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Key Pen Parks' principal location at Volunteer Park, and at the meeting site if it is not held at
Key Pen Parks' principal location.

SECTION 3: Special Meetings

Special meetings may be requested by the Executive Director and/or called by the President of the Board
of Park Commissioners or as agreed upon by at least three (3) members of the Board by delivering written
notice personally, by fax, or by electronic mail to each member of the Board. Key Pen Parks reserves the
fourth Monday of each calendar month for special topic meetings should any be needed. The specific
time and place of the special meeting shall be publicly announced with notice given to the media as per
SECTION 2, Part I above.

The call and notices required under this section shall specify the time and place of the special meeting and
the business to be transacted. Final disposition shall not be taken on any other matter at such special
meetings by the Board of Park Commissioners. Once the agenda for a scheduled special meeting is
published it may not be modified.

The notices provided in this section may be dispensed with in the event a special meeting is called to deal
with an emergency involving injury or damage to persons or property or the likelihood of such injury or
damage, when time requirements of such notice would make notice impractical and increase the
likelihood of such injury or damage.

SECTION 4: Meeting Agenda

The Board President or his/her designee shall prepare the meeting agenda for the Board of Park
Commissioners regular meetings as follows:

A) Business before the Regular Agenda: These items may include Study Sessions, staff
reports, and/or public hearings.
B) Regular Agenda Items: These items shall include the following:
1) Call to Order
2) Roll Call
3) Pledge of Allegiance
4) Approval of Agenda
5) Special Presentations (as scheduled)
6) Citizen Comments
7) Approval of Minutes
8) Financial Report
9) Staff Report
10) Board Committee and Advisory Council Reports
11) Board President's Report
12) Unfinished Business
13) Public Hearing (as scheduled)
14) New Business
15) Executive Session (as needed)
16) Other Minor Matters
17) Good of the Order/Comments by Board Members
18) Next Meeting
19) Adjournment
C) Single Reading Resolutions: Single Reading Resolutions shall be utilized to conduct
matters that require Board approval. Included among the items that would qualify for the
Single Reading Resolution process would be the following:
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1) Approval of interlocal agreements with other governmental entities or agencies.

2) Approval of contracts with not-for-profit agencies, businesses, or companies.

3) Approval of any contract, agreement, good, or service proposed to be acquired or bought
where Board approval is required per the Purchasing Policy of Key Pen Parks.

4) Granting of utility easements whereby the easement does not materially affect the use of
the property for parks and recreational purposes.

5) Approval of, or amendments to the budget.

All other items not specifically mentioned shall be addressed by Second Reading Resolutions.

Second Reading Resolutions: Second Reading Resolutions shall be utilized to conduct

certain matters of significance that require thoughtful Board deliberation and debate in a

relaxed and informal atmosphere where there is sufficient time for reflection and

consideration between the first reading and the second reading, which is conducted at a

subsequent Board meeting prior to any vote on Board approval. Included among the items

that would qualify for the Second Reading Resolution process would be the following:

1) Approval of a Master Plan for a park, recreation facility, or program(s).

2) Approval of strategic, long range plans.

3) Approval of ballot measures to be referred to the electorate.

4) Issuance of debt.

5) Disposition of real property.

6) Approval of park development or redevelopment projects including setting of the budget
wherein the budget for the development or redevelopment is estimated to exceed
$100,000.

7) Approval of changes to the By-Laws of the Board of Park Commissioners. Changes to
the By-Laws shall require the "affirmative" vote of eighty percent (80%) of the
Commissioners present (per SECTION 2, Part G above).

8) Other matters of similar importance.

9) The Board, by majority vote, may require a Second Reading on any item prior to Board
approval of said item.

Board Member Submitted Agenda Items: It is inappropriate for a Commissioner to have

an "Upper Hand" over other Commissioners when presenting or discussing an agenda item.

Therefore, Commissioners wishing to place an item (or items) on an agenda must submit all

materials to the Board President and the Executive Director or their designees for inclusion in

the Board Packet to be provided to all Commissioners prior to the meeting. The deadline for
submittal of such material is 12:00 noon, seven (7) calendar days prior to the scheduled date
of the meeting where the topic(s) would be addressed. Materials must include an
introductory report (i.e. staff report), a written copy of any statements to be made, and other
documentation helpful in presenting the item(s). Failure to meet all of these requirements
shall result in the item(s) being omitted from the agenda until such time as the requirements
are met.

Submission of Agenda to Board Members: The prepared draft Agenda shall be mailed,

emailed, or faxed to the members of the Board of Park Commissioners three (3) days prior to

the scheduled date of the meeting. If there is a special or emergency meeting, the Agenda
should be provided to the members of the Board at least twenty-four (24) hours in advance of
the scheduled meeting whenever possible. A copy of the Agenda shall also be submitted to
the media and the public per SECTION 2, Part I above.

SECTION 5: Meeting Room Preparation

The Executive Director or his/her designee shall insure that appropriate information is available for the
audience at all meetings of the Board of Park Commissioners, and the facilities are functional and
appropriate.
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SECTION 6: Meeting Conduct Guidelines

Meetings of the Board of Park Commissioners shall be conducted by the Board President as Presiding
Officer in a manner consistent with these By-Laws and/or the policies of Key Pen Parks. Where a
procedure or process regarding the conduct of business by the Board is not specifically outlined in either
these By-Laws or the policies of Key Pen Parks, then Robert’s Rules of Order shall prevail.

A. Motions Precedence: When a question is under consideration, no motion shall be
entertained except as described below. The motions shall have precedence in order as shown:
1) To adjourn
2) Toremove an item from the Agenda
3) For the previous question
4) To lay on the table (decided without debate)

5) To take from the table (decided without debate)

6) To postpone to a certain time (decided without debate)
7) To postpone indefinitely (decided without debate)

8) Toamend

9) To substitute

10) To reconsider

B. Motions to Reconsider: No motion to reconsider a vote shall be in order except at the
following meeting, and only if made by a Board member who voted with the prevailing side.

C. Motions Put and Lost: A motion to take from the table or to reconsider, having been put
and lost, shall not be renewed either by the mover or by any other Board member.

D. Right to Change Final Vote: Any Board member shall have the right to change his/her final
vote, in order to be on the prevailing side, at any time before final action is taken on the next
ensuing item of business.

E. Conduct Objective: The conduct of meetings shall, to the fullest extent possible, enable the
Commissioners to consider the issues at hand, weigh evidence related thereto, make wise
decisions, and take needed action.

F. Public Input: Citizens are afforded an opportunity at each regular and special meeting of the
Board of Park Commissioners to offer their comments to the Board of Park Commissioners
per SECTION 2, Part F above. Citizens should confine their remarks to the time allotted for
citizen comments, but they may also submit written statements for the record. Persons who
wish to make longer presentations to the Board of Park Commissioners should submit a
written request to the Board President and the Executive Director for consideration as a
separate agenda item.

G. Disruptive Conduct by the Public: No disruptive conduct shall be permitted at any Board
of Park Commissioners meeting. Persistence in disruptive conduct shall be grounds for
summary termination of the speaker’s privilege to address the Board. In an effort to restore
order to the proceedings, the Presiding Officer may call for a recess or an adjournment. If the
disruptions persist, the offender(s) may be removed. In the event of a wide scale disruption,
the audience may be cleared with only the media allowed to remain.

H. Allegations: No oral presentation shall include any charges, accusations or complaints
against any Key Pen Parks' employee, regardless of whether or not the employee is identified
in the presentation by name or by another reference which intends to identify. All charges
against an employee shall first be submitted in writing to the Board of Park Commissioners
through the Executive Director.

I.  Quorum and Majority: Action can only be taken if a quorum of the Board of Park
Commissioners is present (see SECTION 2, Part G above). If a tie vote occurs at a meeting
in which fewer than five (5) Commissioners are present, the Board may approve to table the
item and have it reappear on a subsequent meeting's Agenda. If the Board of Park

By-Laws of the Board of Park Commissioners Page 10 of 12
Key Peninsula Metropolitan Park District
Adopted April 9, 2018, per Resolution R2018-05

Board Packet Page 67



Exhibit "A"

Commissioners cannot achieve a quorum because a member or members of the Board have

declared a conflict of interest, the following shall occur:

1) If four (4) or more Commissioners are in attendance at the meeting, a recess shall be
called. Each Commissioner with a conflict of interest shall confer individually with staff
to determine if the conflict is legal or perceived. If the conflicts are deemed to be
perceived, the meeting shall resume, the item in question shall be discussed, and the
members of the Board without legal conflicts of interest shall vote.

2) Ifthree (3) Commissioners are in attendance at the meeting and one (1) or more declares
to have a conflict of interest, the item shall be tabled and reintroduced at a subsequent
regular meeting in which four (4) or more Commissioners are in attendance.

3) Ifachallenge to a Commissioner or Commissioners would prevent a vote from occurring,
then the Commissioner or Commissioners may participate and vote in the proceedings
provided that they first disclose the basis for what would have been their disqualification.
This is known as the "doctrine of necessity."

J. Recusal: Except as may otherwise be provided by these By-Laws, no member of the Board
of Park Commissioners shall participate in the voting on a matter under circumstances of
actual or apparent bias or partiality arising from a close personal, familial, or business
relationship with interested parties, or a pecuniary interest that could be directly or indirectly
affected by the agency's decision (see also ARTICLE IV, SECTION 14, "Conflict of
Interest"). In such circumstances, the Board member shall recuse themselves from voting on
the subject matter in question.

SECTION 7: Board Direction

The Board of Park Commissioners may give directions and instructions to the Executive Director which
are not formal actions. The Board President shall determine by consensus a Board directive and shall
state it for clarification. Should two (2) or more Commissioners challenge the statement of direction
given by the Board President, a voice vote may be requested. Informal actions of the Board are still
considered Board action and shall only occur regarding matters which appear on the agenda. A formal
motion may be made to place a disputed directive on a future meeting Agenda.

ARTICLE VI - REMUNERATION

Commissioners are entitled to compensation as per RCW 35.61.150, however to receive compensation
Commissioners must request and submit a Commissioners Compensation Tracking Form within thirty
(30) days of official business or compensation will be forfeited. Commissioners may elect to waive their
compensation by providing and delivering to the Executive Director or their designee a letter stating such
as fact.

ARTICLE VII - AMENDMENT TO BY-LAWS

Any member of the Board of Park Commissioners may introduce a proposed amendment or amendments
to the By-Laws (which may consist of new By-Laws) at any regular meeting, or at any special meeting
for which advance notice has been given as described below.

Proposed amendment(s) to these By-Laws, including the text of the proposed amendment(s) and a
statement of its/their purpose and effect shall be provided to all Board members fifteen (15) days prior to
any regular meeting of the Board of Park Commissioners or thirty (30) days prior to any special meeting
in order to be included on the Agenda for said meeting. Proposed amendment(s) to these By-Laws shall
be processed as Second Reading Resolutions per ARTICLE V, SECTION 4, Part D above.
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ARTICLE VIII - ADMINISTRATIVE PROVISIONS

SECTION 1: Books & Records

Key Pen Parks' shall keep current and complete books and records of account and shall keep any records
of Board of Park Commissioners proceedings and its committees as required by law.

SECTION 2: Principal Office

The principal office of Key Pen Parks shall be the Park District's office located at Volunteer Park, 5514
Key Peninsula Hwy, Lakebay, WA 98349, unless changed by resolution approved by the Board of Park
Commissioners.

SECTION 3: Fiscal Year

The Fiscal Year of Key Pen Parks shall begin on January 1 and end on December 31 of each calendar
year.

SECTION 4: Budget
The annual budget for Key Pen Parks shall be adopted each year by resolution of the Board of Park

Commissioners prior to November 30 of each calendar year.

ARTICLE IX — APPROVAL OF BY-LAWS

THESE BY-LAWS WERE APPROVED BY RESOLUTION R2018-05 PASSED AND ADOPTED BY
THE BOARD OF PARK COMMISSIONERS FOR KEY PEN PARKS AT A REGULAR MEETING
THIS 9" DAY OF APRIL 2018.

Attest:
Key Pen Parks
Board of Commissioners

7«3 Co Washinﬁm
%‘) Mf( p

Edward Robison, President Ma?&aﬂws/lde/m/z
Ker Clmton Clerk John b’élly,‘ﬂ/lelﬁﬁéltﬁ-ﬁge )
awn Jensen; M€mber-at-Large
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Key Peninsula Metropolitan Park District

Human Resource Policy

Purpose

This Human Resource Policy (“HR Policy”) guides the overall administration of Human Resources
programs. The Executive Director of Key Peninsula Metropolitan Park District (referred to as “Key Pen
Parks”) is authorized to implement additional regulations, procedures, and policies related to
recruitment, hiring, supervision and administration of staff, employee leave and benefits, and employee
conduct consistent with this Policy. All employment policies will be executed in alignment with local,
state, and federal laws and regulations related to employment.

There is a separate Employee Handbook, approved by the Executive Director in consultation with the HR
Committee of Key Pen Parks, that provides more detailed guidance and information to Key Pen Parks
employees on the Human Resource programs, practices, policies, and procedures.

Employment at Will

Employment at Key Pen Parks is on an at-will basis which means that either the employee or Key Pen
Parks may terminate the employment relationship at any time, for any reason, with or without notice.

Nothing in this document creates or is intended to create an employment agreement, express or implied.
Equal Employment Opportunity (EEO)

Key Pen Parks provides equal employment opportunities to all employees and applicants for
employment without regard to race, color, creed, ancestry, national origin, citizenship, sex or gender
(including pregnancy, childbirth, and pregnancy-related conditions), gender identity or expression
(including transgender status), sexual orientation, marital status, religion, age, physical and mental
disability, genetic information, military service and/or veteran status, or any other characteristic
protected by applicable federal, state, or local laws and ordinances. Equal employment opportunity
applies to all terms and conditions of employment, including hiring, placement, promotion, demotion,
termination, layoff, recall, transfer, leave of absence, compensation, and training.

Key Pen Parks believes in treating all employees with fairness, respect, and dignity. Key Pen Parks
believes in creating and maintaining an inclusive work environment that respects diverse ideas,
backgrounds, and styles and believes diversity is supported through the selection, management, and
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retention of diverse employees.

Recruitment and Selection

Key Pen Parks is committed to an open and equitable recruitment and selection process that aligns with
its mission and values. In support of this, Key Pen Parks will utilize a consistent approach to creating job
descriptions, advertising jobs, and screening and selecting candidates.

Background Checks
Background checks for new hires may be conducted if appropriate for the position.
Compensation

Key Pen Parks strives for fair and equitable pay programs that are competitive and financially
sustainable. We believe compensation is one important tool within a system to support, reinforce,
retain, and align employees with our mission, culture, and operational and financial needs.

Key Pen Parks endeavors to research competitive pay for similar jobs in our labor market, to ensure that
we remain aware of relevant compensation trends. The organization will periodically review market
data to determine if changes are warranted to the compensation structure.

The Board of Park Commissioners is responsible for periodically reviewing and approving the Wage
Matrix, which establishes the pay ranges for the organization.

Benefits

Key Pen Parks supports work life balance and provides paid time off benefits including holidays and
vacation for employees to enjoy their life outside of work.

Key Pen Parks provides paid sick leave benefits to employees for absences due to illness or injury.

Benefits are an important part of the Total Rewards package and support the organization’s ability to
attract and retain talent. Key Pen Parks strives to provide competitive insurance and retirement benefit
programs that meet the needs of its employees and are financially sustainable. The benefits offerings
will be reviewed and evaluated on a periodic basis to assess if they remain competitive and relevant to
employees.

Employee Growth and Development

Key Pen Parks believes that providing growth and development opportunities for its employees
contributes to the enrichment of the whole person and aids in attracting and retaining talent that
support the mission and values of the organization. Key Pen Parks offers training to employees to
increase their job-related knowledge and skills.

Leaves of Absence

Key Pen Parks realizes that an employee may periodically incur a life event or health issue for
themselves or a family member. The organization will comply with all state and federal leave laws to
support an employee’s time off needed during these situations.
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Technology Usage

Key Pen Parks believes that the organization’s assets and property should be used by employees in the
course of performing work and that personal usage should be limited to emergency situations only.

Key Pen Parks understands that most items relating to the conduct of government or the performance
of governmental functions, whether written, recorded, taped, or electronically stored, are subject to
public inspection and constitutes a public record.

Code of Conduct

Key Pen Parks believes that employees should represent the organization to the public in a manner that
is professional, courteous, efficient, and helpful. Key Pen Parks also expects that leaders and employees
should treat each other with professionalism, courtesy, dignity, and respect. In addition, employees will
preserve and protect the organization’s equipment, grounds, facilities, and resources.

Confidentiality

Key Pen Parks believes that the protection of confidential business information is vital to the interests
and success of the organization. Therefore, employees are prohibited from providing or disclosing
confidential documents or information gained by reason of their employment to anyone not authorized
to have such information.

Key Pen Parks understands that as a public agency, the organization is required to retain and make
certain documents and information available to the public upon request in accordance with
Washington’s Public Records Act and records retention laws. However, private and confidential
information will be protected to the extent possible, while still complying with the law.

Conflict of Interest

Key Pen Parks expects that all employees will conduct themselves and the organization’s business in a
manner that reflects the highest standards of ethical conduct and in accordance with all federal, state,
and local laws and regulations. This includes avoiding real and potential conflicts of interests.

The public trust prohibits officers and employees from giving or receiving any compensation (other than
regular salary) or gift for any reason related to their Key Pen Parks position. No officer or employee shall
use their power or authority to induce or coerce another person to provide such officer or employee with
any compensation, gift, or other thing of value directly or indirectly. No officer or employee may transact
any business in their official capacity with any entity in which they have a business interest.

Workplace Harassment

Key Pen Parks is committed to providing a work environment that is safe and free from harassment. It is
Key Pen Parks’ policy to prohibit intentional and unintentional harassment of or against employees, job
applicants, contractors, volunteers, or employees based on actual or perceived race, color, creed,
ancestry, national origin, citizenship, sex or gender (including pregnancy, childbirth, and pregnancy-
related conditions), gender identity or expression (including transgender status), sexual orientation,
marital status, religion, age, physical and mental disability, genetic information, military service and/or
veteran status, or any other characteristic protected by applicable federal, state, or local laws and
ordinances.

Key Pen Parks Human Resource Policy Page |3
Board Packet Page 72



Exhibit "A"

Complaint Resolution (Open Communication and Grievance Procedure)

Key Pen Parks believes communication is at the heart of good employee relations. Open communication
supports a more enjoyable and productive work environment. Key Pen Parks strives to work together
with employees and mutually resolve issues in a timely and responsible manner. Key Pen Parks believes
that employees should have an avenue to discuss any issues that remain unresolved and provides its
employees with complaint resolution procedures for resolving those situations. Employees are
encouraged to discuss any concerns or issues with their immediate supervisor. If full resolution is not
achieved, the employee will bring the concern to the Executive Director who will review the situation
and take steps to achieve resolution. If the employee still seeks further resolution, the matter will be
brought to third-party experts for review. The intent is to receive advice and counsel from neutral,
objective sources with expertise in the area of concern.

Whistleblower

Key Pen Parks recognizes and supports the right of every employee to report alleged improper actions
by a Key Pen Parks official or employee that violates the law, abuses their authority, creates a danger to
the public health or safety, or is a gross waste of public funds. Key Pen Parks shall comply with State law
that protects employees from retaliation or disciplinary action for reporting improper action in good
faith and commits that employees will be protected from retaliation for reporting any such actions.

Health and Safety

Key Pen Parks is committed to providing a safe and productive workplace for its employees, volunteers,
guests, contractors, vendors, and the general public. This includes a work environment that is free from
alcohol, drugs, other controlled substances, and/or workplace violence.

Conclusion

This document supersedes any previous verbal or written policies that may be inconsistent with this
version of the Human Resource Policy. As Key Pen Parks grows and changes, its Human Resource policies
may change.
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Policy: Social Media Policy
(Approved by the Key Pen Parks Board of Commissioners on 11/10/14)

Policy: Tobacco Free Parks Resolution
(Approved by the Key Pen Parks Board of Commissioners on 10/9/17)

Policy: Travel Policy
(Approved by the Key Pen Parks Board of Commissioners on 10/8/18)

Policy: Whistleblower Policy
(Recommended addition by the attorney)
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