
MEETING MINUTES
Dec.8,2011

Orcas Island Park and Recreation District Commission
Regular Meeting, Thursday, Dec. 8, 2011
The Firehall, Eastsound
Noon-3 P.M.

L CALLTOORDER(Noonl
Jim Bredouw, Acting Chairman OIPRD

Roll call:
Seat L: Vicki Vandermay - present
Seat 2: Bob Eagan - present
Seat 3: Martha Farish - present by Skype
Seat 4: fim Bredouw - present
Seat 5: Ian Lister - present

Special Advisor, Leslie Rae Schmitz, was also in attendance.
Minutes passed by all but Martha who abstained.

II. NEW BUSINESS (12:05pm)
NEW COMMITTEE REPORT ON PROCEDURES

Discussed memorandum - Ian suggests that the new, more formal paradigm will
require more of Lynn's work effort going forward. Leslie confirms this notion and
further suggests that this memorandum outlines a process that is both more
complete than currently, but also will create a method that will be usable by any
secretary going forward. Martha was unable to read .docx and will read thoroughly
when Leslie sends her a zip of the files. Bob would like the issue of adequate weekly
backup to be addressed. Ian suggests that there will be developed a systemy,
beyond a constantly refreshed 'cloud' technology in place, whereby a flash drive
copy will be stored in a safe fireplace place, as mentioned in the OIPRD retention
and destruction policy in the aforementioned Memorandum.
Ian motioned thit we authorize Jim and l#"fu ,pp.orch Lynn to ask her interest
and capability in expanding her scope ofduties and attending meetings, taking
minutes, etc. Bob seconded. Martha wants Ian and Jim to make sure she's not only
interested but qualified and to see ifthe rate is the same as bookkeeping. Ask about
travel schedule. Passed unanimously.

IIl. UNFINISHED BUSINESS (1:00pm)
ACTIVENET
Martha would like verification of her thoughts in her email to Jim and Leslie; e.g.

would a cash paying participant have to pay an add'l fee or does the public have to,
in essence, pay twice via a tax and again with our booking software company, Leslie,
Martha and Jim will contact Neal and negotiate his proposal. Ian, Vicki and Bob
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would like to be informed fthough not to OIPRD publicly, as it is a confidential nego)
as to what blocks we're suggesting and the commensurate prices ofsuch, but give
fim and Martha authorization to negotiate on behalf of OIPRD as best they can and
ultimately decide whether to pull the trigger or pass. fim's agreed to send the
contract and Martha's email with concerns to the other 3 commissioners and they
will either: 1) call for a special mtg. to furtler discuss within the next week; 0R 2l
say 'go ahead' and/or make suggestions they would like Martha/Jim to
ask/consider. If #2, Leslie, Martha and fim will plan to do a final negotiation late
next week and, if needed by year end, whatever commissioners are available will be
presented with a Resolution to hire ActiveNet.
Leslie suggests we review her memo of t0 /26 comparing Neal's prices with other
customers' and will send again.

Martha's computer
Iim is to pick up her laptop from Tony and deliever to Annie with new software,
Excel 2010 and QuickBooks Pro 2012. Annie can make recommendation if more
memory is necessary.
FUNHOUSE
Pete Moe, Krista Boucher and the FH Board have responded to our previous
proposal.
0IPRD agrees in principal with 2-yr. lease commitment plus a one-way S-yr. option.
By "Basketball Clinic", FH means doing the Ian Harlow/Dustin Fox program at
Christian school grm for Grades 6-8, boys and girls.
Martha suggests that Sailing and Swimming might just use ActiveNet and take
relatively little time. She would like FH to promote and instruct as well or
coordinate various programs - Pete suggests that this was his intention all
along. Krista suggests that even a turn key operation like Sailing takes a bunch of
hours and efforts.
She also suggests thatwe just agree in principal to do a package ofprograms similar
in scope to those listed.
With regard to Teen Night, After School and swim programs, it was generally agreed
that OIPRD has, based the levy promotion on these three specific programs, and that
the FH can likely depend on financial support for these specific goals, barring
unexpected circumstances.

Jim agreed to take the FH response and move the agreement to more specificity
. Ian asked that the sunset date be more clearly defined.

IV. PUBLIC COMMENT (2:20pm)
<None>

V. UNFINISHED BUSINESS fcontJ (2:2Spm)
Pqtment of Claims

It was moved by Martha and seconded by Bob to pay the following amounts for the
Dec. Claims Payment Requesrc $2,446.25 Leslie Rae Schmitz; $105 Coldspring
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Ptmps; $271.27 fim Bredouw bookkeeping software reimburse and $52.63 Vicki
Vandermay reimbursement and passed unanimously. Jim will process form, send to
all 5 commissioners who will sign, scan and Jim will send to Kim at County.

Buck Park update

Got a draft negotiation from Paul Kamen that isn't yet ready for review - $4k for
water use may have gone to $4.5k.. Bob will look into iL State Health said we
wouldn't need to include them in a non-potable irrigation system.

Bob continues to research whether to suggest the cost of 3-phase or live with
existing Shp pump, as the proper 7.5hp pump single phase won't fit in the well. Or
to perhaps suggest it in a year or two for ongoing upgrades.

OISD
Martha would ask that we re-read her late Nov. email with the proposed ioint use
facilities agreement draft she and Vicki co-created, that is now in Adina
Cunningham's hands, that would give OIPRD first right of refusal of OISD facilities
for a flat rate; requiring OISD to formally commit to their needs and usage.

- ADIOURNMENT (2:45pm)
Motion: To adjourn - Vicki and Ian second - deliberation: none - unanimously
aye

Addenda
Memorandum to OIPRD Commissioners L2_78_17 Meeting
Draft Steps for Creating Documentation for an OIPRD meeting
0IRPD Document Retention and Destruction Policy
O I RP D Public Meeting s Preparations
Web-based Records System Functionaliql Matrix
OIPRD 2072 signed budget resolution
OIPRD 12-8-11 Claims Payment request
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Regular Public Meeting minutes for December B, 2011
Approvedbymotiononthis /Sodayof Oo{'obe,r,2912
Signedandattestedthis If sdayof O.t, b<\f ,ZOtz

Commissioner #3,
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MEMORANDUM

TO: OIRPD Commissioners Jim Bredouw, Martha Farish, and Bob Eagan

FRoM: oIPRD commissioners vicki vandermay and olpRD commissioner/secretary tan Lister

RE: OIPRD Web-Based Records System

Date: December 8, 2011

The enclosed documentation is for purposes of providing a framework for the OIpRD web-based records
system. lt is intended to provide an outline of policies, protocols, procedures, and research for the
OIPRD Recreation Director to implement when hired in spring 2012. lt is intentionally left in a !1gftform
to ensure the OIPRD Recreation Dlrector has the authority and responsibility to provide additional input
and finallzation with the OIPRD Commissioners.

Documentation includes:

. Steps for Creating Documentation for an OIpRD public Meeting

. OIPRD Document Retention and Destruction policy

. OIPRD Public Meetings Preparation

. OIPRD Open Conduct of Public Meetings Statement (for OtpRD Website)

. OIPRD Web-based System Technology Functionality Matrix

For gurposes of the 72/8/77 Monthlv OIPRD Public heorina, we respectfullv request that vou approve in
conceptthe Droposed documentation The OIPRD Secretary is ultimately responsible for the leadership,
oversight, and policy direction ofthe OIPRD documentation and related public meeting conduct. tt is
the intent of this framework to provide the necessary documentation for the newly hired OIpRD
Recreation Director to manage day-to-day operations.

Respectfully submitted,

lan l-ister, OIPRD Secretary/Commissioner

Vicki Vandermay, OIPRD Commissioner



on for an OIPRD Public

1. Create a new Directory on oiprd.org
. All files pertinent to a particular public meeting are stored in a single directory. Each

separate meeting is assigned one unique directory. The directory is named as a date using
the following convention:

/nnnn [year] nntmonthl nnldayl

example:

20010911 would be for September 11, 2001

. The directory is created below the following existing address:

oiprd.org/Regular_Public_Meetings/zllL [or cu rre nt ye o r]

. Each year a new directory will need to be created below the address
"oiprd.org/Regular-Public_Meetings"

example:

oiprd.orglRegular_Public_Meetings/2013

. The directory can be created by several means, but the proper credentials must be used.
The complete address willthen be like this:

example:

"http ://www.oiprd.orglRegula r_Public_Meeti ngs/20OL / 20olog LL"

2. Store the Agenda file to oiprd.org
create the agenda. The agenda may be saved as an HTML document complete with
hyperlinks if desirable. lf another format is used, for example ".docx", substitute the
appropriate file type suffix below for ".html". The agenda file is named usinB the following
convention:

OIPRD_Agenda_[nnnnl(year)[nnl(month) [nn](day].html

example:

OIPRD_Agenda 20010911.htm1

The agenda is stored on oiprd.org, in the directory created in step l above. The complete
address willthen be like this:

example:

"http://www.oiprd.orglRegular_Public_Meetings/2007/7OO119L7/ol?RD_Agenda_2001
O911.html"



3. Update the OIPRD Google Calendar
. Log onto https://www.google.com/calendar/ and create the meeting date appropriately.

The calendar entry can point to the agenda with a hyperlink created in the description
section ofthe Google calendar event using a variation ofthe following HTML statement:

<a

href="http://oiprd.orglRegular-Public-Meetings/2ooUzoo]ogL].lotpRD_Agenda_20010911.htm1,,>Age
nda</a> (substituting the applicable file names)

Google will interpret this as html, and a hyperlink will appear as the word: Agenda

. The calendar page at oiprd.org will now reflect the new entry

4. Store the Minutes file to oaprd.org
. Create the minutes. The minutes may be saved as html, complete with hyperlinks if

desirable. lf another format is used, for example ".docx,,, substitute the appropriate file type
suffix below for ".html". The minutes file is named using the following convention:

OIPRD_Minutes_[nn nn](year)[nn](month)[nn](day).html

example:

OTPRD_Minutes_20010911.htm1

. The minutes file is stored on oiprd.org, in the directory created in step l above. The
complete address would then resemble:

example:

"http ://www.oiprd.org/Regu la r_public_Meetings/20 Ot I 2OOLO9LL / Otp R
D Minutes 2o010911.htm1"

5. Store the manutes addenda to oiprd.org
' Before and during the meeting, the pertinent documents and submissions are accumulated

by the Secretary. These addenda are also stored in the directory created above in step 1,
alongside the agenda file, and the minutes file. With this in mind, the hyperlinks within the
minutes file should use "relative addressing" only; this will allow the
"Regular_Public_Meetings" section of oiprd.org to be transportable, as the OIpRD website
evolves. "Absolute addressing" should only be used in rare cases, or when citing a reliable
fixed location elsewhere on the web (Enduris.org for example).

example:

Use this relationalform of hyperlink address <a href=', OIPRD piece of
addenda.pdf">Piece of addenda</a>



NOT this absolute form of hyperlink address <a

href="http://oiprd.orglRegular-Public-Meetings/2001/20010911/ol PR

D piece of addenda.pdf'>Piece of addenda</a>

. Minutes, or other documents residing in other meeting directories can be cited (relationally)

as follows:

example:

<a href--" ../../7OOL/70O1O977/file in a different meeting
directory.pdf">file from another meeting, years ago</a>

or

<a href="../20010911/file in a different meeting directory.pdf">file from
another meeting, this same year</a>

. The minutes are watermarked with the word UNAPPRoVED, until their approval. This is

accomplished with a file located at http://www.oiprd.orSlhtml/uNAPPROVED.jpg, witch

may be referenced from that location.

6. Update the lndex file on oiprd.org
. The minutes are cataloged and exhibited on the following page:

http://www.oiprd.orglRegular-Public-Meetings/2011/index.html (or

the aPProPriate Year)

. Each meeting is given an entry showing the date of the meeting, with a link to the agenda,

and a link to the minutes. Currently the meeting entries are arrayed in a table, each cell

holding an entry. lt is simplest to copy an existing entry into a new cell, and then fix up the
links and date. Each link is relational as follows:

examPle:

<a href="/2001091UOlPRD-Agenda-20010911.htm1">Minutes</a>

. The oiprd.org site will now reflect the changes resulting from a new meeting. New

information is made accessible to search engines via the sitemap at

http://www.oiprd.org/sitemap.xml, which is periodically updated automatically.



2.

Orcas Parks & Recteation District (OIpRD)
Document Retention and Destruction policy
Adopted by the Boatd of Commissioners _

Pu4rose
1.1.The pupose ofthis policy is to provide for systematic review, retendon and destruction of

documents related to the opemtions of the OIPRD. It is intended to assute legal and
rcgulatory compliance, apptopriate safeguatds fot records and information, and efficient
ald effective operations.

Document Retention
2.1. OIPRD shall tetain records for the period of their immediate and curtent use, ulless longer

retention is necessary for historical reference or to comply with contractual ot legal
requirements. Records and documents coveted by this policy include paper, electronic files
and e-mails, wherevet stored, including physical files, serserc, personal computers and
handheld computers ot other wireless devices. Documents that afe not listed below, but are
substantially similat to those listed, will be retained for the apptopriate length of time. Any
employee, or any other person who is in possession of OIPRD records, who is uncertain as
to which records to tetain or destroy, and when or how to do so, should seek assistafrce
ftom OIPRD's Recteation Directot ot Office Manager.

2.2.lrt o,ccotdznce with 18 U.S.C. S 1519 a:rd ttre Sarbanes-Oxley Act, under no c cumstances
will any of OIPRD's documents, including electonic 61es and voice messages, be altered,
coveted up, falsified or destoyed in order to prevent their use in any offrcial proceeding.
Oace any kind of litigation or officiel iflvs5rigation is suspected or under way, all document
puging routille or otherurise, will immediately cease. In order to eliminate accidental or
innocent destruction, OIPRD has adopted this policy and the following retention schedule-

Policy Review
3.1.These guidelines will be reviewed by the OIPRD Board of Commissioners at a hirrimum

every three years and, if appropriate, updated periodically, through consultation with expert
fesoutces.

Electtonic Docurnents
4.1. OIPRD will maintain a data backup and recovery system, which will be tested on a regular

basis.

Emergency Planniag
5.1. OIPRD's records will be stored in a safe, secure and accessible manner. Documents and

fuiancial records, physical or eiectroric, that are essential to keep OIPRD operating in an
emetgency will be duplicated periodically and maintained off-site.

Document Destruction
6.1. OIPRD's Secretary and Recreatioa Director are ioindy responsible for the ongoing process

of identi{ring its records qrhich have met t}e required retention period, and overseeing their
destruction. Desftuction of San Juan County fiflancial, personnel-related, donor, nonprofit,
or othet confidential documents will be accomplished by shredding, or otlerwise destroyed
ir maflner to preserve their confidentiality.

-r.
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OIPRD BOARD OF COMMISSIONERS MEETINGS:
Regular Meetings are open to the public and held on the first Thursday of each month at 12pm at
the orcas Fire Department station 21. Any change in the meeting time, date or location must be
made by Public Notice.

oIRPD Board of commissioners, Dates of rerms and contact Information can be found at
ualry-QllRD1Ug and should be kept up to date.

Annual Board Meeting calendar: The calendar is created by the oIpRD Recreation Director
each year and can be iound at u rr ra.Ol P_[D-p1g

Public Hearings are required for specific OIPRD Board actions, particularly Budget approval and
amendment. Notice of the Hearing should be posted in the same manner as for public aad
Special meetings.

Public Notice is required for any meeting other than the regular meeting. As required by policy,
the public notice should be posted at least five days in advance on the door ofthe orcas First
Department Station 21 and on www.OIPRD.org.

SQgc:iel-Meetinss: The OIPRD Board Chair or any tl.ree members may call a special meeting.
The notice advertising the meeting should state the topic(s) to be discussed. only those topic(s)
specifically noted may be discussed at the special meeting.

Resolutions: These authorize the OIPRD Board or Director to take an action or state a position or
policy. The OIPRD Recreation Director may prepare or ask the Administrative Assistant to
prepare resolutions for oIPRD Board approval. OIPRD Board will move to approve resolution
and sign. The original signed resolution (and copy of financial report ifa budget amendment)
should be filed in the Resolution Binder. A copy with signatures goes to county Auditor ifa
budget amendment, with copy for Budget Binder. Update Resolution Master List and place in
front of binder.

. Tuesday before the meeting:
Copies of the draft Minutes of the previous meeting, the Agenda for the upcoming meeting,
financial reports and correspondence plus any other relevant documents are e-mailed by the
Recreation Director to the oIPRD Board members and Admin Asst. no later than the Tuesday
preceding the meeting. Print out one copy of each. Complete a CLAIMS REeUEST to date.
This will be updated with new claims on Wednesday and Thursday.

. Wednesday before the meeting:
Run through Agenda with Director, confirm all paperwork available. Take copies for Board as
required. Set aside two copies of the Draft Minutes from last meeting for those who have not
read them. Have a final copy (with the word "draft" removed) ready for signature.
collate 8 Board packages - one for each commissioner, Director, Admin, and Board packet
Binder.



. Day of the meeting:
Put 2 or more copies ofthe agenda under the Visitor sign-in sheet, with a pen, on the clip board.
Put the clip board on tle divider wall for visitors.

Put each Commissioner's notebook on the conference table.
Arrange the chairs and set up table.
Put out extra pens, water and cups.
Use the recorder, but also take notes.

. During the Meeting:
Ask visitors to sign in.
When Chair begim the meeting start the recorder, note start time and who is present.
As the meeting progresses, note when a commissioner makes a motion, who made the motion,
who seconded the motion, and the vote. Usually unanimous, ifnot note who voted yes, who no.

After the Board approves the previous Minutes, pass the original around the table for signature.
Corrections to t}e minutes: If the correction is substantive, a motion should be made to amend
the minutes. Ifthe correction is clerical, it doesn't require a motion and can be made by you. If
it is a simple correction you can do it with a pen. If the page has to be rewritten, wait until the
next meeting for signatures. If the conection is only on the first page, have Board sign the
second page and reprint the first with the correction.

Collect and ensure all Claims Payment Requests, Payroll and Minutes etc. have been signed by
all commissioners present.

Ifthe Board goes into an Executive Session the Chair will announce the beginning of the
Executive Session. Members of the public must leave.
Note the reason for the meeting (referencing the applicable RCW section), how long it will last,
and the start time. Tum off recorder and do not take notes. Stay or go as requested.
Upon close of the executive session, the Chair will announce the end ofthe session and invite the
public back in.

Tum on recorder and note time the executive session ended. Note any action taken (or no action
taken). The Commission cannot take action during an executive session, but may take action
after the executive session is closed and the regular session reconvened.

Note the time of adjournment.
When Board members leave tidy up and come in at 11am the following day to prepare draft
Minutes.



. Day after the Meeting:
Approved Minutes of previous meeting; follow the steps to creating oIpRD commissioners
Meeting Documentation. File signed Minutes together with a copy of the Agenda and any
documentation handed in during the meeting, plus visitor sign-in sheet ifused

claims Request: Staple a copy of the signed claims Request to invoices and file. Deliver the
original to Kimberly Cox in the Auditor's offrce with any remittance slips that should be sent out
with payment.

Payroll: copy signed Payroll and file. Deliver original to Jo George in the Auditor's office.

write draft Minutes, using the format of previous meetings and following the Agenda listing.
Submit the draft to the Director for review.

Ifa Board member was absent, staple a Board packet together and place it in the left side of
his/her binder, otherwise empty all binders and put back on shelf under counter.
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Resolution to adopt the 2012 General Fund budget for Orcas Park and
Recreation Di$rict

Resolution 2Ol1-8
November 10,2011

WHEREAS the creation of the Orcas lsland Park and Recrcation Distnct (OIPRD)
was approved in November 2009; and

IIIIIEREAS a (icneral Fund trudget for 2()l I was adopted rn October 201 I and a
Ceneral Fund budget was proposed for 2012; and

WHEREAS notices of said public hearing were recordc.tl in the official newspaper of
San fuan Counry in accordance with RCW 35.40.60 as required; and

fflEflElS OIPRD will have some funds and donalons deposited to thc Drstricr's
Ceneral l'und for 2011 letiovcr to beadded to revenuc from estimated tax
distributions in 2012 in thc anrount of $ 251,205; and

lyrrtRf,rs the (:ommissioners of OIPRD desire to adopt .r butlget tbr the 2012
Ceneral Funrl to allow fnr the cxpenditure of those funds; and

WHEREAS lheCommisstoncrs of 0IPRD held a public hearing on October l3 to
consider the l)istrict's 2012 hudget; and

NOW, THEREFORE BE lT RESOLVED thdt OIPRD set the ceneral Fund budget lbr
the year 201 2, $ll 15.205:



Revenue

Activity Fees
Renta I

Donations-tlnrestricted
Grants
Tax d istrict revtxnues
Donations-()orporate
Total:

f,Xpenses 1,r.r. rc$ervrs,

One Time Capital ExPenses

One Time Setup Expenses
Staffing
Administrative
Loan repayment incl. interest
Parks
Programs
Low lncome Scholarships
Excess Ycar l'ind (larryover
Total

5 19.000
$ 10.000
$ 15,500
$ 10,000
$251,205
$ 9.500
$315,20S

$ 40,250
$ 22,000
$ 49,313
s 36,050
$ 23,61t'
$ 38.200
$ :t2.360
$ 2,500
$ 70,914
s315,205

ADOPTED, THIS lOrb day of November 2011

Orcas Park and District Commissioners

lim Bredouw

Bob Eagan

Martha F

lan Lister

Vlcki Vandermay
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