
3.A. INFORMATIONALMEMORANDUM

TO: TukwilaPoolMPDBoard

FROM:DavidCline,CityAdministrator

DATE:December4,2013

SUBJECT:InterlocalAgreementforPoolOperationsandSupportServices

ISSUE
TheInterlocalAgreementforSupportServicesbetweentheTukwilaPoolMetropolitanPark
District(MPD)andtheCityofTukwila(City)expiresDecember31,2013. 

FINANCIALIMPACT
Thecurrentagreementhasafixedcostof$7,500permonth.Theoptionbeingpresentedfora
newagreementassumescostswilldecreasetoapproximately$6,600permonth,mainlydueto
stabilizingsupportservices.This$6,600wasoriginallybasedontheactualcostsseeninMay
andJune2013.Thenewagreement(AttachmentA)provides1)PoolOperationsandsupport
servicesspecifictopooloperations;and2)MPDBoardsupportservicesspecifictoDistrict
operations.Alloftheseserviceswillbechargedonanhourlybasis,whichwillallowtheCityto
recoverallcostsincurredforprovidingservicesandallowtotheMPDBoardmorecontrolover
theseexpenses.ThePoolOperationsscopeofworkportionoftheagreement(Exhibit1) 
maintainsthecurrentstaffingandprogrammingmodelnecessarytooperatethepool;theMPD
supportservicesscopeofwork(Exhibit2)providesMPDBoardsupportservicestooperatethe
District. 

BACKGROUND
TheMPDandtheCityhaveextendedthecurrentInterlocalAgreementthreetimes: 

September14,2011:MPDenteredintoanInterlocalAgreementwiththeCityofTukwilato
providesupportservices. 

November21,2011:MPDsignedAddendumNO.1,extendingtheInterlocalAgreement
throughJanuary15,2013. 

January7,2013:MPDsignedaddendumNO.3extendingtheagreementthroughJuly15, 
2013. 

April29,2013:MPDsignedaddendumNO.4extendingtheagreementthroughDecember31, 
2013. 

TheCityofTukwilaissupportiveoftheBoard'seffortstocreateacommunitypoolandhas
appreciatedbeingafullpartnerwiththeMPDBoardasitimplementsitsVision-"ToProvidea
SustainableandEfficientPoolthatExceedstheCommunity'sNeeds."Therearemanyjoint
successesthatweshare,alongwithourcommunitypartners,ininsuringthatthepoolremains
financiallysustainableandacommunityasset. 
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TheCityrecognizesthatthelasttwoyearshavebeenadifficulttimeforsomeastheMPD,City, 
andcommunitycreateanewmodelformanagingandoperatingthepool.TheCityagreeswith
theAdministrativeandProgramAssessmentreportcompletedbyKJDesign(KJDesign
Report),thereportstates:"Oneofourassessmentfindingsshouldbestatedupfront.Thereis
agreatamountofsupportinthecommunitygiventhatthevariousgroupswanttoseethepool
excelandbesuccessful."(pg.6)TheCityisverysupportiveofthispoolandwantstoprovide
optionsfortheMPDBoardasitmovesforwardonhowbesttoprovidetheseservicestothe
community. 

DISCUSSION
TheInterlocalAgreement(AttachmentA)reflectsupdatestothepreviousagreementoriginally
agreeduponbyeachpartyin2011.Theservicesinthisagreementprovidemoredetailsand
holdtheCitymoreaccountable.ItalsoallowstheMPDBoardandthecommunityto
understandthefullrangeofservicestheCitycurrentlyprovidestotheMPD.AttachmentB
providesanoverviewofthescopeofservicesofferedbybreakingdownExhibits1and2ofthe
agreement.Ontheexpensesside,itmovestoadirectcostforservicesratherthanthefixed
ratemodelutilizedinthepreviousagreement.ThischangewillallowtheCityandtheMPD
Boardtobettermanagecostsinthefuture. 

Theagreementpresentedisatwo-yearagreement;theagreementwillprovidestabilitytopool
operationsandallowtimetoimplementrecommendationsfromtheKJDesignReport.Excerpts
fromthisreportareattachedfortheMPDBoard'sreviewinAttachmentC.Excerptsarefrom
thefollowingsections,"CostReviewtoPrivatizeServicesforCurrentSupportServices,"and
MetropolitanParksDistrictModelofGovernanceComparison,"whichevaluatesoperationsof

public,non-profit,andfor-profitproviders. 

Thetwo-yearagreementisbasedontherecommendationfromtheKJDesignReport.The
agreementallowsforstabilityofcurrentservicesandprovidestheMPDBoard,thecommunity, 
andCityStaff,whoprovidetheseservices,timetoimplementmanyoftherecommendations
containedwithinreport. 

AsstatedintheKJDesignReport,"Overall,theTukwilaPoolisverywelloperatedand
programmed,buthasroomtogrow."(pg.17)"GiventheCity'sdecadeofexperienceoperating
thepoolandtheassociatedsupportservicesbeingprovided,thetaskofprivatizingallofthe
supportservicesisunrealistic.TheCityprovidesaunifiedgovernmentapproachwithcombined
services.Multipleprivatefirmsprovidingsupportservicesmaynotunderstandthebigpicture
includingtherequirementsthatCityservicesarealreadyawareof,likepublicdisclosureand
publicrecordsrequests."(pg.49)Inreviewingalternativeprovidersofservices,thereport
states,"Wedonotknowofasinglecommercialfirmthatwewouldhighlyrecommendasapool
operatorinthisregion."(pg.56) 

Attheendofthereport,theconsultantsrecommend,"ItisimperativethattheCityParksand
Recreationdepartmenthaveatleast2yearstoimplementoursuggestions,specifically
marketingandadvertisingthefacility."(pg.61) 

AttheMPDBoardMeetingonNovember18,theBoardrequestedthattheMPDAttorneyBrian
Snurereviewtheagreementandprovidehiscomments.Also,someMPDBoardmembers
offeredtoprovidecommentsandchangestotheagreementpriortofinaladoption.These
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commentsandchangesareexpectedtobeincorporatedintothediscussionattheCouncilof
theWholemeetingonDecember9. 

ReviewofCostsforAgreement
AttachmentDgraphicallyshowsthecostassociatedwiththeSupportServicescontractfor2012
and2013.Whenthe2014budgetwasestablishedinJune,itwasbelievedthatthesupport
serviceseffortandtheassociatedcostswouldcontinuetotrenddownandbalancethecostsfor
theyearatanaveragecostof$7,500permonth. 

AnaveragecostforMayandJune2013wasusedtoestablishthe2014recommendedbudget
of$6,600permonth.However,thedecreasedsupporttrendwasnotsustainedwiththe
additionalworkeffortneededtopreparefortheBoardmeetings.Thenewcontractissetupto
provideaconsistentlevelandsupportforpooloperationswithanadditionalscopeforMPD
supportthatcanbeprovidedasagreeduponbetweentheCityandtheMPD.Thisarrangement
willallowforbettertimemanagementfortheCityandcostcontrolfortheMPD.ItistheCity's
expectationsthatwiththeMPDBoardhiringanExecutiveDirectortofulfillmanyofthese
administrativefunctions,thattheCity'scostswillsignificantlydecrease.Forexample,theCityis
assumingthatCitystaffwillnotbenecessarytoattendalloftheMPDBoardregularmeetings. 

RECOMMENDATION
Citystaffisseekingconsiderationandapprovaloftheattachedagreement. 

ATTACHMENTS
A.InterlocalAgreement
B.ScopeofServicesOverview
C.ExcerptsfromKJDesignReport
D.SummaryofCostsfor2012-2013
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INTERLOCALAGREEMENT
FORSUPPORTSERVICES

BETWEENTHECITYOFTUKWILAAND
THETUKWILAPOOLMETROPOLITANPARKDISTRICT

InaccordancewiththeInterlocalCooperationAct(RCW39.34),theCityofTukwila
Tukwila")andtheTukwilaPoolMetropolitanParkDistrict("TPMPD"),bothofwhomare

Washingtonmunicipalcorporations,herebyenterintothefollowingagreement: 

1.RECITALS

TukwilaandTPMPD,throughtheirrespectivelegislativebodies,havedeclaredtheir
intenttocreatearelationshipwherebyTPMPDcontractsforsupportservicesfromTukwila;and

TukwilaandTPMPDrecognizethatthecostsavingsfromsharedsupportservicesgreatly
outweighstheincreasedfacilityandadministrativeexpensesincreatingandmaintainingseparate
facilitiesandaccountingpracticesassociatedwiththeoperationoftheCityofTukwilaPooland
relatedservices; 

Now,Therefore,Tukwilaagreestoprovide,andTPMPDagreestopayfor,support
servicestofacilitatetheoperationofTPMPDandtheCityofTukwilaPool: 

II.AGREEMENT

1.TermofAgreementandRenewal. 

1.1Term.ThisAgreementshallbevalidfromtheEffectiveDatesetforth
Section4.1ofthisAgreementuntilJanuary1,2016. 

1.2Renewal.ThisAgreementmayberenewedonlybywrittenagreementofboth
Parties. 

2.ScopeofWork. 

2.1PoolOperationsScopeofWork.Dutiesshallbeperformedbytheincumbent
identifiedbyjobtitle(s),howevertheCityAdministratormaydelegate
responsibilitiesbasedonstaffavailabilityandorganizationneeds.Tukwila
shallperformthedutiesdescribedin"Exhibit1"fortheTPMPD. 

2.2PoolStaffandManagement.Thecostofpoolstaffandmanagementsalaries
andbenefitsarenotincludedinthisagreement.Thecostofpoolstaffand
managementsalariesandbenefitsshallbebilledseparatelytotheTPMPD.The
positionsofAquaticsProgramCoordinator,AquaticsProgramSpecialist,and
ExtraLaborcomprisepoolstaffandmanagement. 

2.3SupportServicesScopeofWork.Dutiesshallbeperformedprimarilybythe
incumbentidentifiedbyjobtitle,however,theCityAdministratormaydelegate
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responsibilitiesbasedonstaffavailabilityandorganizationalneeds.Tukwila
shallperformdutiesdescribedin"Exhibit2"asneededandrequestedbythe
BoardPresidentorhisorherdesignee. 

2.4SupportServicesCostBasis.TPMPDshallpayTukwilaforprovidingsupport
servicesbasedonthehourlywagesandbenefitsofCitystaffandtheirtime
spentprovidingsupportservices,plus10%foroverheadexpenses.Support
Serviceswillcostapproximately$6,600permonth;howevernothinginthis
agreementlimitsTukwila'sabilitytoinvoicemorethan$6,600permonth. 

2.5MonthlyInvoice.TukwilashallprovidetoTPMPDamonthlyinvoicefor
supportservicesprovidedtoTPMPDoutliningthenatureoftheservices
provided,thehoursofserviceprovided,thehourlyrateapplicabletosuch
servicesandtheexpensesincurrednolaterthan15businessdaysaftertheend
ofeachmonth.PaymentshallbeduefromTPMPD30daysfromthedateof
invoiceandmadepayabletotheCityofTukwila. 

2.6Employees.AllCityemployeeswhoprovidetheTMPDtheservicescalledfor
InthisAgreementshallbeemployeesoftheCity,andnotemployeesofthe
TMPD.ExceptasprovidedinthisAgreement,theemployeesoftheCitywho
areperfOlmingtheservicescalledforinthisAgreementshallnotbeentitledto
anybenefitfromtheTMPD.TheCityshall,atalltimes,besolelyresponsible
fortheconductofitsemployeesinperformingtheservicescalledforinthis
Agreement.TheCityshallbesolelyresponsibleforallcompensation,benefits
andinsuranceforitsemployees.TheTPMPDagreestoadoptandenforcethe
City'spoliciesandproceduresrelatedtoemployeesafety,poolbehaviorand
workplaceharassment. 

2.7Records.Allrecordsrelatingtotheprovisionoftheservicescalledforinthis
AgreementshallbeconsideredrecordsoftheTMPD,andshallberetainedin
accordancewiththerecordsretentionrequirementsoftheTMPD;provided,the
Citymayretaincopiesofanyrecordsthatitmustretaintocomplywithitsown
retentionrequirementsorotherapplicablelaws. 

3.IndemnificationandHoldHarmless.Eachpartyagreestodefend,indemnify,andhold
harmlesstheotherpartyandeachofitsemployees,officials,agents,andvolunteersfrom
anyandalllosses,claims,liabilities,lawsuits,orlegaljudgmentsarisingoutofany
negligentorwillfullytortiousactionsorinactionsbytheperformingpartyoranyofits
employees,officials,agents,orvolunteers,whileactingwithinthescopeoftheduties
requiredbythisAgreement.Eachpartyshallberesponsibleforitsownlegalcostsand
attorneys'fees.ThisprovisionshallsurvivetheexpirationofthisAgreement.This
provisionshallalsosurviveandremainineffectintheeventthatacourtorotherentity
withjurisdictiondeterminesthatthisAgreementisnotenforceable.Itisfurther
specificallyandexpresslyunderstoodthattheindemnificationprovidedhereinconstitutes
eachparty'swaiverofimmunityunderindustrialinsurance,Title51RCW,solelyto
carryoutthepurposesofthisindemnificationclause.Thepartiesfurtheracknowledge
thattheyhavemutuallynegotiatedthiswaiver. 
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3.1Insurance.Eachpmiyshallcarryandmaintain,forthedurationofthis
Agreementpropertyandliabilityinsurancecoverageforalloperations, 
facilities,equipment,andpersonnel,includingliability,atnotlessthatthe
amountandcoverage'sasexistingonthedateofthisAgreementinaformand
withacompanyacceptabletotheotherparty. 

4.GeneralProvisions. 

4.1EffectiveDate.ThisAgreementshallbeeffectiveuponratificationbyeach
Pmiy'sgoverningbodyandexecutionbyTPMPD'sBoardPresidentandthe
MayorofTukwila. 

4.2Amendment.ThisAgreementmaybeamendedonlyupontheconsentofboth
Parties.Anyamendmentsshallbeinwritingandshallberatifiedandexecuted
bythePartiesinthesamemannerinwhichthisAgreementwasoriginally
adopted. 

4.3Waiver.Thewaiverbyanypmiyofanybreachofanyterm,covenant,or
conditionofthisAgreementshallnotbedeemedtobeawaiverofany
subsequentbreachofthesameterm,covenant,orconditionofthisAgreement. 

4.4Severability.IfanyprovisionofthisAgreementshallbeheldinvalid,the
remainderoftheAgreementshallnotbeaffectedthereby. 

4.5EntireAgreement.ThisAgreementrepresentstheentireunderstandingofthe
Partiesandsupersedesanyoralrepresentationsthatareinconsistentwithor
modifyitstermsandconditions. 

4.6Counterparts.ThisAgreementshallbeeffectivewhethersignedbyallParties
onthesamedocumentorsignedincounterpmis. 

4.7Notices.AnynoticetobeprovidedunderthetermsofthisAgreement,shallbe
deliveredbycertifiedmail,returnreceiptrequested,orbypersonalserviceto
thefollowing: 

ForTPMPD: ForTukwila: 

PresidentCityClerk
TPMPDCityofTukwila
6200SouthcenterBlvd. 6200SouthcenterBlvd. 
Tukwila,WA98188Tukwila,WA98188
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INWITNESSWHEREOF,thepartiesheretohavecausedthisAgreementtobe
executed. 

CITYOFTUKWILATUKWILAPOOLMETROPOLITAN
PARKDISTRICT

By:_ By:~_ 
JimHaggerton,Mayor Title:BoardPresident

Dated:_ Dated: 

Attest: Attest: 

ChristyO'Flaherty,CityClerk Title:ClerkoftheBoard

ApprovedastoForm: ApprovedastoForm: 

ShelleyM.Kerslake,CityAttorney BrianSnure,AttorneyforTPMPD

Attachment: 

ExhibitI:PoolOperationsScopeofWork
Exhibit2:SupportServiceScopeofWork
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TukwilaMetropolitanParkDistrictPoolOperationsScopeofWork

ThefollowingdetailsdutieswhichareperformedbyCityofTukwilastafftoensuresafe
operationsandprogrammingattheTukwilaPool. 

PoolProgramOperations. 1. TheseservicesarebilledtotheMPDsalaries,benefits,and
ExtraLaborbudget. 
1.StaffScheduling:Schedulingstaffisbaseduponanticipatedpoolusersandscheduled

programs,classes,and/orlessons. 
2.Pre-ServiceTrainingandOrientation:Providepre-servicetrainingandorientationto

newemployees. 
3.In-ServiceTraining:Providescheduledin-servicetrainingandrequireddrillstoensure

staffrespondefficientlyinemergencysituation. 
4.ProceduresManual:MaintainacomprehensiveProceduresManual. 
5.OutreachandCommunication:Implementmarketingplanandoutreachinitiatives. 
6.PoolScheduling:StaffshallplanandschedulepoolusetoaccommodatetheMPD's

mission,visionandgoals. 
7.CustomerService:answerquestions;facilitateregistrations,facilityrentals,and

generalinquiries. 
8.PoolProgramandEventImplementation,examplesinclude: 

LapSwim/FamilySwim
OpenSwim
GenderSpecificSwim
GroupSwimmingLessons
PrivateLessons
TeenLateNight
Rental-PrivateParty
Rental-AquaticsTeams
RentalsforSpecializedAquaticsActivities
AmericanRedCrossLifeguardTraining
AmericanRedCrossWaterSafetyInstructorTraining
VerticalExercise
WaterWalking
WaterAerobics
AprilPoolsDay
FloatingMovieNights
OtherProgramsandEventsasdetermined

PoolFacilityandMaintenanceOperations. 2. TheseservicesarebilledtotheMPDsalaries, 
benefits,andExtraLaborbudget. 
1.ObtainHealthDepartmentPermitforthepoolfacilityandfollowWAC246-260for

WaterRecreationFacilities(WRF). 
2.Maintaincurrentpooloperatorcertifications. 
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3.Maintainproperwaterqualityusingappropriatedisinfectionandwaterbalancing
practices. 

4.Followandcomplywithallregulationsandguidelinesforpublicswimmingpools. 
5.RespondtopoolwatercontaminationissuesaccordingtoHealthDepartment

Regulations. 
6.Performsafechemicalhandlingtechniques. 
7.Maintainabalancedlevelofdisinfectioninthepoolandconductregularpoolwater

testseverythreehoursaccordingtoHealthDepartmentRegulations. 
8.Performroutinechemicaldosingcalculationsandaddchemicalsasnecessarytoadjust

andmaintaintheLangelierSaturation/CalciumSaturationIndexofthewatertoprolong
equipmentlife. 

9.Performroutinewatertestsandcrossreferencetheautomatedchemicalfeedsystem
andmakechangesasnecessary. 
WorkcloselywiththeHealthDepartmentasneeded. 
Maintainthefiltersystemthroughroutinebackwashingandfiltergridcover
replacement. 

12.Maintainpoolcleanlinessandappearancethroughroutinepoolvacuumingand
brushing. 

13.Maintainboilersystemsandcompletesafetychecksonboilerstoensurecode
requirementsforpressurevesselsisbeingfollowedinaccordancewithstate
regulations. 

14.Ensureback-checkvalvesaretestedandinspectedannually. 
15.EnsurefacilityisVirginiaGraemeBakerPoolandSpaSafetyAct(VGBA)compliant. 
16.EnsurefacilitymeetsrequirementsoftheRevisedAmericanswithDisabilityAct

ADA). 
17.Ensurefacilitymeetscoderequirementsforwateraccessandwatersafety. 
18.Conductroutineinspectionsandmaintenanceofbothmechanicalandoperational

equipment:divingboard,slides,lanelines,extensionpoles,basketballhoop,pool
covers,guardchairs,handrails,poolstairs,chairlift,natatoriumdoors,rescue
equipment,paceclocks,pumps,boilers,chemicalfeedsystem,motors,airhandling
units(AHU)beltsandfilters,valves,make-upwatersystems,waterandsewermeters, 
lighting,electricalsystems,domesticplumbing(toilets,showers,sinks,hosespigots, 
drinkingfountains)poolwaterplumbing,boilersystemplumbing,lockers,partitions, 
dispensers,janitorialequipment. 

19.Ensurefacilitycleanlinessandappearancethroughdailyjanitorialcleaning. 
20.Maintainjanitorialsuppliesinventory,equipmentandprovidetrainingtostaffondaily

cleaningprocedures. 
21.Performroutinedeepcleaningofvariouscomponentsandequipmentofthefacility. 
22.Performvariousmaintenancerepairsasneeded. 
23.MaintainCUlTentsignageaccordingtoHealthDepartmentRegulations. 
24.MaintainCUlTentMaterialSafetyDataSheets(MSDS)forallchemicalsandpost

informationfollowingHealthDepm1mentGuidelines. 
25.Maintainaccurateanddetailedrecordsofpoolwaterchemistry,Langelier

Saturation/CalciumSaturationIndex,pumppressureandvacuumgauges,boilersystem
logs,chemicaldosing,utilityconsumption,airandwatertemperatures,waterquality, 
generalfacilitysafety. 
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26.Createandmaintainapreventativemaintenanceplanandimplementationschedulefor
allsystemsandequipmentinthefacility. 

27.DevelopandcontinuallyupdateanEmergencyActionPlan(includingsiteplans, 
evacuationproceduresandfacilityshut-downprocedures)forfacilityequipmentin
conjunctionwithpooloperationsplansandprocedures. 

28.Informpoolstaffofanyknownunsafeconditions. 
29.Maintainacleanandpresentableappearancetothepublic,respondrespectfullyand

appropriatelytopoolpatrons'concernsandissuesandconducttrainingsforpoolstaff. 
30.Managemultiplemaintenancecontracts(HVAC,FireAlarm,BurglarAlarm, 

Backflows,Boilers)coordinatewithcontractors(repairsandemergencies),and
purchasefromsuppliesvendors(operatingsupplies,poolchemicals,janitorialproducts, 
maintenancesupplies,equipmentsupplies,replacementparts). 

31.Ensuresafewaterforswimmingbyheatingit,treatingit,testingit,filteringit,and
balancingit. 

32.Respondandtroubleshootanysituationthatcomesup(i.e.coloredwater,cloudywater, 
boilerfailure,temperaturescoldinwater,airorshowers,pumpfailure,waterchemistry
issue,vomitand/orfecalincident,waterleaks,firealarm,burglaralarm,poweroutage, 
andanyemergencysituation(seeExhibitB-PoolOperatorResponseScenariosbelow
forexamples)byproviding24hrcalloutservice. 

TechnicalSupport. 3. Servicesprovidedonanasneededbasis.Theseservicesarebilledasa
supportservicebaseduponthehourlywagesandbenefitsofCitystaffandtheirtime
incurredprovidingsupportservices,plus10%foroverheadexpenses. 
1.Performessentialcalculationsforbothliquidandsolidformsofmeasurement. 
2.RespondtopoolwatercontaminationissuesaccordingtoHealthDepartment

Regulations. 
3.Calculatedosingrequirementsforanyandallchemicalstobeusedinthepool. 
4.Performroutinechemicaldosingcalculationsandaddchemicalsasnecessarytoadjust

andmaintaintheLangelierSaturation/CalciumSaturationIndexofthewatertoprolong
equipmentlife. 

5.Dealwithwaterproblems(poorcirculation,cloudywater,coloredwater,algae,stains, 
scale,andfoamingwater). 

6.Operate,interact,manipulateandcalibratethecomputerizedchemicalfeedsystem. 
7.Provideinformationonwatercirculation,flowrates,filtersizing,surgetanks,float

valves,make-upwatervalves,entrapmentissues,surfacewaterremovalvs.main
drains,pumpinfluenceandeffluence,filtervacuum,partsandmaintenanceofpumps
andmotors,cavitation,variablefrequencydrives,valves,piping,andhealthdepartment
codeswhenneeded. 

8.Provideinformationonpoolfiltrationsystems;filterrates,differentformsoffilter
media,calculatingfiltersystemsizingandrequirements,andmaintenanceoffilter
systemswhenneeded. 

9.Makeadjustmentstomaintainairqualityandenergylossinaccordancewithaquatic
industrystandards,andHealthDepm1mentrequirements

10.ProficientwithWebCNTRLsoftwaretobeabletomonitor,test,adjust,schedule, 
troubleshoot,andtrack,allfacilitysystemsandequipment. 

11.Monitorandmaintainsurveillancesystemforreceptiondesktills. 
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PoolGroundsandLandscaping. 4. Theseservicesarebilledasasupportservicebasedupon
thehourlywagesandbenefitsofCitystaffandtheirtimeincurredprovidingsupport
services,plus10%foroverheadexpenses. 
1.Mowturfareasweeklyorasneeded-ApproximatelyMarchtoOctober. 
2.Weedflowerbedsweekly-MarchtoOctober. 
3.Fertilize2timesperyear-springfall. 
4.Spraybroadleafherbicideasneededtokeepweedsaway. 
5.Rakeanddisposeofleaves-seasonally. 
6.Emptywastereceptaclesweekly(ormore)-year-round. 
7.Keepareasaroundgasmeterandoiltankweedfree. 
8.Blowoffwalkwaysandotherhardsurfacesaftermowingand/orasneeded. 
9.Spreadde-icerwhenwalkwaysareicy. 
10.Annualtreeandshrubpruning. 

TheCityofTukwila'sHumanResourcesDepmimentcoordinatestherecruitmentprocessofall
MPDemployees,managesemployeerecordsandadministersabenefitsprogram.Belowdetails
dutiesinvolvedwithineachtask.Theseservicesarebilledasasupportservicebaseduponthe
hourlywagesandbenefitsofCitystaffandtheirtimeincurredprovidingsupportservices,plus
10%foroverheadexpenses. 

1.EmployeeRecruitment: 
1.RoutePersonnelRequisitionFormforsignatures
2.Createjobpostingfromjobclassification
3.Advertisejobs
4.Reviewallapplicationsforpossiblecandidatestointerview
5.Coordinateinterviewpanelandscheduleinterviews,asneeded. 
6.Administertestingifneeded
7.Delivertentativeofferofemployment
8.ConductreferencechecktoincludeSSC!backgroundcheckonallfinalists
9.Makefinalofferofemploymentorrescindtentativeoffer
10.Prepareemploymentformsandcreatepersonnelfile
11.Scheduleorientationforemployeetocompleteforms

MaintenanceofEmployeeRecords2. 
1.Datagathering. 
2.Filemaintenanceandretention. 
3.ProcessingandrecordingPersonnelActions. 
4.KeyCardAccessProcesses. 

ILA-CityMPDPoolOperationsandSupportSelVices
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BenefitAdministration3. 
1.Coordinatehealth,dentalandvisionbenefitsforfull-timeemployees. 
2.Implementemployeewellnessprogram. 
3.Coordinateretirementbenefits. 
4.Facilitateemployeetrainingandeducationtracking. 
5.Coordinateindustrialinsurance,manageworker'scompclaims. 

PersonnelPoliciesandProcedures4. 
1.ImplementCitypersonnelpolicyandproceduresmanual. 
2.ResearchandanalyzeCitypolicies. 
3.Reviewpolicies. 
4.Implementpolicytrainingasneeded. 

TheCityofTukwilaprovideshardwareandsoftwaretotheMPD,includingcomputers,printers, 
telephones,andimportantsoftwaretoensureefficientoperationsofthePool.Technological
servicesandsupportisprovidedbytheCity'sInformationTechnology(IT)Department.These
servicesarebilledasasupportservicebaseduponthehourlywagesandbenefitsofCitystaff
andtheirtimeincurredprovidingsupportservices,plus10%foroverheadexpenses.The
followingisperformedonanasneededbasis

TelephoneSupport1. TheMitelphonesystemisutilizedthroughouttheCityofTukwila, 
includingtheTukwilaPool.TheVoiceOverIPsystem(VOIP)(versusanaloguesystem) 
providesinterconnectivitythroughoutCityDepartments. 

CellPhones: 2. TheMPDhas2cellphonesservicedbyVerizon;eachcellphoneutilizesthe
negotiatedcontractpricingtheCityreceivesthroughtheWashingtonStateCooperative
Agreement(WSCA)contract. 

Hardware: 3. TheMPDutilizeshardwaresuchascentralprocessingunits,monitors,printers, 
routers,switches,cardscanners,cashdrawers,cablingandfiberwiringownedbytheCityof
Tukwila.TheITdepartmentprovidessupportandreplacementonanasneededbasis. 

NetworkandServers: 4. TheMPDutilizesserverspaceontheCity'sserversandnetwork. 
Thisincludesstorageforemail,homedirectorydocuments,CLASS(pointofsaleand
registrationsoftware),andincludesnetworkservicessuchasviruschecking,spamfiltering, 
routers,hubs,switchesandwiringforconnectivity.ThisallowsPoolstaffandCitystaffto
sharefiles,andtakeadvantageofamultitudeofnetworkcapabilities. 

Software5. TheMPDemailiscurrentlyusingtheCity'semailsystemlicensedunderthe
MicrosoftEnterpriseAgreement.TheMPDutilizesCLASSsoftwareandsharesalicense
withtheCity.CLASSistheRecreationManagementSystemusedforPointofSale(POS), 
programregistration,facilitybookingandparticipantdatabase.Thelicenseisnot
transferable.WebCTRLissoftwareutilizedforcommunicationwiththepoolcontrolsand
watersystem,thissoftwareiscurrentlycontrolledbytheCity(forfirewallprotection) 
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howevercouldbeeasilyreleasedinthefutureifneeded.ITstaiIandParksandRecreation
Stafftroubleshootonanasneededbasis. 

6.Printers:TheMPDutilizesthreeprintersthataremaintainedbytheCityonanasneeded
basis. 

7.Website:ThecurrentMPDWebsitewasdesigned,codedandthenconvertedintoa
WordPresstemplateforeaseofuse.TheITdepmimentcoordinateshostinganddomain
renewalforthetukwilwapool.orgwebsite. 

8.Maintenance:TheITdepartmentprovidesoverallmaintenancetoequipmentandsoftware
onanasneededbasis. 
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TukwilaMetropolitanParkDistrictSupportServicesScopeofWork

SupportServicesareperformedbyCityofTukwilastafftoprovidesupporttotheTPMPD
asrequestedbytheBoardPresidentordesignee.Alloftheseservicesarebilledbasedupon
thehourlywagesandbenefitsofCitystaffandtheirtimeincurredprovidingsupport
services,plus10%foroverheadexpenses. 

AdministrativeservicesperformedbytheCityClerk'sofficeincludes: 

RecordsManagement: 1. OrganizeandmaintainDistrictrecordsandfilesaccordingtostate
archiverequirements: 
1.Provideguidanceanddirectiontostaffonretentionanddispositionofrecords. 
2.Keepstaffup-to-dateonchangestolawsandStateretentionschedules. 
3.Directlyresponsibleforretentionofrecordssuchasresolutions,contracts,and

meetingsandhearings(agendapackets,meetingminutes,legalnotices,audio
recordings)inaccordancewithStateretentionschedules. 

4.PublicRecordsRequests:Processandrespondtopublicrecordsrequestsasneededand
maintaindatabase.Ifarequestisreceived,thefollowingstepsareinvolved:Review
anddistributetherequest;settimelinesbasedon5-daylegalrequirement;request
Boardattorneyreviewofanyresponsiverecordstoensureexemptitemsareloggedper
RCW42.56;assembleandcopydocuments;assesscharges;composefulfillment
correspondencetorequester. 

Contracts/RecordedDocuments/Claims/Litigation/Bids,etc.: 2. 
1.Contracts:Reviewforaccuracyandcompleteness;collectsignaturesanddistribute. 
2.Claims/Litigation:Acceptandrouteclaimsfordamagesandlitigationfilingsand

appeals. 
RecordedDocuments:TransmitdocumentstoKingCountyRecordingOffice;payfees
andtrackuntilthedocumentsarereturned;scanintotheDigitalRecordsCenter;file
paperdocument. 
Bids:Reviewandpublishbidsbasedonlegalrequirements.Provideservicestoaccept4. 
securebiddocumentsperStatelawandopenbidsfromvendors,asneeded. 
Elections:CoordinationwithKingCountyElectionsasneededinconjunctionwith5. 
ballotmeasures. 

CompositionandDistributionofMinutesfromMPDBoardMeetings: 3. 
1.StaffsupportatMPDmeetings,withresponsibilityforoperationofrecordingsystem, 

parliamentaryprocedures,providingassistancetoCommissionersandmembersofthe
publicandcollectingspeakersign-upsheetsandanyotherinfonnationdistributedat
themeetingforinclusioninthepublicrecordfile. 

2. UploadandindexaudiorecordingofmeetingsintotheDigitalRecordsCenter.Label
andfileCDs. 
Preparemeetingminutes,distributedrafttoCityandMPDstaffforreview,make
changesasneeded,andprovidecopytoCommissionersforreview. 

4. ProvidefinalcopyofminutestoCommissionersunder"ConsentAgenda"itematnext
Boardmeetingandcollectsignatures. 
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ScanandindexsignedminutesandindexintotheDigitalRecordsCenterfor
availabilitytostaffandthepublic,filepapercopyforlongtermrecordsretention. 

MPDBoardMeetingFacilitation: 
1.Preparemeetingrooms:Arrangetables,podium,placemicrophonesandruncordsas

needed. 
2.Setupinformationforthepublicincludingagendapacketsandspeakerinformation. 
3.Arrangementsnameplates,gavel,cupsandwaterpitchersonthedais. 
4.Setuprecordingdevice. 

Returntheaboveitemstostorageaftermeetingandreturnroomtoitsoriginal
configuration. 

Noticemeetings: 
1.Monitordraftagendasforawarenessofanypublicnoticerequirements(i.e.special

meetings,publichearings,executivesessions). 
2.Submitrequirednoticestonewspaperforpublicationanddistributetonotificationlist

andpostperlegalrequirements. 
3.ScannoticesandindexintotheDigitalRecordsCenterandnameintuitivelyforeasy

access.Distributeelectronicandpapercopiesandfilepapercopies. 
4.Trackaffidavitsofpublicationandfileperlegalrequirements. 

Collectagendaitems,prepareagendas,andpreparemeetingpacketsandagendaitems: 6. 
1.Maintaintentativeagendatemplatesandpopulatewithagendaiteminformationas

providedbystaff. 
2.Distributedraftagendatoapplicablestafftheweekpriortoeachmeeting,including

informationondeadlinesforsubmissionofagendapacketmaterials. 
3.Reviewagendapacketsubmissionsforcompletionandaccuracy,andcontactstaffas

neededforrevisions. 
4.Createagendafacesheet. 
5.Producedraftandfinalversionsofresolutions.Reviewforcontentandaccuracyand

completeresolutiontrackingsheet.Ensuredraftresolutionsarereviewedbythe
CommissionAttorney. 

6.CreateInfoMemosforagendaitemsandcraftnewresolutionsasneeded. 
7.ProvideagendapacketmaterialstoCityAdministratorandBoardPresidentforreview. 
8.Participateinagendareviewmeetingsandmakechangestomaterials(orcontactstaff) 

asneeded. 
9.ProduceanddistributemonthlyagendapacketsforCommissioners,staffandpublic. 

Productionprocessincludesreviewofmaterialsforcontentandsequencing(including
pagebreaksandinclusionofcolorinsertsasneeded),scanningorimportingof
documentsintotheDigitalRecordsCenter,electronicenhancementorresizingof
images,electronicpagenumbering,generatesearchabletext,intuitivelynameagenda
items,emaillinktopacketmaterials,productionof20paperpacketsforBoard
membersandthepublic. 
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FinancialManagement
ProvidedbytheCityofTukwila'sFinanceDepartment: 

ProvideRiskManagementAdministration: 
1.ObtaininsurancethroughtheWashingtonCitiesInsuranceAuthority(WCIA). 
2.Coordinateannualinsuranceaudit.MPDTreasurermeetswithWCIArepresentative

andreviewscoverageandprioryearclaimresults. 
3.Reportasnecessarytoinsuranceauthority:provideincidentandaccidentreportsand

performnecessaryfollow-up. 

AccountingServices,Recording,Reporting: 2. 
1.Annualreporting:prepareanddistributeannualfinancialrepOlisincludingtoMPD

Board. 
2. PrepareScheduleofFinancialAssistance(forgrantsreceivedbytheMPD)totheState

Auditor'sOffice. 
SupportStateAuditor'sOfficewithannualaudit,asrequested. 
Maintainaccountingrecordsandpreparereportsincluding:expensereports,revenue4. 
reports,quarterpayrolldetailreportsandotherreportsasrequested. 
PrepareandsubmitDepartmentofRevenuemonthlyexcisetaxreturn. 5. 
Providesemi-monthlypayrollprocessingandfilenecessarymonthly,quarterly,and/or6. 
annualpayrollreportsandreturns. 
ProvidegeneralaccountingservicesandreportstotheBoardonthestatusofTPMPD7. 
funds. 
Provideaccountspayableservices,paymentofinvoicesandpurchasingcard8. 
administration. 
Providedailyrevenuerecording,receipting,banking,andcreditcardreconciliation9. 
activities. 

10.LiaisonwithKingCounty.FinancestaffworkwithKingCountyastheycollect
propertytaxesonbehalfoftheMPD.Propertytaxesareelectronicallytransferred2-3
timesaweek.Journalentriesarepreparedonaweeklybasistorecordthereceiptsin
Eden(City'saccountingsoftware).Countyreportsonpropertytaxesmustbe
reconciledatleastannuallytoensureproperaccounting. 
PrepareannualresolutionsforpropertytaxcollectionsandfilewithKingCounty. 

12. Investexcessfundsasavailable. 
13. ProvidesupporttoParksandRecreationStaffforgrantfundingandtrackingtoensure

allgrantingrequirementsaresatisfied.Performmonthlybankaccountreconciliation. 
14.Fixedassetaccounting.Trackinganddocumentingcostsof/forassets,calculating

depreciationandlistonfinancialstatements.Assetcountsarerequiredonaperiodic
basis. 

15.RetainallrecordsfortheMPDinaccordancetotheWAStaterecordsretention
schedule.Recordsaredestroyedwhenthescheduleallowsandproperdocumentation
ispreparedtorecordwhatrecordsaredestroyedandwhen. 

16.PrepareandpresentannualbudgetincoordinationwithParksandRecreation
Department. 

17.Prepareandupdate5and20yearplanincoordinationwithParksandRecreation
Department. 
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SupervisePoolstaffanddailyoperations1. performedattheTukwilaPoolasdetailedin
Exhibit1. 

Coordinatesupportservices2. withCityofTukwila'sFinanceDepartment,Human
ResourcesDepartment,InformationTechnologyDepartmentandCityClerk'sOffice. 

SupportAssistancetotheMPDBoard,asneeded. 3. 
1.Attendquarterlymeetings,asneeded
2.AttendannualMPDBoardretreat,andannualbudgetworkshop,asneeded. 
3.Preparelong-tennagendaforMPDBoardbyforecastingMPDannualneeds. 
4.Researchandprepareinformationalmemos,documents,reportsandpresentationtothe

MPDBoard. 
Examplesinclude: 
I.Annualbudgetdevelopment,presentation,andmonitoring. 
2.Financialplandevelopment,monitoringandupdating. 
3.CapitalImprovementPlandevelopmentandplanning. 
4.Feesanalysis:research,report,andpresentation. 
S.RequestForProposals,example:RFPforLegalServicesdocument

CapitalProjectManagement4. 
1.Preparebiddocumentsandcoordinatebidprocesses(RFP,RFQetc.). 
2.Prepareandexecutecontractdocuments,changeorders,amendments,invoicing
3.OverseeProject:Documentprogress,attendconstructionmeetings,andprovide

directionandinput. 
4.Preparereports:progressrepmis,financialreports. 
5. Prepareandpresentprojectcloseoutdocuments. 
6.Manageandcoordinatewarrantyworkrelatedtocapitalprojects,asneeded. 
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