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CHAPTER 1
INTRODUCTION

Section 1.1. The Purpose of Recreation

In his book Administration of Public Recreation, Dr. Lynn Rodney gives a clear understanding of the purpose of recreation.

"Recreation has purpose and direction.  Indeed, the ends are many and satisfying, but all purposes, either stated or implied, should be focused upon strengthening and preserving the American ideal of the best in family and community living."

One of the excellent statements of the purpose was that given by Joseph Prendergast, executive Director of the National Recreation Association, when he stated,

The chief value of recreation, i.e., the creative use of leisure time, lies in its power to enrich the lives of all individuals.  It also has many valuable "by-products" in the fields of physical and mental health, safety, crime prevention and citizenship.  Because recreation contributes to rich and satisfying living and social cooperation, it should play an important part in the life of everyone, everywhere.  It is not merely for those who have suffered misfortune, nor simply to prevent man from encountering misfortune.  It is to give all men opportunity for growth, opportunity to be and become themselves.

Children need happy, healthful social play to attain their fullest development; young people require wholesome recreation opportunities to replace questionable amusement which might lead to delinquency; workers need recreation during their off-duty hours in order to keep their spirits and production high; adults and the aged need opportunities to find the most satisfying use of their expanding leisure time.  Furthermore, people who 

play together sing together, make things together, achieve in its truest sense a community of feeling.  Recreation programs also help to preserve local, state and national traditions.

Recreation, like other functions found to be essential to the general welfare, has become widely recognized as a proper concern to society.  Like education, recreation benefits both the individual and society itself.
Section 1.2 Philosophy

The Boulder Creek Recreation and Park District is a public service agency created by the people through the use of government structure for the purpose of providing recreation facilities and opportunities, educating for the proper use of leisure time, and conserving the recreational resources of the area.

The District shall strive to provide opportunities for all citizens of the District, with an emphasis on family and youth-oriented programs and facilities
Section 1.3 Mission Statement

The goal of the District is to help enrich and fulfill the lives of the citizens through the provision of facilities and programs that will provide and enhance creative, wholesome and imaginative leisure-time living patterns.

Section 1.4 Non-discrimination and Inclusion Policy

The Policy of the Boulder Creek Recreation and Park District is to enforce all applicable state and federal non-discrimination laws. (03/05/03)

BCRPD does not discriminate based on age, ancestry, color, disability, national origin, race, religion or sex. (4/07/04)
The Rights of All Persons to Recreation Services
• Individuals have the right to choose recreation and leisure activities that are personally satisfying and of interest to them.
• Individuals have the right to choose activities that occur in settings that are non-discriminatory in practice, policy and attitude.
• Individuals have the right to participate in a diverse choice of recreation and leisure activities with their peers that allows for, promotes and encourages full inclusion of all participants.
• Individuals have the right to be treated with respect and supported in age-appropriate programs and services in a manner consistent with how people without disabilities are treated. Individuals with disabilities have the right to request and receive support and accommodations in programs and services to the degree that it does not fundamentally alter the intent and nature of the program design as defined by Title II of the Americans with Disabilities Act.
• Program providers have the right to request that all participants, regardless of their abilities or disabilities, meet the minimal eligibility requirements of their program service and that the safety and wellbeing of all participants are insured in the delivery of recreation services and programs. (2/12/20)
Section 1.5 Objectives

The Boulder Creek Recreation and Park District strives to its mission statement by means of achieving the following objectives:

A.
To adopt a well-considered overall plan of recreation facilities for the entire community.

B.
To acquire and reserve land for recreation facilities.

C.
To comply with space standards for recreation facilities and acquire land, even though the limited financial resources of the recreation agency oblige it to delay complete development, operation and maintenance of recreation facilities.

D.
To dedicate and hold inviolate in perpetuity, the lands of recreation sites, whether they be playgrounds, parks or specialized facilities, and to protect these lands against invasion by inappropriate uses.

E.
To accompany the preparation of the comprehensive recreation plan, with financial planning for the acquisition, design, development, operation and maintenance of recreation facilities.

F.
To relate activities to the physical, mental, social and emotional characteristics and resources.

G.
To reflect the community's customs, traditions, interests and unique characteristics and resources.

H.
To plan and organize, whenever possible, to encourage family participation.

I.
To foster satisfying activities for children and youth which will provide a basis for their recreation later on as adults.

J.
To encourage participants to share extensively in planning, conducting and evaluating their recreation experiences.

K.
To introduce activities which individuals may continue on their own.

L.
To include activities co-sponsored with other agencies and cooperate with community organizations in appropriate programs.

Section 1.6 Master Plan

The master plan is a long-range plan with established priorities that are to be reviewed annually.  It shall be kept current in both inventory of present facilities and the financial feasibility of proposed facilities. The major purposes of the master plan are listed below:

A.
Acquire park land for present and future needs.

B.
Provide recreation facilities for the special interests of people of all age groups.

C.
Expand recreation programs to include residents of all ages.

D.
Cooperate with other community organizations whose purposes are consistent with fostering recreation.  Coordinate park, District developments and recreation policies and programs with school District and the county.
Section 1.7 Joint Use Agreement

Boulder Creek Recreation and Park District has had for many years a verbal agreement with the San Lorenzo Valley Unified School District for the joint use of school properties.  Since the Boulder Creek Recreation District owns the tennis courts located on the Boulder Creek Elementary School Campus, the District has use of the tennis courts after school hours, on weekends, and during the summer for lessons and other tennis activities.

Section 1.8 District Statistics

Area
The Boulder Creek Recreation and Park District is approximately 16.705 square miles within the boundaries of Santa Cruz County.
Schools
The District lies within the San Lorenzo Valley Unified School District. The following schools are within the District boundaries:


ELEMENTARY SCHOOLS

Boulder Creek Elementary


Redwood Elementary

CHAPTER 2
ORGANIZATION
Section 2.1 Board of Directors
A. 
Selection
 Members of the Board of Directors are elected by registered voters residing within District boundaries.
Terms of Board members are of four years' duration. Three seats become vacant at one time and the remaining two seats become vacant two years later. Elections are held on even years (1996, 1998, etc.). Government code section 1780 governs appointment to fill a mid-term vacancy.

There is no restriction as to the number of succeeding terms a member may serve. To be a Board member, a citizen must be a qualified voter of the Boulder Creek Recreation and Park District or a qualified voter of California and an owner of real property within the Boulder Creek Recreation and Park District.

B.
Powers
The Boulder Creek Recreation and Park District is a political subdivision of the State of California and operates generally under the provisions of the Public Resources Code, Division 5, Chapters 4 and 5, 5780 through 5791.

The Board of Directors derives its powers from legislation as set forth in the PRC and the Government Code. Section 5784 of the Public Resources Code provides that the Board of Directors may make and enforce all rules, regulations and by-laws necessary for the administration, government, and protection of the property, improvements and facilities under its management or belonging to the District.

The District Manager has access to a set of annotated volumes relating to the aforementioned codes with the necessary provisions for keeping them current.

The following is a summary of certain powers of the Board of Directors (Numbers in parentheses have reference to the State of California Public Resources Code.)
C.
Legal Authority
The Board of Directors:
1. Shall establish rules for its proceedings (5784).
2. Is the legislative body of the District and shall determine all questions of policy (5784a).
3. May (a) organize, promote, conduct and advertise programs of community recreation; (b) establish systems of recreation, including parks, parkways and provide transportation services; and (c) acquire, construct, improve, maintain and operate recreation centers outside or without the territorial limits of the public authority (5786abc).
4. May cooperate with any city, county, District, state or any subdivision thereof, or federal agency, to carry out the purposes of the District, and to that end may enter into agreements with each other and may do anything necessary or convenient to aid and cooperate in carrying out the purposes of the District (5786.11, 13).
5. Shall have perpetual succession (5786.9). 
6. Shall have and exercise all rights and powers, expressed or implied, necessary to carry out purposes of District, including power: (a) to sue and be sued;  (b) to take and acquire real or personal property of every kind or any interest therein, within and without the District by grant, purchase, gift, devise or  lease, and to hold, manage, occupy, dispose of, convey, encumber and create a leasehold interest therein; (c) to exercise right of eminent domain within territory of District after approval is granted by resolution of the Board of supervisors;  (d) appoint, employ and pay necessary and adequately train persons to maintain and operate the property, improvements and facilities under its control, and to operate programs of public recreation; to employ personnel and the Board's pleasure or by contract; and to provide for other employment practices either directly or through organizations;  (e) to employ counsel;  (f) to enter into and perform all necessary contracts;  (g) to borrow money, give security therefore, purchase on contract, and do and perform any and all acts and things necessary or proper to carry out the provisions governing recreation and park Districts (5786.1).
7. May contract with other governmental agencies to provide or secure services.
8. May require any employee of the District to be bonded, the cost of such bonds to be borne by the District (5786.25).
9. May lease or rent private vehicles or equipment owned by District employees or others and reimburse them for use of same within budgetary limitations (5786.15e).
10. May enter into group hospital service or group disability insurance contracts (5785.11).
11.  May, in addition to compensation insurance required by law, insure its members and employees against accidental death and injury in performance of their duties (5782.11).
12.  May authorize attendance of its members and employees at professional or vocational meetings and authorize payment of reasonable expenses therefore, including transportation to and from such meetings (5786.27, 29).
13.  Shall keep a record of all its acts and of all money received and disbursed by it, which books shall be open to public inspection (5784.13d).
14.  Shall act only by ordinance, resolution or motion adopted or passed by a majority vote, which vote shall be recorded (5784.13b).
15.  Shall act through a majority of the Board, which constitutes a quorum for the transaction of business (5784.13c).
16.  May allow District Board members actual necessary traveling and incidental expenses incurred in performance of official business of District as approved by the Board of the District (5784.15c).
17.  May make and enforce all rules, regulations, and by-laws necessary for the administration, government and protection of the property, improvements and facilities under its management or belonging to the District (5786.1j).
18.  Shall estimate and determine amount of money required for District and adopt a preliminary budget on or before the first day of July (5788).
19.  On or before the first day of July of each year shall publish notice of adoption of preliminary budget, of availability thereof for inspection, of time set for hearing on final budget, and of right of any taxpayer to appear and be heard (5788.1).
20.  At the time and place designated in the published notice for the meeting, any taxpayer may appear and be heard regarding the increase, decrease or omission of any item of the budget or for the inclusion of any additional items (5788.3).
21.  May continue hearing on budget from time to time until concluded (5788.3).
22.  May provide by resolution for transfers or revisions of  unencumbered funds within the general classes of the adopted budget, other than transfers from the capital outlay reserve (5788.7).
23.  May establish a reserve for capital outlays, and if done, shall declare purposes for which reserve is to be used and include in annual tax levy an item stating amount included for such purposes (5788.9a).
24.  May transfer to any existing capital outlay reserve any unencumbered surplus reserve remaining to the credit of the District at end of fiscal year (5788.9b).
25.  May, upon finding at the beginning of the fiscal year that a capital outlay reserve account is no longer required for the purposes specified at the time the reserve was established, by unanimous vote discontinue the reserve or transfer so much thereof as is no longer required for such purposes to the District general fund. (5788.9c).
26.  May acquire all necessary and proper lands and facilities, or any portion thereof, by a plan to borrow money or by purchase on contract, providing the indebtedness to be incurred shall not exceed an amount equal to anticipated tax income for a two-year period. (5788.21ab). 
27.  May call election for issuance of bonds if structures or property necessary for District purposes requires expenditures in excess of available funds of District derived from ordinary taxation, provided bonded indebtedness of District shall not exceed ten percent (10%) of assessed value of all the taxable property in the District. (5784.23)
D.
Duties of the Board

Specific duties of the Board are:

1. 
To review and ratify claims submitted on a monthly basis.

2. 
  To select, employ, evaluate and, if necessary, to dismiss the District 


  Manager.

3.
To control the budget, financial plans and the insurance program.

4.
To cause to be responsible for program.

5.
To assure sound personnel policies.

6.
To maintain good public relations.

7.
To appoint, commission, supervise and receive reports from 

committees and the District Manager.
E.
Responsibilities of the Board

The basic responsibilities of the Board include:

1.
Understanding the significance and importance of recreation in the 



community.

2.
Awareness of the relationship of the recreation service to other community 

services.

3.
Keeping abreast of changing conditions and community needs.

4.
Continuous evaluation of methods used in achieving stated goals and 


objectives.

5.
Awareness of their role as Board members, acting in concert with their 


fellow Board members without usurping the functions of the District 



Manager.

6.
Having courage to resist pressures of all types.

7.
Insistence upon high standards for the District, particularly in regard to 


competent, professional personnel.

8.
Acting as a court of appeal in disagreements arising between the public 


and employees.

Section 2.2 Legal Counsel

The Board employs legal counsel on an at will basis to advise the Board on legal questions as they arise. Legal counsel is answerable to the Board and represents the District through the Board. Legal counsel works on a day-to-day basis in conjunction with the District Manager. The District Manager has the authority to consult District's attorney as needed to conduct business. All questions of law requiring Board action shall be referred to the legal counsel for opinion. All communication with attorney to be in writing and distributed to Board members. (11/01/00)  The contracting law firm shall serve as the legal counsel for the District. On issues outside the sphere of expertise of the contracting law firm and with the prior approval of the Board, matters may be referred to other legal firms who have the requisite knowledge and expertise.

After a request is made by two Directors, the District Manager shall contact the attorney and all Board members shall be notified by mail of the question asked and immediately by mail of the answer received. (01/03/01).
Section 2.3 District Manager
The District Manager is selected by the Board of Directors. As the chief executive officer of the District, the District Manager is responsible for the general direction of all operations and affairs of the District and for advising and making recommendations to the Board of Directors with respect to these matters.

Responsibilities and authority:  Within the limits of legal restrictions and established policies the District Manager is responsible for, and has commensurate authority to accomplish, the duties set forth by the Board. The District Manager may delegate portions of his/her responsibilities, with proportionate authority for their fulfillment, but they may never delegate or relinquish any portion of his/her accountability for results.  

Board of Directors - District Manager Relationship

To maintain a good understanding and a proper relationship between the Board of Directors and the District Manager, the following policy shall be endorsed:
The Board of Directors shall endeavor to

1. Delegate executive responsibility to the District Manager.
2. Support the District Manager in their authorized functions.

3. Adhere to the policy-making function of the Board.

4. Encourage team work between the District Manager and the Board.
5. Not interfere with the administration of policy.

The District Manager shall endeavor to:

1. Provide the Board with adequate information.

2. Efficiently execute policies.

3. Accept responsibility for achieving the objectives of the District.

4. Identify himself/herself with the policies of the District.

5. Effectively interpret policy to the staff and to the public.

6. The District Manager shall endeavor to maintain a posture of political neutrality and interact and share information equally with Directors. (04/04/01)

The paramount function of the Board of Directors is to determine policy while the main function of the District Manager is to execute policy.

Section 2.4 Conflict of Interest Code

Code Adopted by Boulder Creek Recreation and Park District:(7/11/01) The Political Reform Act(Government Code Section 81000, et.seq.) requires state and local government agencies to adopt and promulgate conflict of interest codes. The Fair Political Practices Commission has adopted a regulation (2 Cal. Code of Regs. Sec. 18730) which contains the terms of a standard conflict of interest code, which can be incorporated by reference in an agency’s code.  After public notice and hearing it may be amended by the Fair Political Practices Commission to conform to amendments in the Political Reform Act. Therefore, the terms of 2 California Code of Regulations Section 18730 and any amendments to it duly adopted by the Fair Political Practices Commission are hereby incorporated by reference. This regulation and the attached Appendix designating officials and employees and establishing disclosure categories, shall constitute the conflict of interest code of the BOULDER CREEK RECREATION AND PARK DISTRICT. Designated employees shall file their statements with the agency who will make the statements available for public inspection and reproduction (Gov. Code Section 81000 8). Statements for all designated employees will be retained by the agency.
	List of Designated Positions
	Assigned Disclosed Categories

	Members of the Board
	a-c

	District Manager
	a-c

	Consultants
	*


Disclosure Categories
That the disclosures which are required of the designated employees are in the following:
a. Interests in real property which are located in whole or in part: (1) within the boundaries of the District, (2) within two miles of the boundaries of the District, or (3) within two miles of any land owned or used by the District, including any leasehold, beneficial or ownership interest or option to acquire such interest in real property.
b. Investments and business positions in business entities, or income from sources which engage in land development, construction or the acquisition or sale of real property within the District.
c. Investments and business positioned in business entities or income from sources which: (1) are contractors or subcontractors engaged in the performance of work or services of the type utilized by the District, or (2) which provide, manufacture or sell supplies, materials machinery or equipment of the type utilized by the District.
*. Consultants shall be included in the list of designated employees and shall disclose pursuant to the broadcast disclosure category in the code subject to the following limitations: The District Manager may determine in writing that a particular consultant, although a “designated position,” is hired to perform a range of duties that are limited in scope and thus is not required to fully comply with the disclosure requirements described in this section.  Such written determination shall include a description of the consultant’s duties and, based on that description; a statement of the extent of the disclosure requirements. 

 The District Manager’s determination is a public record and shall be retained for public inspection in the same manner and location as this conflict of interest code. 

CHAPTER 3
BOARD MEETINGS & PROCEDURES OF THE BOARD
Section 3.1 Introduction
The Board of Directors of Boulder Creek Recreation and Park District, following the Public Resources Code and Government Code, shall:
1) Act only by ordinance, resolution or motion adopted or passed by a majority vote, which vote shall be recorded (5782.17) and;
2) Act through a majority of the Board, which constitutes a quorum for the transaction of business (5782.16)

Section 3.2 Officers of the Board
The officers of the Board shall consist of a Chairperson, a Vice Chairperson and a Secretary. The election shall be automatic to correspond with taking of office or in non-election years in December. (01/03/01) All desired nominations for a given position shall be made before the voting for that seat. New officers shall take office the BCRPD meeting the month following the election. The previous officers shall hold their seats until that time. It is encouraged, but not required, that each Board member have a turn at Chair before a person is re-elected as Chair. (01/07/02) The terms of the officers shall be for one year. Officers shall have equal power in the discussion and vote on matters before the Board.
Duties of the Chairperson: It shall be the duty of the Chairperson to preside at all meetings of the Board, appoint taskforces/advisory groups (2/02/11), call special meetings when deemed necessary, execute all documents, papers and warrants on behalf of the Board, and act as liaison officer between the public and the Board. The Chairperson shall preserve order subject to appeal to the entire Board. The Chairperson may make or second any motion and present and discuss any matter as a member of the Board. The Chairperson shall be entitled to vote on all matters before the Board.
Duties of the Vice Chairperson: The Vice Chairperson shall perform the duties of the Chairperson in his/her absence. The Vice Chairperson is empowered to call special meetings of the Board upon the inability of the Chairperson to do so.

Duties of the Secretary: The Secretary shall keep, or cause to be kept, full and complete records of the proceedings of all meetings of the Board and give, or cause to be given, notice of all regular and special meetings. The Secretary shall attest all documents. The Secretary shall also be the Clerk of the Board and shall perform all of the duties imposed by law upon the clerk.

Section 3.3 Meetings

A.
Action, rules of procedure
Action: The Board shall act only by ordinance resolution or motion. A majority vote of the members is required on each action taken, and the vote shall be recorded. A role call vote shall be taken.
Parliamentary rules of procedure: Unless otherwise provided by these policies, all proceedings before the Board shall be conducted in accordance with and pursuant to the parliamentary rules of procedure as prescribed in "Roberts Rules of Order."

Conditional Resolutions: Resolutions of the Board may be adopted conditionally and referred to legal counsel for drafting a proper form.

B.
Scheduling, notice, location, etc.
The District Manager and the person taking minutes will be seated at a wing or L-shaped table adjunct to the Directors at all Board meetings. (01/07/02)

Unless otherwise provided, meetings shall be held at the Boulder Creek Parks and Recreation District at:
13333 Middleton Ave. (behind Fire hall)

Boulder Creek, Calif. 95006

(408) 338-4144 FAX 338-3793

Mailing address: P. O. Box 325

All regular and special meetings must be advertised in at least one local newspaper of general circulation. Three Board Packets shall be made available to the public at each meeting.

Regular meetings: The regular meeting of the Board of Directors shall be held on the first Wednesday of each month at 7:00 p.m. (6/6/01 The regular meeting date and time may be changed upon approval of a majority of the Board of Directors. Regularly scheduled monthly Board meetings to be adjourned by setting orders of the day.) (10/06/99)

Special meetings: Special meetings may be called by the Chairperson or by a majority of the members. Only items appearing on the advertised agenda may be acted upon.
Adjourned meetings: Any meeting of the Board of Directors may be adjourned to a time and place in the order of adjournment.
C.
Executive (closed) sessions
The Brown Act has been amended effective January 1, 1986. The amendments are as follows:
1. A governing body may hold a closed session meeting with its negotiator prior to the purchase, sale, exchange or lease of real property by the agency in order to give instructions to its negotiators regarding price and terms of payment. However, before going into closed session, the governing body shall identify in open session the real property involved and the person(s) with whom its negotiator may negotiate.
2. The criteria for discussion of litigation has been defined as either:
a. An adjudicatory proceeding, judicial or administrative, to which the agency is a 

    party and which has been initiated, or;
b. In the opinion of counsel, a point has been reached where there is significant      
    exposure to litigation against the public agency; or

c. The governing body is meeting to determine whether a closed session is   

    necessary pertaining to threatened litigation; or

d. The agency is determining whether or not to initiate litigation.
3. Before declaring a closed session under the litigation exception, the governing body must state in open session the authority for that action and if pertaining to pending litigation, the title of the litigation unless it affects service of process or settlement negotiations.
4. It is specifically provided that the governing body may meet in closed session to consider the appointment, employment, evaluation of performance or dismissal of a public employee by another person or employee unless such employee request a public hearing. A governing body may meet in closed session with its designated representatives for the purposes of discussing salaries, salary schedules, or compensation paid in the form of fringe benefits of its represented or unrepresented employees. Closed sessions may be utilized by the governing Board to review its positions and instruct its representatives and may be held prior to or during consultations with the employees or their representatives. (Revised 2/89)
5. Counsel shall submit to the governing body a memorandum stating the specific reasons and authority for the closed session. If the litigation is not pending, counsel shall set forth the existing facts and circumstances upon which the request for close session is based. If possible, the memorandum shall be submitted at the time of the closed session, but in no event later than one week after the closed session. The memorandum is protected by the attorney work product privilege and is confidential until the litigation is finally adjudicated or settled.
D.
Regular Order of Business

The order of business at a regular meeting shall be as follows:


Approval of Agenda


Approval of Consent Agenda (04/04/01)


Approval of minutes (7/11/01)


Approval of Bills (to include salaries & wages) (7/11/01)


Correspondence


Oral Communications


Board Comments (5/31/01)


District Manager’s Report


Other Staff/Committee/Task Force Reports (02/06/02)


Unfinished Business


New Business


Oral Communications


Board Comments


Motion to Adjourn

E.
Public discussion & comments at Board meetings:

1.  Format and time limits for comments during oral communications:
a. The Chairperson will recognize all members of the public/audience (hence known as Citizen) that wishes to speak.
b. To request recognition the Citizen will approach the podium.
c. The Chairperson will make his/her best effort to recognize and call on the Citizens in the order he/she approached the podium.

d. Once recognized, the Citizen must stand at the podium to address the Board of Directors and make his/her comments.

e. The Citizen will have one opportunity to speak and a maximum of 3 minutes to make his/her comments.

2.  Format and time limits for comments during agenda "Action/discussion” items:
a. After the Board of Directors has completed its discussion pertaining to the Agenda item before them, the Chairperson will ask the audience if anyone would like to make any comments pertaining to the agenda item at hand.

b. If a Citizen wishes to speak, the citizen will approach the podium.

c. The Chairperson will make her/his best effort to recognize and call on the citizens in the order he/she approached the podium.

d. Once recognized, the Citizen must stand at the podium to address the Board of Directors and make her/his comments. (10/06/09)
e. The Citizen will have two visits to the podium, the first a maximum of two minutes, the second one minute rebuttal. (05/03/00)

Section 3.4 Agenda

A.
District Manager’s Responsibilities
Preparing the agenda: The District Manager shall prepare an agenda in accordance with the order of business for each regular meeting of the Board of Directors. The District Manager shall also prepare an agenda for special meetings, but not necessarily in accordance with the regular order of business.

Reoccurring items which require Board interaction will be automatically placed on the agenda by the District Manager in a timely manner. (7/11/01)

Posting/distributing the agenda: Board members shall receive the agendas at least forty-eight (48) hours in advance of the meeting. At least seventy-two (72) hours before a regular meeting, the agenda shall be posted containing a brief general description of each item of business to be transacted or discussed at the meeting. The agenda shall also specify the time and location of the regular meeting and shall be posed in a location that is freely accessible to members of the public and no action shall be taken on any item not appearing on the agenda. (Revised 2/89)

B.
Placing Item on the agenda
Board members shall submit agenda items (maximum of 5 for Board members & 2 for the District Manager (07/11/01) in writing to the District Manager no later than 5:00 p.m. the Monday before the Friday mailing. (12/1/99) The resolution for election of Directors shall automatically be placed on the May agenda in any election year (6/19/02) Wage increases for all BCRPD personnel shall appear in June of each year. (09/04/02)

C.
Persons/Groups invited to speak:
All persons/groups invited by the BCRPD Board to speak at a BCRPD Board meeting shall be placed on the agenda after "Approval of Agenda" unless specifically directed otherwise by the Board. (11/07/01)
D.
Diverging from agenda
The Board may take action items of business not appearing on the posted agenda if a majority of the Board determines that an emergency situation exists or upon a determination by a two-thirds (2/3) vote of the Board, or, if less than two-thirds (2/3) of the members are present, a unanimous vote of those members present that the need to take action arose after the agenda was posted. For the purpose of this section, an emergency situation involves matters upon which prompt action is necessary due to the disruption or threatened disruption of public facilities; work stoppage or other activity which severely impairs public health, safety or both; or crippling disaster which severely impairs public, health, safety or both.
E.
Consent Agenda

Any Board member may place or remove items form that agenda. These items will be among the five items per month that each Board member is allowed. Bills and salaries are presumed to be paid. It will require a vote of the Board to not pay bills and salaries as a whole or any specific item. (06/19/02)

Members of the public may make any consent agenda item a separate agenda item for action/discussion. If removed, a consent agenda item becomes an item on the regular agenda.

A place on the consent agenda shall be established for approval of artwork. Artwork shall be presented for the BCRPD Board at its monthly meetings for approval for posting.

Section 3.5 Minutes/Matters of Record

A.
Minutes
 Written minutes shall be prepared for each meeting of the Board and all official actions or decisions of the Board, including committee reports, shall be entered in the minutes. A tape recorder may be used to record the official proceedings of the meetings. References in the minutes to individuals shall carry the appropriate title (i.e. Director, District Manager, etc.)
Transcripts of all meetings shall be kept on file in the District office. Approved minutes shall not be altered in any manner except by review of the Board at a general or special meeting where amendments are ratified by Board vote and amendments, additions and addendum’s shall be recorded on the main document.

The District Manager shall retain the services of someone to take minutes for Board meetings, with a cap of $100 per meeting. (12/05/01)

Unapproved minutes shall appear for approval for three months. If minutes cannot be approved within three months then they shall be filed with other minutes with a statement including areas of disagreement. (04/04/01)

B.
Matters of Record

Any and all documentation submitted at a meeting of the Board by a Director as a Matter of Record shall be noted into the minutes. (04/04/01) Written matters of record from the public shall be accepted, entered into the minutes, and stored with the minutes and Board Matters of Record if to requested by the author. The public Matters of Record must be announced but not necessarily read at the Board meeting.

CHAPTER 4
FISCAL AND FINANCIAL PROCEDURES

Section 4.1
Bookkeeping

Records shall be accurately maintained by the District for reporting and auditing purposes.  A quarterly statement of all revenue and expenditures shall be submitted to the Board for review and approval. Each monthly statement shall accurately reflect the current status of each expenditure category.

Section 4.2
List of Procedures

Transactions listed below are to be prepared from information obtained from the cash receipts, payroll sheets and data received from the Santa Cruz Auditor-Controller's office.

Section 4.3
Monthly Transactions

A.
All receipts other than taxes, i.e. class rentals, shall be received at the District office, receipted and deposited regularly at Santa Cruz County Auditor-Controller’s office.

B.
Submit purchases for materials, services, etc. made by the District to the Board of Directors for ratification on a monthly basis. Bills and salaries shall be presumed to be paid. It shall require a vote of the Board to not pay bills and salaries as a whole or any specific item.(6/19/02)

The District Manager and the Board Chair are individually authorized and directed to review and verify claims made against the District which do not exceed $20,000 as needed, and thereafter to transmit them to the Santa Cruz County Auditor-Controller, with the appropriate transmittal documents, showing them to be verified as proper claims against the District, and authorizing payment of such claims by the Auditor-Controller from the funds of the District.  The Board of Directors of the Boulder Creek Recreation and Park District shall, at its next regular meeting, review all claims forwarded, and take action to officially authorize their payment.

C.
Prepare semi-monthly payroll and submit to Santa Cruz County Auditor. Warrants for payroll taxes, and employee contributions to various agencies are included in the payroll transactions.

D.
Reconcile county computer read-outs with District records and ensure all budget income and disbursements are in balance.

Section 4.4
Yearly Transactions

A.
Set up original budget for new fiscal year on District computer when available.
B.
Ensure all year-end expenses and revenue are recorded in correct fiscal year.
C.
Year-end transfer and adjustments shall be made before the close of the fiscal year.

Section 4.5
Budget

The budget is a financial projection of revenue and expenditure. The budget year or fiscal year is from July 1 to June 30.

A.
Preparation for adoption of the Preliminary Budget
The District Manager shall prepare a preliminary budget which will be submitted to the Board of Directors for review.

B.
Adoption of Preliminary Budget
The preliminary budget, in a line item form, shall be presented to the Board at the regular or special meeting in June. Wage increases for all BCRPD personnel shall appear in June of each year. The budget, in its final preliminary form, is then adopted by the Board.

C.
Publication

As prescribed by the Public Resources Code (5788), "on or before the first day of July of each year, the Board of Directors shall publish a notice stating all of the following: 

That it has adopted a preliminary budget that is available for inspection at a time and place within the District specified in the notice.

The date, time and place when the Board of Directors will meet to adopt the final budget and that any person may appear and be heard regarding any item in the budget or regarding the addition of other items.

The Board of Directors shall publish the notice at least two weeks before the hearing in at least one newspaper of general circulation in the District pursuant to Section 6061 of the Government Code. (5788.1)

At the time and place specified for the meeting, any person may appear and be heard regarding any item in the budget or regarding the addition of other items.  The hearing on the budget may be continued from time to time. (5788.3)

On or before August 30 of each year, after making any changes in the preliminary budget, the Board of Directors shall adopt a final budget.  The Board of Directors shall forward a copy of the final budget to the auditor of each county in which the District is located. (5788.3) 
D.
Adoption of Final Budget
The budget shall be submitted to the Board of Directors for their approval not later than the regular meeting in August.  At this meeting any taxpayer may appear and be heard in regard to the budget proposal.  After review and hearing and, if necessary, revision, the budget is approved and adopted as the final budget.

E.
Submittal of the Final Budget to the Auditor-Controller's Office
After adoption by the Board of Directors, the final budget should be submitted to the Santa Cruz County Auditor-Controller's office for processing.      

Upon acceptance by the Auditor-Controller's office, the budget becomes official. (Statutory requirements listed in Gov. Code Sections 29080-29093)

F.
Adoption of Annual Proceeds of Taxes and Appropriation Limitation
As required under Article XIIIB of the California Constitution, the Board of Directors shall annually approve the limitation on appropriations and proceeds of taxes.

Budget Expenditure Categories
Listed below are the expenditure categories for the budget:

A.
Salaries and Employee Benefits

B.
Services and Supplies

C.
Fixed Assets

D.
Contingencies

Transfer of Funds
Only the Board of Directors may authorize a transfer of funds in the budget.  A transfer of funds may take place at any time during the year by action of the Board upon request from the District Manager.

The only exception to the above procedure is that funds that are placed in capital outlay at the beginning of a fiscal year may only be transferred at the end of the fiscal year.
Revenue
Since 1978 and the passage of Prop 13, the District no longer has a tax rate on $100 assessed valuation but instead receives property tax apportionment based on the combination of assessed valuation and available funding. The District may receive revenue from any of the following sources (see attached fee schedule): 

A.
Fees

B.
Gifts and bequests

C.
Insurance rebates

D.
Rents and concessions

E.
Grants

F.
Refunds and miscellaneous

The District may also receive additional revenue by such means as bond issues or tax overrides.  These sources require approval by voters of the District.

G.
Fund Balance Policy
(adopted 6/25/11, Resolution 5-2011)
1. 
Purpose

The Fund Balance Policy establishes the procedures for reporting unrestricted fund balance in the financial statements. Certain commitments and assignments of fund balance will help ensure that there will be adequate financial resources to protect the Boulder Creek Recreation and Park District against unforeseen circumstances and events such as revenue shortfalls and unanticipated expenditures. The policy also authorizes and directs the District Manager to prepare financial reports which accurately categorize fund balance as per Governmental Accounting Standards Board Statement (GASB) No. 54, Fund Balance Reporting and Governmental Fund Type Definitions.

2.
General Policy
Fund balance is essentially the difference between the assets and liabilities reported in a governmental fund. There are five separate components of fund balance, each of which identifies the extent to which the District will honor constraints on specific purpose for which amounts can be spent.

· Non-spendable fund balance (inherently non-spendable)

· Restricted fund balance (externally enforceable limitations on use)

· Committed fund balance (self-imposed limitations on use)


· Assigned fund balance (limitation resulting from intended use)

· Unassigned fund balance (residual net resources)

The first two components listed above are not addressed in this policy due to the nature of their restrictions. An example of non-spendable fund balance is inventory. Restricted fund balance is either imposed by law or constrained by grantors, contributors, bequests, or laws or regulations of other governments. This policy is focused on the financial reporting of unrestricted fund balance, or the last three components listed above.

3.
Provisions
Committed fund balance
The Board of Directors may commit fund balance for specific purposes pursuant to constraints imposed by formal actions taken, such a majority vote or resolution. These committed amounts cannot be used for any other purpose unless the Board of Directors removes or changes the specific use. Board action to commit fund balance needs to occur within the fiscal reporting period, no later than June 30th, however, the amount can be determined subsequent to the release of financial statements.

Assigned Fund Balance

Amounts that are constrained by the District’s intent to be used for specific purposes, but are neither restricted nor committed, should be reported as assigned fund balance. This policy hereby delegates the authority to assign amounts to be used for specific purposes to the District Manager for the purpose of reporting these amounts in the annual financial statements. The District Manager shall be required to petition the Board for transferring monies between sub objects after the adoption of the annual budget.

Unassigned Fund Balance

These are residual net resources of the District in excess of what can be properly classified in one of the other four categories. There are some reserves that do not meet the requirements of the fore mentioned components of fund balance. For financial statement reporting purposes these reserves are included in unassigned fund balance.

4.
Order of Use
When committed, assigned and unassigned are available for expenditure, committed funds should be spent first, assigned funds second and unassigned funds last.

5.
Authority to assign funds
Upon passage of the Fund Balance Policy, authority is given to the District Manager to assign funds for specific purposes in an amount not to exceed $5000 per purpose. Any funds set aside as Assigned Fund Balance greater than $5,000 must be reported the Board for approval at their next regular meeting and recorded in the minutes. The Board of Directors has the authority to remove or change the assignment of the funds with a simple majority vote. The District Manager will provide an annual report to the Board of Directors identifying all the assigned funds by purpose and amount.

The Board of Directors has the authority to set aside or cancel funds for the Intended use of a specific purpose. An funds set aside or cancelled as Assigned Fund Balance requires a simple majority and must be recorded in the minutes.

This policy is in place to provide a measure of protection for the District against unforeseen circumstances and to comply with GASB Statement No. 4. No other policy or procedure supersedes the authority and provisions of this policy.

Section 4.6
Capital Outlay Policy

The Board of Directors have established the following capital outlay policies:

A.
The master plan shall serve as a guide in all capital outlay projects.

B.
The District shall follow the appropriate governing codes and opinions of legal counsel in the utilization of force account development.

C.
The District may accept maintenance and operation of facilities, offered by public or private groups that conform to the master plan and are beneficial and economically feasible to maintain and operate.

D.
The District shall appropriate funds each year for capital outlay.

E.
All District facilities shall be developed for maximum use. District funds shall not be used to develop facilities for private organizations of special interest groups.
Section 4.7
Insurance

The District is covered for general liability, automobile liability, physical damage, fire, vandalism and malicious mischief, employee dishonesty (blanket position bond), personal injury and loss or damage of equipment.  The District shall follow the requirements and standards adopted by the California Association of Parks and Recreation Insurance (CAPRI). A copy of CAPRI requirements and standards is on file in the District Manager's office.
Section 4.8
Inventory Fixed Assets
A. The budgeting, purchase and capitalization of fixed assets shall be according to the following specifications:

1. Fixed assets (other than land) are those assets which are expected to be useful for at least three years, and

2. Cost at least $5,000.00, if structures, or

3. Cost at least $300.00 if equipment.
B. Improvements to fixed assets which are to be capitalized are those which significantly alter the capacity or function of the asset or significantly extend its life, and have the following cost limitations:

1. Cost the lesser of $5,000.00 or 20% of the cost of the existing asset, if a structure or

2. Cost at least $300.00, if for equipment.
C.
The budgeting and purchase of all other property shall be within the "services and supplies" category of expenditures.

D.
Inventory Inspection
The District staff will locate and inspect each item that is included in the permanent inventory log and note its location and condition.  The results may be prepared in report form and submitted to the Board and the Auditor as required.

E.
Removal from Inventory

The Board of Directors may authorize the removal of items from inventory and their disposal.  The District Manager may submit a list of items to be declared surplus with a recommendation or method of disposal.

No District employee or relative shall be allowed to bid on or receive any surplus item.
Section 4.9 Purchasing

A.
Purchases to be on Competitive Bids

Except as otherwise provided in this manual, all purchases of and contracts for supplies, materials, equipment, and contractual services shall be made pursuant to the competitive bidding scheme set forth in this manual, except that purchases of equipment and supplies may be made without competitive bidding in those cases where the Board of Directors makes a finding, recorded in its minutes, that competitive bidding would not be in the public interest. (Public Resource Code Section 5782.5 {h}).
B.
When Bids to be Solicited by Public Notice

The District acknowledges that all contracts for furnishing materials or supplies not related to new construction, alterations, maintenance, and/or repairs to which the cost will exceed the sum of Five Thousand Dollars ($5000.00) and all projects for new construction with respect to which the cost will exceed Five Thousand Dollars ($5000.00) for materials, supplies and labor and shall be let to the lowest responsible bidder.  All projects for alterations, maintenance or repair which with respect to the cost of materials, supplies and labor will exceed Three Thousand Dollars ($3000.00) shall be let to the lowest responsible bidder.
C.
Method and Extent of Notice 


The method and extend of public notice soliciting contract bids shall be as prescribed by the Board.

D.
Posting on Bulletin Board

Competitive bid purchases shall, in all cases, be advertised by posting a copy of the Invitation for Bids on a public bulletin board near the District's office.

E.
Submission of Bids

All bids shall be submitted as specified by the Board of Directors in a sealed envelope on or before the deadline.

F.
Rejection of Bid

The Board may reject any and all bids for any and all commodities or contractual services included in the bid form and may re-advertise for bids when the public interest will be served thereby.

G.
Tabulation of Bids

A tabulation of all bids received whether accepted or rejected, shall be recorded in the minutes by the Secretary, and shall be opened for public inspection during regular business hours for a period of not less than 30 calendar days after bid opening.

H.
Award of Contract

The contract shall be awarded by the Board to the lowest responsible bidder unless the call for bids states that other specific criteria such as time of performance, useable product life, etc. shall be considered in awarding the contract.

I.
Determining lowest responsible bidder

In determining the lowest responsible bidder, the Board of Directors shall take into consideration the quality offered and its conformity with the specifications, the delivery and discount terms and conditions of the bid, the service reputation of the bidder, and other information and data required to prove the bidder's responsibility.  Prior to determining that a bidder is not responsible, the Board shall conduct a noticed hearing at which the bidder may offer evidence of his/her training, experience, financial stability and other factors bearing on the bidder's ability to satisfactorily perform the contract.  If, after such hearing, the Board determines that the bidder is not responsible, it shall state the evidence and reasons supporting that decision.
J.
Faithful Performance Bond



If the Board of Directors so requires, the successful bidder shall furnish surety in the form of a certified or cashier's check or bond for the faithful performance of the contract in the amount specified.

K.
When Open Market Purchases Authorized 

If the amount of the purchases is estimated to be below $5000.00, it shall be an open market purchase and shall not be subject to the Competitive Bidding requirements.  Except for purchases for less than $1000.00 purchases shall, wherever possible be based on at least three price quotations.

L.
Soliciting for Open Market Purchases 


The District shall solicit quotations by posting a copy of an invitation for quotations on a public bulletin Board near the District's office and by contacting others who, in the judgment of District Management, would be responsible suppliers.

M.
Award of Open Market Purchases

All open market purchases shall be awarded to the party making the lowest responsible quotation.

N.
Suspension of Rules 

These rules may be suspended by vote of four-fifths of the Board of Directors upon the finding recorded in its minutes that competitive bidding or quotations would not be in the public interest and is not required by Public Resources Code Section 5782.5 or its successor provision.  The Board may not, however, suspend any rule where such suspension would cause the District to violate any law.

O.
Exemptions

These procedures shall not apply to purchase of:
1. legal advertising,

2.   Public utilities,
3.   Recreational classes, or

      4.   Professional services.

P.
Emergency Procedures

When purchase of material, supplies, or services are immediately necessary for the continued operation of the District, or are immediately necessary for the preservation of life or property, the procedures shall not apply and may be made by the District Manager with the concurrence of the Chairperson and Vice Chairperson.  If any or all of these parties (including the District Manager) are unavailable, then the purchase may be made at the direction of any other two Board Members to be selected, as far as practical, on the basis of seniority.  This emergency spending authority may not exceed the amount of the District's uncommitted budgetary resources for the year in which it is made.

CHAPTER 5
ADMINISTRATIVE AND PERSONNEL PROCEDURES

Section 5.1 Personnel Policies and Procedures

A.
Background Checks

It is the policy of the Boulder Creek Recreation District that:


  1. 
The requirement to fingerprint any particular individual turns on his or her relationship to and activities with, the children in BCRPD programs. Public Resources Code section 5164 requires that adults in a supervisory or disciplinary capacity be fingerprinted. This requirement applies to both employees and volunteers.

2. 
Adults supervising minors in the following District programs shall complete the background questionnaire and be fingerprinted (04/02/03):
a. Teen Program: including dance chaperones and overseers of art projects.
b. Holiday Recital: including instructors, doorpersons, and mothers assigned to chaperone children in the side room. Family members who are simply attending their own children in the side room do not need to be fingerprinted. If the District provides a Santa during the holidays that allows children on his lap, he should be fingerprinted.
 c. Halloween, Carnival, or similar activities such as a faire or barbecue: any District employee or volunteer who is on site overseeing the event. Booth workers or cooks do not need to be fingerprinted since they are not supervisors of children. These events are also largely attended by children accompanied by parents. In this circumstance, the parents have the responsibility for their own children.

3. 
Programs sponsored by other organizations: fingerprinting is not necessary since these programs are not provided by the District with District personnel and volunteers. However, to avoid potential liability, the District should advertise the program as solely sponsored by the other organization. This can probably be accomplished by a short statement in the course description. Contracts between the District and these organizations can be amended to clarify the relationships as well. If the District chooses to adopt a broader fingerprint policy, it may contractually require the organizations to fingerprint certain adults (referees, for example) as a term of the agreements. Examples of these groups include:

a. Scouting and 4H

b. YMCA programs: including basketball, kickball, and field hockey.

c. Epilepsy Support Group: this group may address any potential problems by requiring that a minor must be accompanied by a parent or responsible adult.

4. 
The following types of programs are provided by the District to minors in conjunction with a contract instructor. The District receives revenue through these offerings. Instructors in classes for minors should be fingerprinted as part of the instructors' contract. Cost for the fingerprinting can be passed on the instructor by contract:

a. Spanish

b. Scuba

c. Volleyball

d. Yoga

e. Dance

f. Kickboxing

g. Youth Jazzercise

h. Tennis

5. 
If adult Jazzercise or other classes provide child care, the program description should state that Jazzercise is providing the child care. BCRPD may also post a disclaimer at the child care site and/or have the parent sign one when they leave their children.
6. 
Programs open only to adults do not require fingerprinting.
7. 
A person involved in purely administrative activities that does not have contact with the children does not need to be fingerprinted. For example, if a person only organizes an activity and/or handles the paperwork or phone duty, that person does not need to be fingerprinted. However, if that person attends the activity on behalf of the District, he/she needs to be fingerprinted. The fact that other fingerprinted adults are also in attendance has no bearing on this requirement. (09/05/02)


B. 
Vacation Pay and Sick Leave Policy
Paid vacation of the Boulder Creek Park and Recreation District for full time employees with less than ten years service is accrued during the first year at a rate of 5/6 days per month (10 days per year).  Vacation time accrued during the first year may be used during the second year.  After completion of ten years of service 15 days vacation will be granted; after completion of 15 years service, 20 days vacation per year will be granted.  The Board requests 30 days advance notice prior to an employee taking accrued vacation time.  Unused vacation pay may be collected when employee leaves the District. The District Manager shall have a 2-year limitation on future vacation accrual to begin effective 7/1/2000 (09/01/99).  Twelve (12) days per year of sick leave is allowed (this may be accumulated in order to take time off for a major illness) but may not be taken as cash when employee leaves District.

The District Manager shall log and report in the District Manager’s report all vacation and sick days.
Full-time employee holidays:

January 1--New Year’s Day


The third Monday in January, known as Martin Luther King Jr. Day


The third Monday in February, known as President’s Day


The last Monday in May, known as Memorial Day


July 4--Independence Day


The first Monday in September, known as Labor Day


The second Monday in October, known as Columbus Day


November 11- Veterans Day


Thanksgiving Day


The day after Thanksgiving Day


Half day on December 24-Christmas Eve


December 25-Christmas Day
MATERNITY LEAVE

C.
 Personnel hearings --closed session
It is specifically provided that the governing body may meet in closed session to consider the appointment, employment, evaluation of performance, discipline, or dismissal of a public employee by another person or employee unless such employee requests a public hearing.
Issues involving BCRPD personnel, including but not limited to job performance reviews, investigation of alleged misconduct, potential disciplinary action, and potential firing, shall happen in closed session, both at Board level and at staff level, unless the District employee being investigated wishes the issue to be discussed in open session.

Persons with knowledge of the incident(s) under question, both in favor of and against the District employee in question, shall be allowed/requested to participate in those portions of the closed session in which they are needed to provide testimony and answer questions.  They shall then leave the closed session.

Persons bringing a complaint against District personnel shall be told the final disposition of the complaint (discussion with personnel, warning issued, complaint found unsubstantiated, etc.).

Job interviews for new employees shall not be required to be held in closed session, but may be upon request (12/04/02).
D.
 Evaluation of District Manager
The Board will annually evaluate the performance of the District Manager. The District Manager will be evaluated upon completion of his/her first year of service and annually thereafter. The evaluation be conducted using the criteria contained in evaluation form adopted by the Board of Directors and incorporated herein as Appendix A (8/02/06).
The annual evaluation shall be made during executive session after the regular meeting in June if possible.

Section 5.2 Administrative Procedures and Policies
A. 
Policy Manual
The BCRPD shall compile and insert in the appropriate place within the Policies and Procedures Manual all new District policies and procedures currently not included therein as per the mandate suggested under the District's current Policies and Procedures Manual.  Those items that the District Manager is not sure about may be brought back to the Board (06/06/01). Samples of job applications, incident reports, and accident forms shall be placed in the Policy and Procedures Manual (9/03/03).
B.
Records
Filing and Public Inspection:  The District Board shall keep a record of all its acts and of all money received and disbursed.  All records shall be maintained and filed in a proper manner and shall be open to public inspection.  Copies will be provided to the public at a cost of $.10 (ten cents) per page or at such other rate as the Board shall determine.

C.
Record Retention Policy  (02/06/02)
1.  The purpose of this policy is to:  provide guidelines to staff regarding the retention or disposal of Boulder Creek Recreation and Park District records; provide for the identification, maintenance, safeguarding and disposal of records in the normal course of business; ensure prompt and accurate retrieval of records; and ensure compliance with legal and regulatory requirements.
2.  Vital and important records, regardless of recording media, are those having legal, financial, operational, or historical value to the District.

3.  The District Manager is authorized by the Board of Directors to interpret and 
implement this policy, and to cause to be destroyed any or all such records, 
papers and documents that meet the qualifications governing the retention and 
disposal of records, specified below.

4.  Pursuant to the provisions of California Government Code sections 60200 through 60203, and the guidelines prepared by the State Controller's office and the Controller's Advisory Committee for Special Districts, the following qualifications will govern the retention and disposal of records of the Boulder Creek Recreation and Park District:
a.
Duplicate records, papers and documents may be destroyed at any time 


without the necessity of Board authorization or copying to photographic or 


approved electronic media.
b.
Originals of records, papers and documents more than two (2) years old 


that were prepared or received in any manner other than pursuant to State 

or Federal statute may be destroyed without the necessity of copying to 


photographic or  approved electronic media.
c.
In no instances are records, papers or documents to be destroyed where 


there is a continuing need for such records for such matters as pending 


litigation, special projects, etc.
d.
Records, papers or documents which are not expressly required by law to 


be filed and preserved may be destroyed if all of the following conditions 


are met:
i.
The record, paper or document is photographed, micro 



photographed, reproduced on film of a type approved for 



permanent photographic records by the National Bureau of 



Standard, or copies to an approved electronic media;
ii.
The device used to reproduce such record, paper or document on 


film, or retrieves and prints the document from the electronic media, 

is one which accurately reproduces the original thereof in all details, 

and;
iii.
The photographs, microphotographs, or other reproductions on film 


are placed in conveniently accessible files and provision is made 


for preserving, examining, and using the same, together with 


documents stored via approved electronic media.
5.
Any accounting record except the journals and ledgers which are more than five years old and which were prepared or received in any manner other than pursuant to State statute may be authorized for destruction, provided that:
a.
There is no continuing need for said record, i.e., long-term transactions, 


special projects, pending litigations, etc., and;
b.
There exists in a permanent file, an audit report or reports covering the 


inclusive period of said record, and that;

c.
Said audit report or reports were prepared pursuant to procedures outlined 

in Government Code Section 26909 and other State or Federal audit 


requirements, and that;

d.
Said audit or audits contain the expression of an unqualified opinion.
6.
Any accounting record created for a specific event or action may be destroyed upon authorization five years after said event has in all respects terminated.  Any source document detailed in a register, journal, ledger or statement may be authorized for destruction five years from the end of the fiscal period to which it applies.  The following may be destroyed at any time:
a.
Duplicated (original-subject to aforementioned requirements).
b.
Rough drafts, notes or working papers (except audit).

c.
Cards, listings, nonpermanent indices, other papers used for controlling 


work or transitory files.
7.
All payroll and personnel records shall be retained indefinitely.  Originals may upon authorization be destroyed after seven years retention, provided said records have been microfilmed or stored on electronic media and qualify for destruction section 4.04, above.  Payroll and personnel records include the following:
a.
Accident reports, injury claims and settlements.

b.
Medical histories.

c.
Injury frequency charts.

d.
Applications, changes and terminations of employees.

e.
Insurance records of employees.

f.
Time cards.

g.
Classification specifications (job descriptions).

h.
Performance evaluation forms.

i.
Earning records and summaries.

j.
Retirements.
8.
All assessing records may upon authorization be destroyed after seven years retention from lien date; however, their records may be destroyed three years after the lien date when said records are microfilmed or stored on approved electronic media as provided for section 4, above.
9.
Records of proceedings for the authorization of long-term debt, bonds, warrants, loans, etc., after issuance or execution may be destroyed if microfilmed or stored on approved electronic media as provided for in section 4, above. Terms and conditions of bonds warrants, and other long-term agreements should be retained until final payment, and thereafter may be destroyed in less than ten years if microfilmed or stored on approved electronic media as provided for in section 4, above.  Paid bonds warrant certificates and interest coupons may be destroyed after six months if detailed payment records are kept for ten years.
10.
Minutes of the meetings of the Board of Directors are usually retained indefinitely in their original form.  However, they may upon authorization be destroyed if said minutes are microfilmed or stored on approved electronic media as provided for in section 4.04, above.  Recording tapes audio/video (or other media) of Board meetings will be kept for a period of two years only. If minutes of a meeting are not approved after three tries, tapes for that meeting shall be saved.  Tapes or portions of tapes may be saved, for a given period of time or indefinitely, at the time minutes for that meeting are approved.  Tapes or portions of tapes may be requested to be saved at Board meetings at any time prior to the two year limit.  Persons shall have until May 2002 to request retention of tapes or portions of tapes of meetings held before May 2000 (11/07/01).
11.
Construction records, such as bids, correspondence, change orders, etc., shall not be kept in excess of seven years unless they pertain to a project which includes a guarantee or grant and, in that event, they shall be kept for the life of the guarantee or grant plus seven years.  As-built plans for any public facility or works shall be retained as long as said facility is in existence.
12.
Contracts should be retained for its life plus seven years.  Any unaccepted bid or proposal for the construction or installation of any building, structure or other public work that is more than two (2) years old may be destroyed.
13.
Property records, such as documents of title, shall be kept until the property is transferred or otherwise no longer owned by the District.
Appendix A to Section 5.2(c)
Definitions for Records Retention and Disposal Policy
1.
AUTHORIZATION. Approval from the District Manager, as authorized by 


the District's Board of Directors.
2.
ACCOUNTING RECORDS. Include but are not limited to the following:
a.
SOURCE DOCUMENTS

Invoices

Warrants

Requisitions/Purchase Orders (attached to invoices)
Cash Receipts

Claims (attached to warrants in place of invoices)

Bank Statements

Bank Deposits

Checks

Bills

Various accounting authorizations taken from Board minutes, resolutions or contracts
b.
JOURNALS

Cash Receipts

Accounts Receivable or Payable Register

Check or Warrant (payables)

General Journal

Payroll Journal
c.
LEDGERS

Expenditure

Revenue

Accounts Payable or Receivable Ledger

Construction

General Ledger

Assets/Depreciation
d.
TRIAL BALANCE STATEMENTS (Interim or Certified-Individual or 


All Fund)

Balance Sheet

Analysis of Changes in Available Fund Balance

Cash Receipts and Disbursements

Inventory of Fixed Assets (Purchasing)
e.
JOURNAL ENTRIES

Payroll and personnel records include but are not limited  to the following:

Accident reports, injury claims and settlements

Applications, changes or terminations of employees

Earnings records and summaries

Fidelity Bonds

Garnishments

Insurance records of employees

Job Descriptions

Medical Histories

Retirements

Time Cards

Security or Background Checks
f.
OTHER
Inventory Records (Purchasing)

Capital Asset Records (Purchasing)

Depreciation Schedule

Cost Accounting Records
g.
LIFE. The inclusive or operational or valid dates of a document.
h.
RECORD. Any paper, bound book or booklet, card, photograph, 


drawing, chart, blueprint, map, tape, microfilm, or other document, 


issued by or received in a department, and maintained and used as 

information in the conduct of its operations.
i.
RECORD COPY. The official District copy of a document or file.
J.
RECORD SERIES. A group of records, generally filed together, and 

having the same reference and retention value.
k.
RECORDS CENTER.  The site selected for storage of inactive 


records.
l.
RECORDS DISPOSAL.  The planning for and/or the physical 


operation involved in the transfer of records to the Records Center, 


or the authorized destruction of records pursuant to the approved 


Records Retention Schedule.
m.
RECORDS RETENTION SCHEDULE. The consolidated, approved 


schedule list of all District records which timetables the life and 


disposal of all records.

n.
RETENTION CODE. Abbreviation of retention action which 



appears on the retention schedule.

o.
VITAL RECORDS. Records, which, because of the information they 

contain, are essential to one or all of the following:
i.
The resumption and/or continuation of operations;

ii.
The recreation of legal and financial status of the District, in 

case of a disaster;

iii.
The fulfillment of obligations to bondholders, customers, and 
employees.


Vital records include but are not limited to the following:

Agreements

Annexations and detachments

As-built drawings

Audits

Contract drawings

Deeds

Depreciation schedules

Disposal of surplus & excess property

Disposal of scrap materials

District insurance records

District water rights

Employee accident reports, injury claims & settlements

Employee earning records

Employee fidelity bonds

Employee insurance records

Encroachment permits (by others)

Encroachment permits (by OWID)

Facility improvement plans

Improvement Districts

Individual water rights

Individual claims/settlements

Inventory

Journal vouchers

Ledgers

Licenses & permits (to operate)

Loans & grants

Maps

Minutes of Board meetings

Payroll register

Permits

Policies, Rules & Regulations

Purchase orders & requisitions

Registration records

Rights of ways & easements

Statements of Economic Interest

Warrant/Voucher register

Warrants (with backup)
Appendix B to Section 5.2 (c)
Records Retention & Storage Summary
	Group No.
	Title or Description
	Original
	Duplicate
	Retention
	Periods

	
	
	
	
	Office
	Record Center
	Retain or Destroy

	1
	Records affecting title to real property or liens thereof.
	X
	
	2yrs.
	OP
	ES

	2
	Records required to be kept permanently by statute.
	X
	
	2yrs.
	OP
	ES

	3
	Minutes, ordinances & resolutions of Board.
	X
	
	2yrs.
	OP
	ES

	4
	Documents with lasting historical, administrative, legal, fiscal, or research value.
	X
	
	2yrs.
	OP
	ES

	5
	Correspondence, operational reports and information upon which District policy has been established.
	X
	
	2 yrs.
	10 yrs.
	12 yrs.

	6
	Duplicates of 5, above, when retention is necessary for reference.
	X
	
	2 yrs.
	
	2 yrs.

	7
	Records requiring retention for more than five years, but no more than fifteen years by statute or administrative value.
	X
	
	2yrs.
	13yrs.
	15 yrs.

	8
	Duplicates needed for administrative purposes for five to fifteen years.
	
	X
	2 yrs.
	13yrs.
	15 yrs.

	9
	All other original District records, or instruments, books or papers that are considered public documents not included in Groups 1 through 8.
	X
	
	2yrs.
	1 yr.
	3 yrs.

	10
	Duplicates and other documents not public records required to be maintained for administrative purposes.
	X
	X
	2yrs.
	3 yrs.
	5 yrs.

	11
	Duplicate records requiring retention for administrative purposes such as reference material for making up budgets, planning and programming.
	
	X
	3yrs.
	
	3yrs.

	12
	Reference files (copies of documents which duplicate the record copies filed elsewhere in the District; documents which require no action and are non-record; rough drafts, notes, feeder reports, and similar working papers accumulated in preparation of a communication, study or other document, and cards, listings, indexes and other papers used for controlling work).
	
	X
	1 yr.
	
	1 yr.

	13
	Transitory files, including letters of transmittal (when not a public record), suspense copies when reply has been received, routine requests for information and publication, tracer letters, feeder reports, and other duplicate copies no longer needed.
	X
	X
	3mos.
	
	3 mos.

	14
	Original documents disposable upon occurrence of an event or an action (i.e., audit, job completion, completion of contract, etc.) or upon obsolescence, supercession, revocation.
	X
	
	2yrs.
	3 yrs.
	5 yrs.

	15
	Policy files and reference sets of publications.
	
	X
	I
	
	I

	16
	Duplicates or non-record documents required for administrative needs but destroyable on occurrence of an event or an action.
	
	X
	I
	
	I


OP
= Original or photographic copy.

ES
= May be destroyed if stored in approved electronic media.

I
= Indefinitely

Destruction of Records


In compliance with Section 60200,60201, 60202 and 60203  of the Government Code, records will be destroyed or retained according to the following procedure:

a.
Any record, paper of document which was received or prepared pursuant to state statute shall be retained permanently.

b.
After two (2) years and upon approval of the Board of Directors, any record, paper, or document which was prepared or received in any manner other than pursuant to state statue may be destroyed.  Such records, papers, or documents need not be photographed, reproduced, or microfilmed prior to destruction and no copy thereof need be retained.  Any record not specifically covered in the above categories must first receive opinion from legal counsel before being submitted to the Board of Directors for destruction approval.

D. 
Reports

1.
Accident Report:

Employee Accidents: Any employee who is injured seriously enough to require medical attention during the performance of his/her duties must submit a written report of the accident to the District office within twenty-four (24) hours.


Non-employee Accidents:
All accidents or injuries that occur in any facility or program that operates under the authority of the District or is in any way related to the jurisdiction of the District are to be reported to the District and to the District Manager within 72 hours after the accident.  The standard accident report form is to be used.

2.
Auditor's Report:

The District is required by law to have a biennial audit of its fiscal operations.  The completed audit report, compiled in accordance with the government code, shall be reviewed by the Board at the next regular meeting after the report is prepared.

3.
Incident Report:

Incident reports must be submitted, on the standard incident report form, to the District office.  An incident, for the purpose of reporting, is defined as any unusual occurrence that may or may not be connected with an accident or injury.  Examples include a fight, vandalism, an argument involving a staff member, etc.

4.
Safety Inspection Report:

The District shall be responsible for the monthly inspection of each District facility and completion of a standard facility checklist form shall be submitted to the District Manager by the end of each month for review and appropriate action.

The checklist shall be as inclusive as possible so as to avoid overlooking any hazardous condition or items in need of repair or replacement.

E.
Equipment
1.
Liability:  For use of any equipment, including sound equipment, the renter must sign an equipment loan form and accept responsibility for any loss or damage to the equipment.

CHAPTER 6
FACILITIES USE POLICIES AND PROCEDURES

Section 6.1 General policies-covering all facilities

A.  
Purpose of Facilities:

1.
To provide and encourage recreation for the people of the District
2.
To make available to the general public, by reservation, use of facilities for group recreation activities

3.
To foster widespread group participation in recreational activities by encouraging maximum use of facilities

4.
To provide offices for the Boulder Creek Parks and Recreation District
B.  
Priorities

When not in use for District programs, the facilities may be scheduled for use by other groups with preference given in the following order:

Residential Preference
1.
Groups comprised entirely of District residents

2.
Groups that have an attendance and participation of at least 51% District residents

3.
Groups including District residents

4.
Groups comprised entirely of individuals residing outside of the District boundaries.

C.  
Eligibility

All recreation facilities under the jurisdiction of the District will be available on a reservation basis, in accordance with these policies, to all groups and individuals for social, cultural or recreational activities, regardless of race, color or creed.

Any activity in which the District's facilities are utilized will be conducted according to law, and will conform to the oral and written standards of the District.  No meetings or entertainment will be held for the purpose of advancing any doctrine or theory subversive to the United States or the State of California.

It is the general policy of the District that the present facilities, and any other facilities obtained at a later date under the District's jurisdiction are intended primarily for recreation use by the general public in conjunction with the District recreation program.

D.  
Permission

The individual or group requesting permission to use District facilities will be granted the privilege providing all rules and regulations governing use of said facility will be followed. This permission may be revoked where conflicting dates have subsequently developed.  Permission may be revoked at any time for failure to comply with the governing policies.

E.  
Fee
A fee determined by the District may be charged to groups to cover the cost of maintenance and utilities of the facilities.  A fee schedule adopted by the Board of Directors and reviewed annually will be available at the District office.
F. 
Liability
The District is not responsible for accidents, injury or loss of individual property in District facilities.  The individual or group granted use of the facility shall be held responsible for payment of any damage or loss of District property.

G.  
Permits
A written permit is required for all groups using District facilities.  Permits for use of the buildings are issued at the District office.

Permit Procedures
1.
Applications for permits must be made in person by an adult.

2.
Each adult obtaining a permit must read the governing policies before signing the permit.

3.
All individuals or groups (and local school Districts) requesting the use of District facilities must do so in accordance with the District's programming of its own facilities. Organizations may reserve facilities on a first-come, first-served basis.

4.
In the event the District must use the facilities on the day reserved, the group may select another date.  If a satisfactory date cannot be arranged and a fee has been charged, the group may submit a written request for refund.

5.
Permits must include not only the actual time of the activity but the time required for preparations and clean-up.
Section 6.2 Rules and Regulations governing all Facilities
Ordinance 1-2010 of the Boulder Creek Recreation and Park District was adopted on December 1, 2010 by unanimous vote of the Board of Directors. The text of the ordinance is incorporated into this manual for reference, with the original ordinance on file in the District Office. This ordinance supercedes all other rules and regulations relating to District Parks and Facilities and Designated Areas of Responsibility. For the purpose of clarity, citations of violations of this section would correspond to the ordinance number and section, not to this chapter of the Policy and Procedure Manual (12/01/10).
Ordinance of Boulder Creek Recreation and Park District relating to District Parks and Facilities and Designated Areas of Responsibility

The Board of Directors of the Boulder Creek Recreation and Park District ordains as follows:






SECTION I: 

The “District Parks and Facilities Ordinance” is hereby adopted as follows:

District Parks and Facilities
Sections:


3.01 Title for Citation

3.02 Definitions

3.03 Applicability of regulations

3.04 Compliance with rules and regulations

3.05 Fees and Permits

3.06 Hours

3.07 Hunting-Fishing-Molesting animals

3.08 Dogs and Cats

3.09 Service animals for persons with disabilities

3.010 Smoking/Tobacco Products in parks and facilities

3.011 Alcoholic Beverages

3.012 Penalties for offenses

3.013 Approved use of park facilities

3.014 Camping

3.015 Damage or theft

3.016 Fires

3.017 Amplified music

3.018 Rubbish

3.019 Shooting

3.020 Emergency Closure

3.021 Limited or prohibited areas

3.022 Administration

Section 3.01
Title for citation

The ordinance codified in this title shall be known as, and may be cited as, the District Parks and Facilities Ordinance.

Section 3.02 Definitions

(a) “Park” means every park, riding and hiking trail, recreation area, beach, community center or building, historic structure or facility owned, managed, or controlled in whole or in part by the Boulder Creek Recreation and Park District and under the jurisdiction of the District Manager in either the boundaries of the District or territory located outside the boundaries of the District.

(b) “District” means the Boulder Creek Recreation and Park District

(c) “District Manager” means the General Manager of the Boulder Creek Recreation and Park District

(d) “Park waters” means any lake, pond, river, stream or other body of water within a park.

(e) “Alcoholic beverages” includes alcohol, spirits, liquor, wine, beer and every other liquid which is fit for beverage purposes and which contains more than one-half of one percent of alcohol by volume

Section 3.03
Applicability of regulations
The following rules and regulations apply to all parks as defined in Section 3.02 (a) of this ordinance except as otherwise expressly stated.

Section 3.04
Compliance with rules and regulations

(a)
A person shall not enter, be or remain in any park unless he/she complies with all of the 
regulations set forth in this chapter applicable to such park and with all other applicable laws, 
ordinances, rules, and regulations.

Section 3.05 Fees and Permits

(a) The Board of Directors may adopt a schedule of fees for the use of parks, and it shall adopt rules and regulations for the granting of permits issued by the District Manager pursuant to this chapter. The District Manager may deny a permit on the basis that the application does not meet the requirements of the rules and regulations or upon making of a finding that the proposed use is detrimental to the public health, safety, or welfare on one or more of the following grounds: security, crowd control, traffic control, parking, environmental health, sanitation or fire control; and that such detriment cannot be reasonably mitigated. The Board of Directors shall be advised of this action. An applicant for a permit may appeal the denial thereof to the Board of Directors.

(b) When such fee schedule, rules, and regulations are adopted, it is unlawful to enter, be or 
remain 
in a park except by payment of the fee or in accordance with the required permit or rules and 
regulations of the park.

Section 3.06 Hours
The District Manager shall designate the hours for the use of the parks. The District Manger shall post the hours of use at the entrance of each park.

Section 3.07 Hunting—Fishing—Molesting animals
 No person shall pick, collect, molest, hunt, disturb, injure, trap, take, net, poison, harm or kill any kind of plant, mineral, animal or fish, or so attempt, except that fish or frogs may be taken other than for commercial purposes in accordance with state fishing laws and regulations unless otherwise posted by the District Manager.  The foregoing provision shall not apply to persons employed by any city, County of Santa Cruz, the District, the State or the United States to destroy predatory animals or birds or beasts as defined in the Food and Agricultural Code when acting in the course of their employment.

Section 3.08 Dogs and Cats    
(a) Dogs and cats are not permitted in District parks, except for special areas of parks designated and posted by the District Manager as dog exercise and training areas (dog parks) and so long as the regulations of the District Manager with respect to the use of such areas are followed.

(b) Any person owning or having control of any dog or cat which defecates upon property owned or managed by the District must immediately remove and dispose of the feces.

(c) Notwithstanding any other provision of this section, the District Manager has the authority to      prohibit dogs and cats in any park or part thereof.

Section 3.09
Service animals for persons with disabilities
Section 3.08 (a) does not apply to service animals used to assist persons with disabilities, such as guide dogs, hearing dogs, assistance dogs, seizure alert dogs or social/therapy dogs; provided, that such service animals shall remain under the immediate control of such persons with disabilities.

Section 3.10
Smoking in Parks

 (a) Smoking is prohibited in all District parks, as defined in Section 3.02 (a). 
(b) No person shall dispose of lighted or unlighted cigars or cigarettes, or cigar or cigarette butts, or any other smoking-related waste in or upon any park.

Section 3.11
Alcoholic Beverages
(a) It is unlawful for any person to drink or consume any alcoholic beverage in or upon any District park.

(b)  It is unlawful for any person to have in his or her possession any can, bottle or other receptacle containing any alcoholic beverage which has been opened, or a seal broken, or the contents of which have been partially removed, on any property subject to this section.

Section 3.12
Penalties for offenses

(a) Any person who violates any provision of Section 3.11 (a) and/or Section 
3.21 shall be guilty of a 
misdemeanor and any person convicted of a misdemeanor, the penalty for which is not otherwise 
prescribed, shall be punished by a fine of not more than one thousand dollars or by 
imprisonment for not more than six months, or by both such fine and imprisonment.
(b) Any person who violates any provision of Section 3.11 (b), and/or Section 3.13 shall be guilty of 
an infraction. Every violation determined to be an infraction is punishable by:

a. A fine not exceeding on hundred dollars for a first violation.

b. A fine not exceeding two hundred dollars for a second violation of the same provision of this ordinance within one year.

c. A fine not exceeding five hundred dollars for each additional violation of the same provision of this ordinance within one year.

(c) A person charged with an infraction shall not be entitled to a trial by jury. A judDistrict Managerent that a person convicted of an infraction be punished by fine may also provide for the payment to be
(d) made within a specified time or in specified installments, contingent upon the person giving his or her written promise to either pay the fine as provided or appear in court on the due date. Any person who willfully violates any such written promise is guilty of a misdemeanor.

Section 3.13
Approved use of park facilities

(a) In order to protect or promote the public health or safety or to protect public property from risk of harm, the District Manager has the authority to prohibit activities such as skateboarding, in-line skating, bicycling, scooter riding, or roller skating in any park or part thereof, after submitting the proposal to the Board of Directors for review and approval.

(b) If any activity is prohibited pursuant to subsection A of this section, the District Manager shall cause the area in which the activity is prohibited to be posted in such a manner as to reasonably inform the public of the prohibition.

(c)
Any person who engages in an activity that is prohibited by this section is guilty of an infraction, 
which is punishable as provided in Section 3.12 of this ordinance; provided, however, that any 
offense(s) which would otherwise be an infraction is a misdemeanor punishable in accordance 
with Section 3.12 of this ordinance if the defendant has been convicted of three or more 
violations of this section within a twelve month period preceding the commission of the fourth 
offense. For this purpose, a bail forfeiture is deemed to be a conviction of the offense charged.

Section 3.14
Camping
(a) A person shall not camp or sleep overnight in any park.

(b) The District Manager may issue a permit to any youth group and to any special interest group permitting its members as a group to camp overnight at a designated location in a park if the District Manager finds that the members of such group will be supervised during such camping by an adequate number of responsible adults and such overnight camping will not interfere with or in any way be detrimental to the park or interfere with the uses thereof.

(c) Upon the granting of such a permit, the members of such group, including the adult supervisors, may camp at the time, location, and under the conditions specified in such permit.

Section 3.15 Damage or Theft
No person shall disturb, destroy, remove, deface, or injure any property of the Boulder Creek Recreation and Park District.

Section 3.16
Fires

No person shall ignite or permit to be ignited, or maintain or permit to be maintained, a fire in any location in a park except in a designated campfire site, barbecue pit, fireplace, or cooking area provided by the District for the purpose of maintaining a fire.

Section 3.17
Amplified music
Amplified music shall not be played except as permitted by the District Manager.

Section 3.18
Rubbish 
A person shall not throw, leave, place, deposit or dispose of any garbage, refuse, wastepaper, bottles or cans in any place in a park other than into a garbage can or other receptacle maintained therein for that purpose, nor shall any person place any household garbage or refuse in any trash receptacle within a park.

Section 3.19
Shooting
Except as where otherwise authorized by law, no person shall use, maintain, possess or discharge any firearm, air gun, spring gun, bow and arrow, slingshot, paint ball gun or any other weapon potentially hazardous to wildlife or human safety within the boundaries of any park. It is unlawful to shoot any of the weapons mentioned in this section into or across any park. The foregoing provisions of this section shall not apply to persons employed by any city, the County, the State, or by the United States to destroy predatory animals or birds or beasts as defined in the Food and Agricultural Code when acting in the course of their employment.

Section 3.20 Emergency closure
(a) Whenever a threat to the public health or safety is created by a  calamity such as flood, storm, fire, 
earthquake, explosion, accident, or other disaster, or when, in the opinion of the District Manager 
a hazardous condition exists due to overcrowding or civil disorder, or upon a formal request by 
the District Manager, any duly appointed peace officer or any designated uniformed District 
employee may close the park or facility to further public entry and may lawfully command the 
public to vacate the facility or park until, in the opinion of the closing authority, the hazardous 
condition no longer exists.

(b)
Any unauthorized person who willfully and knowingly enters an area closed pursuant to this 
section or who willfully remains within such an area after receiving notice to evacuate or leave is 
guilty of a misdemeanor.

Section 3.21 Limited or prohibited areas
(a) The District Manager or designated representative may from time to time establish areas where access is prohibited or limited to avoid interference in development, construction and management, or to provide for security, safeguarding or preservation of property within the District, or to preserve or protect the public safety or well-being.

(b) The District Manager or designate shall declare access to an area prohibited or limited by written order specifying the period thereof. The order may include such classes of persons who may enter therein and the conduct of such proper activities or official duties as the District Manager may prescribe. The order may also limit the number of persons in an area.

(c) The District Manager or designate shall cause the area in which access is prohibited or limited to be posted in such a manner as to reasonably inform the public of the restrictions. 

(d) Any unauthorized person who enters an area in which access is prohibited or limited pursuant to this section and/or conducts an activity that is prohibited in such an area is guilty of a misdemeanor, which is punishable as provided in Section 3.12 (a).

Section 3.22
Administration 
The District Manager shall administer the provisions of this ordinance.

SECTION II.
Effective Date.  Pursuant to Section 25123 of the Government Code of the State of California, this ordinance shall take effect and be in full force and effect thirty (30) days after its final passage.

SECTION III.
Publication.  The District Manager shall cause this ordinance to be published once in a newspaper of general circulation within the District before the expiration of fifteen (15) days after its final passage in accordance with Section 25124 of the Government Code of the State of California.

Section IV.
Severability.  In the event any section or portion of this ordinance shall be determined invalid or unconstitutional, such section or portion shall be deemed severable and all other sections or portions hereof shall remain in full force and effect.

CHAPTER 7
SPECIFIC FACILITIES

Section 7.1 Tennis Courts

BCRPD has had for many years a verbal agreement with the SLVUSD for the joint use of school properties.  Since the BCRPD owns the tennis courts located on the Boulder Creek Elementary School campus, the District has the use of the tennis courts after school hours, weekends, and during the summer for lessons and other tennis activities.

Section 7.2 Garrahan Park

Permits are necessary for exclusive use of this site. All policies, rules and regulations of the Boulder Creek Recreation and Parks District remain in force.

Section 7.3 Junction Park/Barbara Day Park
The District provides no life guard at the Junction or the Barbara Day Park. All policies, rules and regulations of Boulder Creek Recreation and Parks District remain in force. Portable toilet is serviced twice a week at Junction Park during the summer.

Section 7.4 Recreation Hall/Indoor Facilities

A.  Additional rules and regulations governing the use of indoor facilities.
1.   Groups must enter and leave the facilities at the time specified on the permit.
2.   Groups shall leave the facilities in a clean and orderly condition.

3.   Unruly conduct is prohibited.

4.   No smoking is allowed in the Recreation Hall. Smoking is banned from outside the Recreation Hall on the playgrounds. (06/04/97).

5.   Groups must assume responsibility for the security of the building.  

6.   Plans for the decoration must be approved by the District prior to installation.  Decorations must be removed before the groups leave the building.  Only fireproof or fire-retardant materials may be used in decorating.  Nails, thumb tacks or other materials which might deface the property shall not be used. At no time are exits to be covered or     obstructed by decorations.

7.   Groups using any District facility are responsible for cleaning their area of use. Special custodial services may be arranged by the District at the expense of the group if they so desire.

8.   Groups using the facilities must observe the safe limit capacity, which is posted in each facility.

9.   Groups are requested to observe and help enforce the common rules of the District: clean speech, respect for personal and property rights of others, avoidance of unnecessary noise which might disturb other groups using the facilities or residents of the immediate neighborhood.

10. Each permit for the use of District facilities shall be for specific hours.  It shall be the responsibility of the applicant to make sure that the activity is not allowed to run beyond the time the permit expires.  Except or unusual situations or special permit issued by the District, no permit shall extend beyond the hour of 11:00 p.m.

11. The District reserves the right to revoke a permit or to refuse to grant another permit in cases where an applicant disobeys any of the regulations or any applicable Federal, State or County law, or uses the District’s facilities for a use other than that authorized by the permit.

B. Open recreation-indoor facility
The Annex and Pavilion of the BCRPD will be available for open recreation when not being used by scheduled events.  This availability will be listed in the BCRPD newsletter and web site, along with the notation that open recreation will be unsupervised.

The indoor facility shall be used in much the same way as the outdoor playground facilities.  Adults and minors may use the indoor facilities when facilities are not being used by the BCRPD, contract classes, in-kind service classes and events, and rental usage, both ongoing and one-time.  Like the outdoor facilities, use of the indoor facilities is on a first come, first serve basis, and no one may keep others out because they had the facility 'first'.  Persons under the age of 10 (ten) years will be required to bring their own adult supervision.  No supervision will be provided by the Recreation Department and signs to this effect will be posted.

Nonetheless, the District Manager shall have the ability to reprimand or remove from the facility any person(s) who are acting in an aggressive or otherwise inappropriate manner.  Ongoing misuse of the facilities (repeated acts of aggression, failure to clean up after oneself, etc.) may result in the loss of use of the facilities by that person(s).

Material for use in the facility (e.g. basketballs, pool cues, ping pong paddles) shall be requested from the District Manager or the District Manager’s designee and returned to him/her after use.  A sheet, listing when the room is available, will be posted in each room.  All persons will be expected to straighten/clean the facility after use of it.  Persons will be expected to leave the facility promptly when a scheduled event needs the room.
Section 7.5 Class Fee Waiver Considerations
A. The District waives its percentage of fees for any “deserving” student at the recommendation of instructor and District Manager approval and as long as instructor does not charge a fee to deserving student. (03/05/97)

Section 7.6 Margie Martin Youth Scholarship Program
A. The Margie Martin scholarship is instituted to provide for youths living in BCRPD who are unable to pay for classes.  The District Manager shall be able to assign scholarships from the Margie Martin Scholarship account, either at the request of the youth needing the scholarship, his/her guardian, or the program instructor. If the District Manager denies a scholarship request, the request can be brought before the BCRPD Board. Scholarships requested and/or given shall be noted in the District Manager report. The names of recipients shall not be revealed. (03/06/02)

Chapter 8-Committees and Other Advisory Bodies

The public’s trust in their government may be sustained only as long as the public remains involved in the deliberations essential to responsible decision-making by that government. The Board of Directors wishes to preserve this public trust by openly seeking advice, ideas and recommendations from the citizens of the District. 

Accordingly, the Board wishes to provide equal opportunities for public service and encourages citizens, regardless of their race, color, religion, age, sex, physical handicaps, national origin or creed, to serve on committees advisory to the board. 

Furthermore, the Board believes the performance of these advisory bodies can be enhanced by creating and by administering them according to a consistent policy.

Section 1
Scope of provisions

This shall apply to any committee or taskforce/advisory group over which the District has appointing authority or jurisdiction. Nothing in this chapter shall be interpreted or applied so as to create any power, duty, or condition in conflict with any federal or state statute.

Section 2
Effect of provisions

Each existing committee and taskforce/advisory group shall be deemed abolished upon adoption of this chapter.

Section 3
Committee creation procedures
Each committee created by the Board of Directors shall be created by a resolution specifying:



a.
The committee’s statutory authority, if any;



b.
The committee’s purpose



c.
The committee’s membership



d.
The committee’s termination date



e.
The committee’s organization and procedures



f.
The repeal of any District legislation in conflict with such resolution 

No committee shall serve an original term of longer than two years. The Board of Directors may by resolution extend the term of any committee for a 
specified period of time. A committee shall automatically be deemed dissolved if its term is not extended before the committee’s termination date.

A resolution creating a committee maybe amended, repealed, or suspended only by a resolution which specifically refer to the original authorizing resolution.
Section 4
Taskforce/advisory group creation procedures

A taskforce/advisory group may be established, amended or abolished at the discretion of the Chairperson of the Board of Directors. Notification in writing shall be given to the Board of Directors and the District Manager by the Chairperson prior to taking any action to establish, amend or abolish a group. Notice to the Board regarding the establishment of a group shall specify:



a.
The group’s statutory authority, if any;



b.
The group’s purpose;



c.
The group’s membership, and/or minimum qualifications for 




selection to the group; and



d.
The group’s organization and procedures.

A taskforce advisory group is encouraged, but is not required to comply with the requirements of the Ralph M. Brown Act. All taskforce/advisory group meetings shall be held at locations which are accessible to the public.

Section 5
Membership qualifications and nomination

A.
Eligibility. Each member of a committee or taskforce/advisory group shall be a 
resident of the Boulder Creek Recreation and Park District, except that out-of-
District residents may be appointed to a committee or taskforce/advisory group 
when the committee or taskforce/advisory group is established jointly with an out-
of-District entity or entities.

B.
Equal Representation. The Board of Directors shall make appointments to 
committees by placing the nomination of the individual to be appointed on the 
agenda of a regularly scheduled meeting of the Board of Directors.  The 

nomination letter shall include a copy of the individual’s application to the 
committee.

C.
Alternate Members. No alternate members shall be appointed to serve on any 
committee unless deemed necessary by the Board of Directors.

D.
Taskforce/Advisory Group Representation. When selecting the members of a 
taskforce/advisory group, the Chairperson shall ensure that a broad range of 
qualified members of the public are provided an opportunity to request selection 
to that group. Persons meeting the minimum qualifications for service shall, as 
much as possible, also be generally representative of the diverse skills, 
backgrounds, interests, and demography of the persons residing in the District.

Section 6
Application for appointment

A.
Any person seeking appointment to any advisory body shall submit a written 
application expressing his or her interest in serving on such advisory body. 
Applications shall be submitted to the District office and will become public 
documents.

Section 7
Terms of office

A.
Committee Members. Each committee member shall serve for the life of the 
committee, unless the term is otherwise specified in the nomination letter to the 
Board of Directors.

B.
Removal. The nominating Director may at any time review and remove that 
committee member. In addition, any committee member may be removed from 
office by a four-fifths vote of the Board of Directors favoring such removal.

C.
Taskforce/advisory group members shall serve a term for the life of the group. 
The Chairperson may at any time remove a member from a taskforce/advisory 
group with written notice to the individual and to the Board of Directors.

Section 8
Officers

A.
Each committee shall elect its chairperson and vice-chairperson. Committee 
officers shall be elected during the committee’s first meeting at which a majority 
of the members are present, and shall serve for the life of the committee.
B.
The Chairperson of the Board of Directors may appoint one or more officers of a 
taskforce/advisory group.

Section 9
Meetings

A.
Open and Public. Each committee meeting shall be open and public. All 
committees shall hold regular meetings, the time and place for which shall be 
determined by a majority of the members, as specified in the committee’s bylaws, 
and approved by the Board of Directors. All committee meetings shall be held at 
locations that are accessible to the public and which are functional for, usable, 
and accessible to persons with a disability. Each committee shall comply with the 
Ralph M. Brown Act (Government Code Section 54950 et sq.).

B.
Executive Session. No committee shall hold an executive session.

Section 10
Quorum

A majority of the voting members of each committee shall constitute a quorum, and no act of any committee shall be valid unless at least a majority of those members constituting a quorum concur therein; provided, however, that for five-member committees and affirmative vote of at least three voting members of the committee shall be required.

Section 11
Minutes of the Meetings

A.
Official minutes recording the motions entertained and actions taken at each 
committee shall be prepared and submitted by each committee to the Board of 
Directors. The minutes shall follow an action-summary outline, and shall not 
include a discussion narrative. 

B.
Minutes of a taskforce/advisory group are not required, but shall be submitted to 
the Board of Directors if created.

Section 12
Vacancies—Reporting

A. 
A vacancy shall exist and shall be reported in writing by the committee 
chairperson to the Board of Directors and the member vacating his or her seat 
when ever a committee member fails to attend three consecutive regular 
meetings without good cause entered in the minutes of the committee.

B. 
Any notice of resignation shall be submitted in writing to the committee 
chairperson and shall be forwarded to the District Manager. Any vacancy caused 
by the death, incapacitation or any other circumstance shall be reported in writing 
by the committee chairperson to the District Manager.

Section 13
Subcommittee establishment or dissolution

A. 
The establishment and dissolution of all subcommittees shall be reported in 
writing to the Board by the committee which appointed the subcommittee. 
Members of any subcommittee need not be committee members, except that the 
committee chairperson shall designate a committee member to serve on the 
committee.

B.
“Subcommittee” means any subsidiary study group appointed by a committee to 
assist that committee for longer than six months.

Section 14
Non-Compliance—Penalty

In addition to any other penalty provided for by law, any willful or knowing failure by any committee or taskforce/advisory group to comply with any provision of this chapter may result in the removal of any or all of the committee/advisory group’s members.
Appendix A
(adopted 8/02/06)
District Manager Evaluation Form
Quality Service:
· Listens carefully and responds to customer requests and problems

· Delivers friendly, courteous service to internal and external customers

· Demonstrates a commitment to increasing customer satisfaction

· Looks for and makes continuous improvements

· Performs with accuracy, thoroughness, and effectiveness

How I exhibit positive performance in this area:
How I can improve in this area:

Training and development needed in this area:
Knowledge/Skill:                    Level of Proficiency Required:          Complete By:
Rating:

___ Above       Performance is consistently above expectations

___ Meets       Performance meets expectations
___ Below       Performance is below the minimum standards required of the position

Respect and Community:
· Establishes and maintains respectful and cooperative working relationships

· Demonstrates respect for individuals in all forms of communication

· Supports District goals and priorities

· Demonstrates respect for a positive, diverse work environment

· Handles interpersonal conflicts constructively

How I exhibit positive performance in this area:

     How I can improve in this area:
    Training and development needed in this area:

  Knowledge/Skill                       Level of Proficiency Required             Complete by
Rating:
___ Above      Performance is consistently above expectations

___ Meets      Performance meets expectations

___ Below      Performance is consistently below minimum standards required of position

Focus on Results:

· Sets goals in alignment with District strategic priorities

· Organizes work to achieve goals

· Identifies and solves problems

· Achieves targeted results

· Accomplishes a fair and agreed-upon workload

· Accepts responsibility for own actions

· Attends work as scheduled

How I exhibit positive performance in this area:
Training and development needed in this area:
Knowledge/Skill                  Level of Proficiency Required           Complete By
Rating:
____ Above      Performance is consistently above expectations

____ Meets      Performance meets expectations

____ Below      Performance is consistently below minimum standards for position

Job-Specific Competencies:

 If the Board and the staff person identified additional competencies during performance    planning, those competencies should be listed below, along with the employee’s self evaluation of their performance on these competencies.

1.______________________________________________________________________

(Specific job-related competency)

How I exhibit positive performance in this area:
How I can improve in this area:
Training and development needed in this area:
 Rating:
 ____ Above      Performance is consistently above expectations

 ____ Meets      Performance meets expectations

 ____ Below      Performance is below the minimum standards required of the position



APPENDIX B
   (Adopted 2/21/07)
Boulder Creek Recreation and Park District Manager-Parks/Facilities/Community Services
DEFINITION 

Under direction of the Board of Directors, manages and directs all District operations, parks, facilities, and recreational offerings within the District; participates in strategic planning activities, project management, committee focus groups, serves in an advisory capacity to the Board of Directors, and other duties as required. 

DISTINGUISHING CHARACTERISTICS 

This position is responsible for the administration of the District, its offices, facilities, parks, and open spaces. The incumbent is responsible for planning, organizing and directing the business of the Boulder Creek Recreation and Park District in accordance with the applicable laws and statutes governing special districts. The District Manager is appointed by and serves at the pleasure of the Board of Directors.

MAJOR RESPONSIBILITIES 

· Directs the implementation of District policies and procedures; · 

· Directs the management of fiduciary and financial activities, including budget preparation, accounting, payroll, inventory management and financial controls; 

· Directs the development, implementation, and maintenance of the District's information systems, and the public content thereon; 

· Assists the Board of Directors in formulating District Policy, directing its execution and evaluating results; · Acts as a liaison with the community and other governmental or community based entities; 

· Responds to the Board of Directors and/or District committees regarding District services and activities;

· Reviews legislation affecting District operations and makes recommendations regarding operational changes;

· Monitor District existing grant resources, devise and report grant reimbursement recommendations and timelines to Board of Directors on a monthly basis. Pursue additional grant funds, public and/or private; 

· Prepare and/or direct preparation of Board Meeting agendas, and publish legal notices as required by law; 

· Development, administration, and coordination of youth and adult recreational offerings, including special community events and ongoing programs. · Performs supervision of other District staff. 

EMPLOYMENT STANDARDS 

Thorough knowledge of: 

· Accepted organizational and administrative practices used in managing recreational and community services programs, including management of the Recreation Hall and the parks within the District. This includes conforming to the California Public Record Acts both in its requirements and spirit. 

· Principles and practices of financial administration, including public budgeting, grant writing, reporting and management. This includes applicable Government Accounting Standards Board (GASB) practices and standards. 

· The principles and practices of project management. 

· Standard business computer applications. 

· Principles and techniques of preparing a variety of effective written materials and reports. 

· Principles and techniques of professional and effective promotion of District programs and events. 

· Problem solving and conflict resolution methods and techniques. 

· Management principles and practices including goal setting, performance management and supervisory techniques. 

Working knowledge of: 

· Federal, state, and local laws, codes, and regulations affecting District operations. 

· Methods in program evaluation and implementation. 

· Methods and techniques used in setting and monitoring of long range goals 


and objectives. 

· Public agency record keeping standards. 

Ability to: 

· Supervise, plan, organize, administer and coordinate the work and staff of the District; coordinate multi-faceted projects and studies, including coordination and planning for resources, facilities, personnel, and timing. 

· Compile, organize and analyze information, problems and situations; draw logical conclusions, project consequences of actions, evaluate alternatives and recommend and implement effective action; understand organizational and political implications of decisions and recommendations. 

· Direct and participate in the analysis of a wide variety of moderate to complex administrative/operational problems and make effective operational/and or procedural recommendations. 

· Think creatively; develop new procedures, methods, or approaches as needed; exercise initiative, ingenuity, flexibility and sound judgment within general policy guidelines in identifying and resolving difficult operational, procedural, and administrative problems. 

· Utilize appropriate interpersonal style and methods of communication to gain acceptance, cooperation, or agreement of a plan, activity, and/or program idea. · Effectively negotiate program and service agreements with outside entities, as directed by the Board. 

· Develop and administer the budget of the District, including expenditures and revenue funding sources. 

· Speak before groups for the purpose of promoting District activities. 

Education and Experience: 

Any combination of education and experience which would likely provide the required knowledge and abilities is qualifying unless otherwise specified. A typical way to obtain the required knowledge and abilities would be: Possession of the educational equivalent to a four year degree from an accredited college or university with major concentration in public, social, business, or recreation administration or related area, 

OR 

Three years of progressively responsible public sector community service and management experience. 

SPECIAL REQUIREMENTS AND CONDITIONS 

License requirement: Possession of a valid California class C driver's license. 

Background Investigation: Fingerprinting and thorough background check is required. 

Physical Demands: 

This is largely a desk job with periods of indoor/outdoor physical activity. Physical demands include strength, dexterity, and coordination and/or the ability to use a computer keyboard and read a video display terminal on a regular basis; ability to listen to verbal requests from the public and District staff, then respond appropriately; dexterity and coordination to handle files and single pieces of paper, occasional lifting of objects up to 35 pounds, such as: stacks of paper, reference manuals, recreational equipment, and other materials; frequent need to reach for items above and below desk level, sometimes with the assistance of a ladder or step-stool; standing and sitting for long periods of time is periodically required; availability to work flexible hours. 

Working Conditions:

Incumbent will be working under sometimes difficult and stressful conditions, with frequent deadlines and expectation to produce high quality work under limited time constraints. Periodic, regular, and/or occasional contact with staff, Board members, governmental agencies, the public, and/or vendors that requires the ability to converse and respond appropriately to inquiries and requests. The ability to work independently as well as with others is required. 

Appendix C
(Adopted 5/02/07)
Boulder Creek Recreation and Parks District
Procedures for obtaining District Records Pursuant to the Public Records Act

The District asks that all requests for inspection or copies of public records be submitted to the District in writing. To expedite your request, please fill out the District’s request form. Completed request forms may be submitted to the District in person, by mail, or by facsimile.
Within 10 days from the date the request is received, the District will determine whether the request, in whole or in part, seeks disclosable public records in the District’s possession and notify the requestor of such determination. In unusual circumstances, the 10 day time limit may be extended up to 14 days by written notice by the District to the requestor, setting forth the reason for the time extension.
The District may request additional information if the request is not specific enough to permit identification of the requested records. If the District determines that the request seeks disclosable public records, the records (or disclosable portions thereof) will be made available as is reasonably practicable. The District will contact you to inform you when copies will be ready for pick-up or to arrange an appointment for inspection. The charge for District records is $0.25 per page. If copies are sought, the District may require advance payment based on the estimated number of pages.
The District’s public records are open to inspection during office hours, Monday through Friday, except for holidays. The inspection of public records is subject to a rule of reason as to time and duration, and must be consistent with the safe and efficient functioning of District recreational programs, activities, and other responsibilities. If the requested records are not readily accessible or if portions of the records must be redacted to protect exempt material, the District must be given a reasonable period of time to perform these functions.
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