in 
this Policy Manual. 

1.2 
The District also has operating requirements from the Washington Administrative Code 
(WAC) 246-260 for operations of Water Recreation Facilities, which are referenced in the 
Policy Manual. 

1.3 
The State of Washington RCW 35.61.130 establishes the authority of the District Board of 
Commissioners to issue, modify, or approve all policies, procedures, or other directives to 
operate and manage the District. 

Applicability 

Unless otherwise stated in a specific policy, District Policies and Procedures apply to all 
departments, employees, District Officials, and volunteers. 
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Revisions 

The Board of Commissioners may periodically review the policies contained in this Policy 
Manual and revise or amend them from time to time as it is deemed appropriate at a 
regular meeting of the Board by a simple majority. 

Severability 

If any policy or part thereof contained in this Policy Manual shall be determined invalid in a 
court of law, such determination shall not affect the validity of the remaining policies. 

Additional Manuals and Guidelines 

Due to the specialized topic and the need for detailed procedures, the District Executive 
Director or his/her designee may develop manuals and guidelines to implement the 
Policies and Procedures established by the Board of Commissioners and shall be 
considered incorporated and part of this Policy Manual. 

Definitions 

For the purpose of this Policy Manual, the following terms are defined as given herein: 

1.1 
"District" is the Shore Metropolitan Park District. 

1.2 
"Board" is the Board of Commissioners of the Shore Metropolitan Park District. 

1.3 
“Executive Director" is the Executive Director of the Shore Metropolitan Park 
District. 

1.4 
"RCW" is the Revised Code of Washington 

1.5 
“WAC” is the Washington Administrative Code 
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1.6 
“Policy” is any plan or course of action reflecting the aims to be achieved by the 
District oƯicially approved by the Board. A policy must be formulated and approved 
by the Board and shall be recorded in the Policy and Procedure Manual. 

1.7 
“Administrative Procedures” refers to any plan or course of action formulated and 
implemented by the District staƯ to facilitate the day-to-day District operations 
within the respective policy guidelines. Administrative Procedures, when 
appropriate, will be documented and placed in the District Policy Manual. 

 
For the purpose of this Policy Manual, words in the masculine gender shall include the 
feminine gender and non-binary individuals, and words in the singular number shall 
include the plural number and vice versa. Words in the present tense shall include the 
future tense. 

220 Board and Administration 
Purpose 

The purpose of this policy is to Inform the public and Shore Metropolitan Park District 
Officials and employees of the legal and administrative requirements relating to the 
operation of the District by the District Board of Commissioners (Board). 

Scope 
This policy was developed by the requirements of the following by-laws and Codes: 

 By-laws of the Shore Metropolitan Park District as adopted on 8-25-2009. 
 Revised Code of Washington (RCW) 35.61 – Metropolitan Park Districts 

 

Policy 

3.1 Organization of Board of Commissioners 
 
3.1.1  
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Government: The government of the District is vested in the Board. The 
members of the Board constitute the corporate authority. 
3.1.2  
Number: The Board is comprised of five members. Two City of Port Angeles 
Council members and two Clallam County Commissioners. The Board 
selects--by nomination and motion--the fifth Commissioner who is required 
to be a registered voter living within the District boundaries. 
3.1.3 
Terms: There are no set terms for the four ex-oƯicio Commissioners. The 
fifth Commissioner, who is appointed by the other four Commissioners, 
serves a four-year term and may serve up to two consecutive terms. 
3.1.4 
Vacancies: Any vacancies shall be filled by the appropriate legislative body. 

3.1.5 
Compensation: Commissioners shall receive no compensation for their 
services. 
3.1.6 
Selection of Board OƯicers: During the first regular meeting in January the 
Board will select a President and Clerk of the Board. 
3.1.7 
President: The President of the Board will preside at each Board Meeting 
and ensure the meeting is conducted in accordance with the published 
agenda. The President may sign on behalf of the Board any contract, 
resolutions and other instruments that were approved by the Board. In the 
President’s absence, the Vice Chair will preside at the Board Meeting.  
3.1.8 
Appointed OƯicers: The Board shall appoint an Attorney to represent the 
District in all legal matters. 
3.1.9 
Appointment of Citizen Advisory Committee: The Board will establish a 
Citizen’s Advisory Committee that is comprised of seven members. Terms 
of the members will be staggered, and each will serve a 3 year term, with a 
maximum two consecutive terms. 
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3.2 Ad hoc Committees 
The Board may establish ad hoc committees to conduct the affairs of the 
Board. The President shall nominate the members of the ad hoc committees 
and appointed by the Board. Ad hoc committees that have been established 
include: 

Finance Committee: This committee shall be comprised of at least one 
Citizen Advisory Committee member, two Board members, the Executive 
Director, and the District Accountant. The President may nominate other 
committee members as desired. 

Strategic Planning Committee: This Committee shall be comprised of at 
least two Board members, two Citizen Advisory members, the Executive Director, 
Aquatics Manager, and the District Accountant. The President may nominate 
other committee members as desired. 

3.3 Primary Functions of Board of Commissioners 

3.3.1 

The board shall have the powers and duties as authorized in RCW 35.61- Metropolitan Park 
Districts. 

3.3.2 

The Board shall establish the District’s goals and objectives and revise, if necessary, 
annually. 

3.3.3 

The Board shall adopt Policies and Rules as necessary for the operation of its facilities. 

3.3.4 

The Board will approve and certify the District Tax Levy for the upcoming year prior to the 
date set by the County Assessor. 

3.3.5 

The Board will approve the Annual Budget no later than December 31st. 

24



                             POLICIES & PROCEDURES WSMPD                                                            04/25/2025 

  
 

                  Revisions: 4/25/25 37 

 

3.4 Meetings of the Board of Commissioners 

3.4.1 

Time and Place: The Board will meet monthly on the fourth Tuesday of the month in the 
Olympic room at Shore Aquatic and Community Center at 3pm. 

3.4.2 
Quorum: Three Board Commissioners shall be considered a Quorum. 

3.4.3 
Telephonic/Virtual Attendance: The Commissioners may attend the Board of 
Commissioners meetings by telephone if necessary. 

230 Signature Authority 
1.0 Purpose 

The Shore Metropolitan Park District Board of Commissioners (Board) has the sole 
responsibility of approving all financial transactions, entering contracts, interlocal 
agreements and other types of indebtedness or commitments for the District. 

There are times when the Executive Director of the District may be given signature 
authority to facilitate District business. The purpose of this policy is to identify the 
specific documents the Board is responsible for signing and what the Executive 
Director or their designee may sign, and under what conditions. 

2.0 Policy Procedures 

2.1 Contracts resulting from a Resolution 

When the Board approves a resolution, the Executive Director or the Board President 
may sign any contracts which facilitate the implementation of the resolution on 
behalf of the Board. 

2.2 Advertising Contracts 
The Board shall approve all advertising contracts at a regular or special board 
meeting open to the public. 
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2.3 Exclusive Vendor Contracts 

The Board shall approve all exclusive vendor contracts at a regular or special board 
meeting open to the public. 

2.4 Facility Use Contracts 
The Board shall approve all facility use contracts at a regular or special board meeting 
open to the public. The Executive Director may extend the dates of facility use 
contracts when applicable without the approval of the Board. A letter signed by the 
Executive Director, noting the extension of times or days, shall be sent to the user 
group. A copy of the letter shall be placed in the contract file. 

2.5 Grants 

The Board shall approve all grant documents if there is an obligation by the District to 
contractually commit. 

2.6 Interlocal Agreements 
The Board shall approve all Interlocal Agreements with other non-profit entities at a 
regular or special board meeting open to the public. 

2.7 Payroll and Digital Time Tracking 
The Pool Supervisors shall be responsible for authorizing payroll through digital time 
tracking for his/her subordinates. In the absence of a Supervisor the Director shall 
have authority to Authorize payroll through digital time tracking. 

3.0 Public Works Contracts 
The Board shall approve all public works contracts at a regular or special board 
meeting open to the public. The Board shall approve all change orders which change 
the overall price of contract. Change orders which do not substantially change the 
overall purpose or price of the contract can be signed by the Executive Director or 
designee. The Commissioners shall approve all final acceptance documents. 

4.0 Service Contracts 
Service contracts shall initially be approved by the Board. Once a service contract 
has been approved by the Board, the Executive Director or designee has signature 
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authority to renew the contracts as needed providing the terms of the contracts are 
not changed. 

5.0 Surplus Property 

The Board has the responsibility of approving the disposal of surplus property at a 
regular or special board meeting open to the public. After Board approval, the 
Executive Director or their designee shall have signature authority for the disposal 
documents or negotiate the disposal of the surplus property. 

6.0 Vouchers 
Vouchers for payment shall be approved and signed by the Executive Director or 
designee and the District Accountant. When neither the Executive Director, 
designee, nor the District Accountant are available, a Board member shall sign as 
the replacement for the vouchers for payment. 

7.0 Exceptions 
Exceptions to any of the aforementioned authorities may be approved by the Board at 
a regular or special board meeting open to the public. 

8.0 Other Documents 

The Executive Director or designee shall sign all other routine day-to-day documents 
that require the level of the Executive Director or designee for approval. 

240 Public Records Disclosure 
1.0 Purpose 
In accordance with RCW 42.56.070, which requires: (1) each agency to make 
available for inspection and copying nonexempt "public records" in accordance with 
published rules. The act defines "public record" to include any "writing containing 
information relating to the conduct of government or the performance of any 
governmental or proprietary function prepared, owned, used, or retained” by the 
agency. (2) requires each agency to set forth "for informational purposes" every law, 
in addition to the Public Records Act, that exempts or prohibits the disclosure of 
public records held by that agency. 
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The purpose of these rules is to establish the procedures the Shore Metropolitan 
Park District (District) will follow in order to provide full access to public records. 
These rules provide information to persons wishing to request access to public 
records of the District and establish processes for both requestors and District staff 
that are designed to best assist members of the public in obtaining such access. 

The purpose of the act is to provide the public with full access to information 
concerning the conduct of government, while remaining mindful of individuals' 
privacy rights and the desirability of the efficient administration of government. The 
act and these rules will be interpreted in favor of disclosure. In carrying out its 
responsibilities under the act, the District will be guided by the provisions of the act 
describing its purposes and interpretation. 

1.0 Authority and Purpose 

The District is a metropolitan park district formed pursuant to chapter 35.61 RCW. The 
District Offices are located at 225 E. 5th St. Port Angeles, WA 98362. 

Any person wishing to request access to public records of the District, or seeking 
assistance in making such a request should contact the Clerk of the Board (Public Records 
Officer): 

Clerk of the Board 

Shore Metropolitan Park District  

225 E. 5th St. 

Port Angeles, WA 98362  

Tel: 360-775-2119 

Email: info@sacpa.org 

Information is also available on the District web site at www.sacpa.org 

The Clerk of the Board will oversee compliance with the act, but another District staff 
member may process the request.  Therefore, these rules will refer to the public records 
officer or designee.  The public records officer or designee, and the District, will provide 
their fullest assistance to requestors; create and maintain--for use by the public and 
District officials--an index to its public records; ensure that public records are protected 
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from damage or disorganization; and prevent the task of fulfilling public records requests 
from causing excessive interference with essential functions of the District. 

2.0 Availability of Public Records 

2.1 Hours for Inspection of Records 

Public records are available for inspection and copying during normal business hours of 
the District, Monday through Friday, 8:00 a.m. to 5:00 p.m., excluding legal holidays. 
Records must be inspected at the offices of the District. 

2.2 Organization of Records 

The District will maintain its records in a reasonably organized manner. The District will 
take reasonable actions to protect records from damage and disorganization. A requestor 
shall not take District records from District offices without the permission of the public 
records officer or designee. A majority of public records are available on the District 
website at sacpa.org. Requestors are encouraged to view the documents available on the 
website prior to submitting a records request. 

2.3 Making a Request for Public Records 
Any person wishing to inspect or have copies made of public records of the District 
should make the request in writing on a District request form, or by letter, fax, or e-mail 
addressed to the public records officer and including the following information: 

 Name of requestor 
 Address of requestor 
 Other contact information, including telephone number and email address 
 Identification of the public records adequate for the public records oƯicer or 

designee to locate the records, and 
 The date and time the request was made. 

If the requestor wishes to have copies of the records made, instead of simply inspecting 
them, the individual should so indicate and make arrangements to pay for copies of the 
records or a deposit. Photocopies will be provided at $0.15 per page and can be raised as 
costs for photocopying increase. 

A form is available for use by requestors at the office of the public records officer and on-
line at www.sacpa.org. 
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3.0 Processing of Public Records Requests—General 

3.1 Providing "Fullest Assistance" 

The District is charged by statute with adopting rules which provide for how it will provide 
full access to public records, protect records from damage or disorganization, prevent 
excessive interference with other essential functions of the agency, provide fullest 
assistance to requestors, and provide the most timely possible action on public records 
requests. The public records officer or designee will process requests in the order allowing 
the most requests to be processed in the most efficient manner. 

3.2 Acknowledging Receipt of Request 
Within five business days of receipt of the request, the public records officer will do 
one or more of the following: 

1. Make the records available for inspection or copying. 
2. If copies are requested and payment of a deposit, for the copies, if any, is made 

or terms of payment are agreed upon, send the copies to the requestor. 
3. Provide a reasonable estimate of when records will be available. 
4. If the request is unclear or does not suƯiciently identify the requested records, request 

clarification from the requestor. Such clarification may be requested and provided by 
telephone. The public records oƯicer or designee may revise the estimate of when 
records will be available, or, 

5. Deny the request. 
See Attachment A for letter of response. 

3.4 Protecting Rights of Others 

In the event that the requested records contain information that may affect the rights of 
others and may be exempt from disclosure, the public records officer may, prior to 
providing the records, give notice to such others whose rights may be affected by the 
disclosure. Such notice should be given to make it possible for those other persons to take 
action as they deem necessary to protect their interests. 

The notice to the affected persons will include a copy of the request. 

3.5 Records Exempt from Disclosure 

Some records are exempt from disclosure, in whole or in part. If the District believes that a 
record is exempt from disclosure and should be withheld, the public records officer will 
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state the specific exemption and provide a brief explanation of why the record--or a portion 
of the record--is being withheld. If only a portion of a record is exempt from disclosure, but 
the remainder is not exempt, the public records officer will redact the exempt portions, 
provide the non-exempt portions, and indicate to the requestor why portions of the record 
are being redacted. 

3.6 Inspection of Records 
1. Consistent with other demands, the District shall promptly provide space to 

inspect public records. No member of the public may remove a document 
from the viewing area or disassemble or alter any document. The requestor 
shall indicate which documents he or she wishes the agency to copy. 

2. The requestor must claim or review the assembled records within thirty days 
of the Districts’ notification to him or her that the records are available for 
inspection or copying. The agency will notify the requestor in writing of this 
requirement and inform the requestor that he or she should contact the 
agency to make arrangements to claim or review the records. If the requestor 
or a representative of the requestor fails to claim or review the records within 
the thirty-day period or make other arrangements, the District may close the 
request and re-file the assembled records. Other public records requests can 
be processed ahead of a subsequent request by the same person for the 
same or almost identical records, which can be processed as a new request. 

3.7 Providing Copies of Records 

After inspection is complete, the public records officer or designee shall make the 
requested copies. 

3.8 Providing Records in Installments 

When the request is for a large number of records, the public records officer or designee 
will provide access for inspection and copying in installments, if he or she reasonably 
determines that it would be practical to provide the records in that way. If, within thirty 
days, the requestor fails to inspect the entire set of records or one or more of the 
installments, the public records officer or designee may stop searching for the remaining 
records and close the request. 
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3.9 Completion of Inspection 

When the inspection of the requested records is complete and all requested copies are 
provided, the public records officer or designee will indicate that the District has 
completed a diligent search for the requested records and made any located non-exempt 
records available for inspection. 

3.10 Closing Withdrawn or Abandoned Request 

When the requestor either withdraws the request or fails to fulfill his or her obligations to 
inspect the records, or to pay either the deposit or final payment for the requested copies, 
the public records officer will close the request and indicate to the requestor that the 
District has closed the request. 

3.11 Later Discovered Documents 

If, after the District has informed the requestor that it has provided all available records, 
the District becomes aware of additional responsive documents existing at the time of the 
request, it will promptly inform the requestor of the additional documents and provide 
them on an expedited basis. 

4.0 Costs of Providing Copies of Public Records 

4.1 Costs for Paper Copies 

There is no fee for inspecting public records. The District charges $0.15 per page for a 
photocopy of a record selected by a requestor. 

Before beginning to make the copies, the public records officer or designee may require a 
deposit of up to ten percent of the estimated costs of copying all the records selected by 
the requestor. The public records officer or designee may also require the payment of the 
remainder of the copying costs before providing all the records, or the payment of the 
costs of copying an installment before providing that installment. The District will not 
charge sales tax when it makes copies of public records. 

4.2 Costs for Electronic Records 

The cost of electronic copies of records shall be $1.00 per CD/DVD/USB for information 
requested on these media types. 
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4.3 Costs of Mailing 

The District may also charge actual costs of mailing, including the cost of the shipping 
container. 

4.4 Payment 

Payment may be made by cash, check, or money order to Shore Metropolitan Park District. 

5.0 Review of Denials of Public Records 

5.1 Petition for Internal Administrative Review of Denial of Access 

Any person who objects to the initial denial or partial denial of a records request may 
petition in writing (including email) to the public records officer for a review of that 
decision. The petition shall include a copy of, or reasonably identify, the written statement 
by the public records officer or designee denying the request. 

5.2 Consideration of Petition for Review 

The public records officer shall promptly provide the petition and any other relevant 
information to the public records officer's supervisor or the Districts’ official, designated 
by the District, to conduct the review. That person will immediately consider the petition 
and either affirm or reverse the denial within two business days following the Districts’ 
receipt of the petition, or within such other time as the District and the requestor mutually 
agree to. 

5.3 Judicial Review 

Any person may obtain court review of denials of public records request pursuant to 
RCW 42.56.550 at the conclusion of two business days after the initial denial 
regardless of any internal administrative appeal. 
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Attachment A 
Letter of Response 

Shore Metropolitan Park District 

 

Date:     

Address:     

Name:      

Dear,      

 

The Shore Metropolitan Park District is in receipt of your request for public records 
received in this office on XX/XX/20XX, requesting (Document(s)    . 
Below is the determination of our Public Records Coordinator regarding your request. 

 

   Requested documents are ready for review. 

   Need time to locate documents. 
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  Estimated date documents will be ready: 

    Denied: 
   Reason for denial: 

   Unable to Locate requested document(s). 

 

If you do not receive a complete response within two weeks, please contact my office at 
(360) 775-2119. 

Sincerely yours, Clerk of the Board 

 

260 ADA Accommodations 

1.0 Purpose: 

In accordance with ADA title II, the Shore Metropolitan Park District must ensure: 

1. Reasonable access to services, programs, and activities. 

2. Accommodation of a person with disabilities. 

3. Provide for the identification and request resolution of 
accommodation within a service, program or activity of local 
government. 

1.1 Policy: 

The Shore Metropolitan Park District does not discriminate on the basis of disability. It is 
the policy of the District to assure disabled persons the opportunity to participate in--or 
benefit from employment in--services, activities, and facilities, where possible. The 
District, upon request, will provide reasonable accommodation in compliance with the 
Americans with Disabilities Act and the Washington Law Against Discrimination. 
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1.2 Definitions 

Disabled Individual – an individual (1) with a physical or mental impairment that 
substantially limits one or more of the major life activities of such individual, (2) with a 
record of such an impairment, or (3) who is regarded as having such an impairment. 

Reasonable Accommodation – modifications or adjustments that enable an individual with 
a disability to enjoy equal benefits and privileges as are enjoyed by other individuals 
without disabilities, without placing an undue hardship on the operation of the District. 

1.3 Procedures 
1. The Executive Director or his/her designee shall be the Shore 

Metropolitan Park  District ADA Coordinator. 
2. Requests for accommodation may first be directed to the 

individual responsible for the program, activity or service to which 
access is requested. 

3. If access is not accommodated, a formal complaint may be submitted in 
writing or verbally to the ADA Coordinator within fifteen days after the 
complainant becomes aware of the alleged violation, or as soon as 
reasonably possible if the fifteen-day period has passed. Reasonable 
accommodation to assist in completing the form is available upon 
request. 

4. The complaint must contain the name, address, and telephone number 
of the individual filing the complaint, briefly describe the alleged 
violation, and the requested accommodation or resolution. 

5. The ADA Coordinator will conduct an informal, but thorough, review, 
aƯording the complainant and the aƯected department(s) an opportunity 
to submit information relevant to the complaint and potential 
accommodations/resolution. 

6. A written response and description of the accommodation/resolution, if 
any, will be issued by the ADA Coordinator and sent to the complainant 
no later than thirty calendar days after the complaint is received, unless 
the complexities of the complaint require additional time. The 
accommodation or resolution might not be the same as requested. 

7. The complainant may request a reconsideration of the case 
determination by submitting a request for reconsideration within ten 
working days following the date the complainant receives the 
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Coordinator’s response. 
8. The Board of Commissioners will conduct their review of the complaint 

and issue their decision to the complainant within twenty working days of 
receiving the request for reconsideration unless the complexities of the 
complaint require additional time. The Board of Commissioners’ decision 
is final. 

9. The ADA Coordinator will maintain the files and records of the 
District relating to ADA complaints filed. 

10. Use of this grievance is an administrative remedy, the result of which 
may be appealed to an appropriate court of law or administrative 
agency. The individual’s right to a prompt and equitable solution of the 
complaint will not be impaired by his/her pursuit of other remedies such 
as filing an ADA complaint or grievance with the federal department or 
agency responsible. 

11. The above process shall be construed to protect the substantive rights of 
interested parties, to meet appropriate due process standards, and to 
comply with the Americans with Disabilities Act, its implementing 
regulations, and the Washington State Law Against Discrimination. 
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Attachment A 

REQUEST FOR ACCOMMODATION 

Name of Individual Requesting Accommodation:        

Address:       

Phone:       

Explain what functional disability you have that limits your ability to participate in a Shore 
Aquatic Center program or service: (e.g. “I am confined to a wheelchair”): 

 

Describe the program, service or activity you cannot access due to your disability, and 
what you believe are the barriers to access or participation: 

 

Proposed Accommodation/Resolution:  

 

******************************OFFICIAL USE ONLY************************************ 

Date Received:   Received By:   

Date Response Given:  

       Approved Accommodation       Adjusted Accommodation      Forwarded to Coordinator  

       Forwarded to Board 

 

Date Coordinator Response Sent:                           (if applicable) 
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Attachment B 

ADA Complaint Form 

Name of Individual Requesting Accommodation:       

Address:        

Phone:       

Issue (Identify the nature of disability and how it impairs a major life function):  

 

 

Proposed Accommodation/Resolution: 

 

 

 

*****************************OFFICIAL USE ONLY***************************** 

Date Received:                 Received By:     

Date Sent to ADA Coordinator:        

Notes:                                                                                   

       Approved Accommodation        Adjusted Accommodation        Forwarded to Coordinator  

Date Sent to Board:                       (if applicable) 

       Approved Accommodation        Adjusted Accommodation 

 

Notes:                
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270 Information Technology Policy 

1.0 Purpose 

This policy is designed to establish acceptable and appropriate use of computer and 
information systems, networks and other information technology resources at the Shore 
Metropolitan Park District (District). The purpose of these policies is to safeguard and 
protect all technology resources from anything other than authorized and intended use. 
The main points to remember are: 

1. The District provides network, communications systems, equipment and 
devices (” technology resources”) to carry out legitimate District business. By 
using the District’s technology resources, an employee consents to disclose 
the contents of any data files, information and communications created on, 
stored, transmitted, received, or exchanged via its network, communications 
systems, equipment, or devices. 

2. There is no right to privacy in the use of District technology resources. By 
using the District’s technology resources, an employee consents to 
monitoring, recording, and reviewing the use of that technology resource. 

3. Users are expected to act lawfully, ethically, and professionally, and to 
exercise common sense. Actions that are embarrassing to explain to the 
public, the Board of Commissioners, Executive Director, or media should be 
avoided. 

4. Users who are granted access to critical data are responsible for its protection. 
5. Incidental use for personal needs is allowed, so long as that activity does not 

interfere with District business or conflict with any District policy or work 
rule. 

6. Use of technology in violation of this policy is subject to disciplinary 
action up to and including termination. 

2.0 Scope 

The following policies define appropriate use of the District network, computers, mobile 
computing devices, smart phones, all related peripherals, software, electronic 
communications, and Internet access. They apply to the access of the District’s network 
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and use of computing technology resources at any location, from any device, via wired or 
wireless connection. They apply to all users of District technology resources regardless of 
employment status. Access to all networks and related resources requires that each user 
be familiar with these policies and associated work rules. The District authorizes the use of 
computing and network resources by District staff, contractors, volunteers and others to 
carry out legitimate District business. All users of District computing and network 
resources will do so in an ethical, legal, and responsible manner. All use of technology 
resources must be consistent with the intent and requirements of all District policies and 
work rules. Technology resources may not be used to facilitate operation of a personal 
business such as sale of cosmetics, consulting, etc. 

3.0 Ownership of Data 

The District owns all data, files, information, and communications created on, stored on, 
transmitted, received or exchanged via its network, communications systems, equipment 
and devices (including email, voicemail, text messages, and internet usage logs, even if 
such communications reside with a third party provider) and reserves the right to inspect 
and monitor any and all such communications at any time, for any business purpose and 
with or without notice to the employee. The District may conduct random and requested 
audits of employee accounts (including accounts with commercial or other third party 
providers if used in the course of conducting District business) in order to ensure 
compliance with policies and requirements, to investigate suspicious activities that could 
be harmful to the organization, to assist Departments in evaluating performance issues 
and concerns, and to identify productivity or related issues that need additional 
educational focus within the District. Internet, email, voicemail, text message 
communications, and internet usage logs may be subject to public disclosure and the 
rules of discovery in the event of a lawsuit. The District’s internet connection and usage is 
subject to monitoring at any time with or without notice to the employee. There is no right 
to privacy in the use of District technology resources. 

4.0 Personal Use 

Technology resources may be used for incidental personal needs as long as such use does 
not result in or subject the District to additional cost or liability, interfere with business, 
productivity or performance, pose additional risk to security, reliability or privacy, cause or 
tend to cause damage to the District’s reputation or credibility, or conflict with the intent or 
requirements of any District policy or work rule. Incidental personal usage should generally 
conform to limits typically associated with personal phone calls. This document does not 
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attempt to address every possible situation that may arise. Professional judgment, 
etiquette, and common sense should be exercised while using District technology 
resources. Please note that any data stored on District systems including but not limited to 
email, word documents, and photos, may be subject to public disclosure requests. 

5.0 Internet/Intranet Usage 

5.1 

This technology usage agreement outlines appropriate use of the internet/intranet. Usage 
should be focused on business-related tasks. Incidental personal use is allowed as 
discussed under this section, but there is no right to privacy in an employee’s use of the 
internet/intranet. Employee internet usage is monitored. Web Usage Reports are provided 
to Directors to help them monitor their staff’s use of the internet. 

5.2 

Use of the internet, as with use of all technology resources, should conform to all District 
policies and work rules. Filtering software will be used by the District to preclude access to 
inappropriate web sites. Attempts to alter or bypass filtering mechanisms are prohibited. 

5.3 

Except for District-business-related purposes, visiting or otherwise accessing the following 
types of sites is prohibited: 

 “adult” or sexually oriented web sites 
 sites associated with hate crimes or violence 
 personal dating sites 
 gambling sites 
 sites that would create discomfort to a reasonable person in the workplace 

5.4 

The District recognizes that public internet communications technologies are effective 
tools to promote community and government interaction and that employees want to 
participate in public communication via blogging, discussion forums, wikis, mashups, 
social networking, message boards, email groups and other media that are now 
commonplace tools by which people share ideas and information. However, since 
activities on public internet communication sites are electronically associated with 
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District network addresses and accounts that can be easily traced back to the District, the 
following rules must be followed for participation on these interactive public internet 
communication sites: 

1. When expressing the staƯ’s personal view, make it clear that it does not 
necessarily represent the views of the District. Opinions or views other than 
those reflective of District policy must contain the following disclaimer: "The 
content of this electronic communication does not necessarily reflect the 
oƯicial views of the elected oƯicials or citizens of the District." 

2. Always protect the confidentiality, integrity, and availability of all critical 
information. 

3. Employees must not post any material that is obscene, defamatory, profane, 
libelous, threatening, harassing, abusive, hateful, or embarrassing to or of 
any other employee, person, and/or entity. 

4. To protect the staƯ’s privacy and the privacy of others, phone numbers or 
email addresses must not be included in the content body. 

5. Public internet communications activity should contribute to staƯ’s body of 
work as an employee of the District and must not interfere with or diminish 
productivity. 

6.0 Email Usage 

6.1 

Email content must be consistent with the same standards as expected in any other form 
of written (or verbal) communication occurring in a business setting where documents are 
subject to public disclosure. 

6.2 

Users must manage their email in accordance with records retention policies and 
procedures as defined and identified by the Records Retention Policy. 

6.3  

Users should be attentive to emails that have unusual or questionable subject lines to 
mitigate spam, phishing, and script-borne viruses that come into the network through 
email attachments or by clicking on links that lead to hostile web sites. If you suspect 
phishing or script-borne viruses in email attachments immediately contact IT Support. 
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6.4 

The use of email to send or solicit the receipt of inappropriate content such as sexually 
oriented materials, hate mail, content that a reasonable person would view as obscene, 
harassing, or threatening and having no legitimate or lawful purpose, or content falling 
within the inappropriate categories for internet usage, is prohibited. 

6.5 

The incidental personal use of email from a District account to express opinions or views 
other than those reflective of District policy must contain the following disclaimer: "The 
contents of this electronic mail message do not necessarily reflect the official views of the 
elected officials or citizens of the District." 

7.0 Security 

7.1 

The Executive Director or IT Support must authorize all access to central computer 
systems. Each user is responsible for establishing and maintaining a secure and unique 
password. The use of another user’s account or attempt to capture other users’ passwords 
is prohibited. Each user is responsible for restricting unauthorized access to the network 
by locking their computer or logging out of their computer account when leaving their 
computer unattended. Staff who discover the unauthorized use of their accounts must 
immediately report it to IT Support. 

7.2 

The District will take the necessary steps to protect the confidentiality, integrity, and 
availability of all its critical information. Critical information is defined as information 
which if released could damage the District financially; put employees at risk; put facilities 
at risk; or could cause legal liability. Examples of critical data include employee health 
information, social security numbers, credit card holder information, banking information, 
police crime investigation information, etc. 

7.3 

Staff with access to critical information are responsible for its protection. Staff must take 
reasonable steps to ensure the safety of critical information including, avoiding putting 
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critical data on laptops; encrypting data any time it is electronically transported outside 
the District network; not storing, saving, or transmitting critical data to a home computer or 
other external computer; ensuring inadvertent viewing of information does not take place; 
and destroying or rendering the information unreadable when done with it. 

7.4 

Staff should not transport critical District data on unencrypted devices such as thumb 
drives, CDs, or Smartphones. The District has standards for encrypted USB drives that 
should be used for this purpose. Information about these standards can be obtained from 
IT Support. 

7.5 

The District will restrict access to critical information only to staff who have a legitimate 
business need-to-know. Each system owner is responsible for keeping an inventory of 
critical information and ensuring that access to it is limited. 

7.6 

Staff will be assigned unique user IDs and passwords for network access. Access to 
systems and applications containing critical information will only be allowed via unique 
user IDs. Access will be monitored, and actions will be traceable to authorized users. 

7.7 

Staff are prohibited from sharing their passwords or allowing anyone else to use their 
network account for any reason. 

8.0 Password Policy 

This password policy applies to the following: 

1. Transaction programs 
2. Scheduling programs 
3. Access to firewall hardware and software 
4. Access to VOIP software and hardware 
5. Access to any server-based shared drives or cloud-based storage systems. 
6. All computers and portable computers 
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Passwords shall comply with the following: 

 Must be at least six characters in length 
 Use both upper- and lower-case letters 
 Include one or more numerical digits 
 Include special characters, e.g. @, #, $ etc. 
 No use of the user's personal information 
 No use of passwords that match the format of calendar dates, license plate 

numbers, telephone numbers, or other common numerical formats 
 No use of an Environ password of the following form: consonant, vowel, 

consonant, consonant, vowel, consonant, number, number (for example 
pinray45). 

Passwords shall be changed if an intrusion has been detected. Employees shall: 

 Never share an account or password
 Never tell a password to anyone, including people who claim to be 

from customer service  or security
 Never communicate a password by telephone, email or instant messaging
 Be careful to log oƯ before leaving a computer unattended
 Change passwords whenever there is suspicion that they may have been 

compromised
 Never use online password-generation tools
 Utilize double authentication feature whenever possible.

Violation of this Password Policy may include progressive sanctions beginning with 
warnings and ending with possible loss of computer privileges or job termination. 

9.0 Scanning Portable Storage Devices and Email Attachments 

All computers shall be configured to scan any portable storage devices prior to opening the 
storage device. MAC computers may install the latest version of “ClamXav” which will 
automatically scan any portable drives or email attachments prior to opening the device. 

10.0 Firewall Server Filtering 

The District IT Administrator shall ensure the District firewall does a perimeter filtering of 
all incoming information, emails, attachments, or files prior to access by anyone of the 

46



                             POLICIES & PROCEDURES WSMPD                                                            04/25/2025 

  
 

                  Revisions: 4/25/25 59 

 

external files or information. Updates of the Firewall filtering shall be done on a scheduled 
basis. 

11.0 Training 

Training of existing employees shall be done on an as-need basis on our IT policy and 
security, as deemed by the Director. New employees shall be trained upon hiring. 

12.0 Employee or Contractor Separation 

Upon separation of any District employee or contractor, all access to any and all 
computers and programs shall be removed by the Director to ensure no unauthorized 
access. Removal shall include: 

 Transaction programs 
 Scheduling programs 
 Access to firewall hardware and software 
 Access to VOIP software and hardware 
 Access to any server based shared drives or cloud-based storage systems. 
 All computers and portable computers 

13.0 Cyber Security & Incident response 

The purpose of this policy is to outline proper and adequate response and protection of 
district data. This includes but is not limited to staff and patron information. It is of upmost 
importance to the district to ensure HIPA protected data and other personal and protected 
information is safeguarded adequately. 

13.1 

All Shore Aquatic Center computers shall utilize factory antivirus and malware protections. 
Should the current functional IT team make recommendations regarding the use of 
alternate protections; these may be utilized at the discretion of the district. It remains the 
district’s perspective that a balance of cost and security be found to ensure proper 
expenditure of district funds. 
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13.2 

The district will ensure a backup is always plugged into the server. The district’s current IT 
provider shall be responsible for ensuring this backup is updated regularly. 

13.3 

The district shall always have two backups. One off site, and one plugged directly into the 
server. One designated employee will be responsible for swapping these drives weekly to 
ensure a fresh backup is constantly maintained.  

13.4 

In the event of an incident, the district designee is to immediately contact the current IT 
provider, WCIA, and WCIA designated cyber security insurance provider. The district will 
work diligently alongside these coverages and team members to ensure a proper and 
adequate response from the district. 

13.5 

The district must work with its current IT provider to perform an annual security audit. This 
will ensure the district is covered to the best of its ability while balancing reasonability and 
protection standards. In addition, training for staff handling sensitive data will be provided 
upon hire. Policy reminders will be brought up at pertinent meetings such as front desk 
meetings, manager meetings, and other such training times. 

13.6 

If digital disturbance impacts all devices, to remain open whilst our cyber security 
insurance sorts out what to do; scan cards are to be written down manually on sheets of 
paper, and the business will remain open on a cash only basis. Lessons will be recorded 
on paper, and all classes will be done on a first-in-person, first-served basis. We will do our 
best to honor patrons currently registered for classes; though it is possible, we may need 
to refund (as applicable) and re-open class registration as in person only. The director, 
executive director, and management team will supply alternative actions as deemed 
necessary; thus, should be alerted as soon as possible in the event of a cyber-based 
incident. 
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