Des Moines Pool Metropolitan Park District
22015 Marine View Drive South

October 15, 2019
6:00 p.m.
Regular Meeting

AGENDA
6:00 1. CALL TO ORDER ROLL CALL
6:03 2. PLEDGE OF ALLEGIANCE
6:06 3. ADOPTION/MODIFICATIONS OF AGENDA

4. ANNOUNCEMENTS, PROCLAMATIONS AND PRESENTATIONS

6:12 5. PUBLIC COMMENT (Please Limit to Three [3] Minutes)

6:20 6. CONSENT AGENDA
a. EXPENDITURE/REVENUE SUMMARY
August Financials
b. STAFF/CONTRACTOR/COMMITTEE REPORTS
Board Committees
District General Manager Administration Report
¢. ADOPTION OF MINUTES
September 17, 2019, Regular Meeting
d. CORRESPONDENCE
None
e. BANK TRANSFERS (REVENUE)
$12,770.08 was received by MRP in the month of September 2019.
f. VOUCHER APPROVAL
$ 24,894.50 was processed in September 2019
8. KING COUNTY ELECTRONIC FUNDS TRANSFERS (EXPENSES)
$42,163.89 was processed in September 2019 for payroll

7. OLD BUSINESS
6:25 a. 2020 Budget/Levy

6:40 b. Aquatic Feasibility Study

22015 Marine View Drive South, Suite 2B Des Moines WA 98198
To enhance our community’s quality of life by providing access to and promoting participation in aquatics programs

The Des Moines Pool Metropolitan Park District is committed to compliance with both the Washington Law Against Discrimination and
the Americans with Disabilities Act. The District's regular meeting room has limited access for wheelchairs and other mobility assistive
devices. In order to accommodate individuals that require the use of such devices, please notify the District at least 48 hours in

advance of the meeting to allow for relocation to a more accessible location. Please contact Linda Ray, District Clerk, 206.429.3852
to make a request.



6:50 ¢. Employee Handbook

7:00 d. Mission, Vision, and Values
7:10 e. Closure Update

7:20 f. Silver & Fit Contract

8. NEW BUSINESS
7:30 a. Policy 320 —Admissions and Refunds

7:50 b. 2020 Fee Schedule

UPCOMING MEETINGS
® November 5, 2019, Special Meeting, 6:00 p.m., District Office
e November 19, 2019, Regular Meeting, 6:00 p.m., District Office

ADJOURNMENT

22015 Marine View Drive South, Suite 2B Des Moines WA 98198
To enhance our community's quality of life by providing access to and promoting participation in aquatics programs

The Des Moines Pool Metropolitan Park District is committed to compliance with both the Washington Law Against Discrimination and
the Americans with Disabilities Act. The District’s regular meeting room has limited access for wheelchairs and other mobility assistive
devices. In order to accommodate individuals that require the use of such devices, please notify the District at least 48 hours in
advance of the meeting to allow for relocation to a more accessible location. Please contact Linda Ray, District Clerk, 206.429.3852
to make a request.



Des Moines Pool Metropolitan Park District

AGENDA ITEMS SUMMARY SHEET

Agenda Item #:_6a-f Assigned to: Clerk of the Board Meeting Date: October 15, 2018

Under;_ Consent Agenda Attachment: VYes

[Subject: Consent Agenda

Background/Summary:
To improve process and better utilize time, the following items have been moved to the Consent Agenda:

Item 6a: Financial Summary
Expenditures September 2019: Total $69,208.55

* Admin Expenditures = $28,573.29 Ops Expenditures = $40,635.26 Capital Expenditures = $0.00
Revenue September 2019: Total $34,309.81
e Taxes=$19,996.31 MRP Revenue = $12,770.08 Interest = $1543.42

ltem 6b: Staff/Committee Reports
»  Committee
» District General Manager Administration Report

Item 6c: Adoption of Minutes
e September 17, 2019, Regular Meeting Minutes

Item 6d: Correspondence — None

Item 6e: Voucher Approval - The following voucher/warrants totaling $24,791.50 were approved for payment
$10,361.17 was processed on September 3, 2019

$2,688.34 was processed on September 9, 2019

$2,978.06 was processed on September 12, 2019

$4,190.08 was processed on September 20, 2019

$4,573.85 was processed on September 26, 2019

Item 6f. Funds Transfers (Payroll) - The following Electronic Transfers to King County totaling $42,163.89 were
processed for payment

» $17,866.13 was approved for payroll on September 10, 2019

e $24,297.76 was approved for payroll on September 30, 2019

A total of $66,955.39 was processed in September 2019 under the oversight of the Clerk of the Board.

Per RCW 42.24.180(3), “The legislative body shall provide for its review of the documentation supporting claims paid and for its
approval of all checks or warrants issued in payment of claims at its next regularly scheduled public meeting or, for cities and towns.
at a regularly scheduled public meeting within one month of issuance;”.

Eiscal Impact: N/A

Froposed Motion: | move to approve (or not to approve) the Consent Agenda including the vouchers and electronic
transfer requests processed in September 2019 totaling $66,955.39.

Reviewed by District Legal Counsel:  Yes No X Date:

Two Touch Rule: NIA First Board Meeting (Informational)
N/A Second Board Meeting (Action)

Action Taken: Adopted Rejected Postponed

Follow-up Needed: Yes No X Report back date:

| Notes:




2019 EXPENDITURES -- September 2019

Acct#

001-000-000-576-20-41-07
001-000-000-576-20-41-13
001-000-000-576-20-42-05
001-000-000-576-20-49-09
001-000-000-576-21-41-04

001-000-000-594-76-41-01
001-000-000-594-76-41-02
001-000-000-594-76-41-03
001-000-000-594-76-42-03
001-000-000-594-76-42-04
001-000-000-594-76-42-05
001-000-000-594-76-64-04

001-000-000-576-20-41-02
001-000-000-576-20-41-10
001-000-000-576-20-42-00
001-000-000-576-20-42-01
001-000-000-576-20-42-02
001-000-000-576-20-42-03
001-000-000-576-20-42-04

001-000-000-576-20-46-00

001-000-000-576-20-41-11
001-000-000-576-20-51-02
001-000-000-576-20-51-03
001-000-000-576-20-51-10
001-000-000-576-21-49-20

001-000-000-576-21-31-00
001-000-000-576-21-35-02

001-000-000-576-20-41-12
001-000-000-576-20-49-07
001-000-000-576-20-49-08
001-000-000-576-20-49-60
001-000-000-576-20-51-50

001-000-000-576-20-31-00
001-000-000-576-20-35-00
001-000-000-576-20-35-01

Reference

Advertising
District Advertising
Sponsorship Supported

Bulk Mailing - District Postcard
Bulk Printing - District Postcard

Ad Design
Total Advertising

Capital

Capital - Permits, Fees, Inspections
Capital - Advertising/Public Notice
Capital - Architects/Engineers

Heat Exchanger Repair (MacMiller)

Modify ADA Counter
First Aid Cabinet Repair
2017 Capital Projects
Total Capitals

Communications
Web Design & Maintenance

MS Suscription MS Office 365

Postage & Mailing

Telephone/Internet Services (Comcast)

Cell Phone (Google Fi)

Work Email Accounts (Google Suite)
Email Notification System (CampaignMonitor)

Total Communications

Insurance
Insurance - WCIA, AWC
Total Insurance

Intergovernmental Services

State Audit
Inspections (Fire Ext)
B&O Tax/Agency (DOR)

Services Contract - City of Des Moines
Permits and Fees (KCHD, CoDM, Cash Mgmt)

Total Intergov Services

Maintenance & Repair Supplies
Maintenance Supplies and Small Tools

Janitorial Supplies

Total Maintenance & Repair Supplies

Miscellaneous
AMG Liabilities

Misc. Services/Discrepancies*
Printing & Copying (Outside Vendors)
Dues/Membershp/Subscriptions
Fingerprinting/Background checks

Total Miscellaneous

* Misc Service = Feb-cash mgmt fees; Mar-US Bank Credit; May-US Bank credit reversal&cash mgmt fees; Jul-Small works Public Works

Contract Sound Cleaning

Office Supplies
District Office Supplies

Office Equipment (non-capitalized-SAA)
Computer Equipment (Non-capitalized)

Total Office Supplies

Sep 2019 YTD Balance

$237.90 $13,416.96
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $500.00
$237.90 $13,916.96
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $0.00
$0.00 $50,664.80
$0.00 $50,664.80
$0.00 $1,460.00
$337.70 $3,1585.05
$0.00 $118.35
$630.86 $4,379.10
$58.34 $883.19
$33.00 $262.63
$59.00 $590.00
$1,118.90 $10,838.32
$0.00 $11,614.22
$0.00 $11,614.22
$0.00 $0.00
$0.00 $168.40
$0.00 $811.77
$0.00 $4,633.58
$0.00 $1,397.02
$0.00 $7,000.77
$250.86 $3,356.18
$59.77 $3,145.92
$310.63 $6,502.10
$0.00 $1,483.25
$0.00 $2,021.67
$29.70 $714.33
$0.00 $1,725.00
$290.00 $1,276.00
$319.70 $8,120.25

$241.83 $2,282.93
$0.00 $343,35
$0.00 $43.99

$241.83 $2,670.27

2019 Budget

$22,500.00
$2,000.00
$4,000.00
$2,200.00
$500.00
$31,200.00

$2,000.00
$500.00
$11,000.00
$55,000.00
$6,800.00
$7,700.00
$168,556.32
$251,556.32

$2,500.00
$2,050.00
$3,000.00
$5,000.00
$750.00
$500.00
$840.00
$14,640.00

$15,000.00
$15,000.00

$6,000.00
$1,000.00
$1,000.00
$20,000.00
$1,000.00
$29,000.00

$2,000.00
$4,625.00

$6,625.00

$2,500.00
$1,000.00
$3,000.00
$2,625.00
$1,500.00
$10,625.00

$4,500.00
$525.00
$8,200.00
$13,225.00

Budget Balance

$9,083.04
$2,000.00
$4,000.00
$2,200.00
$0.00
$17,283.04

$2,000.00
$500.00
$11,000.00
$55,000.00
$6,800.00
$7,700.00
$117,891.52
$83,000.00

$1,040.00
-$1,105.05
$2,881.65
$620.90
-$133.19
$247.37
$250.00
$3,801.68

$3,385.78
$3,385.78

$6,000.00
$841.60
$188.23
$15,366.42
-$397.02
$21,999.23

-$1,356.18
$1,479.08

$122.90

$1,016.75
-$1,921.67
$2,285.67
$900.00
$224.00

$2,504.75

$2,217.07
$181.65
$8,156.01
$10,554.73

% of Budget

60%
0%
0%
0%

100%

45%

0%
0%
0%
0%
0%
0%
30%
20%

77%
77%

0%
16%
81%
23%

140%
24%

168%
68%

98%

59%
292%
24%
66%
85%
76%

51%
65%

1%
20%



Acct #

001-000-000-576-20-21-20
001-000-000-576-20-21-30
001-000-000-576-20-21-35
001-000-000-576-20-21-40
001-000-000-576-20-21-21
001-000-000-576-20-21-22
001-000-000-576-20-22-30
001-000-000-576-20-22-40

001-000-000-576-21-35-05
001-000-000-576-21-35-06
001-000-000-576-21-35-07
001-000-000-576-21-35-08
001-000-000-576-21-35-09
001-000-000-576-21-35-10
001-000-000-576-21-49-00

001-000-000-576-20-40-00
001-000-000-576-21-35-01
001-000-000-576-21-42-06
001-000-000-576-21-49-01

001-000-000-576-20-41-01
001-000-000-576-20-41-04
001-000-000-576-20-41-05
001-000-000-576-20-41-08
001-000-000-576-21-41-02
001-000-000-576-20-49-10
001-000-000-576-21-42-03
001-000-000-576-21-42-04
001-000-000-576-21-42-05
001-000-000-576-21-42-08

001-000-000-576-20-41-09
001-000-000-576-21-31-01
001-000-000-576-21-31-02
001-000-000-576-21-31-03
001-000-000-576-21-41-20
001-000-000-576-21-41-30
001-000-000-576-21-48-10
001-000-000-576-21-48-11

001-000-000-576-20-45-00
001-000-000-576-20-45-01
001-000-000-576-20-45-02

001-000-000-576-21-48-00
001-000-000-576-21-48-01

2019 Expenditures

Reference

Personal Benefits
Tax - Federal (Employer)
Tax - Social Sec (FICA)
Tax - Medicare (Employer

Tax - Workers Compensation(L&I)

Tax - Unemployment Insurance (Employer)
Tax - Family Medical Leave (FMLA) (Employer)
Personal Benefits (AWC/DRS)

Fringe Benefits (Car, Mileage)

Total Personal Benefits

Pool Equipment

Equipment - Robot Vacuum (ER&R)
Equipment - BecSys PRobes (ER&R)
Scoreboard & Timing Pads (ER&R)
Pressure Washer, Gas-Powered (ER&R)
Parking Lot Signage, "MRP Only" (ER&R)
Lobby Tables & Chairs (ER&R)

Pool Operating - Miscellaneous Expenses

Total Pool Equipment

Pool Supplies
Employee Recognition
Pool Chemicals

Uniforms &Clothing
Lifeguard Supplies & Equip
Total Pool Supplies

Professional Svcs - Front Offc

Consulting Contracts

Legal Services Contract (Snure)

Financial Management Software - VisionMS
IT Admin/Computer Services (CMIT)
Software Program & Installation

Printing/Copying (Canon)

Recreation Mgmt Software (CivicRec)
Credit Card Transactions (Authorize.net)

Payroll/HR (Heartiand)
Water/Coffee (Mountain Mist)

Total Prof Services-Front Offc

Professional Svcs - Maintenance
Janitorial Services-District Office

Custodial
CO2 Services (AirGas)

AHU/NFD Maintenance (Sunbelt)

Gutter and Roof Management
Landscaping Services (NW Landscape)
Maintenance Contract (MacD-Miller)
Maintenance Contract (Aquatic Specialty)
Total Prof Services-Maintenance

Rentals & Leases
District Office Rental (Zen)
Storage Rental (AAAA)
Miscellaneous Rentals

Total Prof Services-Maintenance

Repairs & Maintenance

Maintenance Services (non-contracted)

Office/IT Equipment Repairs

Total Repairs & Maintenance

Sep 2019

$3,221.20
$5,143.94
$1,203.04
$1,047.10
$430.59
$165.92
$3,468.89
$135.00
$14,815.68

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$1,070.30
$1,070.30

$0.00
$730.49
$0.00
$0.00
$730.49

$0.00
$1,164.00
$0.00
$1,226.00
$0.00
$102,11
$0.00
$71.20
$406.00
$235.04
$3,204.35

$123.22
$0.00
$69.36
$0.00
$0.00
$548.91
$0.00
$165.00
$906.49

$0.00
$275.00
$0.00
$275.00

$4,828.22
$60.00
$4,888.22

YTD Balance

$31,270.55
$40,784.66
$15,074.88
$12,527.83
$4,224.32
$1,460.30
$28,101.25
$1,215.00
$72,611.69

$6,703.40
$0.00
$34,129.60
$0.00

$628 45
$0.00
$3,434.32
$44,895.77

$28.75
$6,961.77
$0.00
$530.08
$7,520.60

$0.00
$9,646.50
$0.00
$15,039.03
$336.00
$666.56
$4,950.00
$510.30
$3,769.00
$1,181.38
$36,098.77

$1,403.22
$2,348.51
$620.94
$10,017.48
$0.00
$4,940.18
$13,068.00
$2,033.87
$34,432.20

$5,740.00
$2,750.00

$260.80
$8,750.80

$30,717.82
$60.00
$30,777.82

2019 Budget

$0.00
$32,262.32
$11,906.22
$15,000.00
$29,135.00
$0.00
$35,728.00
$2,000.00
$88,303.54

$5,500.00
$1,100.00
$8,000.00
$1,100.00
$500.00
$1,100.00
$5,000.00
$22,300.00

$1,200.00
$18,900.00
$750.00
$1,000.00
$21,850.00

$10,000.00
$14,175.00
$6,930.00
$20,950.00
$0.00
$1,000.00
$4,750.00
$2,500.00
$8,200.00
$2,000.00
$70,505.00

$2,100.00
$3,244.50
$900.00
$1,750.00
$3,200.00
$6,600,00
$19,161.45
$3,000.00
$39,955.95

$12,500.00
$1,800.00
$2,500.00
$16,800.00

$50,000.00
$1,000.00
$51,000.00

Budget Balance

-$31,270.55
-$8,522.34
-$3,168.66

$2,472.17
$24,910.68
-$1,460.30
$7,626.75
$785.00
$15,691.85

-$1,203.40
$1,100.00
-$26,129.60
$1,100.00
-$128.45
$1,100.00
$1,565.68
-$22,595.77

$1,171.25
$11,938.23
$750.00
$469.92
$14,329.40

$10,000.00
$4,528.50
$6,930.00
$5,910.97
-$336.00
$333.44
-$200.00
$1,989.70
$4,431.00
$818.62
$34,406.23

$696.78
$895.99
$279.06
-$8,267.48
$3,200.00
$1,659.82
$6,093.45
$966.13
$5,523.75

$6,760.00

-$950.00
$2,239.20
$8,049.20

$19,282.18
$940.00
$20,222.18

% of Budget

126%
127%
84%
14%

79%
61%
82““

122%
0%
427%
0%
126%
0%
69%
201%

2%
37%
0%
53%
34%

0%
68%
000
72%

67%
104%
2000
46%
59%
51%

67%
72%
69%
572%
0%
75%
68%
68%
86%

46%
153%
10%
52%

61%
6%
60%



Acct #

001-000-000-576-20-10-11
001-000-000-576-20-10-01
001-000-000-576-20-10-02
001-000-000-576-21-10-01
001-000-000-576-21-25-02
001-000-000-576-21-30-01
001-000-000-576-21-30-02
001-000-000-576-21-32-02
001-000-000-576-21-33-04
001-000-000-576-21-33-05
001-000-000-576-21-33-00

001-000-000-576-20-40-20

001-000-000-576-20-43-00
001-000-000-576-21-43-00
001-000-000-576-20-43-10
001-000-000-576-21-43-01
001-000-000-576-21-43-02
001-000-000-576-21-43-03
001-000-000-576-21-43-04
001-000-000-576-21-43-05

001-000-000-576-21-47-01
001-000-000-576-21-47-02
001-000-000-576-21-47-03
001-000-000-576-21-47-04

2019 Expenditures

Reference

Salaries & Wages
Commissioners - Subsidies
District Manager - Wage
District Clerk -Wage
Aquatics Mgr -Wage
Aquatic Coordinator
Lifeguards

Instructors

Head Lifeguards

Overtime (OT)

Family Medical Leave (FMLA)

Sick Pay
Total Salaries & Wages

Scholarships
Faith Callahan
Total Scholarships

Training & Travel

Training/Conferences (Admin)

Training/Conferences (Ops)

Travel Expenses (Mileage, Tolls)
Travel Expenses (Lodging, Per Diem)

Training (LGI/WSI Certs)
Certifications (non WSI)

In Service Supplies (Internal Training)
Swim Lesson Licensing (Amer Red Cross)

Total Training & Travel

Utilities
Electricity (PSE)
Water (Highline)

Garbage/Recycling (Recology)

Sewer (Midway)
Total Utilities

TOTAL ADMINISTRATION
TOTAL OPERATIONS
TOTAL CAPITAL

GRAND TOTAL MO. EXPENDITURES

Sep 2019 YTD Balance

$1,042.27
$6,270.83
$2,007.40
$4,245.93
$3,226.91
$11,936.11
$2,242.29
$2,554.54
$0.00
$0.00
$0.00
$33,526.28

$1,293.92
$1,293.92

$0.00
$0.00
$11.03
$0.00
$0.00
$0.00
$0.00
$76.00
$87.03

$3,568.91
$683.55
$324.86
$645.19
$5,222.51

$28,573.29
$40,635.26
$0.00

$69,208.55

$8,099.80
$55,987.90
$16,996.21
$37,283.60
$22,329.76
$117,084.95
$11,969.42
$21,418.40
$0.00

$0.00
$2,028.82
$291,179.04

$3,683.94
$3,683.94

$201.67
$418.43
$62.34
$483.90
$0.00
$0.00
$2,870.63
$754.46
$4,791.43

$41,433.61
$8,099.89
$3,564.24
$6,293.76
$59,391.50

$286,540.25
$413,189.17
$50,664.80

$750,394.22

2019 Budget

$15,400.00
$95,550.00
$26,250.00
$69,000.00
$52,500.00
$185,850.00
$69,300.00
$32,760.00
$1,500.00
$868.20
$12,566.40
$548,978.20

$6,443.68
$6,443.68

$2,000.00
$1,000.00
$1,500.00
$1,000.00
$3,000.00
$3,000.00
$1,575.00
$3,000.00
$16,075.00

$75,000.00
$8,000.00
$4,200.00
$2,000.00
$89,200.00

$422,941.54
$711,635.55
$83,000.00

$1,336,839.01

Budget Balance

$7,300.20
$39,552.10
$9,254.79
$31,716.40
$30,170.24
$68,765.05
$57,330.58
$11,341.60
$1,500.00
$868.20
$10,537.58
$257,799.16

$2,759.74
$2,759.74

$1,798.33
$681.57
$1,437.66
$516.10
$3,000.00
$3,000.00
-$1,295.63
$2,245.54
$11,283.57

$33,566.39
-$99.89
$635.76
-$4,293.76
$29,808.50

$136,401.29
$298,446.38
$32,335.20

$586,444.79

% of Budget

53%
59%
65%
54%
43%
63%
17%
65%

0%

0%
16%
53%

57%
57%

10%
42%
4%
48%
0%
0%
182%
25%
30%

55%
101%
85%
315%
67%

68%
58%
61%

56%



Ell _ B

2019 REVENUE -- September 2019

Reference

General Fund Taxes
Property Taxes

Timber Harvest Tax
Leasehold Excise Tax
Total General Fund

Charges for Goods and Services
Normandy Pk - Pool Use Fee (annual)
Total Charges for Goods and Services

Miscellaneous Revenues
Investment Interest

Cash Over/Shorts

Misc Revenue*

MRP Cash Deposits

MRP Credit Card Deposits

Total Revenue

Capital Projects/Reserve

Transfer from General Fund - Capital
Total Capital Projects/Reserve

Grand Total Revenue

*MRP deposits rec'd in July and recorded in August

Sep 2019 YTD Balance

$19,996.31
$0.00
$0.00
$19,996.31

$0.00
$0.00

$1,543.42
$0.00
$0.00
$3,509.65
$9,260.43
$14,313.50

$0.00
$0.00

$34,309.81

$657,738.22
$0.06
$5,524.86
$663,263.14

$25,000.00
$25,000.00

$12,147.89
$0.00
$17,280.69
$22,415.33
$110,600.36
$162,444.27

$0.00
$0.00

2019 Budget

$0.00
$0.00
$0.00
$1,257,670.77

$25,000.00
$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$175,000.00
$175,000.00

$785,183.04 $1,432,670.77

Budget Balance

-$3,802.48
$0.00
$0.00

-$3,802.48

$25,000.00
$25,000.00

$0.00
50.00
$0.00
$0.00
$0.00
$0.00

$175,000.00
$175,000.00

$647,487.73
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Des Moines Pool Metropolitan Park District

AGENDA ITEMS SUMMARY SHEET

Agenda Item #: 7a Assigned to: President Overmyer _Meeting Date: October 15, 2019

Under: Old Business Attachment: Yes No X

\ Subject: Budget and Levy (No Action Being Taken)

Background/Summary:

A preliminary copy of the 2020 budget was discussed at the board retreat on Tuesday, October
8. Per board direction, we will leave an item on the agenda until it is resolved. There is no
action that will be taken at the Tuesday, October 15 board meeting.

| Fiscal Impact: Not fully determined at this time.

|Proposed Motion: No motion at this time. J
Reviewed by District Legal Counsel:  Yes No X Date:
Three Touch Rule: TBD Committee Review

10/08/2019  First Board Meeting (Informational)
Estimated to be 11/19/2019 Second Board Meeting (Action)

Action Taken: Adopted. Rejected Postponed

Follow-up Needed: Yes N/A No Report back date: N/A

Notes: No attachments at this time.

Print 11/15/2018



Des Moines Pool Metropolitan Park District

B AGENDA ITEMS SUMMARY SHEET
Agenda ltem # 7b  Assigned to: District GM Meeting Date:_October 15, 2019
Under:_Old Business Attachment: None

| Subject: Aquatic Feasibility Study

Background/Summary:
At the October 8th Retreat there was a discussion about the future direction of the Aquatic
Feasibility Study. In the discussion the board directed the District GM to develop a more
definitive end of life analysis for the Mount Rainier Pool.

The District GM contacted the architect and directed him to have a report completed for the
November 5, 2019 Public Meeting.

Fiscal Impact: Help District better understand its long-term capital outlay and re-examine
investment of aging facility.

Account Category: N/A

|Proposed Motion: No motion needed. Informational only.

Action Taken: Adopted Rejected Postponed

Follow-up Needed: Yes No Report back date:

Notes:
No attachments.

Print 03/01/2016



Des Moines Pool Metropolitan Park District

AGENDA ITEMS SUMMARY SHEET

Agenda ltem #: _7c Assigned to: District GM Meeting Date: October 15, 2019

Under;: Old Business Attachment: Yes

Subject: Employee Handbook

Background/Summary: A draft of the Employee Handbook was introduced to the Board at the
July 18, 2017 Regular Meeting. At that time, it was decided to allow Heartland HR Support
Systems to format and put the language in compliance with Washington State laws. Further
review and discussion of the handbook was postponed to a future time.

The current draft has been reviewed and edited by the Aquatics Manager, Legal Counsel, and
the WCIA.

A hard copy of the Employee Handbook was made available to the Board Members at the
9/17/19 meeting and an electronic copy was provided via email on 9/18. The Board Members
were to provide their feedback to the District General Manager and/or the District Clerk no later
than 10/10/2019. As no comments were received from the Board, the current edited draft is
presented for motion.

Fiscal Impact. N/A

Proposed Motion: | move to approve/not approve the current version of the Employee
Handbook as the acceptable Human Resources guideline for District and Mt. Rainier Pool
employees.

Reviewed by District Legal Counsel:  Yes_X _ No__ Date: _ 9/24/2019

Three Touch Rule: T.B.D. Committee Review
09/17/2019 First Board Meeting (Informational)
10/15/2019 Second Board Meeting (Action)

Action Taken: Adopted Rejected Postponed

Follow-up Needed: Yes_N/A No Report back date: Monthly

Notes:
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o Des Moines Pool Metropolitan Park District.
Employee Policies Employee Policies & Procedures

1. General Information

1.1. Introduction. The Des Moines Pool Metropolitan Park District (“District”) exists under laws of the
State of Washington governing Metropolitan Park Districts (RCW 35.61) for the sole purpose of

operating the Mt. Rainier Pool (MRP) on behalf of the residents and taxpayers of Des Moines,
Washington.

1.1.1. The District is governed by an elected Board of Commissioners who are accountable to the
residents and taxpayers of Des Moines. The Board is responsible for adopting goals strategic
plans and policies to support those plans and guide the current and future operations of the
District and the MRP. The Board’s policy-making activities include the adoption of goals &
objectives, operational policies and long-term plans. They also make decisions about which
programs and services will be provided, adopt the annual budget and approve capital
improvements to the facility.

1.1.2. The District General Manager is the'chief executive and administrator in charge of carrying
out the District policies and is accountable to the District Board of Commissioners. The District
General Manager is responsible for the operations of the.entire District and manages all MRP
employees, volunteers, and contractors in the performance of their duties.

1.2. History of the Des Moines Pool Metropolitan Park District. The Des Moines Pool Metropolitan
Park District was created by a vote of the citizens of Des Moines in November 2009 to operate,
maintain and sustain Mount Rainier Pool. The measure was approved by 64 percent of the voters
and five initial commissioners were elected. The first official meeting of the Des Moines Pool
Metropolitan Park District was December 3, 2009. The Highline School District remains involved
in the operation of Mount Rainier Pool.

1.3. Mission Statement, Vision Statement and Organizational Values. The District’s Mission is to
enhance our community’s quality of life. through aquatics. The Vision is to create a water-safe
community that honors our Puget Sound heritage.

The District’s Core Values are:
¢ Transparency and Accountability in all we do.
e Community and Inclusiveness and in that we value all members of our community
e Dignity and Respect in that we treat all people with dignity and respect

e Quality and Value by providing quality aguatics to the community at a reasonable cost.
e Safetyis at the core of all decisions we make.

1.4. Purpose/Scope of Human Resource Policy. This handbook compiles the Des Moines Pool
Metropolitan Park District’s current employment policies and practices. An operating procedure
needs to be consistent with these policies and approved in advance by the Board of
Commissioners or District General Manager. An electronic copy of this document is available on
the District Policies page of the website at www.Des Moinespool.org.

Draft: 10/10/2019 Page 5
Reviewed: 9/24 — 10/10/2019



N Des Moines Pool Metropolitan Park District.
Employee Policies Employee Policies & Procedures
1.4.1. The policies in this document are not intended to create promises or guarantees of
employment or specific treatment in specific instances on which employees may rely.

1.4.2. The provisions in the document have been developed at the discretion of the Board of
Commissioners and, except for the policy of employment-at-will, may be amended or
cancelled by them at any time as is deemed necessary and appropriate, without advance
notice. District also reserves the right to deviate from these policies in individual situations,
particularly in an emergency, in order to achieve its primary mission.

1.4.3. These policies apply to all District employees.

1.4.4. These provisions replace all previous policies and may not be changed or added to without
the express approval of the Board of Commissioners.

1.5. At Will Employment. All employment with the District is voluntarily and at will. “At will” means
that employees are free to resign at any time, with or without cause. Likewise, “at will” means
that the District may demote or terminate employment, change job duties, or alter benefits of
any employee, with or without cause, and with or without notice and without reference to or
compliance with any disciplinary policies adopted by the District.

1.6. Equal Employment Opportunity. District is an equal opportunity employer.

1.7. Non-Discrimination Policy. Every employee has the right to work in surroundings that are free
from all forms of unlawful discrimination. The District will not engage in or tolerate any
discrimination prohibited by local, state or.federal law. Specifically, the District prohibits
discrimination against an employee on the basis of their sex/gender (including gender identity),
race, color, religion/creed, national origin, pregnancy, age, marital status, sexual orientation,
sensory, physical or mental disability, military or Veterans status, or any other status protected
by federal, state, or local law.

1.7.1. Reporting Discrimination. Any alleged act or complaint of discriminatory treatment by any
District employee should be reported to the District General Manager (or to the Board of
Commissioners if the District General Manager is the alleged perpetrator of the discriminatory
action) for appropriate investigation and action.

1.7.2. Reasonable Accommodations — Disabilities. The District recognizes that employees with
sensory, physical or mental disabilities may need reasonable accommodations to enable them
to perform their essential job duties. Any employee who believes s/he needs reasonable
accommodation should notify the supervisor, District General Manager or designee.

(a). Aithough the need for accommodations is determined on a case by case basis, generally
the District and the employee will engage in an interactive process with the employee and
the employee’s healthcare provider(s) to confirm the existence of the condition, its impact
on the employee’s ability to perform the essential functions of his/her position and
possible reasonable accommodations. Any reasonable accommodations shall not create
an undue hardship on the District’s business and shall be approved by the District General
Manager or desighee.

Draft: 10/10/2019 Page 6
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1.7.3. Reasonable Accommodations — Religion. The District respects the religious beliefs and
practices of all employees and will make, upon request, an accommodation for such
observances when a reasonable accommodation is available that does not create an undue
hardship on the District’s business.

(a). Any employee who sincerely believes that his or her religious beliefs or practices conflict
with his or her duties, work schedule, or with the District’s policy or practice regarding
dress and appearance, or with other aspects of employment and who seeks a religious
accommodation must request accommodation from the District General Manager. The
request should explain religious conflict that exists: and the employee’s suggested
accommodation.

(b).The District will evaluate the request considering whether a work conflict exists, whether
an accommodation is available which is.reasonable and which would not create an undue
hardship on the District’s business or for its other employees. Any reasonable
accommodations shall be approved by the District General Manager or designee.

(). As a publicly-funded government entity, the District may not make any accommodation
that would allow an employee to discriminate against anyone or actively promote a
particular belief system to others (including but not limited to proselytizing and/or
unsolicited distribution of religious. materials) while on duty or on the District premises.

1.8. Workplace Harassment. Harassment encompasses unwelcome conduct, whether verbal,
physical, or visual; that isbased upona person’s protected status, such as sex, sexual orientation,
gender identity, color, race; ancestry, religion, natural origin, age, disability, marital status,
veteran or military status, citizenship status, or other protected group status. The District will not
tolerate harassing conduct that affects tangible job benefits, that interferes unreasonably with
an individual’s work performance; or that creates an intimidating, hostile, or offensive working
environment. All employees must be sensitive to the feelings of others and must try not to act in
a way that might be considered harassment by someone else.

1.8.1. Verbal, physical, visual harassment of co-workers, co- employees and members of the
public is absolutely forbidden. Employees are expected to not act in a way that might be
considered harassment by someone else.

1.8.2. Harassment can take many forms. Prohibited harassment includes, but is not limited to:
(a). Verbal (e.g., racial, sexual or ethnic jokes, stereotypes and insults).
(b).Physical (e.g., sexually suggestive or unwelcome touching or obscene gestures).

(c). Visual (e.g., insulting cartoons, sexually suggestive or lewd pictures or photographs).
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(d).Sexual harassment can include non-verbal behavior such as suggestive looks or leering; and
physical behavior such as pats or squeezes; repeatedly brushing against someone's body;
obscene or rude sexual comments, jokes or suggestions; slang, names, or labels such as
"honey," "sweetie," "boy," or "girl" that others find offensive; talking about or calling attention
to another employee's body or sexual characteristics; displaying nude or sexual pictures,
cartoons or calendars in or on District property; continuing unwelcome behavior after a co-
worker has objected to that behavior; or blaming the victims of sexual harassment for causing
the problem.

1.8.3. Conduct of this type is improper, and it may be illegal if:
(a). Submission to this conduct is either an explicit or implicit term or condition of employment

(b).Submission to or rejection of the conduct is used as a basis for employment decisions
affecting the person involved

(c). The conduct has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile or offensive wWork environment

1.8.4. All employees are responsible to ensure a work place free from any type of harassment. If
an employee is aware of any instances of work place harassment or believes he/she is a victim
of harassment, the employee should:

(a). Ask the offending employee ta cease the conduct.

(b).1f an employee is uncomfortable confronting the harasser, or if the conduct does not stop,
s/he should report the alleged act immediately to any supervisor.

(c). Alternatively, if a supervisor is engaging in such conduct the employee should immediately
report the alleged harassment to the District General Manager.

(d).If the District General Manager is engaging in such conduct, the employee should
immediately report the alleged harassment to the Board President.

1.8.5. All complaints will be promptly and thoroughly investigated by the management or
appropriate body. Any employee who is found to have harassed another employee will be
subject to disciplinary action, up to and including termination. The affected individuals will be
informed of the outcome of the investigation.

1.8.6. No retaliation of any type will result from good faith reporting instances of harassment or
cooperating in an investigation. Please see Section 9 Whistleblower Policy for more
information.

1.8.7. Asupervisor’s failure to carry out these responsibilities may result in disciplinary action up
to and including termination of the supervisor.
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1.9. Workplace Violence. Workplace violence is any verbal or physical action that is
communicated or perceived as a likely threat, harassment, abuse, intimidation, or personal
contact, that produces fear, causes bodily harm, or damage to property. Even joking about
violent acts is prohibited.

1.9.1. The District does not tolerate threats or acts of violence towards District employees,
family, friends, co-workers, elected officials, members of the public or District property. All
threats or acts of violence are treated seriously and each will be dealt with promptly and
appropriately using administrative, managerial, legal and/or disciplinary actions to minimize
risk to employees and property.

1.9.2. All employees are responsible for refraining from threatening or participating in violent
actions and for reporting to any supervisor (up to and including the District General Manager
or Board President) any threatening or dangerous situations that occur within the work
place or affect their work requirement. Employees who feel an immediate threat and cannot
reach a manager should call 911 and leave the area as soon as possible.

1.9.3. Employees may not bring weapons of any type into'the workplace.

1.10. Organizational Ethics. The District is committed to conducting business with integrity and
maintaining the highest ethical standards. This requires all District officers, supervisors,
employees and volunteers to be ethicalin their conduct, follow all laws and regulations and have
the highest standards of personal integrity in their decision-making and at all times when
representing or appearing to represent the District.

1.10.1. District officers, supervisors, volunteers and employees shall communicate honestly,
transparently and respectfully with individual patrons and the community at large.

1.10.2. As antorganization; the District will comply with all applicable laws and regulations. It is
expected that all officers, supervisors and. employees conduct business in accordance with the
letter, spirit, and intent of all. relevant laws and to not do anything or ask someone else to do
anything that is illegal, dishonest, or unethical.

1.10.3.If someone asks you to take anaction that seems unethical or improper in your judgement,
you are encouraged to ask for advice and consultation with any supervisor up to and including
the District General Manager before taking the suggested action.

1.10.4.1t is the responsibility of every District employee to comply with our policy of
organizational ethics. Employees who ignore or do not comply with this standard of ethics may
be subject to disciplinary action, up to and including possible termination of employment.

1.11. Customer Relations. Good customer service translates into long-term stability for the
organization. Every employee represents the District to our patrons and the community. This
not only applies while on the Mt. Rainier Pool premises but also while off the premises.
Community residents, patrons, and the public at large judge the entire District by how they are
treated by every employee of the Mt. Rainier Pool and by the quality of our work. One of the
highest priorities at District is to help any patron or potential patron in every way possible.
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Nothing is more important that being courteous, friendly, prompt, respectful, and helpful to our
customers and community. Any infraction of this policy and standard of customer relations
could result in disciplinary action up to and or including termination of employment. Good
customer service requires the following action on the part of the District staff:

1.11.1. Every contact with the public, (including by telephone and electronic communications) is
conducted with respect, care, patience and professionalism -- with no exceptions.

1.11.2. Customer complaints are listened to respectfully and reasonable action is taken
immediately to remedy the situation while the customer is still present. If the customer must
leave before the complaint is remedied, the staff should try to collect the customer’s contact
information.

1.11.3. If the cause of the complaint cannot be remedied immediately, the staff member receiving
the complaint must communicate the complaint to the management and/or District General
Manager as quickly as possible, including the customer’s contact information.

1.11.4.The management or District General Manager must make every reasonable effort to
remedy the complaint and communicate that remedy to the customer.

1.11.5. The District recognizes that some complaints cannot be remedied because the remedy is
either not cost-effective or would cause comparatively.greater harm or hardship for other
patrons, staff, or the community. In those situations, the District will offer a sincere apology
and a complete explanation to the patron.

1.11.6. If a customer becomes physically or verbally abusive or otherwise presents a danger to the
employee, other patrons or themselves, the staff member must still remain calm and
respectful. However, staff are not required to put themselves into dangerous situations and
must request assistance from management and/or the Des Moines Police Department as
appropriate.

2. Employment Conditions

2.1. Employment Status Definitions. When employees are hired, they will be informed of their
employment status. All employees are defined as At-Will, regardless of their employment status.
The District uses the following standard definitions for their employees:

2.1.1. Regular Full-Time Employee - An employee who regularly works a minimum of 37.5 hours
a week on a continuing basis.

2.1.2. Regular Part-Time Employee - An employee who works fewer than 37.5 hours a week on
a continuing basis.

2.1.3. Non-exempt Employee - An employee who is subject to the minimum wage, overtime, and
timecard provisions of the wage and hour laws. Such employees are eligible for overtime pay
at the rate of one and one-half times the regular rate of pay for all hours worked in excess of
40 hours in the work-week.
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2.1.4. Exempt Employee - An employee whose rate of pay and duties meet the criteria for

exclusion under the applicable federal and state wage and hour laws, including but not limited to,
executive and administrative employees. An exempt employee is not eligible to receive overtime
pay.

2.1.5. Temporary/Seasonal Employee - An employee hired with the expectation that he or she is
needed for a limited period of time, generally not more than six (6) months. New hires are
considered temporary employees until the successful completion of their conditional
employment period and conversation to regular employee'status.

2.2. Working Hours & Shift Assignments. The Mt. Rainier Pool is open for business seven days a week.
Facility closures and reduced hours are posted on the Mt. Rainier Pool’s website, mtrainierpool.com.
Different work schedules may be established by the District to meet.job assignments and to provide

necessary services.
|

2.2.1. The Mt. Rainier Pool’s normal business hours are as posted.at the facility and on
www.mtrainierpool.com.

2.2.2. For payroll and overtime computation purposes, the regular work week begins on Monday
mornings at one minute past Sunday midnight (12:02.a.m.).

2.2.3. District management reserves, the right to change the regular workweek, the normal
business hours, or the normal workday with prior notice to employees.

2.2.4. The Aquatics Manager establishes the normal working hours and schedule for all
nonexempt and temporary/seasonal employees. Employees are expected to keep the
Aquatics Manager informed of their availability and to show up on time and ready to work for
every scheduled shift.

2.2.5. If an employee is not available to work an assigned shift, the employee is expected to find
a. qualified substitute which must be approved by the Aquatics Manager. If no acceptable
substitute is found, the employee must work the shift or risk disciplinary action up to and
including termination. (See 2.4.1 and 2.4.3 regarding illness)

2.2.6. Pool management staff are expected to be on duty during the pool’s regular business hours
and should be scheduled to cover as many of those hours as possible. When a manager is not
available, the District General Manager may fulfill the role of manager-on-duty, or may
temporarily delegate this responsibility to a qualified employee.

2.2.7. Employees who are not scheduled to work and have not been called into work by a
supervisor are not authorized to work. Employees are prohibited from clocking-in when they
are not authorized to work.

2.2.8. Employees are not permitted to volunteer their time or work with no compensation.
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2.3. Overtime. Non-exempt employees are entitled to additional compensation or compensatory
time off, when they work over 40 hours per week.

2.3.1. Allovertime for pool staff must be authorized in advance by the Aquatic Manager, District
General Manager or designee, unless due to an emergency, in which case approval must be
obtained as soon as reasonably possible.

2.3.2. Overtime pay is calculated at one and one-half (1.5) times the regular rate of pay for all
hours actually worked over forty (40) hours in one week. Time that is paid, but not actually
worked, like sick leave, vacation or holidays, does not.count as “hours worked” when
computing overtime. Nonexempt employees are prohibited from engaging in “off-the-clock”
work.

2.3.3. A nonexempt employee may request compensatory time.off in lieu of overtime payment.
Compensatory time off must be requested by the employee and authorized by the Aquatic
Manager, District General Manager or. designee. Compensatory time is accrued at the rate of
one and one-half (1.5) hours for each hour of overtime work. Compensatory time must be
used within thirty (30) days of the time it was earned and authorized. Any accrued
compensatory time not used within 30 days or prior to an employee’s termination from service
will be paid out using the employee’s regular rate on the next paycheck.

2.3.4. Exempt employees are expected to work whatever hours are necessary to complete their
work. They do not receive overtime or compensatory time.

2.4. Attendance. Punctual and consistent attendance is an essential expectation of every employee's
job and a condition of continued employment.

2.4.1. Employees are required, as a condition of employment, to work their scheduled shift and
arrive prepared and on time. Each employee is expected to be at their place of work during
their scheduled work days and at their scheduled hours of work. Employees may not alter their
scheduled hours of work or take “comp time” without prior manager approval unless due to
an unforeseen emergency or illness, in which case approval must be obtained as soon as
reasonably possible.

2.4.2. While the District makes an effort to maintain stability and consistency in scheduling, it is
not possible for any staff member to have a set schedule. Therefore, employees are
responsible for checking the schedule regularly and knowing when they are scheduled to work.
The District provides a scheduling system that allows each employee to check their schedule
online and report their availability to work. Employees are asked to report their availability at
least two weeks in advance. Shifts are scheduled at least one week in advance based on that
reported availability. Employees will be notified personally if there is a need to change a
scheduled work time after the schedule has been posted. If an employee reports that they are
available and is scheduled and then fails to appear for work, they will be subject to disciplinary
action, up to and including termination.

2.4.3. Employees who are suddenly unable to work due to illness or injury or unable to report to
work on time must call the Mt. Rainier Pool main number and notify the shift supervisor as
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soon as possible, but no later than 30 minutes before the scheduled starting time. They must
state the reason for being late or being unable to report for work. If the absence or tardiness
is due to an emergency that makes them unable to call, the employee must have someone
else call the Mt. Rainier Pool phone line within the same time period as applied to the
employee,

2.4.4. Recurring absenteeism or tardiness, including failure to comply with any feature of this
policy may result in disciplinary action up to and including termination of employment. If an
employee fails to report for work or call-in for three (3) days in a row (and is not on a pre-
approved leave of absence), the employee will be deemed to have abandoned his or her job
and their employment will be terminated. Excessive absenteeism may be grounds for
disciplinary action, including possible termination:

2.4.5. Employees are expected to be at work even during inclement weather. Supervisors may
allow employees to be late or leave early during severe weather conditions. Hours not worked
will not be compensated (with exceptions for approved paid leave). Management will make a
decision as to opening without compromising the safety of employees:and patrons which will
be posted on social media and internally via email to the employees.

2.5. Emergency or Maintenance Closure. The Mt. Rainier Pool will be open and in operation during
established facility hours as posted on www.mtrainierpool.com. However, there may be times
when the management finds it necessary to ciose the facility. due to an emergency or to perform
hecessary maintenance or repair work.

2.5.1. Unless otherwise notified, scheduled employees are still expected to report to work in a
timely manner, even during an emergency closure or will be notified by a supervisor. Should
emergency conditions prevent employees from reporting to work, it is the employee's
responsibility to contact-his/her supervisor to indicate anticipated absence or late arrival to
work and the reason for such absence. or tardiness.

2.6. Breaks and Meal Periods. Employee are required to take breaks and meal periods in keeping
with Washington State Employment Standards:

2.6.1. Employees working at least 4 hours in a single workday are required to take one paid 10-
minute break no later than 3 hours into their shift,

2.6.2. Employees working at least 8 hours in a single workday are permitted two paid 10-minute
breaks, the last break should be taken approximately 1 hour prior to the end of their shift.

2.6.3. Employees working in excess of five (5) hours in a single workday must take a meal break
that shall last no less than 30 minutes. If they are not available to work during that period,
they must clock out for the full 30 minutes. If they are available to return to duty (to answer
a phone call or address other immediate needs) then they may stay clocked in during the meal
break. Meal breaks must be taken no less than two hours and no more than five hours from
the beginning of the shift. Meal periods are scheduled in coordination with the shift supervisor
and other staff on duty.
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2.6.4. Any employee who works more than ten (10) hours in a day is required to take a second
thirty-minute (30) unpaid meal period around the middle of the second five (5) hour period. If
they are not available to work during that period, they must clock out for the full 30 minutes.
If they are available to return to duty (to answer a phone call or address other immediate
needs) then they may stay clocked-in during the meal break.

2.6.5. To the extent practical, supervisors should schedule breaks or meal periods as near as
possible to the midpoint of the shift, as long as the rest period does not interfere with District
business or service to the public.

2.6.6. Employees are responsible for coordinating their breaks with the shift supervisor and the
others on duty. In keeping with state employment standards, employees are not permitted
to skip breaks and meal periods. If a supervisor prohibits you from receiving a break as
requested and required, please inform the Aquatics Manager or District General Manager
immediately.

2.7. Call Back. An employee may be called back into work after their shift has ended in emergencies
or as needed by the District to provide necessary services to the public.

2.7.1. A refusal to respond to a call back may be grounds for disciplinary action, including
termination. Employees called back to duty are paid their appropriate rate of pay for hours
worked (and overtime rate, if applicable.)

2.7.2. Non-exemptemployees who leave work and are called back to work after completing their
regular day's shift are paid in most circumstances for.a minimum of one (1) hour worked.
Exempt employees are not eligible for additional pay.

2.8. Time Reporting. Maintaining accurate time records is essential in computing employee pay and
benefits, ensuring compliance with laws and regulations, and providing accurate cost information
for the company.

2.8.1. Each employee is responsible for following the procedure for recording their time as
required.

2.8.2. Employees working lifeguarding shifts or swim instructor shifts must use the appropriate
code to record each activity accurately. Purposefully recording activity inaccurately may be
cause for disciplinary.action up to and including termination.

2.8.3. Supervisors are responsible for reviewing the time records for accuracy.

2.8.4. Falsification of time records is grounds for disciplinary action, up to and including possible
termination.

2.9. References. Usually the District does not give references, other than to confirm the dates of
employment, last salary and eligibility for re-hire, without the employee's prior written consent.
Any requests for references should be referred to the Aquatics Manager or the District General
Manager.
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2.10. Personal Information. Employees are to notify the Aquatics Manager in writing of any personal
changes, including but not limited to changes in name, address, telephone numbers, email
addresses, number of dependents, emergency contact, marital status or other personal
information so the District may keep personnel and tax records up-to-date and so that the
District can communicate with employees as needed.

2.11. Employee Personnel Records. A personnel file for each employee is maintained by the District,
and access is generally limited to the employee, the Aquatics Manager and the District General
Manager unless broader disclosure is required by law. Records, such as “return to work”
statements, shall be maintained in a confidential file which is separate from other personnel
records. Usually, an employee's personnel file contains the employee's name, title and/or
position held, job description, department to whichithe employee is assigned, salary, changes in
employment status, training received, performance evaluations, awards and recognition,
personnel actions affecting the employee, including discipline, and other pertinent information.

2.11.1. An employee may periodically review his/her personnel file. .\An employee may place
pertinent information in his/her personnel file with the approval of the supervisor, District
General Manager or designee. An employee may also request removal of irrelevant or
erroneous information in his/her personnel file:. If the management denies the employee's
request to remove the information, the employee may file a written rebuttal statement to be
placed in his/her file.

2.11.2. Confidential personnel records shall not be released to any unauthorized individual except
with the written consent of the employee or-in response to valid court orders, subpoenas or
governmental requests directing the provision of information from personnel records. Some
personnel records may also be subject to disclosure in response to a request under the Public
Records Act.

2.11.3. When a current employee needs,the District to verify employment (such as for a loan
approval), the employee should advise the-Manager(s), District General Manager or designee
of the need at the earliest opportunity so they can verify the authorization to release
employment information.

3. Employment Practices

3.1. New Employee Orientation and Conditional Employment Period. All District staff will go through
a new employee orientation process and conditional employment period. Typically, this
orientation includes information about the District’s organization and services, safety rules,
operational and personnel policies, rules and procedures, completion of payroll forms and
introduction to other District personnel.

3.1.1. Ali newly hired District staff are considered temporary employees pending the successful
completion of a three-month conditional employment period to ensure their suitability to the
position. During this time, the new employee will:

(a). complete a background check prior to offer of employment
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(b).learn to perform the duties of the position to District standards
(c). be evaluated for their potential to excel in the position

3.2. Conditional Employment. Employees must successfully meet the standards of District
employment to be converted to regular employment status. The conditional employment
period may be extended at the sole discretion of the District. Employment may be terminated
without advance notice in the sole discretion of District.

3.3. Benefits and Conditional Employments. Benefit-eligible employees may not use vacation leave
or floating holidays during their conditional employment period, however they may use sick
leave. See Section 6 for the complete list of benefit-eligible employees and detailed policies
regarding leave.

3.4. Staff Supervision. The District holds itself to a high standard of performance and therefore
makes every effort to provide high quality support and supervision to its employees. Clear
communication, respect for all and appropriate staff development are key to these efforts and
every employee with a supervisory role is expected to personify those high expectations. Our
chain of command runs from the District General Manager, to the Aquatics Manager to the
Aquatic Coordinator(s), to Leads (if any), to Lifeguards, Front Desk Attendants and Instructors.

3.4.1. All supervisors or candidates for supervisory roles should have supervisory skills training
and/or demonstrate the knowledge and ability to utilize best practices in personnel
supervision prior to being hired for or promoted to.a supervisory role.

3.4.2. With the exception of the District General Manager and District Clerk, all employees shall
consider the Aquatics Manager to be their direct supervisor. When the Aquatics Manager is
not available, the Aquatics Coordinator on duty is the shift supervisor. Employees are
expected to respond to them as they would the Aquatics Manager.

3.4.3. Employees can expect the entire management staff to provide steady support, on-going
communication, professional development and general guidance and leadership. Supervisors
are accountable for the performance of each employee they work with and are encouraged to
give each employee their best effort, providing help whenever necessary.

3.5. Promotions, Demotions and Transfers. All employees are eligible for promotion, transfer to
another equivalent position, and voluntary or involuntary demotion. To be considered for another
position, an employee must possess the qualifications for the vacant position unless the
management determines that waiving those requirements is in the best interest of the Mt. Rainier
Pool Metropolitan Park District.

3.5.1. The District encourages current employees to work toward increasing their capabilities
through education, skill building and achievement of job-related certifications. Employees are
also encouraged to apply for vacant positions for which they are qualified. Promotions are
based on past performance, the supervisor's recommendation, qualifications or requirements,
evaluations, job descriptions and related requirements and are given solely at the discretion
of the Des Moines Pool Metropolitan Park District to administrative employees and by the Mt.
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Rainier Pool to pool employees. The amount of any pay increase and/or specific
responsibilities are decided by the Des Moines Pool Metropolitan Park District.

3.5.2. A promoted employee may be demoted or terminated from the new position if the Des
Moines Pool Metropolitan Park District or the Mt. Rainier Pool in its sole discretion,
determines that the employee is not satisfactorily performing in the new position.

3.5.3. The Des Moines Pool Metropolitan Park District and/or Mt. Rainier Pool in its sole
discretion, may fill a vacant position by transferring a qualified employee to the position. An
employee may request a transfer to a vacant position by notifying the District General
Manager or Aquatics Manager in writing.

3.6. Change in Workforce. Nothing contained in these personnel policies, the pay plan or the District’s
past practices or customs shall prevent the District from reducing its workforce, laying off,
promoting, demoting, reclassifying or removing employees, modifying the pay plan or otherwise
managing and directing the operation of the District and its workforce as deemed necessary and
proper.

3.6.1. Indetermining who is to be laid off, consideration will be given to individual performance
and the qualifications required for remaining jobs. Prior to such action, the District may
endeavor to place affected employees into another. available position for which they are
qualified, as determined by the District,

3.6.2. Prior to a layoff, the District will try to provide affected employees at least two weeks’
notice of the pending layoff.

3.6.3. During the 12-month period following a layoff, the District or the Mt. Rainier Pool may
rehire a laid off employee if a suitable position becomes available for which the employee is
qualified and the former employee has requested, in writing, to be considered for re-hire.

3.7. Resignation & Termination. Employment with the District is at-will in accordance with the
provisions of this Employee Handbook. Employees are encouraged to submit written notice of
resignation to their supervisor prior to the effective date of their resignation. The management
may schedule an exit interview, if appropriate. When an employee resigns, the employee will
return all District or co-worker’s property, including uniforms and keys.

3.7.1. Non-exempt employees are requested to submit notice of resignation at least two weeks
(14 days) prior to the effective date of their resignation. The District may terminate such
employees with or without cause without any advance notice. All wages and expense
reimbursement owed to the employee shall be provided on the scheduled payday for the
period (more information on Paydays can be found in Section 4.2).

3.7.2. Either the District and/or an exempt employee that has completed the Temporary
Employment Period terminate employment at any time with 30 days advance notice to the
other for any reason with or without cause. The District, without altering the at-will
relationship, shall have the right to immediately terminate an employee’s services for cause
including but not limited to those defined in the Rules of Conduct. If terminated for cause, all
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compensation and benefits described in this handbook shall cease as of the termination date.

3.8. Employment of Relatives. The District believes it is in the best interests to keep business and
professional relationships separate from personal and family relationships. To prevent the
appearance of or actual conflicts of interest, the District generally will not employ an employee’s
relatives. For this policy, "relative" is defined as any family relationship resulting from birth,
marriage or adoption, as well as any person cohabiting with another employee. Under certain
circumstances it may be necessary to employ relatives and then the following guidelines shall be
observed:

3.8.1. Neither employee will supervise, appoint, remove or discipline the other
3.8.2. Neither relative will evaluate or audit the work of the other

3.8.3. The working relationship will not create a conflict of interest or the appearance of
favoritism.

3.9. Employee Background Checks. The District requires background checks in compliance with RCW
35.61.130 for all employees, volunteers, or independent contractors, who may, in the course of
their work or volunteer activity with the District, have unsupervised access to children or
vulnerable adults, or be responsible for collecting or disbursing cash or processing credit/debit
card transactions.

3.9.1. Currently, all District staff positions must meet the threshold of the background check
policy. Therefore, all District employees shall submit to a background check as a condition of
their employment. New positions willalso be required to comply with the policy if the position
meets the threshold of the policy.

3.9.2.- When necessary, as determined by the District, prospective employees, volunteers, or
independent contractors may be employed on a conditional basis pending completion of the
investigation.

3.9.3. The District shall provide a copy of the record report to the employee, volunteer, or
independent contractor if the background check results are negative.

4. Compensation. The District wishes to practice transparency and fairness in regard to employee pay
rates; offering equal pay for equal work and comparable job experience. Therefore, each position or
job title within the District is assigned a defined salary range or pay-rate that is applied to all
employees holding that position or job title with comparable experience. Pay rates for each position
will be outlined in the District’s salary and wage schedule, which is currently being established by the
District Board of Commissioners. The District Board of Commissioners may revise the salary and wage
schedule from time to time.

4.1. Employee Pay Rates. Each position's pay-rate is reviewed periodically to ensure that it remains
competitive with other comparable positions.

Draft: 10/10/2019
Reviewed: 9/24 — 10/10/2019

Page 18



o Des Moines Pool Metropolitan Park District.
Employee Policies Employee Policies & Procedures

4.1.1. Pay-rates are based on the expectations of the position, reflect levels of authority and
responsibility, years of service or experience, certifications, and other skills as needed to
perform the expectations of the position with a great deal of competency. Within available
resources, The District’s compensation plan is generally competitive with other comparable
employers in similar job markets.

4.1.2. From time to time, the District may provide pay adjustments, raising the wages of all
positions by a specified amount or for all employees within a single defined position.

4.1.3. The current pay schedule allows for an annual pay.increase depending on an employee
completing a satisfactory year of service. These increases are generally implemented on an
employee’s anniversary date in a position. Years of service increases are contingent on
satisfactory performance. If an employee's performance isiunsatisfactory, a pay increase may
be deferred for a stipulated period of time or until the employee's job performance is
satisfactory.

4.2. Paydays. Employees are paid twice a month either by direct deposit or by check distributed at
the work location on the 15 and the last day of the month.

4.2.1. If a regularly scheduled payday falls on a weekend or holiday, paychecks are usually
distributed on the next regularly scheduled week day:

4.2.2. One pay period covers the 26™ through the 10™ (usually distributed on the 15") and the
other covers the' 11" through the 25" (usually distributed on the last day of the month). This
distribution scheduleis subject to change and staff will be notified of any changes.

4.3. Time Recording. Recording of employee hours is currently be accomplished through a manual
process using scheduling software. A time clock process is forth-coming and will be published as
an addendum to this Handbook.

4.4. Deductions. The District withholds from the employee's paycheck those deductions required by
law.and any voluntary.deductions authorized by the employee, such as those legally required
for taxes (i.e. Federal income, Medicare, Social Security, WA Labor & Industries and
Unemployment Insurance) and court-ordered garnishments.

4.5. Paycheck Errors. The District does its best to provide employees with proper pay for all hours
worked. Should there be an error in your pay or an improper deduction, please bring it to the
attention of your supervisor immediately. The District will work to correct errors expeditiously.
In the event of an overpayment, the employee will be notified as soon as possible, and the
employee will be required to reimburse the District either through an agreed upon future payroll
deduction or a direct payment.

4.6. Expense Reimbursement. District employees and officials may be reimbursed for approved
normal and reasonable travel and other expenses incurred for business-related purposes.
Normal and reasonable travel costs are defined as expenses for transportation to and from a
location other than the employee’s primary work-place, lodging, meals and related items who
are traveling for District purposes only. Any such travel must be authorized in advance by the
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District General Manager or designee.

4.6.1. District expense reimbursement is based on actual expenses incurred in the service of the
District, there are no per diems. Expenditures must be pre-approved and are reimbursed after
submission of a District Reimbursement Form filed within 15 days of the purchase or travel
date and accompanied by original receipts for each expense reported.

4.6.2. No claim for reimbursement shall be paid unless it is accompanied by an original, bona fide
vendor’s receipt. Should a receipt be lost or not be obtainable, an employee certification
signed by the District General Manager or desighee will serve as a substitute for a receipt. Such
receipt or certification should show the date, a description of the purchase, vendor
identification, amount paid, and an explanation for the lack of a receipt should that be the
case. Falsification of a receipt or certification is grounds for disciplinary action up to and
including termination.

4.6.3. The District may approve reimbursement for the following business expenses:
(a). Materials, supplies or other items used for District business purposes.

(b). Mileage for personal vehicle shall be reimbursed for travel at the current maximum rate
allowed by the United States Internal Revenue Service (IRS) to and from a location
other than the employee’s primary work- place.

(c). Meals (including. a sensible tip) may be reimbursed only when pre-approved and
associated with official business. If expenses include the cost of meals for other persons,
the reimbursement form must list names of individuals, the purpose, time and location.
All employees claiming reimbursement for meals consumed while on District business
must provide original receipts. Employee certification in lieu of original receipt will not be
accepted for meals.

(d). The District will reimburse the cost of standard airfare (coach) only. Reservations should
be made at'least 3 weeks in advance whenever possible to guarantee the ticket is
purchased at the lowest available fare.

(e). Automobile rental expenses will be reimbursed to the extent they are reasonable and
appropriate. Additional automobile insurance should be purchased when renting an
automobile for foreign travel.

(f). Alcoholic beverages are not a reimbursable travel expense.

(g). Reasonable, incidental charges such as gratuities are reimbursable and need not be
supported by a receipt. However, such charges should be tracked and submitted as
certification of the expenditure. Falsification of this certification is grounds for disciplinary
action up to and including termination.

(h). Lodging may be reimbursed when necessary for travel outside of the District. Employees
are encouraged to seek out reasonably priced accommodations to minimize the cost to the
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District. Costs associated with upgrades in accommodations will not be reimbursed unless
standard accommodations are not available. Itemized receipts for all lodging expense must
accompany the District Reimbursement Form.

(i). The actual cost of preapproved conferences, seminars, training courses, and classes related
to training and training materials may be reimbursed. More information on allowable
training and professional development opportunities can be found in Section 5.2.

4.7. Compensation Upon Termination. When an employee's employment with District is
terminated, the employee will receive the following compensation on the regularly scheduled
payday for the period {more information on Paydays can be found in Section 4.2):

4.7.1. Regular wages for all hours worked up to the time of termination that have not already
been paid

4.7.2. Any overtime or paid time off that has not already been paid.

5. Performance & Professional Development. Employees are District ’s most valuable resource in
accomplishing the mission and goals of the organization. Therefore, it is incumbent upon the District
to nurture staff talent and provide support for growth and opportunity. Toward that end, the District
and Aquatic managers are expected to provide guidance for employees that helps each one to
enhance or refine existing skills and develop new ones. In addition to this day-to-day feedback,
managers and each employee will regularly assess performance on a periodic and regular basis. The
District will provide opportunities for formalized educational development.

5.1. Performance Feedback & Evaluation. To achieve the District’s goal of supporting and retaining
the best employee for every job, supervisors will provide every employee with ongoing feedback
and constant communication relating to performance as well as a process that requires regular
reflection on.an employee’s overall contributions. This method is designed to ensure that each
employee is receiving the best possible supervisory support and is in the position that best fits
their skills.

5.1.1. Supervisors are expected to immediately inform an employee of any challenge that may
be impacting their performance and to clearly communicate the necessary improvement
expected. The outcome of that communication should be noted and may influence an
evaluation.

5.1.2. Employees are expected to inform any supervisor as soon as possible of any challenges
they face in the performance of their duties and work cooperatively with them to find
solutions.

5.1.3. Managers are available and encouraged to provide feedback to staff and/or discuss
performance at any time. It is recommended that the manager send written notes covering
the general topics of any performance-related discussion and agreed upon outcomes (if any)
to the employee and the Aquatics Manager or District General Manager immediately
afterward.
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5.1.4. Supervisors also complete performance evaluations for each employee they supervise
every three months (four times per year). This evaluation is part of an employee's personnel
record and will influence whether the employee is to be promoted, transferred, demoted, laid
off, or terminated. These evaluations are not meant to be a method of communicating a
performance issue. Supervisors are asked to answer these four questions about each staff
member they supervise:

(a). Given what | know of this person’s performance, and if it were my money, | would award
this person the highest possible compensation increase and bonus. Please answer on a five-
point scale: 5 = Strongly Agree, 4 = Somewhat Agree, 3 = Neither Agree nor Disagree, 2 =
Somewhat Disagree, 1 = Strongly Disagree

(b).Given what | know of this person’s performance, | would always want him or her on my
team. Please answer on a five-point scale: 5 = Strongly Agree, 4 = Somewhat Agree, 3 =
Neither Agree nor Disagree, 2 = Somewhat Disagree, 1 = Strongly Disagree

(c). This person is at risk for low performance. Please answer Yes or No.
(d). This person is ready for promotion today. Please answer Yes or No.

5.1.5. The answers to these questions are incorporatedinto the employee’s file for reference in
future decision-making (i.e. promotion, transfer, demotion or termination).

5.2. Professional Development Opportunities. The District seeks; within the limits of available
resources, to offer and support professional development to increase an employee's skills,
knowledge and abilities. Opportunities mayinclude: on-the-job training, in-service sessions, and
development activities sponsored by outside agencies or organizations.

5.2.1. Whether an employee is trained in-house or receives their certification from an outside
agency, the following procedures will apply:

{a). An employee must meet all the standards of a recognized certifying agency (such as the
Red Cross) before being assigned any Lifeguarding shifts.

(b).An_employee must satisfactorily complete these steps before being assigned solo
swimming instruction shifts:

(i). Receive Water Safety Instruction training either 1-on-1 or in a class setting that
includes education on differing strokes, effective instruction methods, group behavior
management, and District standards for swim lessons.

(ii). Shadow at least two different swimming instructors for at least 2 lessons each for a
total of 4 shadow lessons covering various levels. This step may be waived at the
management’s discretion for those who have at least one year of experience in swim
instruction at another pool.
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(iii).  Perform at least 2 lessons under the direct (in water) supervision of two different
current instructors, for a total of at least 4 supervised lessons covering various levels.

5.2.2. The District will provide regular in-service training opportunities and drills for employees
to assist with their on-going development and to help them meet and maintain the high
standards of performance expected by the District and the patrons. Employees are required
to attend these in-service trainings.

5.2.3. The District may agree to pay and/or reimburse employees for pre-authorized, job-related
educational opportunities. Outside training approval is granted at the discretion of the District
General Manager. Approval must be granted priorto program registration, otherwise the
District is not responsible for payment of any registration fees. To be eligible, the employee
must demonstrate that all of the following conditions are met:

(a). The opportunity is necessary for improving skills to perform.or enhance present work or
to qualify the employee for a District planned promotion; and

(b).1tis in the District’s/Mt. Rainier Pool's best interest to pay for this training; and
(c). The pool’s services may be improved as a result of the educational opportunity.

5.2.4. The employee should submit.a request in writing to'their supervisor who forwards it, with
comments, to the District General Manager for approval of employees taking courses that are
graded must earn-at.least a “C” or equivalent in order to receive reimbursement.

5.2.5. The District may, as resources permit, cover the cost of required books or other pre-
approved expenses necessary for receiving the full benefit of the educational opportunity.

5.3. Professional/Technical Societies and Certifications. District employees are encouraged to
participate in technical and professional'societies and/or achieve certifications indicating a high
level of competence.in their field(s). These activities are considered a benefit to the District
and. to the employee through additional knowledge or personal associations gained.

5.3.5." The District, through the budgeting process, will select what fees and dues it might pay for
its employees' membership in technical and professional societies. For any organization for
which the District pays the dues, the District address should be used on all mail. All magazines
and publications received as a part of that membership should be made available for all
employees to use.

Professional and Technical Registration/Certification. The District encourages professional and technical
registration or certification. The District may pay fees for professional and technical certificates and
licenses for its employees as determined by the District in its sole discretion, These requests should be
sent to the District General Manager.

6. Benefits and Leave. Employees of the Mt. Rainier Pool are provided with the following benefits and
leave in appreciation of their service to the community and the District. These benefits are voluntarily
provided by the District as an employee incentive and may be amended or discontinued at any time.
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6.1. Pool Staff Benefits Allowance.

6.1.1. Pool Staff are currently defined as follows and all positions are hourly, part-time and non-
exempt:

(a). Head Lifeguards
(b).Lifeguards
(c). Instructors

6.1.2. Pool Staff is not eligible for paid time off or vacation. Any requests for time off for injury
or illness must be taken as sick leave.

6.1.3. Pool Staff is not eligible for Floating Holiday compensation.

6.1.4. Pool staff will accrue sick leave per.the Washington State Department of Labor & Industries
policy at a rate of one (1) hour per every 40 hours worked. Sick leave is carried over at the
end of each year at a rate of 40 hours or less. You may begin using earned paid sick leave 90
days after your first day of work.

6.2. Pool Staff Use of the Facility. Pool employees are eligible for a Mt. Rainier Pool employee
swim pass, which entitles them to the same privileges as a family pass holder for the duration of
their employment with the District.

6.2.1. If employment ends or the employee has not worked at least one (1) shift in a calendar
month; the pass is void and must be surrendered.

6.2.2. Any inappropriate or.unprofessional conduct while off-duty at Mt. Rainier Pool is grounds
for suspension of the employee pass privilege. Extreme situations may result in further
disciplinary action up to and including termination.

6.2.3.. These privileges are extended to 1 additional adult and children who share a household
with the employee." As above, these passes may be suspended if the employee no longer
meets the criteria or due to misconduct.

6.3. Salaried Employees Benefits Allowance.
6.3.1. Salaried employees are currently defined as:
(a). District General Manager — contracted, salaried exempt
(b). District Clerk — nonexempt, hourly, part time
(c). Aquatics Manager — contracted, salaried exempt

(d).Aquatic Coordinator — salaried, non-exempt
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6.3.2. The District will designate a benefit allowance for each salaried employee which is
intended for them to use at their discretion to purchase Health Insurance, Dental Insurance,
Vision Insurance, Disability Insurance, Child or Elder Care, or to put into a retirement fund as
they choose.

6.3.3. The District reserves the right to add to, amend and discontinue the benefit allowance as
needed. The benefit allowance is reviewed periodically by the Board of Commissioners and
may be adjusted and all or a portion of it may be eliminated at any time. The benefit allowance
is currently calculated at 16% of the employee’s salary or pay-rate. This rate is subject to
adjustment at any time. The benefit allowance is distributed in lieu of traditional employee
benefits. Although the benefit allowance is not defined as wages or salary for the employee,
it is taxed as income. Each employee provided with a Benefit Allowance is expected, but not
required, to maintain medical coverage.

6.4. Salaried Employees Paid Time Off. Salaried employees as defined iniSection 6.2 are also provided
with paid time off for holidays, illness orinjury and vacation.

6.4.1. Requests for time off must be made at least two weeks in advance. Requests made without
this advance notice will likely.be denied due to the inherent negative impact to the District.

6.4.2. Requests for time off must be sent to the supervisor via email and include the exact date(s)
of absence. Supervisors must provide an email response as soon as possible verifying whether
or not the request has been approved. Requests that have a negative impact on the District
or other employees will not be approved. (See Section 6.5 Sick Leave for additional
information‘on requesting time off due.to illness or injury.)

6.4.3. When paid time off is used the supervisor is responsible for forwarding the email verifying
the approved leave to the person responsible for reporting payroll by or before the end of the
pay period:

6.4.4. If an employee requests time off and the time off is not approved, the employee is
expected to work as usual. Failure to appear for a scheduled shift is grounds for disciplinary
action, up to and including termination.

6.4.5. The District is not responsible for lost deposits or non-refundable fees paid out by
employees prior to receiving approval for time off.

6.4.6. For the purposes of accrual and usage, one day of accrued time off is defined as eight (8)
hours.

6.4.7. Paid time off may be transferred to another employee for humanitarian reasons only with
approval from the District General Manager.

6.4.8. For the purposes of calculating accrual for non-exempt employees, paid time off does not
qualify as hours worked.
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6.4.9. Limited unpaid time off may be approved for extraordinary circumstances at a supervisor’s
discretion and it is expected that employees will not abuse this privilege. Excessive requests
for unpaid time off that aren’t supported by a written medical directive or don’t fall into a valid
leave category may be grounds for disciplinary action, including possible termination.

6.5. Salaried Employees Vacation Leave. Salaried exempt and non-exempt employees as defined in
Section 6.3 accrue paid vacation leave at a rate that is dependent on their employment status and
years of service in the eligible position. See Section 6.4 for more information on requesting and
using paid time off.

6.5.1. Both the accrual rate and annual maximum that an employee may accrue each year
automatically adjust with each anniversary in the eligible position. Years of service in a non-
eligible position do not count toward years of service for vacation accrual.

6.5.2. Unused vacation leave may be carried over from one year to the next up to the annual
maximum.  Once the maximum is feached, the accrual freezes until the employee’s
anniversary date when accrual may begin again up to the annual maximum.

6.5.3. Parttime employees, accrual rate is tied to the number of hours actually worked. Paid time
off does not count as time worked.

6.5.4. For the purposes of accrual calculations, previous years of service are lost if an employee
voluntarily leaves the District and returns.

6.5.5. Use of vacation days.is limited to 5 days after the first six months of employment by
request of the employee and upon approval by the supervisor.

6.5.6. An employee can accrue only the annual maximum as detailed in the chart below.
6.5.7. Unused vacation leave is paid out to an employee upon separation.

6.5.8. Vacation Leave Accrual Rates:

Years of | Non-Exempt Accrual Rate| Exempt Accrual Rate
Service Full Time Employee for Full Time Employee
0-3 40 hours annually 96 hours annually
-6 80 hours annually 120 hours annually
7-10 120 hours annually 240 hours annually

6.6. Salaried Employees Sick Leave.

6.6.1. The accrual rate for exempt employees is 8 hours of sick leave per month. Unused paid
sick leave of 92 hours or less will be carried over to the following year.

6.6.2. The accrual rate for non-exempt, part-time, and hourly employees is 1 hour of sick leave
for every 40 hours worked. Unused paid sick leave of 40 hours or less will be carried over to
the following year.
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6.6.3. Accrual amounts are pro-rated and reported to the employee every pay period to reflect
the actual time worked.

6.6.4. Employees may use accrued paid sick leave regardless of their status as a
conditional/temporary employee or regular employee.

6.6.5. Employees reporting an absence due to illness or injury must phone the shift supervisor in
keeping with the Section 2.4. Attendance. Employees are then responsible for sending their
supervisor a follow-up email that includes the exact dates of absence that may be charged
toward their accrued sick leave.

6.6.6. When an employee uses sick leave for three or more days in a row, a doctor’s certification
may be requested.

6.6.7. Sick leave may not be combined with vacation {eave to extend that vacation leave.
6.6.8. Unused sick leave will not be paid out to an.employee upon separation.

6.7. Salaried Employees Holidays & Floating Holidays. The Mt. Rainier Pool is closed on the
following holidays: December 25th and the fourth Thursday in November (Thanksgiving Day).
Additionally, the pool with be closed early (1:00pm) on December 24t and December 31, To
compensate for the lack of traditional paid holidays throughout the rest of the year, eligible
employees as defined in Section 6.3 are provided with five (5) Floating Holidays at the beginning
of the calendar year to be used throughout the year at any time with approval from their
supervisor. See Section 6.4 for more information on requesting and using paid time off.

6.7.1. Exempt employees are not expected to work on days when the pool is closed for holidays
but will be compensated in the usual manner.  If, due to an emergency, they are required to
report to work, exempt employees will not receive additional compensation.

6.7.2. Non-exempt employees will not be scheduled to work when the pool is closed for holidays
but have the option of using floating holidays or vacation leave (see Section 6.6) as
compensation. If, due to an emergency, they are required to report to work, non-exempt
employees will be compensated at double their usual hourly rate for the time worked.

6.7.3. Floating holidays can only be used with supervisory approval (as outlined in Section 6.3)
during the calendar year in which they are given and will not carry over into a new calendar
year.

6.7.4. Unused floating holidays will not be paid out to an employee upon separation.

6.7.5. Floating holiday allotment for newly salaried employees will depend on the time of year
they start in the salaried position. They will receive the full 5 days at the beginning of their
next calendar year.
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6.7.6. New employees will not be allotted floating holidays during the three-month conditional
employment period nor will they be approved to use floating holidays during this period. Once
a new employee is converted from temporary to regular employment status at the conclusion
of the conditional employment period, the number of floating holidays they receive will be
based on their actual start date in the eligible position.

6.7.7. Floating Holiday Allotment Schedule for Newly Eligible Employees:

Start date time frame Number of Floating
Holidays allotted
Jan 1—-Feb 29 5
March 1 — April 30 i 4
May 1 —June 30 3
July 1~ Aug 30 2
Sept 1 -Dec31 1

6.8. Washington State Family Care. In accordance with the Washington Family Care Act, employees
may use any accrued time off, including sick leave, that they have available on their own to use
in order to care for their child, spouse, registered domestic partner, parent, parent-in-law or
grandparent.

6.8.1. Anemployee may use available timeoff to care for their child where the child has a health
condition requiring treatment or supervision, or where the child needs preventative care
(suchas medical, dental, optical arimmunization services).

6.8.2. An employee may use time off when a spouse, registered domestic-partner, parent,
parent-in-law, or grandparent has a “serious or emergency health condition,” which are
conditions:

(a). Requiring an overnight stay in hospital or other medical-care facility;
(b).Resulting ‘in a period of incapacity or treatment or recovery following inpatient care;

(c). Involving continuing treatment under the care of a health care services provider that
includes any period of incapacity to work or attend toregular activities, or

(d).Involving an emergency (i.e. demanding immediate action).

6.8.3. Employees are required to notify their supervisor of the need to take time off to care for a
family member as soon as the need for leave becomes known. The District reserves the right to
require verification or documentation confirming a family member’s health condition when
available leave is used to care for that family member.
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6.9. Family and Medical Leave (Salaried and Pool employees). The District will comply with
applicable state and federal laws on Family Medical Leaves whenever it has the required
number of employees (50) in its employ for application of the laws and the factual
circumstances warrants its application. See the attached Addendum A for the most current
FMLA policy.

6.10. Administrative Leave (Salaried and Pool employees). On a case-by-case basis, the District may
place an employee on administrative leave with or without pay for an indefinite period of
time, as determined by the District General Manager, or designee to be in the best interests
of the District, such as pending an investigation or other administrative proceeding.

6.11. Military Leave of Absence(Salaried and Pool employees) . Any employee who is a member of
the Washington National Guard or a Federal military unit is entitled to leave from their duties up
to twenty-one (21) days each between October 1 and September 30 for official military duty,
training, or drills or state active status. During the period of military leave, the employee shall
continue to receive their normal rate of pay for days when they would have been scheduled to
work for the District. (Calculated for hourly staff as a minimum of up to 21 average shifts for the
employee during the season in question and not including shift-related premiums.)

6.11.1.1f an employee takes temporary or regular military leave, he or she is entitled to return to
the employee’s former job as provided under federal and state laws. A copy of the official
orders must be submitted to the employee’s supervisor at least one (1) week prior to the
commencement of the duty period. '

6.11.2. The Washington State Military Family Leave Act provides that during a period of military
conflict, an employee who regularly works more than twenty (20) hours per week and whose
spouse or state-registered domestic partner is deployed or about to be deployed or is on
leave from deployment.in a military conflict declared by Congress or the President is entitled
to up to fifteen (15) days of unpaid leave per deployment. An employee wishing to take this
leave must notify his/her supervisor within five (5) business days of receiving official notice
that the spouse is being deployed or will be on leave from deployment. Upon conclusion of
the leave, the employee will return to his/her position or an equivalent one unless the
employee would otherwise have been terminated had he/she not taken the leave.

6.12. Domestic Violence Leave (Salaried and Pool employees). Leave is available to employees who
are victims of domestic violence, sexual assault, or stalking, or have a family member (spouse,
children, parents, parents-in-law, grandparents, or “a person with whom the employee has
a dating relationship.”) who is a victim of such abuse.

6.12.1. An eligible employee may take “reasonable” leave, including leave on an intermittent
or reduced- schedule basis, to engage in specified remedial activities relating to the abuse,
including: participating in legal proceedings; seeking medical treatment or mental health
counseling; obtaining social services; or taking other actions to increase the safety of the
employee and her/his family members.

6.12.2. The District may request verification that the employee or her/his familymember is a victim
wo...Of abuse, and that the leave is for one of the covered remedial activities, Verification is
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satisfied by one or more of the following: (1) a police report indicating the employee or family
member was a victim of abuse; (2) a court order protecting the employee or family member;
(3) documentation from an attorney, clergy member, medical provider, or other professional
from whom assistance was sought; or (4) the employee’s own written statement that s/he or
a family member is a victim and needs the leave to seek assistance. The District will maintain
the employee’s provided information as confidential and will not require the employee to
disclose information beyond the verification material listed above.

6.12.3. The employee may elect to use paid time off (if eligible) or may take unpaid leave.

6.12.4. Upon return from domestic violence leave, an employee shall be entitled to return to the
employee’s former position or a position with equivalent pay, benefits, and conditions of
employment; unless unusual circumstances have arisen (i.e. the employee’s position was
eliminated for reasons unrelated to the leave). If the employee chooses not to return to work
for any reason, the employee should notify the District as soon as possible. Failure to return
as agreed from an approved leave may be treated as a voluntary resignation of employment.

6.13. Bereavement Leave (Salaried and Pool employees). Up to three (3) days leave may be granted
for the death of an employee's immediate family or household member. "Immediate family"
includes the employee's spouse or registered partner, child, parent, sibling, parent-in-law,
son or daughter-in-law. Additional leave may be approved beyond the allotted three (3) days
but may not exceed a total of nine (9) days: Exempt employees are permitted 3 days of leave
with pay. Additional days (up to six) will be charged, as determined by the District General
Manager, or designee, to the employee's accrued, but unused paid time off (if eligible), or if paid
time off is not available, will be unpaid.

6.14. Jury Duty.

6.14:1.If an exempt employee is called for jury duty or is subpoenaed as a witness, the employee
receives his/her regular rate of pay while serving onjury duty.

6.14.2. Non-exempt employees will be allowed leave to fulfill jury duty or a subpoena but will not
be paid for the time missed unless they are eligible for paid time off and request vacation or
floating holiday leave. Pool employees will not be compensated by the District for time spent
on jury duty. An employee released from jury duty for part of a day should call his/her
supervisor for. instructions. An employee receiving a jury summons should inform his/her
department as soon as possible so that arrangements may be made to cover for the employee.

6.15. Workers Compensation. Regular employees who are injured on the job, are unable to work,
and file for Worker's Compensation may use accumulated paid time off (if eligible) while the
claim is being processed. Pool employees may use accrued sick leave. Upon receiving payment from
the Worker's Compensation carrier, the employee may sign the check over to the District, and
any paid time off used by the employee will be reinstated to the employee's account on a pro-
rated basis. Eligible employees may use paid time off to supplement their time loss payments
up to the equivalent of their usual hours or salary. Pool employees may use accrued sick leave.
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7. DRUG & ALCOHOL-FREE WORKPLACE POLICY.

7.1. Purpose: It is the policy and intent of the District to maintain a safe and healthy working
environment for all employees, to ensure efficient and safe community service, to protect
employees and the District from liability, to safeguard District property and assets, and to comply
with all applicable laws and regulations governing drug and alcohol abuse.

7.1.1. The District is committed to operating a drug and alcohol-free workplace and has an
obligation to ensure public safety and trust in its services and programs. Accordingly, the
manufacture, distribution, dispensation, possession or-use of controlled substances, the
unauthorized use of prescription drugs, drugs not medically authorized, or the use of any other
substance, including marijuana and alcohol, which would impair job performance or pose a
hazard to the safety and welfare of the employee, the public, or other employees is strictly
prohibited. Employees who possess or use drugs or alcohol in violation of this policy are
subject to disciplinary measures up to andiincluding termination.

7.1.2. ltisimperative that employees who abuse drugs or alcohol be aware of the seriousness of
such misconduct and the potential penalties. In addition to law enforcement measures that
would be invoked for criminal violations, such employees are subjecting themselves to major
discipline because of the serious safety, health, and service risks that they create. By avoiding
drug and alcohol abuse, such risks and penalties may be averted. All employees are strongly
urged to follow the guidelines'in this policy and utilize rehabilitation services if drug or alcohol
abuse is a personal problem.

7.1.3. This policy provides:for pre-employment drug testing of prospective employees in all
positions, and post-accident, reasonable suspicion, “return-to-duty” and “follow-up” drug and
alcohol testing for all employees.

7.2. Responsibilities:
7.2.1. The Board of Commissioners: The Board of Commissioners is responsible for:

(a).Adopting this Policy and for establishing a drug free workplace in compliance with
applicable laws and regulations.

(b).Adopting a drug and alcohol awareness information program and associated policies and
procedures for the.employees.

(c). Assuring adequate drug and alcohol training for management to allow for the appropriate
implementation of this policy and its procedures including but not limited to training in the
detection of drug and alcohol use and the behaviors which may indicate drug or alcohol
abuse by an employee.

7.2.2. Management: The District General Manager or designee is responsible for:

(a). Implementing and enforcing this policy and applicable procedures.
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(b).Insuring that all employees have access to this policy and information concerning the
impact of the use of alcohol and drugs on job performance.

7.2.3. Employees: Employees shall comply with this policy as a condition of employment.
Employees are responsible for:

(a). Not reporting to duty while under the influence of drugs or alcohol.
(b).Not being under the influence of drugs or alcohol while On the Job.

(c). Fully informing themselves of the content of this policy and the District’s drug and alcohol
testing procedures.

(d).Seeking appropriate assistance with chemical dependency or drug and alcohol abuse
problems before such problems result.in a violation of this Policy.

(e). Cooperating and complying with applicable testing procedures established in this policy.

(f). Any employee who is taking a drug or medication, whether or not prescribed by the
employee's physician, which may reasonably adversely affect that employee's ability to
perform work in a safe or productive manner is required to report such use of medication
to the employee’s supervisor. Thisincludes drugs that are known or advertised as possibly
affecting judgment, coordination, or any of the senses, including those that may cause
drowsiness or dizziness. Emplayee’s using prescription drugs may be required to provide
Proper Medical Authorization prior to werking while taking prescription medications. The
supervisor in conjunction with the chief then will determine whether the employee can
remain at work and whether any wark restrictions will be necessary.

8. Employees Responsibilities and Conduct. District employees are expected at all times to represent
District to the publicin a professional manner, which is pleasant, respectful, ethical, compassionate
and helpful.

8.1. Standards of Professional Conduct. Since the proper working relationship between employees
and the District depends on each employee's on-going job performance, professional conduct
and behavior, the District has established the following standards of conduct:

8.1.1. Basic tact and courtesy towards the public and fellow employees;

8.1.2. Adherence to District practices, procedures, safety rules and safe work practices;

8.1.3. Compliance with directions from supervisors;

8.1.4. Preserving and protecting the District's equipment, grounds, facilities and resources; and
8.1.5. Providing orderly and cost-efficient services to its citizens.

8.1.6. In addition to the general standards of conduct described above, there are some specific
expectations that the District has of all staff, including:
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(a)-When a Lifeguard is on a not on guard duty, they are not on a break. They are expected
to be working. Shift supervisors are available to provide suggestions for tasks if needed.

(b).Staff must refrain from eating or using cell phones for personal business while on duty.
Staff are welcome to do these things in the staff rooms while on a break.

(c). Staff must refrain from distracting others who are guarding.

(d).Staff must refrain from standing or sitting behind the front desk unless they are engaging
in a work-related task that requires them to be there:

8.1.7. Staff who take on swimming instruction shifts-have an even greater set of expectations
that, if followed closely, will make them valuable members of the team and well-loved by their
students.

(a). Class times are very short. Do not use class time to prepare or set up. Have reports cards
ready and set out lane lines before class starts. If there are no report cards available,
please ask the shift supervisor for help.

(b).Always introduce yourselfito parents at the first lesson: “Hi, my name is...and I'll be your
child’s instructor. Thank you for joining my class”. Say hello again to parents before each
class and take a moment to talk to.them at the end of each class as well, providing a
suggestion for skills they might want to work on between classes if possible. To save time,
do this with the group all together rather than one-to-one.

(c). Recognize that parentsare watching closely. If a parent sees an instructor is being sloppy
or like they don’t care, they will talk about it.

(d).Taking swim instruction shifts means making a commitment to the students. The District
expects every swimming instructor. to take that commitment seriously and show up for
every class in.a series unless they are too ill to do so.

8.2. Personal Appearance, Grooming & Uniform Policies. Employees must maintain a clean and neat
appearance appropriate to their work assignment, as determined by their position and
supervisor. The District General Manager or desighee may issue rules regarding what is
considered necessary, required or appropriate attire for each department or for particular
positions.

8.2.1. Uniforms are required for all Lifeguards/Swim Instructors and Front Desk Attendants.
Managers are required to dress either in uniform or business casual attire with a name tag.

(a). The District uniform consists of a name tag and a Mt. Rainier Pool t-shirt when Lifeguarding
or working as a Front Desk Attendant. Staff who are providing swimming instruction must
change from their Mt. Rainier Pool t-shirt into a Mt. Rainier Pool swim shirt (also known as
a rash guard) when providing swim instruction. Lifeguards/Swim Instructors and Front
Desk Attendants must be in uniform at all times when on duty.
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(b).The District will order and provide the uniforms for those whose positions require them.
(c). Clothing items provided by the employee must conform to the following guidelines:

(). Manager’s shirts must have a collar and/or be considered “business casual”.

(ii). T-shirts (other than Mt. Rainier Pool shirts) are prohibited.

(iii). Shorts and skirts are permitted; however, they must be at least fingertip length and
be appropriate for a casual business environment.

(iv). Sandals and flip-flops are permitted.

(v). Sweatpants, shorts made out of sweat-pant material and/or work-out gear is not
permitted.

(d).If the employee’s supervisor concludes the employee’s attire is inappropriate for any non-
discriminatory reason, the employee may be sent home without pay.

(e).If an employee has any questions regarding appropriate attire, the employee should
contact his or her supervisor.

8.2.2. Good grooming and personal hygiene is necessary for all District employees. The
expectation is that all staff will maintain a generally clean appearance and personal hygiene
that is respectful to others and abides by the general policies of the swimming pool. Grooming
and hygiene standards are.as follows:

(a). Employees are expected to report to work free of strong odors, whether personal or
artificial (i.e. scented personal care products or perfumes).

(b).Hair, including facial hair, must be neatly trimmed or restrained before coming into contact
with machinery of any kind.

(c). Fingernails must be neat and clean in appearance. They may be unpolished, or polished
neatly with no chipping.

(d).Dangling jewelry (i.e. earrings, bracelets or necklaces) and visible body piercings are not
encouraged, particularly for those who work with young children as they may pose a safety
risk for the employee.

8.3. Housekeeping. The physical appearance of Mt. Rainier Pool facilities and work areas are an
important aspect of our public image. Housekeeping is everyone’s responsibility. Employees
who see equipment piled up in work spaces, garbage or misplaced items are expected to dispose
of it or return it to the proper area. Work areas should be as neat and tidy as possible at all times.

8.3.1. Staff, no matter what time their shift, are expected to thoroughly clean at least one or
more area in the facility during their shift. These tasks should be done during a “down” or
before ending a shift. Shift supervisors are available to assist staff in finding areas to clean and
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the appropriate tools to complete the task.
8.3.2. Tasks that should be attended to daily include:

(a). Bathrooms - Toilets cleaned, hair wiped from sinks and drains, debris swept away, mirrors
and other surfaces cleaned, trash cans emptied and wiped down; paper products and soap
dispensers reloaded.

(b).Changing areas — Personal items removed from benches and turned in to front desk/lost-
and-found, debris removed from floors, curtains .in good condition or replaced
immediately, trash cans emptied and wiped down:

(c). Staff room — Debris cleared from floor, food and personal items cleared and put away,
laundry in washer/dryer or folded and put away — never dumped on the floor and left for
others to pick up, equipment and supply boxes put away immediately upon completion of
the task, nothing piled up and impeding the workspaces, trash cans emptied and wiped
down.

(d).Natatorium/Pool Deck — Towels & bathing suits or other personal items removed, debris
cleared from floor, equipment put away, nothing piled up and impeding the workspace,
trash cans and recycle bins emptied and wiped down.

(e).Front desk area — Towels & bathing suits and other persenal items removed, debris cleared
from floor, equipment put in proper places, nothing piled up and impeding the workspace,
trash cans and recycle bins emptied andWwiped down.

(f). Lobby — Glass doors cleaned and debris swept from the floor.

8.3.3, .Closing staff are expected to walk through every part of the facility to ensure that all areas
have been thoroughly cleaned at least.once during the shift. Debris should be cleaned, trash
cans should be emptied, lost-and-found articles should be cleaned and available to patrons for
inspection. Closing staff who find areas or tasks that have not been attended to during the
day:should report this to the shift.supervisor.

8.3.4. Opening staff are expected to walk through every part of the facility to ensure that all areas
are neat and clean. Opening staff who find tasks left undone from the previous day should
report this to the shift supervisor.

8.3.5. These cleaning tasks are the responsibility of every employee. Failure to fulfill this portion
of the job duties will be grounds for disciplinary action, up to and including termination.

8.4. Outside Employment and Conflicts of Interest. Employees may not engage in any outside
employment or financial interest which may conflict, in District 's opinion, with the best interests
of District or interfere with the employee's ability to perform their assigned District job.

8.4.1. Examples include, but are not limited to, outside employment which:
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(a).Prevents the employee from being available for work beyond normal working hours, such
as emergencies or peak work periods, when such availability is a regular part of the
employee's job.

(b).ls conducted during the employee's work hours with the District .

(c). Utilizes District telephones, computers, supplies, or any other resources, facilities or
equipment.

(d).Is employment with a firm which has contracts with or. does business with District if their
position with the pool is one of influence or decision-making in an area that overlaps with
the other firm.

(e). May reasonably be perceived by members of the public as a conflict of interest.

8.4.2. An employee who chooses to have an additional job, contractual commitment or self-
employment that does not cause a conflict of interest may do so provided they obtain prior
approval from the management. Any employee engaged in outside employment which is
found to be in conflict with the requirements of this palicy may be required to resign from
such outside employment or be terminated from Mt. Rainier Pool Metropolitan Park District.

8.4.3. Any outside employment that could potentially. interfere with emergency call-out
situations must be reported to the employee's supervisor. If, after accepting outside
employment, situations arise which could interfere with the.employee's job, the employee
needs to immediately report those situations to their supervisor.

8.5. Gifts or Gratuities. Employees may not accept any gift or gratuity from any vendor, contractor or
agent with whom the District transacts or refers business.

8.6. Political Activities. District employees may participate in political or partisan activities of their
choosing provided that District resources and property are not used, and the activity does not
adversely affect the responsibilities of the employees in their positions. District employees may
not.campaign on District time or property or while in their District uniform or while representing
the District in any way. Employees may not authorize others to use District facilities or funds for
political activities.

8.6.1. Any District employee who meets with or may be observed by the public or otherwise
represents the District to the public while performing his/her regular duties may not wear or
display any button, badge or sticker relevant to any candidate or ballot issue during working
hours.

8.6.2. Employees shall not solicit for a contribution for a partisan political cause on District
property or District time.

8.7. Non-Solicitation Policy. The District believes its employees and the public should have the
opportunity to work and receive District services without interference from persons who are
pursuing a purpose not related to the District's normal business.
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8.7.1. The District does not allow non-employees to come onto District property or buildings
to solicit employees or other members of the public or to distribute literature or other
materials for any purpose at anytime, unless authorized by the District General Manager, or
designee.

8.7.2. Employees are prohibited from soliciting or distributing any form of non-work-related
literature or other materials during work time or in work areas. For this purpose, working time
means time during which either the soliciting employees or the employees who are the object
of the solicitation are expected to be actively engaged in their assigned work.

8.8. Tobacco-Free Workplace. For health and safety considerations and in accord with State law,
the District prohibits the use of any tobacco product.in or near the District building and property.

8.8.1. Employees using tobacco products outside the building in.accordance with this policy are
requested to remaove or cover their Mt. Rainier Pool uniform or'anything that identifies them
as a District employee or choose a location out of view from the public.

8.9. Use of District Phones, Computers and Other Equipment. The District regards phones, desks,
computers, file cabinets, furniture, and other equipment and work spaces. as the District's
property, and reserves the right toiinspect them if, in its sole discretion, it determines that there
is a security, health, or other business reason to do so. This includes oral or written
communications made using District equipment or supplies such as communications stored or
made on District computers, cell phones, telephone systems, E-mail or voice mail. District
equipment should be used by employees for official District business only. An employee’s misuse
of District services, telephones, equipment orsupplies caniresult in disciplinary action, including
termination.

8.9.1. Phones — Staff are permitted to use District phones for District business. Use of District
phones for.local personal phone calls should .be kept to a minimum; long distance personal
use is prohibited.

(a). Management staff are permitted to use their personal cell phones while on duty for District
business if they choose to do so. The District is not responsible for lost or stolen personal
property, so employees should be careful to secure such equipment in the work place.
Staff should be aware that any written communication (email or text messages) relating
to the business of the District sent from a personal phone may be considered a public
record and may subject the device to search by the District or a third party if necessary to
comply with legal requirements.

(b).Other employees are permitted to use personal cell phones only while on an authorized
break and in a staff room. On duty use of personal cell phones may be cause for disciplinary
action.

8.9.2. Computers - By using the District’s technology resources, employees acknowledge and
agree there is no expectation of privacy or confidentiality in their use of these systems or in
any data that they create, store, or transmit in or over the systems, including any data created,
stored or transmitted during an employee’s incidental personal use of the technology
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resources as permitted under this policy. Employees should understand that all email
messages, other electronic communications, and documents created on District computer
systems may be considered a public record subject to disclosure and/or subject to discovery
in the event of litigation. The District reserves the right to monitor and inspect any data that
employees create, store, or transmit on or over District systems.

(a). Correspondence, e-mail or other documents or information created or accessed by an
employee on District computers is not private or confidential. Even after correspondence
or documents have been deleted, it is still possible to retrieve and read them. For these
reasons, employees should not use District computers for any information considered
personal or private.

(b). When using the District's computer system, employees are using District property. As a
result, any documents, comments and use of the District's computer system must be
appropriate to the District's businessactivities.

(c). Because E-mail is a business communications tool, all E-mail messages should be business-
like and professional in tone and content. Obscene, offensive, illegal, or unprofessional
communication through E- mail is forbidden. This includes, but is not limited to:

(). Obscene, profane, abusive, or threatening language or graphic representations; such
as “flaming” (exhibiting anger though vitriolic content and/or implied yelling by using
all capital letters);

(ii). Statements, jokes or graphic representations that may be construed as
discriminatory or offensive by reference to race, national origin, gender, religion, age,
disability, sexual orientation, or other legally protected criteria.

(iii). Reference to or discussion of any sexual acts, sexual relationships, dates, dating, or
any personal relationships.

(iv). Jokes ornon-work-related chain emails of any nature.

{v).  Communications that violate the personal privacy of, or are disrespectful of, any
individual.

(vi). Communications in furtherance of any illegal activity, including, but not limited to,
"football pools" and other forms of illegal gambling

(d).Standard security protocols should be followed at all times. This includes, but is not limited
to:

(). Users are expected to choose and safeguard strong passwords for work-related
accounts. Passwords are to be provided to District management whenever
requested or changed.

(ii). No user may access computer systems with another user’s password or account
_ . information unless authorized by District management, . .
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(iii). Each user is responsible for ensuring that use of outside computers, portable digital
equipment (i.e. thumb drives, phones, cameras or iPods) or outside networks such
as those accessed through the internet, does not compromise the security of District
or its customers.

(iv). New software or updates to current software should not be downloaded onto any
computer without the prior authorization of the management.

(e).Software piracy is not permitted at any time as it is a violation of federal law to make,
authorize the making of or use a copy or adaptation of any third-party software, except as
specifically granted in the licensing agreement. Violation of copyright laws will result in
disciplinary action up to and including termination, reimbursement of lost revenue or
resources and possible criminal prosecution that could. include fines up to $250,000 and
imprisonment for up to five years or both:

(f). Internet is provided on District computers to assist with the performance of the work and
is intended solely as a source of communication, information and research. District
employees are permitted the use of the internet for work-related. activities, and are
expected to use good judgment and common sense whether on duty or off. Persons found
in violation of these ‘policies are subject to disciplinary action, including possible
termination and civil and criminal liakility.

(g). District computers and internet may never be used to:

(i). View or access or write obscene, profane, abusive, or threatening websites, messages
or graphic representations including “trolling” (extremely negative remarks in a public
forum) or flaming.

(ii). View or access websites or graphic representations that may be construed as
discriminatory or offensive by reference to race, national origin, gender, religion, age,
disability, sexual erientation, or other legally protected criteria

(iii). View or access websites that depict or enable any sexual acts, sexual relationships,
dates, dating, or.any personal relationships

(iv). View or access websites in furtherance of any gambling activity, including, but not

limited to, fantasy sports sites, "football pools" and any forms of legal or illegal
gambling.

(v). Download games or other entertainment software, including MP3-type music players
or files, Real Audio streamers, internet radio, screen savers or to play games over the
internet.

8.9.3. Other Equipment - District employees will be required to periodically use equipment
provided for them by District. Use of this equipment is contingent upon its proper use and
care.

Draft: 10/10/2019 Page 39
Reviewed.: 9/24 — 10/10/2019



Des Moines Poal Metropolitan Park District.
Employee Policies Employee Policies & Procedures
8.9.4. Employees who misuse District equipment, particularly those who disregard safety
standards or willfully cause damage or through egregious carelessness, will be subject to
disciplinary action up to and including termination.

8.10. Personal Property. Employees are requested to keep personal property at the workplace to a
minimum (i.e. pictures, awards, knick- knacks, etc.); however, by bringing such items to work
the employee assumes all risk of loss due to theft, breakage, or any other type of damage to such
property. Personal items that may be offensive to others, including items that may violate the
District’s harassment or discrimination policies, may not be brought into the workplace. Personal
use of electronic devices (cell phones, tablets, mp3 players, etc.) for phone calls, texting, or other
electronic communication shall be restricted for use in the break room or private offices except
in case of emergency or when used for District business.

8.11. Responsibility for Facility Security. District keys and security codes are considered confidential
District property and shall not be shared with any unauthorized users. The Manager(s), District
General Manager or designee shall control distribution of keys and security codes. Any loss of
District keys or breach of security codes must be reported immediately to the Manager(s),
District General Manager, or designee.

8.12. Employee Parking. Employees should park on the pool facility property and not on high school
grounds or in other areas where no parking is posted. The District assumes no responsibility for
vehicles or their contents in these parking areas.

8.13. Contact with News Media. The District General Manager, or designee and District Board
President or designee are responsible for all official contacts with the news media including
answering of questions from the media before or after any event or emergency. The District
General Manager, or designee may designate specific employees to give out procedural, factual
or historical information on particular subjects on a case by case basis.

8.14.Safety. The District endeavors to use -reasonable efforts to provide a safe working
environment which. protects employees and the public from injury. Every employee is
responsible for maintaining a safe work environment and following the District's safety rules.
Each employee is expected to promptly report all unsafe or potentially hazardous conditions
to his/her supervisor. The District will endeavor to remedy problems as quickly as possible.

8.14.1. Employees should exercise caution in the performance of duties. Always observe the
special safety rules applicable in each work area and follow at all times general rules of safety.

8.14.2. Employees are expected to comply with the following specific safety rules, including but
not limited to:

(a). Keep your individual work area clean and orderly at all times.
(b). Do not smoke or permit others to smoke on District owned or leased property.

(c). Do not allow unauthorized people to have access to restricted areas.
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(d).Store all materials and equipment in their proper places and appropriately.

(e). Conduct themselves in a professional manner at all times while on work premises.
(f). Driving safety and courteously when operating a vehicle as part of work.

(g). Awareness of chemical hazards and proper uses.

(h).If your job dutiesinclude lifting heavy objects, do so with the appropriate equipment and/or
assistance.

(i). Report immediately any injury or accident, safety hazard, or property needing repair to
the shift supervisor

8.14.3. Accident and Incident Reports - In case of an accident involving personal injury or
property damage, regardless of how serious, the employee must immediately notify their
supervisor. As soon as practical, but in no case later than twenty-four (24) hours following an
injury or accident, or suspected injury or accident, an employee must complete an accident
form describing the circumstances surrounding the incident.

(a). Affected employees will complete an “Incident Report” form to report all work-related
injuries, ilinesses, or “near miss” events (which could have caused an injury or illness) — no
matter how minor.

(b).Supervisors who receive a report of an injury or “near miss” event are obligated to take
steps toward addressing the issue. Whenever possible, efforts should be made to
eliminate the hazardous condition either immediately or within a reasonable time frame.
If the hazardous condition is inherent in the nature of the work, the supervisor has an
obligation to train.allemployees who come into contact with the situation on proper safety
practices.and methods which could reasonably limit future injuries.

8.14.4. Employees should exercise caution in the performance of duties and shall follow and
adhere to published safety regulations and controls.

8.15. Dispute Resolution. The District recognizes that sometimes situations arise in which an
employee feels that he/she has not been treated fairly or in accordance with District rules and
procedures. For this reason, the District provides its employees with procedures for resolving
disputes.

8.15.1. Step 1: An employee should first try to resolve any problem or complaint with his/her
direct supervisor. The supervisor should respond to the employee, in writing, within five
to seven working days after meeting with him/her.

8.15.2. Step 2: If the employee is not satisfied with the response from his/her Supervisor, the
employee may submit the problem, in writing, to the District General Manager, or designee
within ten working days after receiving their direct supervisor's response. The written
complaint must contain, at a minimum:
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(a). A description of the problem;

(b).A specific practice, guideline, or procedure, which the employee believes, has been
misapplied;

(c). The date of the circumstances leading to the complaint or the date when the employee
first became aware of those circumstances;

(d).The remedy sought by the employee to resolve the dispute.

8.15.3. The Manager or District General Manager may meet with the parties, either individually
or together, and will respond in writing to the aggrieved employee within ten working days of
any such meeting. Such determination is generally the final decision regarding the employee’s
specific complaint. In the instance where the District General Manager is the subject of the
complaint, the District Board President or designee will perform the actions normally done
by the District General Manager.

8.16. Suggestions and Complaints. All employees are encouraged to make suggestions which will
improve the safety or efficiency of District operations or employee job satisfaction. Suggestions
may be written or verbally given to the employee's supervisor at any time. The supervisor will
then discuss the idea with the appropriate person or group and the District General Manager or
designee.

8.16.1. Employees are encouraged to discuss work-related complaints or difficulties first with the
shift supervisor. If the employee is uncomfortable speaking with the shift supervisor, then
employees are encouraged to discuss the issue with the next highest level of management.
Also, employees may discuss any work-related complaint or concern with the District General
Manager at any time.

8.16.2. Itis neither appropriate nor productive for employees to complain or bring issues to other
employees who are not in a position to directly assist with or address the situation.

8.16.3. Likewise, it is not appropriate for employees to bring operational requests or complaints
to members of the Board of Commissioners as they have delegated authority in all operational
issues to the District General Manager. This prohibition does not include concerns about
policy or ethics violations by the District General Manager as outlined in the Whistleblower
Policy.

8.17. Litigation. From time-to-time District may be involved in legal actions. The only persons
authorized to receive tort claims, legal summons and lawsuit filings for the District is the District’s
Legal Counsel. Upon receipt of a tort claim, summons or lawsuit, Legal Counsel is responsible for
promptly notifying the District General Manager, the Board President, and the District's insurance
carrier. No other persons or employees are authorized or allowed to accept service on behalf of
the District. Any unauthorized person should advise the process server of the appropriate
method of serving the District.

9. Whistleblower Policy. The District encourages reporting by its employees of improper governmental

Draft: 10/10/2019 Page 42
Reviewed: 9/24 — 10/10/2019



o Des Moines Pool Metropolitan Park District.
Employee Policies Employee Policies & Procedures

action taken by District officers or employees and protects District employees who have reported
improper governmental actions in accordance with the District's policies and procedures.

9.1. Purpose. The District Whistleblower Policy is designed to protect District employees who report
improper or unethical conduct in good faith. Conversely, anyone found to have knowingly and
purposefully submitted misleading reports will have violated the good faith protections of this
policy.

9.2. Definition of Improper District Action. Any action by a District employee:

9.2.1. That is undertaken in the performance of the employee's official duties, whether or not
the action is within the scope of the employee's employment; and

9.2.2. That (1) isin violation of any federal state, or local law or rule, (2) is an abuse of authority,
(3) is of substantial and specific danger to the public health or safety or (4) is a gross waste of
public funds.

9.2.3. Improper District action does not include personnel actions, “including employee
grievances, complaints, appointments, promotions, transfers, assighments, reassignments,
reinstatements, restorations, re-employments, performance evaluations, reductions in pay,
dismissals, suspensions, demaotions,.or reprimands.

9.3. Procedures for Reporting. District employees who become aware of improper actions should
first raise the issue with their supervisor. If requested by the supervisor, the employee shall
submit a written report to the supervisor, or to. some person designated by the supervisor, stating
in detail the basis for the employee's belief that an improper action has occurred.

9.3.1. Where the employee reasonably believes, the improper action involves his or her
supervisor, the employee may raise the issue. directly with the District General Manager, or
designee,

9.3.2. If the employee.reasonably believes the improper action involves the District General
Manager, or designee, the employee may raise the issue directly with the President of the
Board of Commissioners.

9.3.3. In the case of an emergency, where the employee believes that damage to persons or
property may result if action is not taken immediately, the employee will report the improper
action directly to the President of the Board of Commissioners with responsibility for
investigating the improper action. Emergency means a circumstance that, if not immediately
changed, may cause injury or damage to persons or property.

9.3.4. The supervisor and the District General Manager, or designee, as the case may be, will
endeavor to take prompt action to assist the District in properly investigating the report of
improper action.

(a). District officers and employees involved in the investigation are required to keep the
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identity of reporting employees confidential to the extent possible under law, unless the
employee authorizes the disclosure of his or her identity in writing.

(b).After an investigation has been completed, the employee reporting the improper action
should be advised of a summary of the results of the investigation, except that personnel
actions taken as a result of the investigation may be kept confidential.

9.3.5. District employees may report information about improper action directly to the
appropriate government agency with responsibility for investigating the improper action if the
District employee reasonably believes that an adequate investigation was not undertaken by
the District to determine whether an improper action occurred, or that insufficient action has
been taken by the District to address the improper action or that for other reasons the
improper action is likely to reoccur.

9.3.6. District employees who fail to make a good-faith attempt to follow the District's
procedures in reporting improper action do not receive the protections provided by the
District in these procedures.

9.4. Protections Against Retaliatory Actions. District officials and employees are prohibited from
taking retaliatory action against a District employee because he or she has in good faith reported
an improper action in accordance with these policies and procedures.

9.4.1. Retaliatory action means any adverse change in the terms and conditions of a District's
employee's employment.

9.4.2. Employees who believe that they have been retaliated against for reporting an improper
action should advise the District General Manager, or designee. The District General Manager,
or designee will'endeavor to take appropriate action to investigate and address complaints of
retaliation.

9.4.3. If the District General Manager, or designee does not satisfactorily resolve a District
employee's complaint that he or she has been retaliated against in violation of this policy, the
employee may obtain protection under this policy and pursuant to state law by providing a
written notice within 30 days after the occurrence of the alleged retaliatory action to the
District Board of Commissioners that:

(a). specifies the alleged retaliatory action and
(b).specifies the relief requested

9.4.4. District employees are required to provide a copy of their written notice to the District
General Manager, or desighee. The District will endeavor to respond within 30 days to the
charge of retaliatory action.

9.4.5. Afterreceiving either the response of the District or 30 days after the delivery of the charge
to the District, the District employee may request a hearing before a state administrative law
judge to establish that a retaliatory action occurred and to obtain appropriate relief provided
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by law. An employee seeking a hearing shall deliver the request for hearing to the District
General Manager, or designee within the earlier of either 15 days of delivery of the District's
response to the charge of retaliatory action, or 45 days of delivery of the charge of retaliation
to the District for response.

9.4.6. Upon receipt of request for hearing, the District may apply, within five working days, to
the State Office of Administrative Hearings for an adjudicative proceeding before an
administrative law judge.

9.4.7. The District will consider any recommendations provided by the administrative law judge
that the retaliator be suspended with or without pay; or dismissed.

9.5. Responsibilities. The District General Manager, or designee is responsible for implementing the
District's policies and procedures for reporting.improper action and for protecting employees
against retaliatory actions. This includes ensuring that this policy and these procedures are

posted where employees will have reasonable access to them, are made available to any employee
upon request, and are provided to all newly hired employees. Supervisors are responsible for ensuring
the procedures are implemented within their areas of responsibility. Violations of this policy and these
procedures may result in appropriate disciplinary action, including termination.

10. Performance Counseling, Discipline & Termination. The District endeavors to hire responsible,
thoughtful people capable of growth and self-improvement. We expect that if a performance issue
is brought to an employee’s attention, they will want to solve it.immediately. Therefore, our
approach is to use communication, confidence and trust as tools to achieve mutually desirable goals.
Those who consistently make no reasonable or meaningful effort to improve their performance or
who grievously and with malicious intent violate District policy should not expect continued
employment with the District. Performance issues are evaluated on a case-by-case basis and District
is not required or obligated to take any preliminary steps before imposing a disciplinary sanction,
including termination.

10.1. Authorization. The District General Manager and supervisors have full discretion and authority
to discuss performance issues and impose disciplinary action up to and including termination if
necessary,.in accordance with District policies and the circumstances of the particular case.

10.2. At Will Employment. Unless otherwise specified by resolution or a written employment
contract, all employees are employed on an at-will basis and the District is under no express or
implied obligation to take any preliminary steps before releasing an employee from their
position.

10.3. Performance Counseling. Performance counseling is intended to increase an employee's
efficiency and value to the District by improving the employee's conduct, attitude, habits, or
work methods. A counseling session between the employee's supervisor and the employee on
the subject of the employee's conduct and performance, or their failure to observe a guideline,
rule, regulation, or administrative instruction, Itisintended to increase an employee's efficiency
and value to District by changing the employee's conduct, approach, habits, or work methods.
Following the counseling session, the supervisor should document the discussion in writing. In
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the event that counseling is ineffective, management is likely to decide that an employee is not
suited to employment at the District.

10.4. Termination. Unfortunately, there are certain instances when a supervisor must relieve an
individual of their duties and status as an employee with the Mt. Rainier Pool Metropolitan Park
District. All employment with the District is at-will and therefore, except as provided in Section
3.6.2, may be ended by either party with or without warning at any time.

10.4.1. Situations requiring termination may include, but are not limited to:

(a). When an employee has received appropriate performance counseling and remains either
unable or unwilling to take corrective action to address a significant performance issue.

(b). When the employee has grievously or maliciously violated the law or District policy or rules
of employee conduct.

(c). When the employee exhibits extreme negligence that has or may cause harm to the
District, themselves or anyone else.

(d). When the District determines that termination of the employee is in the best interest of
the District.

10.4.2. When the nature of a violation warrants termination, suspension without pay, demotion
or may affect the liberty interest of the individual the supervisor should prepare a written
report to the District General Manager. The written report should include:

(a). The reason(s) for the termination;

(b).Information on any previous performance counseling, warnings or corrective actions that
may be relevant;

(c). A brief summary of the employee's work record and length of employment with the
District; and

(d).Any other relevant information.

(e).The District will conduct a pre-disciplinary hearing (Loudermill hearing). The hearing
serves as'a check against mistaken decisions and as an opportunity for employees to
furnish additional facts before a disciplinary decision is finalized. Any member may elect
to waive such hearing, or to waive the member’s presence at the hearing if appearing
through legal counsel. Hearings will be presided over by the District General Manager or a
designated representative. The hearings are intended to be reasonably brief and informal,
with no examination or cross-examination of any witnesses. The employee may show
cause why he/she should not be disciplined or suggest what level of discipline the
employee believes is appropriate. The employee may bring one person to the hearing as a
representative.
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10.4.3. The District General Manager will review the report, the employee’s response at the
hearing if any and shall assist the supervisor in the disciplinary process to ensure that all

policies and applicable laws are followed. The written report shall be included in the
employee’s file.

11. Rules of Conduct. The District places as few restraints on employee personal conduct as possible. The
District relies on each employee's good judgment and sense of responsibility as the principal source
of guidance for conducting day-to-day duties and responsibilities. However, for the protection of the
District's business interests and other employees, certain rules of conduct have been established. The
rules are formalized here for each employee's information and to minimize the likelihood of any
employee, through misunderstanding or otherwise, becoming subject to disciplinary action.

11.1. Prohibited Behaviors and Activities. The following is a partial list of behaviors and activities that
are not appropriate for District employees. Staff members who.engage in these behaviors and
activities will be released from their positions with the District.

11.1.1. Theft, misappropriation or removal of District property or the property of employees,
clients or members of the public; including food, drinks or merchandise intended for resale

11.1.2. Material falsification of any application for employment or any report, record, time record
or any other District records

11.1.3. Soliciting and/or accepting payment, gifts_or any item. of value for services performed
during the regular workday while working for the District

11.1.4. Material alteration, destruction or<waste of District property, facilities, records or
equipment, wherever located or the destruction of another employee's property

11.1.5: Violation of the aleohol or drug policies

11.1.6. Giving or taking a bribe of any nature as inducement for obtaining or retaining a job or
position

11.1.7. Disorderly conduct, fighting or insubordination. Insubordination includes, but is not
limited to:

(a). Neglect of duty or refusal or failure to obey reasonable orders or instructions in the line of
duty

(b).Use of abusive, insulting or obscene language to any supervisor or other employee

11.1.8. Threatening, intimidating, coercing or interfering with supervisors or other
employees
11.1.9. Deliberate attempts to injure another employee or fighting on District property

11.1.10.  Sleeping during work hours
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11.1.11. Possession of firearms, explosives or any dangerous weapons is prohibited while
performing District work

11.1.12. Recklessness resulting in a serious accident while on duty

11.1.13. Workplace harassment or other unlawful discrimination directed toward another
employee or other individual in the workplace

11.1.14, Use of District property or time for personal financial gain

11.1.15. Ignoring safety rules or common safety practices or contributing to unsanitary or
unsafe working conditions

11.1.16. Failure to report occupational injuries or accidents promptly to the employee's
supervisor
11.1.17. Engaging in activities other than assigned work during working hours without

approval in advance by a supervisor

11.1.18. Acting in an insulting, rude or insolent manner towards any citizen, employee or
other person while working for the District or on District premises

11.1.19. Failure to exercise the care and attention to one's work as required by the
circumstances

11.1.20. Unexcused or excessive absences, or tardiness

11.1.21. Leaving work before the end of the shift or not being ready to begin work at the
start of the shift or working overtime without permission from the District General Manager

11.1.22. Leafing or spending unnecessary time away from the job
11.1.23. Unauthorized possession or use of any District property, equipment or materials
11.1.24, Violation of any District Policy or Procedure.

11.2. Off Duty Conduct. Employees are considered representatives of the District at all times
and will behave'with respect.
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Des Moines Pool Metropolitan Park District

Employee Handbook Acknowledgement

I acknowledge receipt of the Des Moines Pool Metropolitan Park District employee handbook. | agree to
read the handbook and to follow the guidelines and policies set forth in the handbook and any
amendments to the handbook along with the other policies and procedures of the District.

I understand that | am not being hired for any definite period of time even though my wages are paid regularly. |
further understand that | am an at-will employee and my employment can be terminated at any time, with or
without cause and with or without prior notice either by the District or myself and without reference to or
compliance with any disciplinary policies adopted by the District.

I am aware that the contents of the employee handbook are presented as a matter of information and that except
for the at-will provisions, the handbook can be amended at any time.

| understand and agree that the handbook is for informational purposes only and is not intended to create a
contract, nor is it a contract of employment or continuing employment between myself and the District. | also
understand that neither the handbook nor any policy of the District is a guarantee or promise of employment or
continuing employment. | am aware that District policy requires employees to be hired at-will and this policy
cannot be changed by any oral modifications. My at-will employment status with the District has been fully
explained and | have been given an opportunity to ask questions regarding District policies and my at-will
employment status.

Signature

Printed Name

Date
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Des Moines Pool Metropolitan Park District

AGENDA ITEMS SUMMARY SHEET

Agenda Item #: _7d Assigned to: District GM Meeting Date: October 15, 2019

Under; Old Business Attachment: Yes X No

[ Subject: Mission, Vision and Values

| Background/Summary:
Attached is a copy of the Mission, Vision and Values for the District and the suggested change
from Commissioner Achziger.

[ Fiscal Impact: Not fully determined at this time.. ‘

\Proposed Motion: No motion at this time. f

Reviewed by District Legal Counsel:  Yes No X Date:

Three Touch Rule: TBD Committee Review
10/08/2019 First Board Meeting (Informational)
10/15/2019 Second Board Meeting (Action)

Action Taken: Adopted Rejected Postponed

Follow-up Needed: Yes N/A No Report back date: N/A

Notes: Attachments: 1) District's Mission, Vision and Values, and 2) Commissioner Achziger's
suggested revision of District’'s Mission, Vision and Values.

Print 11/15/2018



201 — Mission, Vision, and Core Values

7d Attachment #1

Des Moines Pool Metropolitan Park District
Administrative Manual

201 — Mission, Vision and Core Values

1.0 MISSION STATEMENT
To enhance our community’s quality of life through aquatics (future) and recreation.

2.0 VISION STATEMENT
To create a water-safe community that honors our (future) Puget Sound heritage.

3.0 CORE VALUES

Transparency and Accountability in all we do.
Community and Inclusiveness and in that we value all members of our community
Dignity and Respect in that we treat all people with dignity and respect.

Quality and Value by providing quality aquatics to the community at a reasonable cost.;
Safety is at the core of all decisions we make.

FINAL: 02/21/2017 201-1



7d Attachment #2

Our Mission

Ta provide a welcoming public facility managed In a fiscally responsible manner with a focus
on educating all ages to the lifelong benefits of aquatics.

The Des Moines Paol Metropolitan Park District is committed to a culture Inclusion and
opportunity in aquatics for people of diverse backgrounds, including, but not limited to, race,
age, income, ethnicity, religion, gender, gender expression, and sexual orientation.

Our organization is sensitive to differences between ethnic/cultural groups and is dedicated
to values of inclusion and respect.

Our Vision

To create through aquatics a water-safe community that enhances our community’s quality of
life.

Qur Values

¢ TRANSPARENCY and ACCOUNTABILITY in all we do.

« COMMUNITY and INCLUSIVENESS in that we value all members of our community.

e DIGNITY and RESPECT in that we treat all people with dignity and respect.

« QUALITY and VALUE by providing quality aquatics to the community at a reasonable
cost.

« SAFETY is at the core of all decisipns we make.

USA Swimming is committed to a culture of inclusion and epportunity for people of diverse
backgrounds, including, but not limited to, race, age, income, ethnicity, religion, gender, gender
expression, and sexual orientation.

Our organization is sensitive to differences between athnic/cultural groups and is dedicated to values of
inclusion and respect.



Des Moines Pool Metropolitan Park District

AGENDA ITEMS SUMMARY SHEET

Agenda ltem #: 7e Assigned to: District GM Meeting Date: October 15, 2019

Under: Old Business Attachment: No

Subject: Closure

Background/Summary:
The District is continuing to work on the 2017-2018 closure. This item is to update the board on
any changes.

Fiscal Impact: N/A

\Proposed Motion: No motion necessary. All projects within budget at this time. J
Reviewed by Legal Counsel: Yes No X Date:
Two Touch Rule: N/A Committee Review
N/A First Board Meeting (Informational)
N/A Second Board Meeting (Action)
Action Taken: Adopted . Rejected Postponed
Follow-up Needed: Yes No Reporting Back Date:
Notes:

No attachments. Any potential attachments will be handed out at the meeting.




Des Moines Pool Metropolitan Park District

AGENDA ITEMS SUMMARY SHEET

Agenda ltem #: 7f Assigned to: District GM Meeting Date: 10/15/19

Under; Old Business Attachment: None

Subject: Silver and Fit Contract

Background/Summary:

American Specialty Health partners with insurance companies to offer fitness opportunities to
insurance companies. They offer three programs: Silver and Fit, Active and Fit and Fitness
Coach.

The District should at least pursue the Silver and Fit program and be open to adding the Active
and Fit program in the future too.

The Silver and Fit program is a Medicare Plan B program. Local insurance providers that offer
this program to its members include Kaiser Permanente, Regence Blue Shield and Apple
Health (Washington state public program). This program is open to users 65 and older.

The Active and Fit is for 18-64 and even though it does not have the local insurance offerings
that Silver and Fit does, it would be a similar process and help more people utilize the facility.
These programs are being offered by more insurance companies, and it would be good for the
District to have this contract in place for future growth.

This program would help reduce barriers for people to use the facility and the District GM is
recommending the board approve this contract. The plans will be the Silver and Fit plan will
help the district attract more people during its morning hours and could help fill the morning
Aquatic Exercise classes.

July 3, 2019 UPDATE: The contract was sent to American Specialty Health on June 20, and
we were notified that legal counsel’s edits were forwarded to their legal department. As of
today’s date, we have not received any updates.

July 11, 2019 UPDATE: There is no information to update at this time.

August 2, 2019 UPDATE: The District was informed the week of July 23 that the legal team
from American Healthways could potentially have a contract update for the District’s legal and
board of commissioners to review. This was placed on the agenda in case the language was
approved by District legal counsel. It did not arrive by the time the packet was sent out.

August 14, 2019 UPDATE: We received an edited contract from American Specialty Health
The contract edits were forwarded to District legal. Since negotiations are ongoing, we will
bring any changes to the meeting on Tuesday, August 20.

October 19, 2019 — We are finalizing contracts with both companies with a soft-opening on
November 1, 2019.




Fiscal Impact: Cost of social program or potential class, and free trial visit for person visiting the
facility. The District has two choices for potential programming. The cheaper option
is to host a bagel and donuts open house quarterly, or host Silver and Fit fithess
classes. Each potential participant will fill out their paperwork the day they come in.
Per the contract, this will be a free trial visit.

\Proposed Motion: No motion necessary. Was already approved.

Reviewed by Legal Counsel: Yes X No Date: 6/11,8/14 & 9/10/19
Two Touch Rule: 6/17/19 Committee Review
6/18/19 First Board Meeting (Informational)
9/17/19 Second Board Meeting (Action)
Action Taken: Adopted X Rejected Postponed
Follow-up Needed: Yes No Reporting Back Date:
Notes:

None.




Des Moines Pool Metropolitan Park District

AGENDA ITEMS SUMMARY SHEET

Agenda Item #: 8a Assigned to: District GM Meeting Date: October 15, 2019

Under. New Business Attachment: Yes

Subject: Policy 320 — Admissions and Refunds

Background/Summary:

Between 2016 and 2020, the state’s minimum wage has increased from $9.47 to $13.50. At
the Washington Recreation and Parks Association meeting, minimum wage and rates were
discussed. Some pools are exploring increasing rates as much as 20%.

District staff is recommending that instead of keeping rates steady, we explore raising rates
constantly over the next couple of years. This will ensure that we are providing services at a
reasonable rate, while having a plan to catch up with inflation.

The attached policy will allow us to include this language on our website'’s fees page, our

online description of passes on our recreation management software and our receipts that go
out to participants.

Fiscal Impact: N/A

Proposed Motion: First-touch. No motion necessary.

Reviewed by Legal Counsel: Yes No X Date:
Two Touch Rule: N/A Committee Review
10/15/19 First Board Meeting (Informational)
11/ 19/19 Second Board Meeting (Action)
Action Taken: Adopted Rejected Postponed
Follow-up Needed: Yes No Reporting Back Date:
Notes:

Attachment: Policy 320 — Admissions and Refunds




Des Moines Pool Metropolitan Park District
320 - Admissions and Refunds Administrative Manual

320 -- Admissions and Refunds

1.0 PURPOSE

Admission to the Des Moines Pool Metropolitan Park District (DMPMPD) is by membership (Annual, Semi-
annual or monthly), punch pass, general admission, class registration, or complimentary “be our guest” pass.
Passes are sold to individuals, families, and corporate entities.

2.0 POLICY

Memberships and pass holders will be provided with an identification card. Members and pass holders are
required to present this card or their ID number to the cashier for inspection in order to gain admission to the
facility. The cashier should examine the id card and the computer to determine if the holder is the
appropriate person, that the card has not expired. A new pass may be completed at no charge if card does
not depict the individual. If pass holder card has been lost, there is a $5.00. fee to complete a new one. All
fees, discounts and charges are subject to change by the Board at any time.

Lockers are provided free of charge for all members.

3.0 ADMISSIONS
3.1 General Single Use Admission
Admission by cash is available on a per visit basis. Patrons who desire to come back the same
day must prove that they paid general admission by signing the sign out sheet before exiting
earlier that day. If it is uncertain whether or not general admission was paid, the patron must re-

pay to enter the facility. The fee varies accordlng to the patron’s age. Admission-fees—are-set by
the-Board-and-are-subjectto-change-

3.2 Memberships. Membership packages include:

a. Family Membership: includes any two adults 18 years of age and older residing in the same
household and three children under the age of 18. Youth that turn 18 during the current year
of a pass remain on the family pass until the expiration of the pass at which time the youth
must then purchase his/her own adult pass. Single parent membership is available for a
discount of 25% off the family membership price. Exchange students may be added to a
family pass, additional charges may apply

b. Senior Memberships: includes anyone 60 or older.

c. Disabled Memberships: includes anyone who is considered disabled in accordance with
Washington State and  Federal guidelines. Acceptable proof is Social Security
documentation, disabled vehicle registration, VA documentation, or doctor's documentation.

d. Adult Membershlp includes anyone 18 years or age or older.

e. Youth Memberships: includes anyone under the age of 18 years of age.

3.3 Use Passes -
Use passes are for a specmc number of visits and are available in each of the above age
groupings. The passes can be used for either admission and/or exercise classes. Punch cards
are not refundable and expire one year from the date of purchase. No time will be added for
maintenance closure. A youth may use an adult punch card, but an adult may not use the youth
punch card.

3.4 Exercise Add On’s
Memberships can have an exercise option added on for an additional fee. Memberships with the
exercise add on can attend an unlimited amount of exercise classes.

DRAFT 5: 09/25/2019 320-1
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Des Moines Pool Metropolitan Park District
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3.5 Annual Pass Paid Monthly
Annual Memberships can be paid two ways. Lump sum payment at time of registration or the
patron can sign up for monthly payments.

3.6 Contracted Use

Corporate passes are available for government, companies and schools. A monthly minimum and
maximum charge will be determined at the time of sign-up. Names of approved swimmers should
be supplied to the Pool Office. DMPMPD will bill the company/school/military on a monthly basis.
Passes can also be issued to specific individuals as well. The corporate passes are not eligible
for refunds and passes are non-transferable. Please check current schedule for pass prices and
discounts. Rates are subject to change with the approval of the majority of the Board. No
additional discounts may apply. No extensions shall be added for time closed for maintenance.
Corporate passes are issued at a discounted rate depending on amount and frequency of use.

3.7 Active Duty Military Discounts i
Active duty military personnel and their dependents shall receive a 15% discount on a pass at
time of purchase. Military personnel who are deployed may request an extension of their pass.
Reinstatement of the pass will be made when the individual has returned and submitted a written
request. For all members on a family pass, the expiration date must remain the same. No
additional discounts apply. No extensions shall be added for time closed for maintenance.

4.0 REFUNDS -
4.1 Annual maintenance. There are no extensions for annual maintenance closure except if greater
than 3 weeks. :

4.2 Refund Exceptions ; :

Fees are non-refundable except under the following circumstances:

a. Memberships will be refunded only on the basis that the individual moves away from the
community or is permanently prohibited from use of the facility by circumstances beyond their
control. In cases where refund is warranted, a prorated amount due will be refunded from the

- date the membership card is surrendered. Membership cards must be surrendered before
receiving a refund. Memberships are not transferable and may not be extended or transferred
for any reason. During shutdowns of one week or greater memberships could be honored at
another pool facility.

b. 'Upon completion of a Refund Request Form (Appendix A), the DMPMPD District General
Manager will consider amendment or alteration of the terms of unexpired memberships or
passes, based upon proof of exceptional medical conditions or proof of exceptional
circumstances. Decisions concerning such requests will made by the District General
Manager with a right of appeal to the Board of Commissioners.

4.3 Use Passes ;
Use Passes are non-refundable.

4.4 Complimentary Swim Pass
A complimentary swim pass may be given out in lieu of refunds. This pass may also be issued
when guests come to tour our facility with the purpose of considering membership.
Complimentary swim passes will be valid for no longer that one year and may be handed out by
individuals authorized by the Aquatics Manager, District General Manager, and/or the Board of
Commissioners.
DRAFT 5: 09/25/2019 320-2
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5.0 PERSONAL CHECKS

Personal checks will be accepted for Admissions and retail purchases for the amount of purchase only.
There will be a $25.00 service charge for all returned checks. No two-party checks will be accepted, and no
payroll checks will be cashed.

INCREASE EVALUATION
look-at review j

2 increases changes |
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Administrative Manual

4
\ Des Molnas Pool
Melropolttan Park Distrigt

Appendix A

Refund Raquest Form

mrp

Mount Rainier Pool
Date of Request:
Particlpant Name:
Requester Name (if Other Than Participant);
Address:
City: Zip:
Home Phone: Alternate Phone: _

Program Registered for:

Amount Re uest! 4 Refund for:

Cost:
Reason for request:
Signature: Date:
Note- Re). s can toke up to four weeks to be processed,
For Offica Use Only.
Date Received; Reviewed By:
Notes:

{Check Box} Approved
Amount: $

If Denled Reasoning:

Denied

Refund Processed Date:
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Des Moines Pool Metropolitan Park District

L AGENDA ITEMS SUMMARY SHEET
Agenda Item #: 8b Assigned to: District GM Meeting Date: October 15,2019
Under. New Business Attachment: Yes

Subject: 2020 Fee Schedule

Background/Summary:

As discussed in item 8a, Policy 320 — Admissions and Refunds, between 2016 and 2020, the
state’s minimum wage has increased from $9.47 to $13.50. At the Washington Recreation and
Parks Association meeting, minimum wage and rates were discussed. Some pools are
exploring increasing rates as much as 20%.

The fees listed on this sheet were set at a 5% growth. Prices were rounded off to the closest
quarter ($.00, $.25, $.50,$.75) to ensure cashiers have less money for safety and for better
efficiency of cashiers and customer service.

Fiscal Impact: It will not help us immediately keep up with inflation, but price inelasticity of
demand would affect the cost-recovery, if we elect to raise prices too much.

Proposed Motion: First-touch. No motion necessary.

Reviewed by Legal Counsel: Yes No X Date:
Two Touch Rule: N/A Committee Review
10/15/19 First Board Meeting (Informational)
11/ 1919 Second Board Meeting (Action)
Action Taken: Adopted Rejected Postponed
Follow-up Needed: Yes No Reporting Back Date:
‘Notes:

Attachment: Staff suggested 2020 Fee Schedule.




Type of
Admission

2019

Non- Res. Rate

Res. Rate

DRAFT

Proposed 2020 Rate Increases for MRP

2020

Non- Res. Rate

Res. Rate

Lap Swim

Adult

S 5.25

4.50

S 5.50

4.75

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

S 4.00

3.25

S 4.25

3.50

Open Swim

Adult

S 4.50

3.75

S 4.75

400.00

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

S 3.75

3.00

S 4.25

3.50

Water Exercise

Adult

S 7.25

6.50

S 7.75

6.75

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

S 5.75

5.00

S 6.00

5.25

10 Visit Water
Exercise

Adult

S 60.00

51.50

S 63.00

54.00

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

$ 51.00

42.50

S 53.50

44.75

10 Visit Lap
Swim

Adult

S 47.25

39.00

S 49.50

41.00

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

S 36.00

28.00

S 37.75

29.50




DRAFT

10 Visit Open
Swim

Adult

40.50

34.00

42.50

35.75

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

s

34.00

27.00

35.75

28.25

3 Month
Membership

Adult

145.00

125.00

152.25

131.25

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

109.00

89.00

114.50

93.50

Family

wr

299.00

W

249.00

wn

314.00

261.50

Senior Couple

195.00

||

179.00

Annual
Membership

Adult

449.00

399.00

471.50

419.00

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

239.00

199.00

251.00

209.00

Family

575.00

475.00

W72 R 725

603.75

498.75

Senior Couple

499.00

w-|Wn|Wn

399.00

Woater Exercise
Annual
Membership

Adult

559.00

499.00

587.00

524.00

Senior/Youth/
Disabled
Swimmer/Vetera
n/Active Military

434.00

384.00

455.75

403.25
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Annual Recurring

Adult S 42.00 S 37.00 | S 44,00 | $ 38.75
Senior/Youth/

Disabled

Swimmer/Vetera

n/Active Military | S 28.00 | S 2300 (S 2950 | S 24.25
Family S 53.00 (S 44,00 | S 55.75 | $ 46.25
Senior Couple - - S 49.00 | $ 39.00
Water Exercise

Reoccuring

Adult S 55.00 | $ 45,00 | S 57.75 | S 47.25
Senior/Youth/

Disabled

Swimmer/Vetera

n/Active Military | $ 49.00 | S 40.00 | S 5150 | $ 42.00
Pool Rental

1to 25 S 115.00 | S 90.00 | S 120.75 | S 94.50
25to 60 S 155.00 | S 120.00 | $ 162.75 | S 126.00
61to 90 S 190.00 | S 150.00 | S 199.50 | $ 157.50
91to 120 ) 225.00 | S 180.00 | § 236.25 | $ 189.00
Lobby S 55.00 | § 45,00 | S 57.75 | S 47.25
Swim Lessons

Parent & Child $47.00 $60.00 | $ 50.00 | $ 62.00
All Other Group

Lessons $64.00 $78.00 | $ 68.00 | S 82.00
Private Lessons | $ 26.00 | $ 36.00 | S 27.50 | $ 38.00
Semi-Private (Per

Person S 14.00 | S 20.00 | S 1475 | $ 21.00







