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Purpose: The Peninsula Metropolitan Park District (PenMet Parks) is accountable to 

its citizens for its use of public dollars.  The limited financial resources of 
PenMet Parks must be wisely used to ensure adequate funding to support 
the services, public facilities, and infrastructure necessary to meet the 
community’s present and future needs. 

 
 The following policy and procedures of the Board of Park Commissioners 

(the “Board”) establishes the operating policy and procedures for the Board.  
Within this policy, the Board establishes how it will conduct business and 
how business may be brought before the Board for consideration and/or 
action. 

 
 The following policy and procedures are also intended to provide elected 

and appointed officials, employees, and the general public with a clear 
understanding regarding how the Board conducts the public’s business and 
the opportunities for the public to present comments, advice, requests and 
input on matters under consideration by the Board or that otherwise relate 
to PenMet Parks.   
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Policy Requirements: 

Section 1. Responsibilities and Name 
The Board of Park Commissioners is charged with establishing the policy 
direction for PenMet Parks under Washington State law.  While recognizing 
the formal legal name of the entity as the Peninsula Metropolitan Park 
District, the Board desires that the abbreviated name “PenMet Parks” be 
utilized when the formal legal name of the organization is not required. 
 

Section 2. Scope 
This Board Policy and Procedures governs the procedures of all Board 
meetings and matters related to the Board’s conduct of business. 
 

Section 3. Enabling Legislation 
The enabling legislation governing PenMet Parks is chapter 35.61 RCW.  In 
addition, other local, state, and federal laws and regulations govern the 
conduct and business of PenMet Parks. 
 

Section 4. Officers 
Pursuant to RCW 35.61.120(1), the Board shall have two officers, a 
President and a Clerk, who shall be subject to the following: 

 

A. Term of Office 

Each officer shall serve a one year term or until new officers have 
been elected or upon removal as provided below. 
 

B. Nomination of Officers 

Board members shall nominate from its members a President and a 
Clerk at the last meeting of the calendar year and at the first meeting 
of the new calendar year.  A Board member may nominate himself 
or herself for any officer position. 

 

C. Election of Officers 

The Board shall elect its officers after the nominations have been 
closed and at the first meeting of the new calendar year by a majority 
vote.  The Board members elected as officers shall then immediately 
take office. 
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D. Removal of Officers 

The Board may remove an officer from his or her position if, after 
reasonable prior notice to all Board members of the alleged reasons 
the officer should be removed from office, the Board by a majority 
vote determines the removal of the officer is in PenMet Parks’ best 
interest.  Although a Board member may be removed as an officer, 
that Board member may not be removed from the Board.  
 

E. Minutes 

The Board shall appoint a Board Secretary from within the 
administrative staff of PenMet Parks to take minutes of the meetings 
of the Board of Park Commissioners. 

 

Section 5. Fiscal Year 
PenMet Parks fiscal year is from January 1 to December 31. 
 

Section 6. Meetings 
Board meetings shall be conducted as follows: 

 

A. Open Public Meetings 

Meetings shall be held in accordance with all provisions of the 
Washington State Open Public Meetings Act as provided in chapter 
42.30 RCW.  The Board can impose conditions on public attendance 
it deems reasonably necessary to protect the public health or safety, 
or to protect against interruption of the meeting, including a meeting 
at which the physical attendance by some or all members of the 
public is limited due to a declared emergency. 
 

B. Regular Meetings 

Regular meetings will be scheduled on the first and third Tuesdays 
of each month unless changed by prior resolution of the Board and 
notice given as provided in section 6.K below.  Regular meetings 
may be cancelled by the Board for any reason.  Notice of meeting 
cancellations shall be given as provided in section 6.K. below.  The 
meeting location shall be specified in the meeting notices. 
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C. Time of Meetings 

The Board will begin consideration of its regular meeting agenda at 
6:00 p.m. or as close thereafter as reasonably possible following the 
conclusion of any earlier study session or public hearing.   
 

D. Executive Session 

Executive sessions may be held at any time during a regular or 
special meeting but only in accordance with the requirements of 
chapter 42.30 RCW. 

 

E. Study Sessions 

Study sessions may be scheduled as needed as part of any regular 
or special meeting.  Notice of any study session shall be given as 
provided in section 6.K.  Study sessions may be cancelled by a 
majority of the Board for any reason.  Notice of cancellations shall be 
given as provided in section 6.K.  The purpose of study sessions is 
to allow presentation of information to the Board by staff, consultants, 
and/or citizens, and to allow the Board an opportunity to receive 
information, ask questions, and consider options regarding the 
various matters under discussion.  The public is not permitted to ask 
questions during a study session.  The Board may not take any 
formal action during a study session. 

 

F. Public Hearings 

Public hearings to seek and receive citizen input regarding matters 
under consideration by the Board may be scheduled prior to or as 
part of any regular or special meeting of the Board.  During a public 
hearing, public comments will be taken and included as part of the 
official record of proceedings of the Board. 

 

G. Public Comments 

Persons are afforded an opportunity to offer their comments to the 
Board at each regular meeting of the Board or at or before a special 
meeting in which the Board will take final action.  Persons are limited 
to a three (3) minute time limit and may only speak once during the 
citizen comment period at each meeting.  Comments will be included 
as part of the official record of the meeting. The procedures for public 
comments are described in Policy P10-016: Rules of Decorum for 
Board Meetings. 
 
Members of the public wishing to provide written documents to 
accompany their comments to the Board may do so. Documents 
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must be received by the Board Secretary by 3 p.m. on the day 
proceeding the Board meeting. Documents may be provided 
electronically or by delivering (eight) copies to PenMet Parks’ 
administrative offices. The Rules of Decorum for Board Meetings 
described in Policy P10-106 apply to all written documents that 
accompany public comment.  
 
If a person will have difficulty attending a meeting during which public 
comment will be accepted due to disability, limited mobility, or 
another reason that makes physical attendance at a meeting difficult, 
the person may request to provide oral comment from a remote 
location. Such requests must be received by the Board Secretary by 
3 p.m. on the day proceeding the Board meeting and will be 
accommodated when reasonably feasible.  
 

 

H. Special Meetings 

Special meetings may be called by the Board President or by the 
concurrence of at least three (3) Board members.  Notice of the time 
and place of the meeting shall be given as provided in section 6.K 
and at least 24 hours in advance of the meeting, except in the case 
of an emergency. 

 

I. Quorum 

A quorum is defined as three (3) Board members in attendance at 
the meeting.  Participation by a Board member as provided in section 
6.L. below (participation by speakerphone / Zoom / Skype / 
videoconferencing) shall constitute attendance at the meeting. 

 

J. Minutes / Meeting Recording 

The Board Secretary shall take and prepare the meeting minutes for 
review and approval by the Board at the next meeting.  Board 
meetings may be audio recorded and retained subject to the PenMet 
Parks Document Retention and Destruction Policy.  Executive 
sessions are not recorded. 

 

K. Notice Regarding Meetings 

Except to the extent otherwise required by the Open Public Meetings 
Act (chapter 42.30 RCW) or applicable law, notice of Board regular 
meetings, study sessions, special meetings and public hearings, 
together with a copy of the agenda, shall be provided to the 
Peninsula Gateway and all other members of the public and media 
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who have made formal request for such notice.  Notices may be 
provided personally, by mail, by fax, or by electronic mail.  Notices 
shall also be published on PenMet Parks’ website. Notice of special 
meetings shall also be posted in print at the main entry of PenMet 
Parks’ principal offices and the meeting site if the meeting is not held 
at PenMet Parks’ principal location, provided the notice can be 
displayed with reasonable safety. 
 

 

L. Participation by Speakerphone / Zoom / Skype / 
Videoconferencing 

Except when there is a declared emergency, all meetings of the 
Board will be held in a physical location where members of the public 
may attend. Any Board member may participate via speakerphone, 
Zoom, Skype or videoconferencing, or a reasonable substitute in all 
or part of an in-person Board meeting if: 

1) Prior approval is given by the Board President for good cause, whose 
approval shall not be unreasonably withheld; 

2) All persons participating in the meeting are able to hear each other 
at the same time, such as by the use of speakerphone, Zoom, Skype, 
videoconferencing or a reasonable substitute; and 

3) The Board member participating electronically shall have reviewed 
all of the applicable material and participated in the relevant portion 
of the Board meeting related to the topic to which the Board member 
is voting on. 

 
An officer of the Board participating electronically may be excused 
from officer status while participating remotely in the Board meeting. 
 
Any technical prohibitions or difficulties that prevent all parties 
present at the Board meeting from adequately communicating with 
one another will negate any authorization previously given by the 
Board President. 

 

Section 7. Agenda 
The Board President or his/her designee shall prepare the agenda for the 
Board meeting as follows: 

 

A. Agenda 

The agenda shall be laid-out in the following manner: 
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1) Business before the regular agenda.  Items may include: 

a) Study sessions; and 

b) Public hearings. 

 

2) Regular agenda shall include: 

a) Call to Order. 

b) Roll Call. 

c) Board President’s Report. 

d) Executive Director’s Report. 

e) Special Presentations. 

f) Board Committee Reports. 

g) Public Comments. 

h) Business Meeting: 

1) Approval of the minutes of the previous meeting. 
2) Consent Agenda. 
3) Unfinished Business. 
4) New Business. 
 i. Purchasing Resolutions: all contracts, agreements, 

goods and services proposed to be bought or acquired by 
PenMet Parks. 
ii. Resolutions requiring a single reading for approval. 
iii. Resolutions requiring two readings for approval. 

5) Comments by Board Members. 
6)  Next Meeting. 
7) Adjournment. 

 

B. Consent Agenda 

The Consent Agenda shall be utilized by the Board for consideration 
of relatively minor matters requiring Board approval and are 
designated with the letter “C” in the resolution number.  Items on the 
Consent Agenda are not subject to Board debate or questions nor 
subject to public comment.  However, pursuant to the request of any 
Board member, an item shall be removed from the consent agenda 
and placed on the regular agenda at which time the procedure for 
regular agenda items shall apply.  Items generally considered to be 
on the consent agenda include: 

 

1) Approval of warrants and vouchers; 
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2) Appointment of members to advisory committees; 

 

3) Authorizing special event permits; 

 

4) Accepting and appropriating grants, gifts, donations or other monies 
not originally included in the adopted budget; 

 

5) Accepting a public works project that was awarded by the Board after 
receipt of the appropriate releases from any State Agencies having 
authority over the release of public works projects and completion of 
all punch-list items; 

 

6) Rejection of bids for purchase of goods, services or a public work 
that would have required approval by the Board to award; 

 

7) Minor matters of a routine nature such as authorizing submission of 
a grant application or authorizing the issuance of a letter regarding 
the Board’s position on a particular matter; and 

8) Sale or disposition of personal property (which shall require the 
affirmative vote of five (5) Board members). 

 

C. Purchasing Resolutions 

A purchasing resolution requiring a single reading shall be utilized to 
seek Board approval of each individual contract, agreement, good, 
or service proposed to be acquired or bought as required in the 
Purchasing Policy, including purchases that are part of a public work 
as defined by state law and the Purchasing Policy. A public works 
purchasing resolution shall be held over for a second reading on a 
motion approved by a majority of the Board. The letter “P” in the 
resolution number should designate purchasing resolutions. 
 

D. Single Reading Resolutions 

Single reading resolutions shall be utilized with regard to matters of 
greater substance such as contracts, agreements, leases or other 
items requiring a single reading as specified in the applicable Board 
Purchasing Policy.  The letter “R” in the resolution number shall 
designate single reading resolutions.  The Board, by majority vote, 
may require a second reading of any single reading resolution.  
Included among the items that would qualify for the single reading 
resolution process would be the following: 



 

 11 of 15  

 

1) Approval of agreements with other governmental entities; 

 

2) Approval of agreements with not-for-profit agencies, businesses, or 
companies; 

 

3) Acquisition of real property; 

 

4) Granting of easements or licenses in accordance with Section 12 
below (which shall require the affirmative vote of five (5) Board 
members); 

 

5) Creating new advisory councils; 

 

6) All other items not specifically listed to have a Two Reading Resolution 
process. 

 

E. Two Reading Resolutions 

Two Reading Resolutions shall be utilized to conduct matters of the 
greatest importance for PenMet Parks. The letters “RR” in the resolution 
number shall designate two-reading resolutions. Among the items of 
business intended to have two readings are the following: 

 

1) Approval or amendments to the budget; 

 

2) Approval of a master plan for a park, recreation facility or program; 

 

3) Approval of strategic or long-range plans; 

 

4) Approval of ballot measures referred to the electorate except where 
two readings are required; 

 

5) Issuance of debt; 

 

6) Sale or disposition of real property (which shall require the affirmative 
vote of five (5) Board members); 
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7) Approval of park development or redevelopment projects including 
setting of the project budget, where the estimated project cost 
exceeds $25,000; 

 

8) Changes to the Policies of the Board (which shall require the 
affirmative vote of at least four (4) Board members); and 

 

9) Other matters of similar importance. 

 

10) Unless a two reading process is required, the Board, by majority 
vote, may suspend the requirement for a Second Reading in order 
to permit a vote on the question at the current meeting. A motion to 
Suspend the Rules is not debatable. 

 

F. Agenda Delivery 

The agenda shall be emailed to the members of the Board not later 
than the Friday preceding the next regular meeting.  Alternatively, 
the agenda may be personally delivered to a Board member not later 
than the Friday preceding the next regular meeting.  If there is a 
special or emergency meeting, the agenda should be provided to all 
Board members at least 24 hours in advance, if possible.  A copy of 
the agenda shall also be posted on the PenMet Parks’ website and 
posted at PenMet Parks’ principal location at least 24 hours in 
advance of the meeting. 

 

Section 8. Officer Responsibilities for Meetings 
The Presiding Officer at all Board meetings shall be the President, and in 
his/her physical absence, the Clerk shall serve as acting President.  In the 
event that the President is physically present at the Board meeting and the 
Clerk is physically absent, the President shall appoint an acting Clerk for 
the meeting.  If the President and Clerk are both absent but a quorum of the 
Board is present, the Board members in attendance shall elect one of its 
members to serve as acting President and another member to serve as 
acting Clerk for the meeting.  The duties of the officers are as follows: 

 

A. Duties of the President 

The duties of the President are as follows: 
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1) Preside at all Board meetings, preserve order in the meeting room 
and observe and enforce all rules adopted by the Board for 
procedure and decorum; 

 

2) Appoint various Board members to standing and ad-hoc committees 
wherein a Board member serves as a representative of PenMet 
Parks; 

 

3) Exercise his/her discretion to consider a matter in an order other than 
as listed on the official, printed agenda; and 

 

4) The President may speak, vote, and make motions without 
relinquishing the chair.  In addition, the President need not rise while 
putting questions to a vote. 

 

B. Duties of the Clerk 

The duties of the Clerk are to sign documents and perform such other 
duties as specified in chapter 35.61 RCW. In addition, the Clerk shall 
have such powers and discharge such duties as may be assigned 
from time to time by the President or by a majority of the Board. 
 

C. Challenges to Actions or Rulings 

Any member of the Board shall have the right to challenge any action 
or ruling of the President, in which case the decision of the majority 
of the Board present, including the President, shall govern. 
 

Section 9. Rules for Conduct of Business 
Where a procedure or process regarding the conduct of business by the 
Board is not specifically stated within a Board policy, Robert’s Rules of 
Order shall apply. 

 

A. Precedence of Motions 

When a resolution is under consideration, no motion shall be 
entertained except as listed below and a motion shall have 
precedence in the following order: 
 

1) To adjourn; 
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2) To remove an item from the agenda; 

 

3) To call for the previous question; 

 

4) To lay on the table (which shall be decided without debate); 

 

5) To take from the table (which shall be decided without debate); 

 

6) To postpone to a certain time (which shall be decided without 
debate); 

 

7) To postpone indefinitely (which shall be decided without debate); 

 

8) To amend; 

 

9) To substitute; and 

 

10) To reconsider. 

 

B. Motion to Reconsider Vote 

No motion to reconsider a vote shall be permitted except at the 
following meeting and then only by a member who voted with the 
prevailing side. 

 

C. Motion to Reconsider Not Renewable 

A motion to take from the table or to reconsider, having been put and 
lost, shall not be renewed either by the movant or by any other Board 
member even if that other member was on the prevailing side. 

 

D. Right to Change Vote 

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

Section 10. Rules of Order and Decorum for Board Meetings 
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Board members, PenMet Parks staff, and members of the public are subject 
to Policy P10-106: Board Meeting Rules for Decorum during any meeting 
of the Board.  

 

Section 11. Board Committees 
The Board may establish standing or ad hoc committees. Committees are 
policy review and discussion arms of the Board that have been created to 
assist the Board in examining issues that may come before it in greater 
depth and detail. Committees do not take binding action on behalf of the 
District.  

 

A. Structure of Standing Committees 

Standing committees shall have two Board members. Board 
members shall be assigned to a standing committee for staggered 
two-year terms. Each committee shall determine annually who shall 
be its chair. Meetings shall be held as deemed necessary by the 
committee members and the committee chair shall provide updates 
to the Board as appropriate. 
 

Section 12. Easements or Licenses 
All requests for an easement or license to use PenMet Parks’ real property 
that has passed staff review shall be determined by the Board. Before being 
placed on a Board meeting agenda, the Executive Director or designee will 
evaluate the request and provide the Board with a do pass or do not pass 
recommendation based on the following minimum criteria:   

 
1. The information relating to the easement or license is complete 

and complies with all applicable laws and regulations. The 
requestor is responsible for providing all materials and 
information that PenMet Parks deems necessary for such a 
review. 

2. The easement or license does not materially detrimentally affect 
the use of the property for current or potential future park and 
recreation purposes. 

3. The easement or license specifies the compensation to PenMet 
Parks so there is no gifting of public funds. 

4. The easement or license provides a demonstrated benefit to 
PenMet Parks and is in PenMet Parks’ best interest. 

 


