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CITY COUNCIL MEETING AGENDA 
February 4, 2013 

 

6:00 p.m. - Special Meeting for the purpose of holding a discussion on naming  
 the 2013 Citizen(s) of the Year Award recipient(s) 
6:15 p.m. - Special Meeting for the purpose of holding an Executive Session  
 to (1) discuss litigation/potential litigation, and (2) conduct the City 
 Manager’s evaluation 
7:00 p.m. – Regular Meeting 

 

PAGE NO. 

1. CALL TO ORDER        2.   PLEDGE OF ALLEGIANCE        3.    ROLL CALL 
 

4. AGENDA 
CONFIRMATION 

 

  

5. PUBLIC COMMENT 
 

Individuals will please limit their comments to three minutes, and groups to five minutes.   
 

 

6. CORRESPONDENCE 
FOR THE RECORD 

 

a. Email Dated January 29, 2013, from Kimberly Hatling. 3. 

7. CONSENT AGENDA a. Approval of Vouchers: Numbers 33740 - 33890 in the Amounts 
 of $573,531.57. 

b. Approval of Minutes: Regular Meeting, January 28, 2013. 
c. Motion to Approve the 2013-2014 Public Art Plan. 
d. Motion to Authorize the City Manager to Execute the 2013-

 2020 Interlocal Agreement with King County for Jail 
 Services. 
 

5. 
 

25. 
29. 
31. 

8. BUSINESS AGENDA a. Motion on Naming the 2013 Annual Citizen(s) of the Year Award 
Recipient(s). 

b. Review of Revisions to the City Council Policies and Procedures. 
c. Discuss Ordinance 577, Accepting Property Donations. 
d. City Business. 

 

69. 
 

73. 
161. 
165. 

9. COUNCIL REPORTS 
 

  

10. ADJOURNMENT 
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CITY OF BURIEN 

AGENDA BILL 

 

 

Agenda Subject:  Motion on Naming the 2013 Annual Citizen(s) of 

the Year Award Recipient(s) 

 

Meeting Date:  February 4, 2013 

Department:   
City Manager 

 

Attachments:   

Resolution No. 326 

Fund Source: General Fund-City Council 

Activity Cost: $500 (est.) 

Amount Budgeted: $2,000 

Unencumbered Budget Authority: N/A  Contact:   
Monica Lusk, City Clerk 

Telephone:  (206) 248-5517 

 

Adopted Work Plan  

Priority:  Yes       No    X    

Work Plan Item Description: N/A 

PURPOSE/REQUIRED ACTION:   

 

The purpose of this agenda item is for Council to name the 2013 Annual Citizen of Year Award recipient(s). 

 

 

 

BACKGROUND (Include prior Council action & discussion):   

 

Since 1995, the Council has been recognizing citizens for their contributions to the community in four categories.  

On December 12, 2011, the Council adopted Resolution No. 326, establishing an Acknowledgement Policy.  This 

policy recognizes a citizen or group for their contributions to the community in one category, Citizen(s) of the Year. 

 

The award(s) will be presented at the February 25, 2013, Council meeting. 

 

 

 

 

 

 

 

 

 

 

 

 

OPTIONS (Including fiscal impacts):   

 

N/A 

 

Administrative Recommendation:  Name 2013 Citizen of the Year recipient(s). 

 

Advisory Board Recommendation:  N/A 

 

Suggested Motion:   
 

Move to name _____________ as the 2013 Citizen(s) of the Year. 

 

Submitted by:  Monica Lusk 

Administration    __________                                    City Manager    ___________ 

Today’s Date:  December 31, 2012 File Code: R:/CC/Agenda Bill 2013/020413cm-1 Citizen 

of the Year 

 



 



CITY OF BURIEN, WASHINGTON 
  

 RESOLUTION NO. 326 

______________________________________________________________________ 
 

A RESOLUTION OF THE CITY OF BURIEN, WASHINGTON, 

ESTABLISHING AN ACKNOWLEDGEMENT POLICY AND 

REPEALING RESOLUTION NOS. 054, 120 AND 149. 

______________________________________________________________________________ 

 

 WHEREAS, the City of Burien wishes to foster and encourage strong commitment to the 

community by its citizens; and  

 

 WHEREAS, the City of Burien encourages participation among public, private and non-

profit entities in community-based activities (also referred to herein as “groups”); and  

 

 WHEREAS, the City of Burien believes such participation and commitment to the 

community should be acknowledged and officially recognized; and 

 

 WHEREAS, the City of Burien wishes to generalize the parameters for acknowledging 

residents and groups; and 

 

 WHEREAS, the City Council wishes to update its Proclamation Policy. 

 

 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF BURIEN, 

WASHINGTON, DOES RESOLVE AS FOLLOWS: 

 

 Section 1. Establishment of an Acknowledgement Policy.  The City of Burien hereby 

establishes an Acknowledgement Policy as set forth below, to recognize outstanding 

contributions made by citizens and groups. 

 

A.  Citizen of the Year. 

 

 1.  Acknowledgement.  The acknowledgement shall be made for one category, Citizen(s) of 

the Year.    

 

 2. Selection.  Councilmembers may, in special session at the first meeting in January, 

indicate their preference for one or more of the candidates. 

 

 3.  Criteria.  The criteria qualifying a party or parties for this honor are intended to be 

subjective and broadly construed. It may be for a single contribution in a single calendar year 

or for a body of work over any period of time.  Individuals may receive this honor once.  

 

 4.  Source of Nominations.  Nominations may come from any source. Council will accept 

nominations for Citizen of the Year at any time during the year but no later than December 

31. In cases where no nomination is received by December 31, there will be no additional 

solicitation. Council is not obligated to select any candidate. 
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5.  Naming Award Recipient.  Staff will make necessary arrangements, including the 

presence of the individual(s) at the appropriate Council meeting. The individual(s) will be 

acknowledged at the last Council meeting in February.  Council will convene in regular 

session then, as its first order of business, read a proclamation honoring the individual (s) and 

ask him/her for brief remarks. Council then will adjourn for an informal interaction with the 

candidate, friends, family and well wishers before reconvening to conduct regular business. 

 

 B.  Proclamations. 

 

 1.  Process.  Each Councilmember may request two proclamations honoring an individual 

or a group for any reason, at any time during a calendar year. To be approved, the Council must, 

by simple majority present at a meeting, agree to the sponsoring Councilmember’s request. Staff 

will draft the proclamation and return it to Council in not less than two weeks but not more than 

three weeks after the request was approved by Council. 

 

2.  Sponsorship.  It is intended that this process will provide each Councilmember the 

opportunity to sponsor two proclamations each year. Councilmembers not wishing to sponsor 

one or more proclamations in a given year may “donate” that privilege to another 

Councilmember, at their complete discretion. 

 

 Section 2.  Repealer.  Resolution Nos. 054, 120 and 149 are hereby repealed. 

 

Section 3.  Effective Date. This resolution shall take effect immediately upon passage by 

the Burien City Council. 

 

 ADOPTED BY THE CITY COUNCIL OF THE CITY OF BURIEN, WASHINGTON, AT 

A REGULAR MEETING THEREOF THIS 12
TH

 DAY OF DECEMBER, 2011. 

 

CITY OF BURIEN 

/s/ Joan McGilton, Mayor 

 

/s/ Monica Lusk, City Clerk 

 

Approved as to form: 

/s/ Craig D. Knutson, City Attorney 

 

 

Filed with the City Clerk: December 12, 2011 

Passed by the City Council: December 12, 2011 

Resolution No. 326 



CITY OF BURIEN 

AGENDA BILL 

 

Agenda Subject:  Review of Revisions to the City Council Policies 

and Procedures 

Meeting Date: February 4, 2013 

Department: City Manager Attachments:   
1. City Council Policies and Procedures 

2. Matrix of Council Requests 

 

Fund Source: N/A 

Activity Cost: N/A 

Amount Budgeted: N/A 

Unencumbered Budget Authority: 
N/A 

Contact:  Nhan Nguyen, 

Management Analyst 

Telephone:  (206) 439-3165 

Adopted Work Plan  

Priority:  Yes   No X 
Initiative Description:   

 

PURPOSE/REQUIRED ACTION:  The purpose of this agenda item is for Council to review and perhaps modify 

the matrix that documented the revision requests to the City Council Policies and Procedures.  

 

BACKGROUND (Include prior Council action & discussion):   
 

At the November 26 Council meeting, staff presented draft of revisions to City Council Policies and Procedures. 

Council asked staff to create and document in the matrix the revisions that each Councilmember wanted to make. At 

the January 7 Council meeting, Council commented on staff’s responses to Council’s requests. Council directed staff 

to respond to these comments and bring back the updated matrix to the February 4, 2013 meeting. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

OPTIONS (Including fiscal impacts):   

 

1. Approve the revisions to the City Council Policies and Procedures and direct staff to put the revised Policies 

and Procedures on the Consent Agenda at the next Council meeting. 

2. Add additional revision requests to the matrix and direct staff to bring it back at the next Council meeting for 

review. 

 

Administrative Recommendation: Hold discussion and consider placing approval of the City Council Policies and 

Procedures on the March 4 Consent Agenda. 

Advisory Board Recommendation: N/A 

Suggested Motion: N/A 

Submitted by:  Nhan Nguyen 

Administration    __________                                    City Manager    ___________ 

Today’s Date: January 30, 2013 File Code: R:/C//AgendaBill2013/020413cm-2 Revisions 

to City Council Policies and Procedures.docx 
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CITY OF BURIEN, WASHINGTON 

 

CITY COUNCIL POLICIES AND PROCEDURES 

MEETING GUIDELINES 

 

 

20052012 

 

 

 

 

 

 

 

 

 

 

 

 

 

Adopted by the Burien City Council 

July 25, 1994 

Revised February 13, 1995 

Revised November 20, 1995 by Resolution 072 

Revised December 18, 1995 by Resolution 071 

Revised January 26, 1998 by Resolution 095, 097, & 100 

Revised June 1, 1998 by Motion 

Revised September 21, 1998 by Resolution No. 103 

Revised April 27, 1999 by Ordinance No. 228 and Ordinance 229 

Revised June 7, 1999 by Ordinance No. 258 

Revised October 4, 1999 by Motion 

Revised February 26, 2001 by Motion 

Revised February 4, 2002 by Motion 

Revised February 3, 2003 by Motion 

Revised November 1, 2004 by Motion 

Revised June 6, 2005 by Motion and Resolution No. 215 

*************************** 

Prepared by 

Community Relations & Human Resources 
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SECTION 1. AUTHORITY 

 

1.1 The Burien City Council hereby establishes the following Council Meeting 

Guidelines procedures for the conduct of Council meetings, proceedings and 

business.   These These procedures Guidelines shall be in effect upon adoption by 

the Council and until such time as they are amended or new procedures adopted in 

the manner provided by these rulesGuidelines. Council-Manager Plan of 

Government, RCW 35A.13, is attached as Exhibit A. 
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SECTION 2. COUNCIL MEETINGS 

 

2.1    Regular Meetings and Study Sessions. 

 

A. Beginning March 5,2001,   Beginning April 6, 2009, rRegular meetings of 

the City Council of the City of Burien shall be held at 7:00 p.m. on the 

first, and third Monday of each month at the building designated as Burien 

City Hall, currently located at   415 SW 150th Street400 SW 152
nd

 Street, 

Burien, Washington, or at another location the City Council may deem 

appropriate. (Resolution No. 3 and amended by Resolution Nos. 3, 19, 35, 

71, 97, 101, and 290) 

 

B. Regular Meeting is defined as a meeting used to conduct all ordinary and 

routine business of the city. 

 

C. Beginning November 1, 2004, sStudy sessions Sessions of the City 

Council of the City of Burien shall be held at 7:00 p.m. on the second and 

fourth Monday of each month (except as noted in “HG” below).  

 

D. Study Session is defined as a meeting used to review and discuss pertinent 

business of the city and to prepare matters for action at a Regular Meeting. 

 

E. The City Council may take official action at either a Regular Meeting or at 

a Study Session.   Only business items requiring action that are time 

sensitive shall be scheduled at a Study Session.   Both Regular Meetings 

and Study Sessions will be broadcast live on the City’s government cable 

T.V. channel, TBC21. 

 

F. Beginning November 1, 2004, Committee meetings shall be held on an as-

needed basis.  Items reviewed in Committee will be scheduled for Council 

action per committee recommendation.   

 

G.F. Beginning January 2004, City Council workshops will be held quarterly, at 

a location designated by the City Council. 

 

H.G. Beginning November 1, 2004 April 6, 2009, dDuring the months of June, 

July, and August, Council meetings will be held on the first second and 

third Mondays of the month.   The Sstudy ssession on the fourth Monday 

will be canceled during these months.    

 

2.2 Should any Council meeting fall upon a date designated as a legal holiday, then 

that meeting shall be canceled. 
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2.3 Citizens' Public comment and public hearing sign-up sheets will be available at 

each Regular Council meeting for the use of citizens the public wishing to address 

the Council. 

 

2.4 The City Clerk shall prepare minutes for all Council meetings, which shall contain 

an account of all official actions of the Council. The minutes will constitute the 

official record of the Council. Council meetings shall be electronically recorded 

and retained for the period of time as provided by State law.will keep an account 

of all proceedings of the Council in accordance with the statutory requirements, 

and proceedings will be entered into a minute book constituting the official record 

of the Council. 

 

2.5 Types of Meetings 

 

(1) Regular: used to conduct all ordinary and routine business of the city. 

 

(2) Study Session: used to review and discuss pertinent business and policy 

issues of the City and to prepare matters for action at a Regular Meeting.    

 

(3) Special: any Council meeting other than the a Regular Council Meeting or 

Study Session which has been called for the purpose of conducting official 

action or studying an issue.   Notice shall be given at least 24 hours in 

advance.   A Special Council meeting may be scheduled by the Mayor and 

three additional Councilmembers, or at the request of a majority of the 

Councilmembers. 

 

(4) Committee Meetings:  Meetings of three councilmembers, scheduled on an 

as-needed basis, for the purpose of discussing routine business items.  

Committees may make recommendations for action to the Council as a 

Whole.  Generally, these items will be forwarded for approval on the 

Consent Agenda.  Councilmembers who do not serve on a committee with 

questions or concerns about an agenda item, are responsible to contact 

staff or a committee member prior to the committee meeting to express 

their concern or need for additional information. 

 

(4) (4) Emergency: a Special Council meeting called without 24-hour 

notice. An Emergency meeting deals with an emergency involving injury 

or damage to persons or property or the likelihood of such injury or 

damage, when time requirements of a 24 hour notice would make notice 

impractical and increase the likelihood of such injury or damage.   

Emergency meetings may be called by the Mayor or a majority of 

Councilmembers.   The minutes will indicate the reason for the 

emergency. 
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(5) Executive Session: a Council meeting that is closed except to the Council, 

City Manager, and authorized staff members and/or consultants authorized 

by the Mayor or a majority of Councilmembers. The public is restricted 

from attendance. Executive Sessions may be held during Regular, Study 

Session, or Special Council meetings, or as separate meetings, and will be 

announced by the Mayor. Executive Session subjects are limited to 

considering matters authorized by state law, as set forth inper RCW 

42.30.110. 

 

Before convening an Executive Session, the Mayor shall announce the 

specific purpose of the meeting and the potential for action by the Council 

when it reconvenes. Should the session require more time, a public 

announcement shall be made, extending the meeting for a time certain.  At 

the end of that time, if the discussion has not concluded, the meeting shall 

by public announcement again be extended for a time certainThe Mayor 

shall also announce that the Executive Session will be conducted per 

RCW42.30.110(2). 

 

Executive Sessions will begin and end in accordance with State law. At 

the conclusion of the Executive Session, if the potential for taking action 

was previously announced, the public meeting will reconvene. 

 

2.6 ORDER OF REGULAR COUNCIL MEETING AGENDA 

 

 Call to Order 

 

 The Mayor calls the meeting to order. 

 

 Pledge of Allegiance 

 

 The Mayor, and at times, invited guests lead the flag salute. 

 

 Roll Call 

  

 The City Clerk shall call the roll, and the Mayor shall indicate any 

Councilmember who is not in attendance and whether or not the Councilmember 

has an excused absence.   Councilmembers may make a motion to excuse absent 

Councilmembers. 

 

 Agenda Confirmation 

 

 Councilmembers may offer motions to alter the current agenda through deletion, 

revision or additions to the agenda. 

Announcements/Presentations 
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 The Mayor makes announcements of upcoming meetings and events, and presents 

proclamations.   A proclamation is defined as an official declaration made by 

either the City Council or the Mayor.Other special presentations may also be 

scheduled at this time. 

 Correspondence for tAgenda Confirmation 

 

 Councilmembers may offer motions to alter the current agenda through deletion, 

revision or additions to the agenda. 

 

 Citizens' Public Comments 

 

Members of the audience may comment in writing or verbally on items relating to 

any matter. Verbal comments are limited to three (3) minutes per person and five 

(5) minutes for groups. 

  

 Correspondence for the Record 

Correspondence addressed to the Council will normally be included in “Correspondence 

for the Record” for a future City Council meeting. Correspondence that is abusive or 

otherwise inappropriate, or sent anonymously, will not be included in the Record. 

Correspondence that discloses personal information will be edited out before included in 

the Record. Correspondence that contains profanity or abusive in nature would be 

submitted to the Mayor who would decide whether it should be included in the Record. 

Correspondence that is sent anonymously will not be included in the Record. 

 

 Consent Agenda 

 

 Consent Agenda items are considered to be routine and are approved by one 

motion.   Items on the Consent Agenda include but are not limited to minutes, 

vouchers or other matters, including ordinances and resolutions, discussed at a 

previous City Council meeting. or by majority vote from a Council Committee 

meeting.  Three Councilmembers may remove any item(s) from the Consent 

Agenda for separate discussion and action.   When an item is removed, the 

Consent Agenda is considered for action without that item.   After the Consent 

agenda has been considered, each item which was removed is considered.   When 

discussion on that item is completed, a motion may be made to vote on the item or 

to refer it to committee or to another meeting. 

 

 Business Agenda 

 

 Public Hearings and Discussion 

  

 Public hearings are held to receive public comment on important issues and/or 

issues requiring a public hearing by State statute or Burien ordinances. Citizens 

Public wishing to comment will follow the same procedure as for "Citizens' 

Public Comments" and may speak after being recognized by the Mayor. After all 

Formatted: Font: Times New Roman

Formatted: Indent: Left:  0"

Formatted: Font: Times New Roman

Formatted: Indent: Left:  0.5"



 

 

 

R://CC/Council/Guide to Conducting Meetings 051012 track chgs R:\CC\Council\POLICIES\ccpolicy102405.doc 

6 

persons have spoken, the hearing is closed to public comment. The Council may 

then proceed with deliberation. For legislative public hearing, Council’s decision 

will occur at the next regular meeting. and decision making. 

 
Proclamations and Presentations 

The Mayor presents proclamations. A proclamation is defined as an official 

declaration made by either the City Council or the Mayor. The Mayor and 

Councilmembers may each request the preparation of two proclamations a year to 

honor individuals or groups. Requests for proclamations from outside 

organizations and groups will be placed in the City Manager’s Report and 

reviewed by the City Council. Proclamations must be signed or otherwise be pre-

approved by a majority of Councilmembers prior to execution by the Mayor. 

Proclamations may be placed on the Council agenda for official presentation or 

mailed to the honored individual or organization as appropriate. 

 

Presentations are also scheduled at this time.  

 

 

Ordinances and Resolutions 

 

 Ordinances are legislative acts or local laws.   They are the most permanent and 

binding form of Council action and may be changed or repealed only by a 

subsequent ordinance.   Ordinances normally become effective five days after 

publication in the City's official newspaper. 

 

 Resolutions are adopted to express Council policy or to direct certain types of 

administrative action. A resolution may be changed by adoption of a subsequent 

resolution. 

 ........................ 

 Ordinances and resolutions may be passed under any of the agenda sections. 

 

  

Council Reports 

 

 Council Committee meeting agendas and minutes, and Advisory board minutes 

may be transmitted for the record.  Councilmembers may report on Council 

committee meetings, other meetings, and activities in which they have 

participated and represented the City. Councilmembers may also provide written 

reports to the City Manager’s report under the heading, “Council Updates and 

Reports.” 

 

 Staff reports on issues of interest to the Council which do not require immediate 

Council action shall be made at Study Sessions whenever possible. 

 

 Executive Session 
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 An Executive Session may be held before, during or after a Council meeting, as 

described in Council Policy 2.5 (5). 

 
Future Agenda Items 

 

The agenda for the next council meeting is reviewed by councilmembers. 

 

Councilmembers may raise any issue they desire related to Council business.   

Requests for new agenda items should be brought to the 4
th

 Monday Study 

Session for scheduling at a future Council meeting. 

 
Adjournment 

 

With no further business to come before the Council, the Mayor shall entertain a 

motion to adjourn. Councilmembers will vote on the motion to adjourn in the 

same manner as other motions. (10/24/05) 

 

2.6.1 Generally, formal breaks during the meeting will not be called. 

 

2.7 ORDER OF STUDY SESSION AGENDA 

 

Call to Order 

 Pledge of Allegiance 

 Roll Call 

 Correspondence for the RecordCorrespondence for the Record 

 Discussion Items 

 

 These are business items the full Council wishes to discuss and study in 

preparation for action at a future Council meeting.   As noted in Section 2.1 E, 

action may also be taken at a study session. 

 

Members of the audience may comment on the item being discussed when 

recognized by the Mayor. 

 

Requests for new agenda items should be brought to the 4
th

 Monday Study 

Session for scheduling at a future Council meeting. 

 

 Adjournment 

 

2.7.1 Generally, formal breaks during the meeting will not be called. 

 

SECTION 3. AGENDA PREPARATION 

 

3.1 The City Clerk, in consultation with the Mayor and City Manager, will prepare an 

agenda for each Council meeting specifying the time and place of the meeting, 
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and set forth a brief general description of each item to be considered by the 

Council. 

 

3.2 The proposed agenda schedule will be reviewed as the first item of discussion at 

the 4
th

 Monday Study Session during the last regular Council meeting of each 

month.   The City Manager and City Clerk will maintain a list of all known or 

requested items for future Council agendas as well as for its Committees. Changes 

in the proposed schedule from the previous week will be highlighted in bold with 

the reason for the change noted in italics below the item.   This will be provided 

with each week agenda and be the basis of the Council’s monthly review 

discussion.  

 

3.3 The Mayor and/or City Manager may place items on a Council meeting agenda, 

according to the Proposed Council Agenda Schedule recommendations from 

Council committees, and requests of Councilmembers. 

 

3.4 An item may be delayed if the Mayor and/or the City Manager knows it is of 

particular importance to an absent Councilmember. 

 

3.5 The City Clerk will identify times for each agenda item on the agenda.  

 

3.6 Legally required and advertised public hearings will have a higher priority over 

other time-scheduled agenda items, which have been scheduled by convenience 

rather than for statutory or other legal reasons. 

 

3.7 Agenda items that are continued from one meeting to another will have preference 

on the agenda to the extent possible. 

 

3.8 Agendas with supporting materials will be provided to the City Council at noon 5 

pm the Thursday prior to the meeting. Agenda and materials will be available at 

City Hall, and on the City’s website and at the Burien Library for City staff, media 

and the public at 4:005:00 p.m. on the Friday prior to the meeting. 

 

3.9 The Council may use the “Recommended Motion” language on the agenda bill 

Recommended Motion language for making a motion. 

 

3.10 Proclamations:  The Mayor and Councilmembers may request the preparation of 

proclamations to honor individuals or groups.  Requests for proclamations from 

outside organizations and groups will be placed in the City Manager’s Report and 

reviewed by the City Council.  Proclamations must be signed or otherwise be pre-

approved by a majority of Councilmembers prior to execution by the Mayor. 

 Proclamations may be placed on the Council agenda for official presentation or 

mailed to the honored individual or organization as appropriate. 
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SECTION 4.   COUNCIL DISCUSSION AND DECISION MAKING PROCESS 

 

4.1 New or non-routine topics and issues will be discussed first at a Study Session 

unless the topic requires more immediate discussion. 

 

4.2 The Council will take action at a following Regular meeting unless Council agrees 

that action can be taken immediately (except Consent Agenda and emergency 

items).  

 

4.3 If a majority of the Council arrives at consensus to put an issue up for a vote and a 

Councilmember is not there when the vote takes place, then that Councilmember 

should not bring the item back. 

 

4.4 The Mayor will assist in keepingfacilitate the discussion to the time notedin a 

timely manner and Councilmembers will try to be cognizant of the amount of time 

the discussion is taking. 

 

4.5 The Mayor will state the public hearing procedures before each public hearing. 

 

4.6 Staff/consultants will provide brief information and respond to questions by 

Councilmembers or as requested by the City Manager. 

 

4.7 Councilmembers are individually responsible for gathering additional information 

on issues and for calling staff with questions not covered during the formal Study 

Session or Regular meeting process. 

 

4.8 All To the extent not otherwise governed by these Guidelines, Council discussion 

shall will be governed by ROBERT'S RULES OF ORDER, NEWLY REVISED. 
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SECTION 5.   COMMENTS, CONCERNS & TESTIMONY TO COUNCIL 

 

5.1 Persons addressing the Council, who are not specifically scheduled on the agenda, 

shallwill be requested to step up to the podium, give their name and address for 

the record, and limit their remarks to three (3) minutes.   Groups shall limit their 

remarks to five (5) minutes. 

 

 All remarks will be addressed to the Council as a Whole.   Any person making 

personal, impertinent, or slanderous remarks, or who becomes boisterous, 

threatening, or personally abusive while addressing the Council, may be requested 

to leave the meeting. 

 

5.2 The Mayor has the authority to preserve order at all meetings of the Council, to 

cause removal of any person from any meeting for disorderly conduct and to 

enforce the Rules of the Council.   The Mayor may command assistance of any 

peace officer to enforce all lawful orders of the Mayor to restore order at any 

meeting. 

 

5.3 Citizens Public with complaints, concerns or questions, will be encouraged to 

refer the matter to the City Manager, or ask that the matter be placed on a future 

City Council meeting or Council Committee meeting agenda with the appropriate 

background information. 
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SECTION 6.   MOTIONS  

 

6.1 Prior to discussion, the Deputy Mayor will make the motion, and the senior 

member of the Council will make the second. If the Deputy Mayor is absent, the 

senior Councilmember will make the motion and the second most senior member 

will make the second. 

 

 After the motion is made and seconded, the applicable staff member will give a 

short presentation on the subject to be discussed. 

 

6.2 If a motion does not receive a second, it dies. Motions that do not need a second 

include: nominations, withdrawal of motion, agenda order, request for a roll call 

vote, and point of order. 

 

6.3 A motion that receives a tie vote is deemed to have failed. 

 

6.4 Motions shall be clear and concise and not include arguments for the motion 

within the motion. 

 

6.5 After a motion has been made and seconded, the Council may discuss their 

opinions on the issue prior to the vote and may state why they will vote for or 

against a motion, if they wish to do so.    

 

6.6 When the Council concurs or agrees with an item that does not require a formal 

motion, the Mayor will summarize the agreement at the conclusion of the 

discussion. 

 

6.7 A motion may be withdrawn by the maker of the motion, at any time, without the 

consent of the Council. 

 

6.8 A motion to table is undebatable and shall preclude all amendments or debate of 

the issue under consideration.   If the motion to table prevails, the matter may be 

"taken from the table" only by adding it to the agenda of a future Regular or 

Special meeting at which time discussion will continue; and if an item is tabled, it 

cannot be reconsidered at the same meeting. 

 

6.9 A motion to postpone to a certain time is debatable, is amendable, and may be 

reconsidered at the same meeting. The question being postponed must be 

considered at a later time at the same meeting, or at a time certain at a future 

Regular or Special City Council meeting. 

 

6.10 A motion to postpone indefinitely is debatable, is not amendable, and may be 

reconsidered at the same meeting only if the motion to reconsider received an 

affirmative vote. 
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6.11 A motion to call for the question shall close debate on the main motion and is 

undebatable. This motion must receive a second and fails without a two-thirds 

(2/3) vote. If seven (7) Councilmembers are present, then five (5) must vote in the 

affirmative to fill the 2/3 requirement. Debate is reopened if the motion fails. 

 

6.12 A motion to amend is defined as amending a motion that is on the floor and has 

been seconded, by inserting or adding, striking out, striking out and inserting, or 

substituting. 

 

6.13 Whenever possible, proposed substantive amendments should be written out with 

all Councilmembers receiving copies in advance of the meeting. 

 

6.14 Discussion of the motion only occurs after the motion has been moved and 

seconded. 

 

6.15 When the discussion is concluded, the motion maker, Mayor, City Clerk, or City 

Attorney shall repeat the motion prior to voting. 

 

6.16 The City Council votes on the motion as restated. If the vote is unanimous, the 

Mayor shall state that the motion has been passed unanimously according to the 

number of Councilmembers present, such as “7-0” or “6-0”. 

 

6.17.  If the vote is not unanimous, and a Councilmember requests it, each 

Councilmember shall state his/her vote by roll call vote taken by the City Clerk.   

The City Clerk or City Attorney then restates the outcome of the vote. For 

example, the outcome may be restated as, “Councilmembers A, B, C, and D vote 

‘yes’. Councilmembers E, F. and G vote ‘no’. The vote is 4-3 to adopt Ordinance 

X. The motion carries.” 

 

6.18 Once the vote has been taken, the topic of discussion is closed. It is not necessary 

for Councilmembers to justify or explain their vote. If Councilmembers wish to 

make their positions known, this should be stated during the discussion preceding 

the vote. 

 

6.19 When a question has been decided, any Councilmember who voted in the majority 

may move for a reconsideration, but no motion for reconsideration of a vote shall 

be made after the meeting has adjourned.  

 

6.20 When the Council concurs or agrees with an item that does not require a formal 

motion, the Mayor will summarize the Council’s consensus at the conclusion of the 

discussion. 
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6.210 The City Attorney shall decide all questions of interpretations of these policies 

and proceduresmeeting guidelines and other questions of a parliamentary nature 

which may arise at a Council meeting. All cases questions not provided for in 

these policies and proceduresmeeting guidelines shall be governed by Robert's 

Rules of Order, Newly Revised. 

 

 In the event of a conflict, these Council policies and proceduresmeeting guidelines 

shall prevail. 
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SECTION 7.   ORDINANCES 

 

7.1 All ordinances shall be prepared or reviewed by the City Attorney. No ordinance 

shall be prepared for presentation to the Council unless requested by a majority of 

the City Council, or the City Manager, or the City Attorney. 

 

7.2 Ordinances shallwill be introduced by an Agenda Bill. The City Clerk shall assign 

a permanent ordinance number prior to placing the ordinance on the agenda. The 

City Attorney shall review the ordinance and sign it prior to placing it before the 

City Council for their its consideration. 

 

7.3 Upon enactment of the ordinance, the City Clerk shall obtain the signature of the 

Mayor. After the Mayor's signature, the City Clerk shall sign the ordinance. 

 

7.4 Ordinances or ordinance summaries shall be published in the official newspaper 

as a legal publication in the first possible publication following enactment. 

 

7.5 An ordinance becomes effective five (5) days after the publication of the 

ordinance or ordinance summary unless otherwise specified in the ordinance. 
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SECTION 8. PRESIDING OFFICER OF THE COUNCIL 

 

 

The Mayor shall: 

 

(1.) Be the official spokesperson for the City  

 

 (2.) Act as the official head of the City for all ceremonial purposes. 

 

 (3.) Sign documents as appropriate on behalf of the Council. 

 

 (4.) Observe and enforce all policies and proceduresthe Council Meeting 

 Guidelines adopted by the Council. 

 

 (5.) Act as presiding officer at all meetings of the Council. 

 

 (6.) Preserve order and decorum in the Council Chambers. 

 

 (7.) Decide all questions on order, in accordance with the policies and 

 proceduresGuidelines, subject to appeal by any Councilmember. 

 

 (8.) Recognize Councilmembers in the order in which they request the floor.   

 The Presiding Officer, as a Councilmember, shall have only those rights, 

 and shall be governed in all matters and issues by the same rules and 

 restrictions as other Councilmembers. 

 

 (9.) Endeavor to keep facilitate the discussion moving in a timely manner and 

within the time allocated. 

 

 (10.) Share information with Councilmembers on meetings, issues, etc. that the 

 Mayor has received, conducted or participated in as part of his/her official 

status as Mayor. 

 

 (11.) Appoint Councilmembers to serve on ad-hoc committees if necessary. 

 

 (12.) Serve as the Council’s delegate to the National League of Cities, 

 Association of Washington Cities, and other events and conferences. 

 

 (13.) In the absence of the Mayor, the Deputy Mayor shall carry out the above 

 responsibilities. 

 

 (14.) In the absence of the Mayor and Deputy Mayor, the member with the most 

 continuous tenure on the Council shall be the presiding officer. 
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 (15.) In the event the Mayor and Deputy Mayor are unavailable to serve, the 

 senior member of the Council shall serve as the Mayor to convene and 

 preside over a special meeting of the Council for the purpose of naming an 

 acting mayor and deputy mayor. 

 

 (16.) The acting mayor and deputy mayor shall serve until such time as new 

 members are appointed to fill any vacancies on the Council. 

 

 (17.) When the Council again has seven members, it shall elect a Mayor and 

 Deputy Mayor to fill the previously unexpired terms. 
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SECTION 9.   COUNCIL RELATIONS/ANTI HARASSMENT POLICY  

 

9.1. ANTI-HARASSMENT POLICY. 

 

(1.) It is City policy to foster and maintain a work environment that is free from 

discrimination and intimidation.   Toward this end, the City will not tolerate 

harassment of any kind that is made by elected officials toward fellow 

councilmembers or members of the public.   Elected officials are expected to show 

respect for one another and the public at all times, despite individual differences.    

 

(2.) Harassment is defined as verbal, written or physical conduct that demeans or shows 

hostility or aversion toward an employee, another elected official or members of the 

public.   Examples of prohibited conduct include slurs or demeaning comments to 

councilmembers, employees or members of the public relating to race, ethnic 

background, gender, religion, sexual orientation, age, or disability.    

 

(3.) Sexual harassment is a form of unlawful discrimination. 

 

(4.) This policy is intended to assist the City in addressing not only illegal harassment, 

but also any conduct that is offensive and inappropriate.   Councilmembers are 

strongly urged to report all incidents of harassment, discrimination or other 

inappropriate behavior. 

 

9.2 REPORTING DISCRIMINATION OR HARASSMENT 

 

(1.) If the incident involves a city employee, the incident should be reported as soon as 

possible to the City Manager. 

 

(2.) If the incident involves an elected official or official appointed by the City Council 

such as an advisory board member, the Mayor may ask the City Manager to assist 

the Council by providing a list of qualified experts to investigate the incident and 

advise the council on a response to the complaint.  

 

(3.) All complaints will be investigated promptly.   Upon receiving a complaint, the 

mayor shall initiate an investigation within 24 hours, or by the end of the next 

business day. 

 

(4.) All complaints will be kept confidential to the fullest extent possible, and will be 

disclosed only as necessary to allow an investigation and response to the complaint.   

No one will be involved in the investigation or response except those with a need to 

know.   Any special concerns about confidentiality will be addressed at the time they 

are raised. 
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(5.) Anyone who is found to have violated this policy is subject to corrective action.   

Corrective action will depend on the gravity of the offense. The City will take 

whatever action it deems necessary to prevent an offense from being repeated. 

 

(6.) The City will not permit retaliation against anyone who makes a complaint or who 

cooperates in an investigation. 

 

(7.) Both the person filing the complaint and the alleged offender shall receive a written 

response that contains the findings of the investigation and any action taken. Unless 

extra time is needed for a thorough investigation, the response will normally be 

given within thirty (30) days of when the complaint was received.   All parties will 

be notified of an extended investigation if such an extension is necessary to 

complete the findings.    

 

 

9.3  COUNCIL RELATIONS WITH STAFF 

 

(1.) There will be mutual respect from both City staff and Councilmembers of their 

respective roles and responsibilities.  

 

(2.) City staff shall acknowledge the Council as policy makers, and the 

Councilmembers shall acknowledge City staff as administering the Council's 

policies. 

 

(3.) Councilmembers with a particular interest in an item or topic should be given a 

courtesy call if that item is rescheduled by staff. 

 

(4.) All written informational material requested by individual Councilmembers shall 

be submitted by City staff to the City Manager who after his/her review, will 

submit it to all Councilmembers with a notation indicating which Councilmember 

requested the information. 

   

(5.) Councilmembers shall not attempt to influence City staff in the selection of 

personnel, the awarding of contracts, the selection of consultants, the processing 

of development applications or the granting of City licenses or permits. 

 

(6.) The Council shall not attempt to change or interfere with the operating rules and 

practices of any City department. 

 

(7.) To ensure timely response and any required administrative actions, mail addressed 

to the Mayor shall be copied and circulated by the City Clerk to all appropriate 

persons as soon as practicable after it arrives.  Unless specifically requested, other 

Councilmembers’ mail shall not be opened before distribution to those 

Councilmembers. 

 



 

 

 

R://CC/Council/Guide to Conducting Meetings 051012 track chgs R:\CC\Council\POLICIES\ccpolicy102405.doc 

19 

(8.) The City Clerk shall not open mail addressed to individual Councilmembers 

 

(9.) No Councilmember shall direct the City Manager or staff to initiate any action or 

prepare any report that is a priority or requires significant resources, or initiate any 

project or study without the consent of a majority of the Council. 

 

(10.) Individual requests for information may be made directly to the Department 

Director unless otherwise determined by the City Manager.  If the request would 

create a change in work assignments or City staffing levels, the request must be 

made through the City Manager. 

 

SECTION 10. COUNCIL MEETING STAFFING 

 

10.1 The City Manager shall attend all meetings of the Council unless excused. The 

City Manager may make recommendations to the Council and shall have the right 

to take part in the discussions of the Council but shall have no vote. When the 

City Manager has an excused absence, the designated Acting City Manager shall 

attend the meeting. 

 

10.2 The City Attorney shall attend all meetings of the Council unless excused, and 

shall, upon request, give an opinion, either written or oral, on legal questions.   

The City Attorney shall act as the Council's parliamentarian. The Assistant City 

Attorney or designee shall attend meetings when the City Attorney has been 

excused. 

 

10.3 The City Clerk, or designee, shall attend Regular, Special and Study Session 

meetings of the Council, keep the official journal (minutes), and perform such 

other duties as may be needed for the orderly conduct of the meeting. 
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SECTION 11. COUNCILMEMBER ATTENDANCE AT MEETINGS 

 

(1.) Councilmembers will inform the Mayor, a Councilmember, the City Manager or 

 City Clerk if they are unable to attend any Council meeting, or if they knowingly 

 will be late to any meeting. The minutes will show the Councilmember as having 

 an excused absence. 

 

(2). The Mayor will announce for the record a Councilmember’s excused or 

unexcused absence at the Regular Meetings and Study Sessions after roll-call is 

taken. (10/24/05) 

 

(3.) Councilmembers who attend meetings of another jurisdiction, regional meetings, 

 or “in-house”meetings should provide a report for the City Manager’s Report. 

 

(4.) Councilmembers will not attend special district meetings as liaison. (as a 

representative or in an official capacity on behalf of the Council). 

 

(5.) Councilmembers will let the Executive Administrative Assistant to the City 

Manager know what meetings they are attending so that these can be noted on the 

meetings calendar. 
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SECTION 12. PUBLIC HEARINGS 

 

12.1 TYPES 

 

 There are two types of public hearings: legislative and quasi-judicial. The mayor 

will state the public hearing procedures before each public hearing. The public 

may comment on public hearing items.Quasi-judicial hearings require the Council 

to use a certain process, which may include a record of considered evidence, 

specific findings and a decision. The Public wishing to comment will follow the 

same procedure as for "Public Comment" and may speak after being recognized 

by the Mayor.  After all persons have spoken, the hearing is closed to public 

comment.  The Council then proceeds with deliberation and decision making. 

 

12.2 LEGISLATIVE PUBLIC HEARINGS 

 

 The purpose of a legislative public hearing is to obtain public input on legislative 

decisions on matters of policy, including without limitation, review by the City 

Council of its comprehensive land use plan or the biennial budget. 

 

12.3 QUASI-JUDICIAL PUBLIC HEARINGS 

 

The purpose of a quasi-judicial public hearing is to decide issues including the 

right of specific parties and include, without limitation, certain land use matters 

such as site specific rezones, preliminary plats, and variances. The City Council’s 

decision on a quasi-judicial matter must be based upon and supported by the 

“record” in the matter. The “record” consists of all testimony or comment 

presented at the hearing and all documents and exhibits that have been submitted. 

In quasi-judicial hearings, Councilmembers shall comply with all applicable laws 

including without limitation the appearance of fairness doctrine per RCW42.36. 

 

APPEARANCE OF FAIRNESS. Councilmembers should recognize that the 

Appearance of Fairness Doctrine does not require establishment of a conflict of 

interest, but whether there is an appearance of conflict of interest to the average 

person. This may involve the Councilmember or a Councilmember’s business 

associate, or immediate family. It could involve ex parte (outside the hearing) 

communications, ownership of property in the vicinity, business dealings with the 

proponents and/or opponents before or after the hearing, business dealings of the 

Councilmember’s employer with the proponents and/or opponents, announced 

predispositions, and the like. Prior to any quasi-judicial hearing, each 

Councilmember should give consideration to whether a potential violation of the 

Appearance of Fairness Doctrine exists. If so, no matter how remote, the 

Councilmember should disclose the facts to the City Manager who will seek the 

opinion of the City Attorney, which will be communicated to the Councilmember 

Formatted: Indent: Left:  0", First line:  0",

Tab stops: Not at  1"

Formatted: No underline

Formatted: Indent: First line:  0"

Formatted: Font: Not Italic



 

 

 

R://CC/Council/Guide to Conducting Meetings 051012 track chgs R:\CC\Council\POLICIES\ccpolicy102405.doc 

22 

and the Mayor. Legislative (ordinance or miscellaneous) hearings do not require a 

decision be made even though information is presented.  

 

 Citizens The Public wishing to comment will follow the same procedure as for 

"Citizens' Public Comment" and may speak after being recognized by the Mayor.  

After all persons have spoken, the hearing is closed to public comment.  The 

Council then proceeds with deliberation and decision making. 
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SECTION 13. MEDIA REPRESENTATION AT COUNCIL MEETINGS 

 

13.1 All public meetings of the City Council and its advisory committees shall be open 

to the media, freely subject to recording by radio, television and photographic 

services at any time, provided that such arrangements do not interfere with the 

orderly conduct of the meeting. Seating space shall be provided for the media at 

each public meeting. 
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SECTION 14. COUNCIL REPRESENTATION 

 

14.1 If a Councilmember appears on behalf of the City before another governmental 

agency, a community organization, or through the media, for the purpose of 

commenting on an issue, the Councilmember shall state the majority position of 

the Council, if known, on such issue. Personal opinions and comments, which 

differ from the Council majority, may be expressed if the Councilmember clearly 

states these statements do not represent the Council's position. 

 

14.2 A Councilmember shall obtain the other Councilmember's concurrence before 

representing that Councilmember's view or position with the media, another 

governmental agency or community organization. If the subject is controversial, 

Councilmembers shall avoid speaking for each other. 

 

14.3 Letters, written statements, newspaper guest opinions, and so on, which state a 

Council opinion or policy shall be submitted to the full Council for review, 

comment and final approval prior to their release. In some cases, it may be 

appropriate to provide for the signatures of the full Council. 

 

14.4 As a matter of courtesy, letters to the editor, or other communication of a 

controversial nature, which do not express the majority opinion of the Council, 

should be presented to the full Council at the time of communication.in the 

Council agenda packet prior to publication so that Councilmembers may be made 

aware of the impending publication.  
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SECTION 15. CONFIDENTIALITY 

 

15.1 Councilmembers shall keep confidential all written materials and verbal 

information provided to them during Executive Sessions to ensure that the City's 

position is not compromised. Confidentiality also includes information provided 

to Councilmembers outside of Executive Sessions, when the information is 

considered to be exempt from disclosure under exemptions set forth in the 

Revised Code of Washington (RCW 42.56 Public Records Act). 

 

15.2 If the Council, in Executive Session, has given direction or consensus to City staff 

on proposed terms and conditions for any type of issue, all contact with the other 

party shall be done by the designated City staff representative handling the issue.  

Prior to discussing the information with anyone other than fellow 

Councilmembers, the City Attorney, or City staff designated by the City Manager, 

Councilmembers should review such potential discussion with the City Manager. 

Any Councilmember having any such contact or discussion shall make full 

disclosure to the City Manager and/or the City Council in a timely manner. 
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SECTION 16.  COUNCIL BUSINESS POLICIES 

 

16.1  LITIGATION POLICIES AND REPORTING  
 

“Periodically, the City Attorney will provide a report to the City Council on new litigation 

and ongoing litigation in the Council Executive Session.  

 

a. Once monthly, the City Attorney will provide a report to the City Council on new litigation and 

ongoing litigation.   

 

 b. Once monthly, the City Attorney will provide a report on proposed counterclaims or 

abatement foreclosures.  

 

 c. The City Council shall approve counterclaims, abatement foreclosures, and the initiation 

of a lawsuit.  

 

 d. Quarterly reports prepared by WCIA on the City’s Risk Profile will be provided to the 

City Council in Executive Session.  

 

e. The City Attorney will prepare a succinct quarterly written report on the status of litigation to the 

City Council.  

 

f. Due to the confidential nature of these reports, questions regarding them should be directed to the 

City Manager or City Attorney.  

 

16.2 FINANCIAL MANAGEMENT POLICIES (Approved 2004) 

 

Introduction:  These policies are intended to serve as a Council approved set of values 

and expectations for Council Members, City staff, citizens and other interested parties 

who may do business with the City.  The use of the term “City” refers to all City officials, 

staff and employees who are responsible to carry out these policies.  The policies describe 

expectations for financial planning, budgeting, accounting, reporting and other 

management practices.  They have been prepared to assure prudent financial management 

and responsible stewardship of the City’s financial and physical assets. 

 
A.  Fund Definitions 

 

The General Fund is the general operating fund of the City.  It accounts for all financial 

resources and transactions except those required to be accounted for in another fund. 

 

 Special Revenue funds account for revenues derived from specific taxes, grants, or 

other sources that are legally restricted to expenditures for specified purposes. 

 

 Debt Service funds account for the accumulation of resources to pay principal, 

interest and related costs on general long-term debt. 

 

 Capital Project funds account for financial resources designated for the 

acquisition or construction of general government capital improvements. 
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Enterprise funds are established to account for operation (a) that are finance and operated 

in a manner similar to private business enterprise – where the intent of the governing 

body is that the costs (expenses, including depreciation) of providing goods or services to 

the general public on a continuing basis be financed or recovered primarily through user 

charges; or (b) where the governing body has decided that periodic determination of 

revenues earned, expenses incurred, and/or net income is appropriate for capital 

maintenance, public policy, management control, accountability, or other purposes.   

Examples of enterprise funds are those for water, gas, and electric utilities; swimming 

pools; airports; parking garages; and transit systems.   

 

Internal Service funds are used to account for the financing of goods or services provided 

by one department or agency to other departments or agencies of a government, or to 

other governments, on a cost-reimbursement basis. 

 

User Fee is a fee charged to a customer of City services who may or may not be a Burien 

resident but receives a direct benefit from the service.  

 
B.  Resource Planning and Allocation Policies 

 

1. To assure stability and continuity in City services, the City will maintain a multi-

year Financial Plan.  The purpose of this annual planning process will be for citizens, the 

staff, advisory committees and City Council to discuss current and future programs, 

service levels and capital facility needs.  The City’s six-year Operating and Capital 

Financial Plan will consider relevant economic conditions, estimate revenues and 

reserves, changes in levels of service, operating expenses, capital requirements, and debt 

service for the City’s three major categories of funds: General Fund (including 

Cumulative Reserve and Parks Rehabilitation Fund); Street Fund (including Arterial 

Street Fund), and Surface Water Management Fund.  This plan will be reviewed, 

modified and adopted by the Council each year. 

 

2. The City of Burien will maintain minimum General Fund reserves of 5% of 

current year General Fund revenues in the Cumulative Reserve Fund and a 5% ending 

fund balance in the General Fund.  The Cumulative Reserve Fund is a “rainy day” fund 

used to stabilize services and the City’s employment force to minimize uncertainty about 

the continuity of services and employment. 

 

3. The City of Burien will maintain in the Street and Arterial Street Fund an ending 

fund balance equal to 50% of current year recurring revenues.   

 

4. The City will maintain in the Surface Water Management Fund an ending fund 

balance equal to 50% of current year recurring revenues. 

 

5. The relationship between the Operating and Capital Budgets will be incorporated 

into the forecast and budget process.  Operating and capital budgets shall be prepared to 
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provide for operating services and maintenance or enhancement of fixed assets needed to 

support City services. 

 

6. The City’s annual budget will be based on a six-year Operating and Capital 

Financial Plan (a forecast) approved by the Council. The City Manager prepares the 

Financial Plan by August each year to respond to current City goals and policies, and 

other long-range plans and needs of the City.  The prior five years of program 

expenditures (as shown in the comprehensive annual financial report) and the prior five 

years department and object expenditures will be forwarded to the Council with the 

Financial Plan. 

 

7. The City budget will implement City Council adopted goals and policies, long-

range plans, the service choices for the community and revenue allocation policies of the 

Council. 

 

8. The City will use "prudent revenue and expenditure assumptions" in their budget 

documents and financial forecasts.  

 

9. Ongoing expenditures (which exclude ending fund balances) generally should not 

exceed ongoing revenues (which exclude beginning fund balances) in the first two to 

three years of the forecast.  

 

10. The City Council’s policy on TCI franchise revenues is to allocate 100% to street 

maintenance each year.   

 

11. The City Council will dedicate 100 percent of the revenue received from electrical 

utility franchise with Seattle City Light for street and arterial street maintenance and 

major rehabilitation.  

 

12. The City Council will dedicate 100% of the revenue received from utility and 

B&O taxes to the General Fund, with the exception that the utility tax on garbage revenue 

will be used to support Street Fund activities and the Transportation CIP until these funds 

are needed in the General Fund. 

 
C.   Accounting and Financial Practice Policies 

 

1. The City will maintain an accounting and financial reporting system that fully 

meets professional standards, state accounting requirements, and standards used by debt 

rating agencies.  The City of Burien will strive to maintain a bond rating in the "A" 

category.  

 

2. Policies and procedures are in place to assure financial controls and oversight for 

accounting, investment and other cash management decisions.  Procurement policies and 

procedures are adopted by the Council to meet legal requirements and assure effective 
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and competitive purchasing.  Procurement authority will be delegated consistent with 

Council policy and written procedures approved by the City Manager.  

 

3. Regardless of the budget appropriation, if a fund’s revenues are less than 

anticipated, operating, capital and ending fund balances will be reviewed by the City 

Manager who will then make a recommendation for possible adjustments to the City 

Council. 

 

4. If a fund’s ending balance is sufficient, excess reserves or other one-time 

revenues, such as grants, will be used for capital, equipment, or other one-time projects or 

services that improve the City’s productivity and efficiency. 

 

5. Consistent with accepted government accounting practices the City may evaluate 

certain support services within the Financial Plan to determine if creating a user fee, 

internal service fund or enterprise fund will increase efficiency of service delivery or 

recover the cost of providing the service from the users.  

 

D.  Revenue and Collection Policies 

 

1. The General Fund and its related reserve funds exist to provide services and 

benefits related to the general safety, health and welfare of the community.  These 

services include: law enforcement and crime prevention services; parks, recreation and 

cultural services to all citizens; general community planning and development (excluding 

private development projects); a proportionate share of overhead costs for administrative 

and legislative services.  While some services are budgeted in the general fund such as 

recreational classes and development fees, these services provide specific private benefits 

to the users.  These services are funded by user fees to recover part or all of the City’s 

costs.  The City will establish cost recovery policies for parks, recreation and cultural 

services and submit periodic financial reports to the Council on City progress in meeting 

the policies. 

  

2. Surface Water Management fees are collected to provide for operating and 

capital expenses related to street cleaning, ditch and drainage maintenance, and capital 

costs for surface water conveyance, treatment and retention facilities including a share of 

the administrative and legislative expense of the City.  Impervious surface and impacts to 

the flow and quality of urban surface water run off created by developed urban property 

are used to determine residential and commercial user charges. 

 

3. Street funds are collected primarily through gas tax revenues to fund 

maintenance and capital improvements to the residential and arterial street system 

including a share of the administrative and legislative expense of the City.  

 

4. To minimize the impact of cyclical economic downturns on City general fund 

revenues and services, the City will attempt to diversify the economic base, which 

impacts the General Fund.   
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5. The City will establish cost recovery policies for fee supported services which 

consider the relative public/private benefits received from the services being provided 

and/or the desirability of providing access to services for specialized populations.  These 

guidelines will determine the percentage of full service costs to be recovered through 

fees.  The level of cost recovery will be routinely adjusted to ensure that rates are current, 

equitable, and competitive and cover that percentage of the total cost deemed appropriate. 

 

6. In preparing the Financial Plan, the receipt of a grant will be included in operating 

fund revenues only when it is probable the City will receive a grant award. (Probable 

means relatively likely but not certain.) 

 

E.   Capital Improvement Policies 

 
1. The City will plan for capital improvements over a multi-year period.  The Capital Improvement 

Program will directly relate to the long-range plans and policies of the City Council.  When capital 

improvements are being planned, operating costs will be estimated and identified within the City’s Financial 

Plan. 

 

2. To maintain the City’s physical assets, a current inventory will be maintained of 

all of the City’s physical assets, and their condition, maintenance and periodic 

replacement costs.  Predictable on-going capital replacement expense such as for fleet and 

other equipment should be funded through cash reserves set aside each year.  These costs 

will be reported and included in the annual update of the City’s Financial Plan. 

 

3. The City will maintain an "Art in Public Places Fund" for the purpose of 

providing funds for capital improvement projects funded wholly or in part by the City of 

Burien for construction or remodeling of government owned public buildings, transit 

centers and parks (Ordinance 238). 

 

4. A capital project is defined as a project of a nonrecurring nature with a cost of 

$25,000 or more and estimated service life of 10 years or more.  Major renovations of 

existing facilities that cost more than $25,000 may be submitted for consideration as a 

capital project.  Maintenance of existing facilities, however, should not be included in 

capital requests.  Requests for funding of maintenance projects should be included in the 

appropriate operating budget. 

 

5. The Adopted Capital Facilities Element of the Burien Comprehensive Plan 

provides guidance regarding the development of the City’s Capital Improvement 

Program.  This is incorporated into these financial policies as Appendix I.  

 

6. In each of the three sections of the Capital Improvement Program (transportation, 

parks and general government and surface water management) funding sources for the six 

year period will be identified so that it will be clear what local funds, grant funds and 

other sources are supporting the program. 
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7. The City will use Community Development Block Grant capital funds to fund 

eligible capital projects that are included in the city’s adopted Capital Improvement 

Program.  The funds will only be spent on eligible projects that benefit low and moderate 

individuals as defined in the Community Development Block Grant regulations. 

 

8. Property taxes levied for general government operations will be no more than 1% 

more than levied in the prior year plus the amount received as a result of new 

construction.  The City will use “banked” property tax levy capacity to fund the 

construction of a new Senior Center.  The “banked capacity” levied for the Senior Center 

will not exceed the difference between a 1% growth in the property tax from the prior 

year and a 6% growth. (before taking new construction into account).  These funds will 

be set aside in the Senior Center Reserve Fund. 

 

F.  Debt and Investment Management Policies 

 

1. The City will comply with debt issuance guidelines consistent with federal, state, 

and local policies.  Debt will be used prudently in limited circumstances so as not to risk 

the City’s credit rating.  The use of councilmanic debt authority will be based on a full 

feasibility analysis, including the loss of revenues from an economic downturn.   

 

2. Debt may be used on a limited basis for specific short-term cash flow needs.  Debt 

will not be used to fund long-term revenue shortages.  For major capital projects with 

long-term useful lives (normally 20 years or more) and where costs exceed short-term 

cash flows, debt may be used providing there is sufficient dedicated revenue within the 

Financial Plan to service the debt. 

 

3. The City will follow state law and the City’s adopted Investment Policy, which 

includes the following criteria in priority order: 

a. Preserve capital through prudent financial investments; 

b. Maintain sufficient liquidity so that funds are available when needed; and 

c. Achieve the best available rate of return. 

 
4.  The City will maintain and invest any private donations and trusts in separate accounts consistent with 

the terms of the donation. 
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G.  Financial Management and Organizational Review Policies 

 

1. The City Manager will review the organizational structure at frequent intervals to 

assure that it is responsive to current conditions, minimizes service duplication within the 

organization and with other local government jurisdictions.  Periodic performance audits 

may be used to assess organizational costs and effectiveness.  Budget reviews shall be 

made periodically to examine all line-item costs in a particular department or program.    

 

2. The City will routinely evaluate both its administrative and direct service delivery systems to 

determine whether a service should be provided by the City, by agreement with a qualified and or 

competitively priced private or public contractor or eliminated due to changes in community requirements.  

 

3. The City Council will adopt, through the annual budget, service levels, a work 

program and performance standards that reflect City revenues, community expectations 

and legal requirements set by other levels of government.  The City is committed to 

examining how it provides services so that service levels and performance standards are 

met or exceeded at the least cost to the public. 

 

4. The compensation of employees will be reviewed every three years.  It will be 

competitive with that of comparable public sector employers in the relevant recruiting or 

market area.  The criteria for reviewing employee wages and benefits will also include 

internal comparability for similar jobs and the City’s ability to pay. If relevant private 

sector comparisons are available, they will be considered.   

 

5. The City will, within available resources, maintain the productivity of staff through a supportive 

working environment, which includes appropriate equipment, supplies, materials, and professional staff 

development. 

 

6. The City will evaluate its use of intergovernmental service contracts to prevent 

duplication of services and to assure an effective and efficient service delivery system to 

the community. 

 

7. The approval of City contracts will be done as follows: 

 The City Manager will have authority to sign contracts up to $25,000. 

 Contracts over $25,000 that are budgeted, routine, and annually recurring would 

be placed on the Council consent agenda (examples include contracts for janitorial 

services, prosecution, public defense, and parks maintenance). 

 Capital Project contracts over $25,000 that are within the project phase budget 

and where the Council has approved the project scope would be put on the consent 

agenda. 

 All contracts that require additional budget authority would go to Council for 

discussion and approval. 

 All new initiatives over $25,000 would go to Council for discussion and approval 

(for example, the wireless master plan and the demographics study). 
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 All capital projects where there is a material change in scope would go to Council 

for discussion and approval (for example an extension of a sidewalk that was not part of 

the original project scope). 
 

  

 

16.3 PROCUREMENT POLICIES  

 

Approved April 3, 2000 

Amended October 2, 2000 

 

Chapter 1.  Purpose, Scope, and General Policies 

 

1.01 Purpose 

 

Purchasing policies and procedures are intended to ensure that the City complies with 

applicable laws and regulations, and receives goods and services of the highest quality at 

the lowest cost. 

 

1.02 Scope 

 
These guidelines apply to all City departments and employees engaging in the purchase of goods or services 

for the City including public works projects. They do not govern the purchase or lease of real property. 

 

1.03 General Contracting/Purchasing Policies 

 

1. The City will comply with all applicable laws and regulations including grant 

requirements in purchasing goods and services. 

  

2. Contracts or purchasing agreements over $25,000 will be approved, prior to 

execution, by the City Council, either in the adopted budget or by separate action.  

 

3. Contracts and purchases will not be divided into units or phases to circumvent 

approval or bidding requirements established in these policies. 

 

4. Employees making or authorizing purchases will ensure that budget authority is 

available prior to purchase, that required purchasing agreements have been properly 

executed prior to purchase, and that the goods or services purchased have been received 

and are acceptable to the City before authorizing payment.  Claims requests, invoices and 

other supporting documentation will be submitted to the Finance Department when 

payment is requested.  Claims requests will be signed by the Department Director.   

 

 

Chapter 2.  Public Works Projects  

 

2.01 Definition 
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The term public work refers to all work, construction, alteration, repair or improvement 

other than ordinary maintenance, executed at the cost of the city, or which is by law a lien 

or charge on any property therein.  (RCW 39.04.010) 

 

 

2.02 Bidding Requirements (RCW 35.22.620) 

 

1. The City will use the “competitive bidding process,” described below, for public 

works projects with an estimated cost exceeding $200,000.   

  

2. The City will use either the “competitive bidding process” or “small works roster 

process” for public works projects costing more than $20,000 but not more than $200,000 

when a single craft or trade is involved in the project and more than $35,000 but not more 

than $200,000 when multiple crafts or trades are involved.  

 

3. For projects costing more than $500 but not more than $20,000 (for a single craft or 

trade) or $35,000 (for multiple crafts or trades), the City may use an informal bidding 

process in lieu of the “competitive bidding” or small works roster process.  Project 

managers will solicit at least three bid quotations from qualified firms.  Project managers 

will record bid quotations, written or unwritten, and retain this record and all bid 

documentation in the project file.   

  

4. The City may not divide a public works project into units or phases to avoid these bid 

requirements.  

  

5. The City may use employees to perform projects with estimated costs not exceeding 

$20,000 for a single craft or trade or $35,000 for multiple crafts or trades, provided that 

the total cost of such projects in any year may not exceed ten percent of the City’s public 

works construction budget for that year.  Public works performed by the County for the 

City count toward the ten- percent limitation.  The City will report to the state auditor the 

public works construction budget, total construction costs of public works performed by 

public employees, and the amount above or below the ten percent limit.  The City will 

account and record costs of public works over $5,000 not let by contract and publish a 15-

day advance notice (estimate and description of work) on projects over $25,000 to be 

performed other than by contract or small works roster process.  In emergencies, the 

notice may be published within seven days after work begins.  (RCW 35.22.620, 

39.04.020) 

 

 

2.03 Exceptions 

 

Public works bidding requirements may be waived under the following conditions: 
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1. Emergencies.  In an emergency the City Manager is authorized to declare an 

emergency situation exists, waive competitive bidding requirements, and award all 

necessary contracts to address the emergency situation.  If a contract is awarded without 

competitive bidding due to an emergency, a written finding of the existence of an 

emergency will be made by the City Council or City Manager and duly entered of record 

no later than two weeks following the award of the contract.  Emergency means 

unforeseen circumstances beyond the control of the City that present a real, immediate 

threat to the proper performance of essential functions or will likely result in material 

damage to property, bodily injury, or loss of life if immediate action is not taken.  (RCW 

39.04.280)   

  

2. Sole source.  Bidding may not be required if advertising for bids would result in only 

one bid.  State law authorizes sole source “purchases” (RCW 39.04.280), but this 

authority is less clear for public works contracts.  If sole source contracting is being 

considered, Department Directors will consult with the City Attorney and submit to the 

City Manager a written finding stating the factual basis for a sole source contract.  If the 

contract is executed, the finding and contract will be recorded and open to public 

inspection. 

 

3. County contract.  The City may contract with the County (or state) for construction or 

repair of streets and bridges without competitive bidding.  (RCW 35.77.020, 47.24.050) 

 

4. Neighborhood self-help projects.  The City may contract with a neighborhood 

organization for neighborhood improvements.  The value received must be at least three 

times the cost to the City.  Total payments for such projects may not exceed two dollars 

per City resident in any year.  (RCW 35.21.278) 

 

2.04 Competitive Bidding Process 

 

1. Advertising for Bids.  The City will publish a notice calling for sealed bids once 

each week for two consecutive weeks in a newspaper of general circulation, allowing at 

least fourteen days from the date of first publication to the date bidding is closed.  The 

notice will also be posted in a public place. 

 
The notice will include title of the project, nature and scope of work, location where contract documents 

may be reviewed or obtained, cost of contract documents, notice of place, date, and time bids are due, 

requirement for sealed bids, bid bond requirement, and statements that the City has the right to cancel the 

invitation to bid, to reject any and all bids and to waive minor irregularities in the bidding process. 

 
Bid packets will be prepared containing the invitation to bid notice, instructions to bidders, general 

conditions, special bid conditions, if any, terms and conditions, specifications, bid proposal form, form for 

listing subcontractors, non-collusion affidavit, and contract.  

 

2.  Rejection of Bids.  The City Manager may reject all bids and re-advertise for bids.  If 

no responsive bids are received, the City Manager, with approval of the City Council, 

may negotiate the purchase with a vendor at the lowest possible cost to the City. 
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3.  Bid Bond.  Bids on public works projects will be accompanied by a bid proposal 

deposit in the form of a cashier’s check or surety bond in an amount not less than five 

percent of the amount bid.  The City Manager may require bid bonds on other projects.  

 
Bid bonds will be returned to unsuccessful bidders when the contract is let and to the successful bidder 

when the contract is executed and a performance bond provided.  The bid bond will be forfeited if the 

successful bidder fails to enter into the contract pursuant to the bid and furnish the performance bond within 

ten days of being notified of the bid award. 

 

4.  Performance Bond (RCW 39.08.010).  A performance bond will be required on all 

public works contracts.  The City Manager may require performance bonds on other 

contracts to protect the City’s interests and ensure full performance of the contract.  On 

contracts of $25,000 or less, at the option of the contractor and in lieu of a performance 

bond, the City may retain fifty percent of the contract amount for a period of thirty days 

after the date of final acceptance or until receipt of all necessary releases from the state 

Department of Revenue and Department of Labor and Industries and settlement of any 

liens, whichever is later.   

 

5.  Award of Bids.  Unless it rejects all bids, the City will accept the bid of the lowest 

responsible bidder.  If a bid other than the low bid is accepted, the City Manager will state 

the reasons.  This statement will be submitted to the City Council with the recommended 

contract, when Council approval is required, and filed with records related to the award.   

 

6.  Signature and Approval.  Contracts will be prepared by the Department, initialed by 

the Department Director and signed by the City Manager after review by the City 

Attorney and, if over $25,000, approval by the City Council. 

 

2.05 Small Works Roster Process  (RCW 35.22.620, 39.04.155)  

 

The City Council has authorized a small works roster process for awarding public works 

contracts for a maximum dollar amount not to exceed $200,000.    

 

1. In this process the City Manager or designee will publish in a newspaper of 

general circulation once each year a notice of establishment of the small works roster.  

The notice will invite all qualified contractors to be listed on the roster.  Where required, 

contractors must be licensed or registered to perform work in this state.  Responsible 

contractors will be added to the roster at any time they submit a written request and 

necessary records. 

  

2. The City will solicit quotations from all appropriate contractors or from at least 

five qualified contractors on the roster for each project.  For projects between $100,000 

and $200,000, if the City solicits bids from less than all the appropriate contractors on the 

roster, it will notify the remaining contractors on the roster that quotations on the work 

are being sought. Whenever possible, at least one contractor will be a minority or woman 
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contractor.    The City will not favor certain contractors over others on the roster 

performing similar services when soliciting bids. 

  

3. Contracts will be awarded to the contractor submitting the lowest responsible bid.  

 

4. Immediately after the award, all bid quotations submitted will be recorded and 

made available to the public for inspection or supplied in response to telephone inquiries. 

  

5. Bid and performance bonds will be required.  

 

6. The City will make available a list of the contracts awarded through the roster 

process at least once a year.  The list will contain the name of the contractor; amount of 

contract, brief description of work performed, date awarded, and location where bid 

quotations may be inspected.  (RCW 39.04.200) 

 

 

Chapter 3.  Professional and Technical Services 

 

3.01 General Policies 

 

1. The City will use a request for proposals, request for qualifications, bid solicitation or 

similar competitive process for selecting a contractor when the estimated cost of the 

service exceeds $500, except where the City Manager determines that direct negotiation 

of a contract will best serve the City's interests.  Where bid quotations are used, Project 

managers will solicit at least three bids from qualified firms, record the bid quotations, 

written or unwritten, and retain this record and all bid documentation in permanent files. 

 

2. Professional services contracts will be limited to firms or persons who can properly be 

considered contractors.  A contractor will normally offer specialized skills, knowledge or 

experience; operate a separate business offering similar services to others for a fee; have a 

place of business separate from a City facility; and work independently, once provided 

with a scope of work, deciding how the work will be accomplished.  The City will not 

have the right to direct or control the manner in which the contractor's services are 

performed. 

 

3.02 Architectural and Engineering Services  

 

Departments requiring architectural or engineering services, including landscape 

architecture and land surveying, will follow these additional special procedures in 

conformance with RCW 39.80.   

 

1. Publish an advance notice of the City’s need for services, stating the general scope 

and nature of the work or project.   
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2. Invite architectural and engineering firms to submit statements of qualifications 

and performance data.   

  

3. Afford minority- and woman-owned firms the maximum practicable opportunity 

to compete for contracts. 

4. Evaluate qualifications and performance data submitted and select one or more 

firms for consideration. 

  

5. Discuss methods of approach with one or more firms. 

  

6. Select the firm most highly qualified to provide the services required without 

regard to price. 

  

7. Negotiate a contract with the selected firm at a price determined by the City to be 

fair and reasonable.  Consider the estimated value, scope, complexity and professional 

nature of the services in determining a reasonable price. 

  

8. If agreement cannot be reached with the selected firm, formally terminate the 

negotiation, select another firm and begin the negotiating process with that firm.  

Continue until agreement is reached or the search terminated. 

 

9. The City Manager may suspend these requirements upon making a finding that an 

emergency requires the immediate execution of the work. 

 

 

Chapter 4.  Material, Supplies and Equipment 

 

4.01 Purchasing Policies 

 

1. Purchases over $500 will be made through a bidding process, except where the 

City Manager determines that a negotiated purchase agreement will best serve the City's 

interests. Bidding may occur through an informal process that includes solicitation of bid 

quotations from at least three qualified vendors. Contracts/purchase agreements will be 

awarded to the lowest and best responsible bidder.  Employees soliciting bids will record 

bid quotations, written and unwritten, and retain this record and all bid documentation in 

permanent files. 

  

2. Purchases over $25,000 require City Council approval. 

 

3. “Open” or “blanket” contracts or purchase orders may be used where multiple 

purchases will be made over time and exact quantities or descriptions of goods to be 

purchased cannot be specified in advance.  An open contract or purchase order will 

specify the time period and a maximum dollar amount.  The maximum amount will be 

used for purposes of applying the above rules on bidding and signature or approval 

authority.    
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4. The City’s Travel Policies (Personnel Policies, Appendix B) will govern convention 

and travel expenses. 

 

 

4.02 Exceptions   

 

Exceptions to these purchasing policies are permitted as follows:  

 

1. Emergencies.  The City Manager may authorize emergency purchases without 

bidding.  For purchases over $25,000, the City Manager will seek City Council approval 

at the earliest opportunity.  

 

2. Sole Source.  The City Manager may authorize an exception to bidding policies 

when purchase from a single source is justified.  Warranty work, additions to or repair 

and maintenance of equipment already purchased, prior training of staff, inventory of 

replacement parts, special market conditions, the absence of alternative vendors or similar 

conditions may justify such an exception.   

  

3. Auctions/Closeouts.  The City Manager may authorize the purchase of supplies, 

material, or equipment at any public auction, closeout sale, bankruptcy sale or other 

similar sale upon determining that the purchase will be made at a competitive price. 

(RCW 39.30.045)  

  

4. State Contracts.  The City Manager may authorize purchases of supplies, materials or 

equipment through a State of Washington Office of State Procurement contract, without a 

bidding process.  (RCW 39.34.030) 

 

5. Exchanges.  The City may by agreement exchange supplies, materials, services, 

property or equipment with other public agencies.  (RCW 39.33) 

  

6. Intergovernmental Purchases.  Purchases may be made through or jointly with, 

another governmental entity by agreement pursuant to the Interlocal Cooperation Act, 

RCW 39.34.  Purchases from or through the federal government may be made without 

bidding (RCW 39.32).  Intergovernmental purchasing agreements require City Council 

authorization. 

 

7. Insurance and Bonds.  The City Manager may waive any bidding requirement. 

 

Chapter 5.  Prohibited Practices   

 

5.01 Code of Ethics 

 

The City’s “Code of Ethics for City Officials and Employees” (Personnel Policies, 

Appendix D) will govern conduct with respect to purchasing wherever applicable.   
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5.02 Other Prohibited Practices    

 

1. Collusion among bidders.  Collusion will result in the treatment of bids from the 

firms involved as null and void.  Such bidders may be excluded from future bidding with 

the City.   

  

2. Disclosure of sealed bid contents.  Disclosure of information from sealed bids by a 

City official or employee in advance of opening bids is prohibited.  Bids submitted by 

bidders after receiving such information will be null and void.  

  

3. Sale to private parties.  The City will not use its purchasing power or lend its credit 

to purchase goods or services for a private party or for sale to City employees, City 

officials or others.   City property declared surplus, however, may be sold in accordance 

with City surplus property disposition procedures.   

  

4. Donations.  The City will not accept donations of goods or services in return for a 

commitment to initiate or continue a purchasing agreement.  Discounts or awards 

available to all customers, or to a customer class that would normally include the City, are 

not prohibited. 

 

 

Chapter 6. Purchasing Procedures 

 

The City Manager shall establish whatever procedures are necessary to implement these 

policies. 
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SECTION 17.  COUNCIL AND STAFF TRAVEL AND EXPENSES 

 

17.1 PURPOSE 

 

 The purpose of this policy is to identify and provide guidelines regarding the 

City's travel policies and to identify valid business expenses for which public officials and 

employees of the City may qualify for payment or reimbursement.  

 

 This policy applies to elected and appointed public officials, and to employees 

of the City of Burien. 

 

 In addition to this policy, the provisions of Chapter 42.24 RCW and the 

Budgeting, Accounting, and Reporting Systems (BARS) manual prescribed by the 

Washington State Auditor's Office also apply. 

 

 The City of Burien reimburses its employees and elected or appointed officials for 

reasonable travel, subsistence and related expenses incurred conducting City business 

provided the expenses are prudent and directly related to the individual's service on behalf 

of the City. 

 

17.2 ADMINISTRATION 

 

 The Director of Administrative Services administers the travel and expense 

reimbursement program, designs and distributes forms and instruction and carries 

responsibility for review of claims.  Claims will not be allowed without a detailed 

account of moneys spent certified by the individual making the claim as required by the 

Division of Municipal Corporations in the Office of the State Auditor. 

 

 A.  Documentation 

 

 Claims for personal reimbursement must be made on official forms, be 

accompanied by the vendor's original receipt or bankcard charge slip showing the date, 

vendor imprinted name, amount paid and the items/services received, and must be 

certified correct and signed by the individual seeking reimbursement. 

 

 In addition to the documentation above, claims for business related meals as 

described in IV.D require the following documentation: 

  1. The names of the individuals participating.  

  2. Their official title or capacity as it relates to city business.  

 3.   The nature of the topics discussed, nature of the occasion, what public purpose 

or policy was being served (and/or copy of agenda). 

  4. Employee claims for expenses must be signed by department 

directors.  Director claims must be signed by the Manager.  The Manager's expenses will 
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be reviewed by the Administrative Services Director.  Council member expenses must be 

signed by the City Manager. 

 

 B. Council Retreats/Executive Team Retreats 

 The reasonable cost of necessary food and beverages while conducting a City 

retreat is authorized for reimbursement.  The cost of food and beverages shall not exceed 

the per diem as outlined in Section IV.E. 

 

 C. City Sponsored Training/Staff Meetings 

 The general rule is that meals and snacks are not reimbursable and are to be 

purchased by those individuals attending. 

 

 D. Professional Organization Sponsored Training or Seminars/Business 

  Luncheon Meetings 

 If the meal is included as part of the cost of registration, the expense is reimbursed 

as part of the registration reimbursement. 

 

 If the meal is not included as part of the cost of registration, the expense is eligible 

for reimbursement. 

 

 E. Service Awards Ceremonies 

 Expenditures for reasonable refreshments served and awards given are eligible for 

reimbursement.   

 

 F. Special Events 

  The City policy is to allow for reimbursement for the costs of reasonable 

refreshments for public events such as open houses, City anniversary celebrations, 

welcoming parties for appointed city officials, and other citywide events.  

 

 G. Birthday Celebrations/Retirement Celebrations 

 These events are considered private parties and as such represent an inappropriate 

expenditure of public funds.  The costs of any food or beverage or any incidental 

expenses related to these events (film, flowers, cards, etc.) are not eligible for 

reimbursement. 

 

 H. Volunteers 

 It is the policy of the City of Burien to recognize and acknowledge the 

contribution that volunteers make to the City.  At awards programs, the city will pay the 

nominal cost of service awards and a nominal amount for food and beverage expenses for 

award programs. 
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17.3 TRANSPORTATION EXPENSES 

 

 Public officials and employees are to exercise prudent judgment in incurring 

travel expenses on official City business.  Excessive or unnecessary expenses will not be 

reimbursed or paid for by the City.  Authorization of travel is to be exercised through the 

use of the current budget or other effective means.   

 

 Reasonable transportation expenses for approved travel will be reimbursed.  The 

most direct and cost effective mode of transportation will be the basis for the 

reimbursement.  Out-of-state travel must be approved by the City Council.  In-state travel 

means travel within the state of Washington; out-of-state travel means travel outside the 

boundaries of the state of Washington.  In special or unusual circumstances, arrangements 

will be made to accommodate unique transportation requirements. 

 

 A. Air Travel 

  The maximum reimbursement of air travel expenses is to be no greater 

than coach class or its equivalent; the "government rate" shall be requested unless a lower 

rate for the same travel service is available.  Costs for air transportation are to be 

requested by purchase order and billed to the City by the vendor whenever possible. 

 

 B. Rental Vehicles 

  If it is more convenient and cost effective for more than one employee or 

public official to travel together, a vehicle may be rented.  The city will reimburse for 

purchase of supplemental insurance.  The receipt from the rental car agency must 

accompany the public official or employee travel expense claim form in order to obtain 

reimbursement. 

 

 C. Personal Vehicles 

  Privately owned vehicles with auto insurance may be used for official 

travel.  If an individual elects to drive rather than fly, mileage will be reimbursed in an 

amount equal to the appropriate round trip coach airfare or the current city mileage rate, 

whichever is less.  Mileage reimbursement determination will be based on the state 

department of transportation mileage chart or odometer readings. 

 

  If two or more public officials or employees travel in the same vehicle, the 

city will pay only one public official/employee.  Mileage will be paid from the official's, 

or employee's residence, or work site to the travel site, whichever is less.  The mileage 

rate reimbursed to public officials/employees will be the amount currently allowed by the 

Internal Revenue Service. 

 

 

 

 D. Other Miscellaneous Transportation Expenses 
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  Miscellaneous travel costs such as bus, taxi, subway, bridge or other tolls, 

parking, ferry, and the like are authorized and should be reported on the claim form.  A 

receipt will be required for expenses over $5.00.  

 

17.4 MEALS 

 

A. Meals 

 

 Based on recommendations from the State Auditor's Office, the City uses the 

following guidelines in determining the use of public funds for expenditures for food and 

beverages: 

 

 1. Who consumed this food and drink?  

 2. What was the nature of the occasion for the consumption?  

 3. What public purpose or policy objective was served?  

 4. Why was it necessary to consume food and beverage to carry out the 

policy?  

 5. Were the expenses "reasonable"? 

 6. Were the expenses consistent with the policy authorizing reimbursement?  

 

B. Local Business Meals 

 Meals (including snacks) between City public officials/employees will not 

normally be reimbursed.  It is expected that City business between City public 

officials/employees can for the most part be conducted on City premises during normal 

work hours.  

 

C. Meetings Through Mealtimes 

 The City recognizes that there are occasions when it may be necessary for a group 

of public officials and/or employees to work through a meal in order to meet a deadline or 

to keep a group convened in order to accomplish the task.  To be considered for 

reimbursement as a working meal, the meeting must span over a three-hour period, which 

includes the group's normal mealtime. 

 

 D. Business Meals Between City Employees and Non-City Employees 

 The practice of the City providing meals to non-city employees is discouraged.  

However, for directors and above, the City recognizes that there are situations where non-

city employees provide an unpaid service to the City during a mealtime.  The costs of 

meals while conducting City business with persons other than City employees either 

locally or out of town are authorized for reimbursement subject to the limitations 

described in this document. 
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E. Meals While On Authorized Travel Status 

 Per Diem shall be used for meals while out of town on City business.  Out of town 

means the one way travel distance is greater than 40 miles from the City and overnight 

stay is required.  Per Diem for meals shall be at the rate in effect at the time of travel for 

the specific area or locality.  The maximum allowable rate shall be those in effect by the 

State of Washington, Office of Financial Management.   

 

 The accounting department will have a listing of the rates in effect, which are 

listed at the following website:  http://www.ofm.wa.gov/policy/10.90.htm.   

 

 Expenditures Not Included as Food and Beverage:  Unauthorized expenditures 

include, but are not limited to, liquor, expenses of spouse, guests or other persons not 

authorized to receive reimbursement under this policy or state regulations. 

 

 Situations not specifically addressed above will be reviewed by the 

Administrative Services Director for propriety. 

 

 

17.5 LODGING 

 

Hotel/motel accommodations for public officials/employees attending out-of-town 

functions on city business are acceptable. Lodging expenses shall be reimbursed at actual 

costs, as evidenced by a receipt, up to the specific daily maximum allowable lodging rate 

in effect at the time of travel for the specific area or locality.  The maximum allowable 

lodging rates shall be those in effect by the State of Washington, Office of Financial 

Management.  The cost of accommodations should be requested by purchase order and 

billed directly to the City by the vendor whenever possible.  If advance payment is 

required, a purchase order will be prepared and the lodging registration will serve as 

supporting documentation for the claims check issued to the vendor.  A vendor's receipt 

for these expenditures is required in all cases.  In some situations, the maximum 

allowable lodging amount may not be adequate and the City Manager may approve 

payment of lodging not to exceed 150% of the applicable maximum per diem amount. 

 

An employee or public official out of town on City business will be allowed one personal 

long distance phone call, not to exceed ten (10) minutes for each night away from the 

City.   

 

 

 

 

 

17.6 OTHER TRAVEL EXPENSES 

 

Non-Allowable Expenses 
 Certain travel expenses are considered personal and not essential to the transaction of official city 

business and therefore not reimbursable.  Such non-reimbursable expenses include, but are not limited to: 
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Baggage checking, valet services, laundry services, entertainment expenses, radio or 

television rental, transportation to or from places of entertainment, costs of personal trip 

insurance, medical and hospital services, personal toiletry articles, barber or hairdresser, 

personal postage or reading materials, expenses of a spouse or other family member, 

mileage allowance for commuting to regular, special, and committee meetings of the City 

Council, expenses on a personal car, meal expenses for formal meetings of City Council 

committees, fines for violation of motor vehicle laws. 

 

17.7 TRAVEL ADVANCES 

 
The city has established an advance travel account for the purpose of advancing funds to city council 

members and employees who are traveling on city business.  This account will not be used for personal 

loans, payment of airline tickets, pre-registration fees or reimbursement of travel expenses already incurred. 

 

Requests for Advance Travel Funds shall be made on a form prescribed by the Director of 

Finance and Administrative Services and approved as described in II.A.4 above.  Upon 

appropriate approval a check will be issued, no more than 7 days prior to departure on the 

authorized trip.  Within 10 days of return to work a proper accounting shall be made of 

the use of the travel advanced funds, including receipts for other expenses as described 

above and excluding meals consumed at the per diem rates.  Any funds remaining shall 

be repaid to the accounting department.  If funds are due the employee the employee will 

be reimbursed through the claims process. 

 
Failure to repay a travel advance within 10 days of return to work shall result in the employee being 

personally responsible for the full amount of the unpaid amount plus 10% interest from the date the funds 

are due.  No further advances will be made to any employee who is delinquent in accounting for or repaying 

a prior advance. 
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SECTION 18.  PUBLIC RECORDS 

 

18.1 Public records created or received by the Mayor or any Councilmember will be 

transferred to the City Clerk's office for retention by the City in accordance with the 

Public Records Law (RCW 42.56).  Public records that are duplicates of those received 

by, or in the possession of the City, are not required to be retained per Washington State 

Archives Retention Schedule.  Questions about whether or not a document is a public 

record or if it is required to be retained should be referred to the City Attorney. 
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SECTION 19.  CITY MANAGER EVALUATION PROCESS 

 

19.1 The Mayor, Councilmembers and City Manager will determine the evaluation 

criteria and format for the city manager evaluation process. 

 

19.2 After the criteria have been reviewed, the City Manager will complete a self-

evaluation based on the agreed upon criteria.  The Manager will also provide a report on 

the follow-up actions identified in the Council’s last evaluation.  The City Council will 

then receive a copy of the completed self-evaluation, the prior year’s Council evaluation, 

and a blank form for each Councilmember to complete.  The City Manager’s current 

employment contract will also be distributed. 

 

19.3 The Mayor, Council and Manager will schedule an executive session to discuss 

the Manager’s self-evaluation as well as each City councilmember’s evaluation comments 

and concerns. 

 

19.4 The Council, in executive session without the Manager will discuss and agree on 

its overall rating and feedback and assign a committee to write up the comments for final 

Council review and approval.  Before the Council approves its evaluation summary, the 

Manager and full Council may meet again to review the summary.  The Manager shall be 

given an opportunity to respond to the comments or ask questions to clarify expectations. 

 

19.5 Each year when the evaluation is completed, the City Manager’s contract may be 

discussed to determine if there are any recommendations for change. 

 

19.6 The City Attorney shall prepare amendments, if any, to the City Manager's 

employment contract. 

 

19.7 The original or amended contract and changes in compensation shall be approved 

or disapproved by the City Council at a regular or special meeting of the Council. 

 

19.8 The Mayor, in consultation with the City Manager, shall prepare a press release no 

later than the next working day following final action at a regular or special Council 

meeting regarding the results of the evaluation. 

Formatted:  No bullets or numbering, Tab

stops: Not at  1" +  1.5" +  2" +  2.5"

Formatted: Tab stops: Not at  0.5" +  1" + 

1.5" +  2" +  2.5"

Formatted: Indent: Left:  0", First line:  0",

Tab stops: Not at  0.5" +  1" +  1.5" +  2" + 

2.5"



 

 

 

R://CC/Council/Guide to Conducting Meetings 051012 track chgs R:\CC\Council\POLICIES\ccpolicy102405.doc 

49 

 

SECTION 20. MAYOR/DEPUTY MAYOR SELECTION PROCESS 

 

20.1 The Mayor and Deputy Mayor shall be elected from the ranks of the 

Councilmembers according to the Council/Manager form of government. 

 

20.2 The Mayor shall be elected to a two-year term according to RCW 35A.13.030. 

 

20.3 The Deputy Mayor shall be elected to a one-year term at the first Regular Council 

meeting in January, according to a motion passed by the Council on January 10, 

1994. 

 

20.4 The City Clerk or designee shall conduct the election for Mayor. The Mayor shall 

then conduct the election for Deputy Mayor. 
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SECTION 21.  CITY COUNCIL COMMITTEES 

 

21.1 The following City Council committees are formed by Burien Resolution No. 095, 

amended by Resolution No. 103, Resolution No. 123, and Resolution No. 138. By 

Motion on November 1, 2004, the Committees shall meet on an as-needed basis 

only (see Section 2). 

 

A. The Council shall review the committee structure annually. 

 

 B.  Beginning February 7, 2000, and continuing until the Council directs 

otherwise, the following Council committees are established: 

   

  1. Government Operations (includes governmental relations policies, 

financial planning and budget policies,voucher review, community 

planning and budget policies; contract services including police, parks and 

recreation, community development, and human services). 

 

2. Public Works and Capital Projects (includes transportation, surface 

water and other utility operating issues, planning studies for physical 

improvements; capital projects, grants and resource development).  

 

3. Cultural Arts, Facilities, and Events (CAFÉ) (includes 

developing/siting city center hydro and vintage race car museum, 

historical museum, the Burien Little Theater, and the Burien Art 

Gallery; strengthening working relationships to develop better 

connections to private and public funding sources; strengthening 

existing community events through Council leadership).  

 

 C. Each committee shall be comprised of no more than three (3) 

Councilmembers, with appointments made by the entire City Council in 

January of each year.  One committee member shall be chosen by his/her 

fellow committee members to chair the committee meetings.   

 

D. The City Council committees shall establish regular meeting schedules. 

 

E. The Committees shall study issues and develop recommendations for 

consideration by the Council. 

 

F. The Council committees are to be policy review and discussion arms of 

the Council, providing an opportunity to explore the implications of policy 

alternatives and the policy development process; and to serve in an 

advisory capacity to the Council as a whole in reviewing policy matters 

referred to them by the Council; informing and educating the Council on 

existing City programs and issues, and other such matters as the committee 
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deems appropriate.  The City Council Committees shall not become 

involved in administration of City government.  

 

  G. Committees may not take binding action on behalf of the Council. 

 

H. Each Committee shall have staff support as assigned by the City Manager.  

The staff will work with committee chairs to prepare agendas, provide 

support materials, and prepare reports. 

 

I. Draft summaries of each meeting will be prepared by a committee member 

or the staff assigned to the committee by the City Manager and distributed 

to each Councilmember and included in the Council packet for the 

following Council meeting.  Verbal reports may be given at Regular and 

Special Council meetings as requested by a committee member, the 

committee chair, the Mayor or any member of the Council. 

 

 J. The City Council Committees shall comply with the state "Open Public 

Meetings Act." 

 

 K. The Committee may hold Special Meetings as needed. 

 

  L. Councilmembers shall also serve as liaisons, as assigned by a majority of 

the Council, to the following:  Planning Commission, Business and 

Economic Development Partnership, Parks Board, Arts Commission, 

Suburban Cities Assocation, SCATBd, ACC, King County CDBG, Senior 

Center, SWKC Chamber of Commerce, SWKC Chamber of Commerce 

Government Affairs Committee, Burien Branch of Work Incentive 

Program, South King County Human Services Forum, and others as 

assigned. 

 

21.2 Council Committee Process Resolution No. 103. The following is established for 

the processing of items through City Council committees. 

 

A. The Council approved work program will be scheduled on Council 

committee agendas at the beginning of the year and periodically through 

the year. The Director shall work with the Committee chair in setting the 

agendas. 

 

B. Additional requests are made to the committee chair or appropriate 

director for scheduling.  

 

C. The committee chair, in concert with the assigned committee staff or 

his/her designee, schedules the additional item according to its urgency 

and the priority of other items already under consideration. 
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D. The staff director or assigned staff for the committee prepares the agenda 

and provides staff reports and recommendations for items on the work 

program.  Items outside the City’s adopted work program may come to the 

committee without a report or recommendation. Unless formally requested 

by a majority of the City Council, the staff will not provide substantive 

work on a new assignment.  

 

E. The committee discusses the item and makes a recommendation to the 

City Council. 

 

F. The department director prepares brief draft minutes and submits the item 

to the City Clerk for a Council agenda. The Committee will consider the 

draft minutes for approval at the next Committee meeting. 

 

G. The Mayor and City Manager schedule the item on an upcoming agenda 

according to its urgency and priority. 
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SECTION 22. APPOINTMENTS TO REGIONAL ORGANIZATIONS  

 

Appointments to regional bodies, ad-hoc community committees or other special 

committees outside the City auspices may be made in two ways: (1) the regional 

committee may request recommendations for ultimate appointment by the regional 

committee; or (2) the City Council may make direct appointment to a regional committee 

when asked to do so by that body. 

 

22.1 Any Councilmember may express an interest in a particular subject and interest in 

serving on a particular regional body. 

 

22.2 Council committee membership shall not limit a Councilmember's interest in 

serving on a particular regional body. 

 

22.3 When a regional body requests membership recommendations where the regional 

body makes the final appointment, the Mayor shall ask Councilmembers to state 

their interest for appointment. All names of Councilmembers expressing an 

interest shall be submitted by the Mayor to the regional body, which will then 

make the appointment(s).  

 

22.4 When the Council has the authority to make direct appointment to a regional 

committee, discussion shall take place with the full Council to determine interest. 

The Councilmember receiving a majority vote will represent the City on that 

regional body. 

 

22.5 Changes in representation to regional committees where the Council has the 

authority to make a direct appointment shall also be determined through full 

Council discussion and majority vote of the Council. 

 

22.6 Councilmembers who are appointed representatives to regional organizations shall 

provide a report to the Council either in written or oral form at the regular Council 

meeting in the City Manager’s Report or under Reports on the Council agenda 

following a meeting of the regional organization.  
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SECTION 23. PROCEDURE FOR FILLING COUNCIL VACANCIES 

 

(1.) If a Council vacancy occurs, the Council will follow the procedure outlined in 

RCW 35A.13.020 (1), which requires the remaining Council members to appoint 

a qualified person to fill the vacant position within ninety (90) days of the 

effective date of the vacancy. 

 

(2.) The City Councilmember who is resigning from office will submit a letter of 

resignation to be accepted by the City Council at the next Council meeting.  

 

(3.) The City Council shall review and make any revisions they wish to the Council 

Vacancy Application form (Exhibit BA).  

 

(4.) The legal announcement shall appear at least two times in the legal section of the 

City’s official newspaper and in any other publication or on any internet site 

deemed appropriate by the City Council. 

 

(5.) The City Clerk shall receive all applications for the specified period of time.  

 

(6.) The City Council shall submit questions for an interview process to the City 

Clerk.  

 

(7.) The City Clerk shall compile the applications for an interview process, set an 

interview date according to the Council’s availability, and schedule interviews 

with the applicants. The City Clerk shallwill prepare the final list of interview 

questions as agreed upon by the Council.  

 

(8.) The City Clerk shall prepare a notice of the meeting to interview candidates.  

 

(9.) The Council in a Regular or Special Council meeting open to the public will 

interview all candidates who have submitted an application. Councilmembers will 

ask the same questions of all candidates. Each candidate will be allowed two 

minutes for closing comments. Since this is not a campaign, comments and 

responses about other applicants will not be allowed.  

 

(10.) The Council may recess into Executive Session to discuss the qualifications of all 

candidates. Nominations, voting and selection of a person to fill the vacancy will 

be conducted during a public meeting.  

 

(11.) The City Attorney will prepare the Oath of Office and swear in the newly 

appointed Councilmember at the same or next scheduled Council meeting.  

 

(12.) Upon appointment, the City Clerk writes shall send a letter to the Department of 

Elections notifying them it of the new appointment. 
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(13.) The vacancy that was filled by appointment must be filled by election to that 

position in the next regularly scheduled municipal election.  

 

(14.) The Councilmember elected in the next regular municipal election to the office 

that had been vacated prior to the expiration of the term, will take office 

immediately following the certification of the election.  
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 SECTION 24.   BURIEN CITIZEN BOARDS AND COMMISSIONS 

 

The following Boards and Commissions are established by the Burien City Council. 

 

24.1 City of Burien Planning Commission.  A Planning Commission consisting of 

seven members to provide guidance and direction to the City Council on Burien’s 

future growth is created by Ordinance No. 388, replacing Ordinance No. 113. 

 

 Membership and Terms.  The seven members are appointed to staggered terms of 

four years;members filling Position Numbers 1, 2, 3, and 4 shall be appointed for 

terms expiring March 31, 2006; and members filling Position Nos. 5, 6, and 7 

shall be appointed for terms expiring March 31, 2004. 

 

 Appointment.  All members shall be appointed by the City Council.  Voting 

members must reside within the city limits and the Commission shall at all times 

include between five and seven voting members.  Members shall be selected 

without respect to political affiliation and shall serve without compensation.   The 

Council shall attempt but not be obligated to appoint members representing all 

geographic areas of Burien. 

 

 Removal.  Members may be removed by a majority vote of the entire City Council 

for neglect of duty, conflict of interest, malfeasance in office or other just cause, 

including absence for more than eight regular meetings in a calendar year.  The 

decision of the City Council shall be final and there shall be no appeal therefrom. 

 

 Vacancies.  Vacancies shall be filled for the unexpired term in the same manner as 

appointments. 

 

24.2 Business and Economic Development Partnership.  A Business and Economic 

Development Partnership consisting of 14 appointed citizen members and one non 

voting ex-officio to provide advice to the City Council on Burien’s future 

economic development is created by Ordinance No. 114 and amended by 

Ordinance No. 258. 

 

 Membership.  The Partnership shall consist of 14 appointed members and one 

non-voting ex officio member. The membership shall be selected with a goal of 

predominate business representation and should include applicants from the 

following areas serving Burien: 

 

 Business owners, managers and employees 

 Commercial property owners 

 Chambers of commerce and merchants associations 

 Burien city residents 
 Employment and job training services 

 Education 

 Others with an interest in Burien 

Formatted: Font: Not Bold

Formatted: Indent: Left:  0", Hanging:  0.5",

Tab stops: Not at  -0.5" +  1" +  1.5" +  2" + 

2.5"

Formatted: Tab stops: Not at  0.5" +  1" + 

1.5" +  2" +  2.5"

Formatted: Normal, Indent: Left:  0",

Hanging:  0.5", Tab stops: Not at  0.5" +  1" +

 1.5" +  2" +  2.5"

Formatted: Tab stops: Not at  0.5" +  1" + 

1.5" +  2" +  2.5"



 

 

 

R://CC/Council/Guide to Conducting Meetings 051012 track chgs R:\CC\Council\POLICIES\ccpolicy102405.doc 

57 

 The City Manager or his/her designee shall be a non-voting ex-officio member. 

 

 Terms.  Appointed members shall serve four-year terms running from April 1 through March 31, 

or until a successor is duly appointed and confirmed.  The appointments shall be staggered with 

every odd numbered year, half of the members due for re-appointment or replacement. 

 

 Appointment.  Members of the Partnership shall be appointed by the City Council in a manner 

consistent with the Council’s appointment procedures.  Members shall be selected without respect 

to political affiliation and shall serve without compensation. 

 

 Removal.  Members may be removed by a majority vote of the entire City Council. The decision of 

the City Council shall be final and there shall be no appeal therefrom. 

 

 Vacancies.  Vacancies occurring other than through the expiration of the term shall be filled for the 

unexpired term in the same manner as for appointments as provided above. 

 

24.3  

 City of Burien Arts Commission.  An Arts Commission shall be appointed to 

advise and make recommendations to the City Council regarding the improvement 

and furtherance of artistic activities within the City is created by Ordinance No. 

229 and amended by Ordinance No. 324. 

 

 Membership and Terms.  Eleven (11) Commission members shall be appointed to 

four-year terms.  There shall be a term limit of two consecutive terms. Terms will 

expire March 31. 

 

 Appointment.  All members shall be appointed by a majority vote of the City 

Council, from among the residents of the City.  Appointments shall emphasize 

citizens involved in non-profit arts organizations. 

 

 Removal. Members of the Commission may be excused by majority vote of the 

City Council. 

 

 Vacancies. Vacancies shall be filled for new four-year terms 

 

24.4 Parks and Recreation Advisory Board.  A Parks and Recreation Advisory Board 

shall be appointed to advise and make recommendations to the City Council 

regarding recreational programming and the acquisition, promotion, improvement, 

maintenance, and use of City Parks is created by Ordinance No. 228 and amended 

by Ordinance No. 325. 

 

 Membership and Terms.  Seven (7) Parks and Recreation Board members shall be 

appointed to four-year terms.  During the initial organization of the Board, three 

of the members shall be appointed to two-year terms to stagger initial membership 

expiration.  There shall be a term limit of two consecutive terms. Terms will 

expire March 31. 
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 Appointment.  All members shall be appointed by a majority vote of the City 

Council, from among the residents of the City.  Appointments shall be made from 

citizens of recongnized fitness for the position, based on a demonstrated interest 

in parks and recreation, dedication to representing the interests of the public, and 

to some degree, based on professional training/expertise in related fields. 

 

 Removal. Members of the Commission may be excused by majority vote of the 

City Council. 

 

 Vacancies. Vacancies shall be filled for new four-year terms. 
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SECTION 25. MISCELLANEOUS 

 

25.1 When Councilmembers register to attend an official conference requiring voting 

delegates, such as the annual National League of Cities or Association of 

Washington Cities, the Council shall designate the voting delegate(s) and alternate 

voting delegate(s) during a public meeting, by a majority vote.; When possible, 

said selection of voting delegate(s) shall be done on a rotating basis for the 

purpose of allowing all Councilmembers the opportunity to be an official voting 

delegate. 
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SECTION 26. SUSPENSION AND AMENDMENT OF RULESGUIDELINES 

 

26.1 Any provision of these rules guidelines not governed by state law or ordinance, 

may be temporarily suspended by a majority vote of the Council. 

 

26.2 These rules guidelines may be amended, or new rules adopted, by a majority vote 

 of the Council. 
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Adopted by the Burien City Council 
July 25, 1994 

Revised February 13, 1995 
Revised November 20, 1995 by Resolution 072 
Revised December 18, 1995 by Resolution 071 

Revised January 26, 1998 by Resolution 095, 097, & 100 
Revised June 1, 1998 by Motion 

Revised September 21, 1998 by Resolution No. 103 
Revised April 27, 1999 by Ordinance No. 228 and Ordinance 229 

Revised June 7, 1999 by Ordinance No. 258 
Revised October 4, 1999 by Motion 

Revised February 26, 2001 by Motion 
Revised February 4, 2002 by Motion 
Revised February 3, 2003 by Motion 

Revised November 1, 2004 by Motion 
Revised June 6, 2005 by Motion and Resolution No. 215 

Revised  , 2012 by Resolution No.  
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EXHIBIT A 
RCW 35A.13.010 

City officers — Size of council. 

 

The councilmembers shall be the only elective officers of a code city electing to adopt the council-manager 
plan of government authorized by this chapter, except where statutes provide for an elective municipal 
judge. The council shall appoint an officer whose title shall be "city manager" who shall be the chief 
executive officer and head of the administrative branch of the city government. The city manager shall be 
responsible to the council for the proper administration of all affairs of the code city. The council of a 
noncharter code city having less than twenty-five hundred inhabitants shall consist of five members; when 
there are twenty-five hundred or more inhabitants the council shall consist of seven members: PROVIDED, 
That if the population of a city after having become a code city decreases from twenty-five hundred or more 
to less than twenty-five hundred, it shall continue to have a seven-member council. If, after a city has 
become a council-manager code city its population increases to twenty-five hundred or more inhabitants, 
the number of council offices in such city may increase from five to seven members upon the affirmative 
vote of a majority of the existing council to increase the number of council offices in the city. When the 
population of a council-manager code city having five council offices increases to five thousand or more 
inhabitants, the number of council offices in the city shall increase from five to seven members. In the event 
of an increase in the number of council offices, the city council shall, by majority vote, pursuant to RCW 
35A.13.020, appoint two persons to serve in these offices until the next municipal general election, at which 
election one person shall be elected for a two-year term and one person shall be elected for a four-year 
term. The number of inhabitants shall be determined by the most recent official state or federal census or 
determination by the state office of financial management. A charter adopted under the provisions of this 
title, incorporating the council-manager plan of government set forth in this chapter may provide for an 
uneven number of councilmembers not exceeding eleven. 
 
A noncharter code city of less than five thousand inhabitants which has elected the council -manager plan of 
government and which has seven council offices may establish a five-member council in accordance with 
the following procedure. At least six months prior to a municipal general election, the city council shall adopt 
an ordinance providing for reduction in the number of council offices to five. The ordinance shall specify 
which two council offices, the terms of which expire at the next general election, are to be terminated. The 
ordinance shall provide for the renumbering of council positions and shall also provide for a two-year 
extension of the term of office of a retained council office, if necessary, in order to comply with RCW 
35A.12.040. 
 
However, a noncharter code city that has retained its old council-manager plan of government, as provided 
in RCW 35A.02.130, is subject to the laws applicable to that old plan of government. 
 
For the purposes of determining population under this section, cities may include or exclude the population 
of any state correctional facility located within the city. 

[2011 c 14 § 2; 2009 c 549 § 3016; 1994 c 223 § 35; 1994 c 81 § 72; 1987 c 3 § 16; 1985 c 106 § 2; 1983 c 
128 § 2; 1979 ex.s. c 18 § 24; 1979 c 151 § 34; 1967 ex.s. c 119 § 35A.13.010.] 

Notes: 

Severability -- 1987 c 3: See note following RCW 3.70.010. 

Severability -- 1979 ex.s. c 18: See note following RCW 35A.01.070. 
Population determinations, office of financial management: Chapter 43.62 RCW.  
 

RCW 35A.13.020 

Election of councilmembers — Eligibility — Terms — Vacancies 

— Forfeiture of office — Council chair. 

 

In council-manager code cities, eligibility for election to the council, the manner of electing councilmembers, 
the numbering of council positions, the terms of councilmembers, the occurrence and the filling of 
vacancies, the grounds for forfeiture of office, and appointment of a mayor pro tempore or deputy mayor or 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.040
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.02.130
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=3.70.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.01.070
http://apps.leg.wa.gov/rcw/default.aspx?cite=43.62


 

 

 

R://CC/Council/Guide to Conducting Meetings 051012 track chgs R:\CC\Council\POLICIES\ccpolicy102405.doc 

2 

councilmember pro tempore shall be governed by the corresponding provisions of RCW 35A.12.030, 
35A.12.040, 35A.12.050, 35A.12.060, and 35A.12.065 relating to the council of a code city organized under 
the mayor-council plan, except that in council-manager cities where all council positions are at-large 
positions, the city council may, pursuant to RCW 35A.13.033, provide that the person elected to council 
position one shall be the council chair and shall carry out the duties prescribed by RCW 35A.13.030. 

[2009 c 549 § 3017; 1994 c 223 § 36; 1975 1st ex.s. c 155 § 1; 1967 ex.s. c 119 §35A.13.020 .] 

RCW 35A.13.030 

Mayor — Election — Chair to be mayor — Duties. 

 

Biennially at the first meeting of the new council the members thereof shall choose a chair from among their 
number unless the chair is elected pursuant to RCW 35A.13.033. The chair of the council shall have the 
title of mayor and shall preside at meetings of the council. In addition to the powers conferred upon him or 
her as mayor, he or she shall continue to have all the rights, privileges, and immunities of a member of the 
council. The mayor shall be recognized as the head of the city for ceremonial purposes and by the governor 
for purposes of military law. He or she shall have no regular administrative duties, but in time of public 
danger or emergency, if so authorized by ordinance, shall take command of the police, maintain law, and 
enforce order. 

[2009 c 549 § 3018; 1975 1st ex.s. c 155 § 2; 1967 ex.s. c 119 § 35A.13.030 

RCW 35A.13.033 

Election on proposition to designate person elected to position 

one as chair — Subsequent holders of position one to be chair. 

 

The city council of a council-manager city may by resolution place before the voters of the city, a 
proposition to designate the person elected to council position one as the chair of the council with the 
powers and duties set forth in RCW 35A.13.030. If a majority of those voting on the proposition cast a 
positive vote, then at all subsequent general elections at which position one is on the ballot, the person who 
is elected to position one shall become the chair upon taking office. 

[2009 c 549 § 3019; 1975 1st ex.s. c 155 § 3.] 

RCW 35A.13.035 

Mayor pro tempore or deputy mayor. 

 

Biennially at the first meeting of a new council, or periodically, the members thereof, by majority vote, may 
designate one of their number as mayor pro tempore or deputy mayor for such period as the council may 
specify, to serve in the absence or temporary disability of the mayor; or, in lieu thereof, the council may, as 
the need may arise, appoint any qualified person to serve as mayor pro tempore in the absence or 
temporary disability of the mayor. In the event of the extended excused absence or disability of a 
councilmember, the remaining members by majority vote may appoint a councilmember pro tempore to 
serve during the absence or disability. 

[2009 c 549 § 3020; 1969 ex.s. c 81 § 1.] 

Notes: 

Effective date -- 1969 ex.s. c 81: "This 1969 amendatory act shall take effect 
July 1, 1969." [1969 ex.s. c 81 § 7.] 
 

RCW 35A.13.040 

Compensation of councilmembers — Expenses. 

 

  

The salaries of the councilmembers, including the mayor, shall be fixed by ordinance and may be revised 
from time to time by ordinance, but any increase or reduction in the compensation attaching to an office 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.030
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.040
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.050
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.060
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.065
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.033
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.030
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.020
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.033
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.030
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.030
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shall not become effective until the expiration of the term then being served by the incumbent: PROVIDED, 
That compensation of councilmembers may not be increased or diminished after their election nor may the 
compensation of the mayor be increased or diminished after the mayor has been chosen by the council. 
 
Until councilmembers of a newly organized council-manager code city may lawfully be paid as provided by 
salary ordinance, such councilmembers shall be entitled to compensation in the same manner and in the 
same amount as councilmembers of such city prior to the adoption of this council-manager plan. 
 
Until a salary ordinance can be passed and become effective as to elective officers of a newly incorporated 
code city, the first councilmembers shall be entitled to compensation as follows: In cities having less than 
five thousand inhabitants -- twenty dollars per meeting for not more than two meetings per month; in cities 
having more than five thousand but less than fifteen thousand inhabitants -- a salary of one hundred and 
fifty dollars per calendar month; in cities having more than fifteen thousand inhabitants -- a salary of four 
hundred dollars per calendar month. A councilmember who is occupying the position of mayor, in addition 
to his or her salary as a councilmember, shall be entitled, while serving as mayor, to an additional amount 
per calendar month, or portion thereof, equal to twenty-five percent of the councilmember salary: 
PROVIDED, That such interim compensation shall remain in effect only until a salary ordinance is passed 
and becomes effective as to such officers, and the compensation provided herein shall not be construed as 
fixing the usual compensation of such officers. Councilmembers shall receive reimbursement for their actual  
and necessary expenses incurred in the performance of the duties of their office, or the council by 
ordinance may provide for a per diem allowance. Procedure for approval of claims for expenses shall be as 
provided by ordinance. 

[2009 c 549 § 3021; 1979 ex.s. c 18 § 25; 1967 ex.s. c 119 § 35A.13.040.] 

Notes: 

Severability -- 1979 ex.s. c 18: See note following RCW 35A.01.070. 
 

RCW 35A.13.050 

City manager — Qualifications. 

 

The city manager need not be a resident at the time of his or her appointment, but shall reside in the code 
city after his or her appointment unless such residence is waived by the council. He or she shall be chosen 
by the council solely on the basis of his or her executive and administrative qualifications with special 
reference to his or her actual experience in, or his or her knowledge of, accepted practice in respect to the 
duties of his or her office. No person elected to membership on the council shall be eligible for appointment 
as city manager until one year has elapsed following the expiration of the term for which he or she was 
elected. 

[2009 c 549 § 3022; 1967 ex.s. c 119 §35A.13.050 .] 

RCW 35A.13.060 

City manager may serve two or more cities. 

 

Whether the city manager shall devote his or her full time to the affairs of one code city shall be determined 
by the council. A city manager may serve two or more cities in that capacity at the same time. 

[2009 c 549 § 3023; 1967 ex.s. c 119 § 35A.13.060.] 

RCW 35A.13.070 

City manager — Bond and oath. 

 

Before entering upon the duties of his or her office the city manager shall take an oath or affirmation for the 
faithful performance of his or her duties and shall execute and file with the clerk of the council a bond in 
favor of the code city in such sum as may be fixed by the council. The premium on such bond shall be paid 
by the city. 

[2009 c 549 § 3024; 1967 ex.s. c 119 § 35A.13.070.] 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.040
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.01.070
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.050
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.060
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.070
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RCW 35A.13.080 

City manager — Powers and duties. 

 

The powers and duties of the city manager shall be: 
 
(1) To have general supervision over the administrative affairs of the code city; 
 
(2) To appoint and remove at any time all department heads, officers, and employees of the code city, 
except members of the council, and subject to the provisions of any applicable law, rule, or regulation 
relating to civil service: PROVIDED, That the council may provide for the appointment by the mayor, subject 
to confirmation by the council, of a city planning commission, and other advisory citizens' committees, 
commissions, and boards advisory to the city council: PROVIDED FURTHER, That if the municipal judge of 
the code city is appointed, such appointment shall be made by the city manager subject to confirmation by 
the council, for a four year term. The council may cause an audit to be made of any department or office of 
the code city government and may select the persons to make it, without the advice or consent of the city 
manager; 
 
(3) To attend all meetings of the council at which his or her attendance may be required by that body; 
 
(4) To see that all laws and ordinances are faithfully executed, subject to the authority which the council 
may grant the mayor to maintain law and order in times of emergency; 
 
(5) To recommend for adoption by the council such measures as he or she may deem necessary or 
expedient; 
 
(6) To prepare and submit to the council such reports as may be required by that body or as he or she may 
deem it advisable to submit; 
 
(7) To keep the council fully advised of the financial condition of the code city and its future needs; 
 
(8) To prepare and submit to the council a proposed budget for the fiscal year, as required by chapter 
35A.33 RCW, and to be responsible for its administration upon adoption; 
 
(9) To perform such other duties as the council may determine by ordinance or resolution. 

[2009 c 549 § 3025; 1987 c 3 § 17; 1967 ex.s. c 119 § 35A.13.080.] 

Notes: 

Severability -- 1987 c 3: See note following RCW 3.70.010. 

 

RCW 35A.13.090 

Creation of departments, offices, and employment — 

Compensation. 

 

On recommendation of the city manager or upon its own action, the council may create such departments, 
offices, and employments as it may find necessary or advisable and may determine the powers and duties 
of each department or office. Compensation of appointive officers and employees may be fixed by 
ordinance after recommendations are made by the city manager. The appointive officers shall include a city 
clerk and a chief of police or other law enforcement officer. Pursuant to recommendation of the city 
manager, the council shall make provision for obtaining legal counsel for the city, either by appointment of a 
city attorney on a full time or part time basis, or by any reasonable contractual arrangement for such 
professional services. 

[1967 ex.s. c 119 § 35A.13.090.] 

RCW 35A.13.100 

City manager — Department heads — Authority. 

 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.33
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.080
http://apps.leg.wa.gov/rcw/default.aspx?cite=3.70.010
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.090
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The city manager may authorize the head of a department or office responsible to him or her to appoint and 
remove subordinates in such department or office. Any officer or employee who may be appointed by the 
city manager, or by the head of a department or office, except one who holds his or her position subject to 
civil service, may be removed by the manager or other such appointing officer at any time subject to any 
applicable law, rule, or regulation relating to civil service. Subject to the provisions of RCW 35A.13.080 and 
any applicable civil service provisions, the decision of the manager or other appointing officer, shall be final 
and there shall be no appeal therefrom to any other office, body, or court whatsoever. 

[2009 c 549 § 3026; 1967 ex.s. c 119 § 35A.13.100.] 

RCW 35A.13.110 

City manager — Appointment of subordinates — Qualifications — 

Terms. 

 

Appointments made by or under the authority of the city manager shall be on the basis of ability and training 
or experience of the appointees in the duties which they are to perform, and shall be in compliance with 
provisions of any merit system applicable to such city. Residence within the code city shall not be a 
requirement. All such appointments shall be without definite term. 

[1967 ex.s. c 119 § 35A.13.110.] 

RCW 35A.13.120 

City manager — Interference by councilmembers. 

 

Neither the council, nor any of its committees or members, shall direct the appointment of any person to, or 
his or her removal from, office by the city manager or any of his or her subordinates. Except for the purpose 
of inquiry, the council and its members shall deal with the administrative service solely through the manager 
and neither the council nor any committee or member thereof shall give orders to any subordinate of the 
city manager, either publicly or privately. The provisions of this section do not prohibit the council, while in 
open session, from fully and freely discussing with the city manager anything pertaining to appointments 
and removals of city officers and employees and city affairs. 

[2009 c 549 § 3027; 1967 ex.s. c 119 § 35A.13.120.] 

RCW 35A.13.130 

City manager — Removal — Resolution and notice. 

 

The city manager shall be appointed for an indefinite term and may be removed by a majority vote of the 
council. At least thirty days before the effective date of his or her removal, the city manager must be 
furnished with a formal statement in the form of a resolution passed by a majority vote of the city council 
stating the council's intention to remove him or her and the reasons therefor. Upon passage of the 
resolution stating the council's intention to remove the manager, the council by a similar vote may suspend 
him or her from duty, but his or her pay shall continue until his or her removal becomes effective.  

[2009 c 549 § 3028; 1967 ex.s. c 119 § 35A.13.130.] 

RCW 35A.13.140 

City manager — Removal — Reply and hearing. 

 

The city manager may, within thirty days from the date of service upon him or her of a copy thereof, reply in 
writing to the resolution stating the council's intention to remove him or her. In the event no reply is timely 
filed, the resolution shall upon the thirty-first day from the date of such service, constitute the final resolution 
removing the manager and his or her services shall terminate upon that day. If a reply shall be timely filed 
with the city clerk, the council shall fix a time for a public hearing upon the question of the manager's 
removal and a final resolution removing the manager shall not be adopted until a public hearing has been 
had. The action of the council in removing the manager shall be final. 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.080
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.100
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.110
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.120
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.130
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[2009 c 549 § 3029; 1967 ex.s. c 119 § 35A.13.140.] 

RCW 35A.13.150 

City manager — Substitute. 

 

The council may designate a qualified administrative officer of the city or town to perform the duties of 
manager: 
 
(1) Upon the adoption of the council-manager plan, pending the selection and appointment of a manager; or 
 
(2) Upon the termination of the services of a manager, pending the selection and appointment of a new 
manager; or 
 
(3) During the absence, disability, or suspension of the manager. 

[1967 ex.s. c 119 § 35A.13.150.] 

RCW 35A.13.160 

Oath and bond of officers. 

 

All provisions of RCW 35A.12.080 relating to oaths and bonds of officers, shall be applicable to code cities 
organized under this council-manager plan. 

[1967 ex.s. c 119 § 35A.13.160.] 

RCW 35A.13.170 

Council meetings — Quorum — Rules — Voting. 

 

All provisions of RCW 35A.12.110, as now or hereafter amended, and 35A.12.120, relating to council 
meetings, a quorum for transaction of business, rules and voting at council meetings, shall be applicable to 
code cities organized under this council-manager plan. 

[1979 ex.s. c 18 § 26; 1967 ex.s. c 119 § 35A.13.170.] 

Notes: 

Severability -- 1979 ex.s. c 18: See note following RCW 35A.01.070. 

 

RCW 35A.13.180 

Adoption of codes by reference. 

 

Ordinances of cities organized under this chapter may adopt codes by reference as provided in RCW 
35A.12.140. 

[1967 ex.s. c 119 § 35A.13.180.] 

 

RCW 35A.13.190 

Ordinances — Style — Requisites — Veto. 

 

The enacting clause of all ordinances shall be as follows: "The city council of the city of . . . . . . do ordain as 
follows:" No ordinance shall contain more than one subject and that must be clearly expressed in its title. 
 
No ordinance or any section or subsection thereof shall be revised or amended unless the new ordinance 
sets forth the revised ordinance or the amended section or subsection at full length. 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.140
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.150
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.080
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.160
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.110
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.120
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.170
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.01.070
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.140
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.180
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No ordinance shall take effect until five days after the date of its publication unless otherwise provided by 
statute or charter, except that an ordinance passed by a majority plus one of the whole membership of the 
council, designated therein as a public emergency ordinance necessary for the protection of public health, 
public safety, public property or the public peace, may be made effective upon adoption, but such ordinance 
may not levy taxes, grant, renew, or extend a franchise, or authorize the borrowing of money. 

[1967 ex.s. c 119 § 35A.13.190.] 

RCW 35A.13.200 

Authentication, recording and publication of ordinances. 

 

Ordinances of code cities organized under this chapter shall be authenticated, recorded and published as 
provided in RCW 35A.12.150 and 35A.12.160. 

[1967 ex.s. c 119 § 35A.13.200.] 

RCW 35A.13.210 

Audit and allowance of demands against city. 

 

RCW 35A.12.170 shall apply to the audit and allowance of demands against the city. 

[1967 ex.s. c 119 § 35A.13.210 

RCW 35A.13.220 

Optional division of city into wards. 

 

A code city organized under this chapter may be divided into wards as provided in RCW 35A.12.180. 

[1967 ex.s. c 119 § 35A.13.220.] 

RCW 35A.13.230 

Powers of council. 

 

The council of any code city organized under the council-manager plan provided in this chapter shall have 
the powers and authority granted to legislative bodies of cities governed by this title as more particularly 
described in chapter 35A.11 RCW, except insofar as such power and authority is vested in the city 
manager. 

[1967 ex.s. c 119 § 35A.13.230.] 

 

 

 

 

http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.190
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.150
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.160
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.200
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.170
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.210
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.12.180
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.220
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.11
http://apps.leg.wa.gov/rcw/default.aspx?cite=35A.13.230
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APPLICATION FOR APPOINTMENT TO BURIEN CITY COUNCIL 
 

Thank you for your interest in serving on the Burien City Council.  Please fill out this form and attach a 
cover letter and resume if you wish.  Submit the form to the City Clerk’s Office, 400 SW 152

nd
 Street, Suite 

300, 98166, by 5 p.m. on       .  Should you have any questions, feel free to contact Monica Lusk, City Clerk, 
at (206) 248-5517. 
 
The vacancy is for Council Position No.    , which is an At Large position representing all Burien residents.  
The term for this position expires December 31,    .  Applicants must have lived in the city of Burien for 12 
consecutive months prior to being appointed to office and be a registered voter to qualify for a position 
on the Burien City Council.   
(Note: Residents living in the area annexed to Burien in April 2010 are eligible to apply) 
 
PLEASE PRINT: 
NAME: ________________________________________________________________________ 
 
HOME ADDRESS: ________________________________________________________________ 
 
PHONE NUMBER - HOME: __________________________ WORK ________________________ 
 
EMAIL: ________________________________________________________________________ 
 
YEARS OF RESIDENCE IN BURIEN:  __________________________________________________ 
(Note: Residents living in the area annexed to Burien in April 2010 are eligible to apply) 
 
CURRENT OCCUPATION: _________________________________________________________ 
 
PRIOR WORK EXPERIENCE: ________________________________________________________ 
 
COMMUNITY INVOLVEMENT (Past and present)_______________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
AVAILABILITY FOR LATE AFTERNOON AND EVENING MEETINGS  
 
______________________________________________________________________________ 
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Please provide information about experience and or training that you possess that you feel would be 
beneficial to holding this City Council office. 
 
_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

__________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

__________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

__________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

__________________________________________ 
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CITY COUNCIL POLICIES AND PROCEDURES 

CITY COUNCIL COMMENT SUMMARY 
WORKING DRAFT 11/28/2012 

 

COUNCIL 
MEMBER 

# REFERENCE 
Section 

 

CURRENT REQUESTS COUNCIL 
CONSENT 

(Y/N) 

LK/JB/GR/BE 1 2.6 
Correspondence 
for the Record 

 

Correspondence that is abusive or otherwise 
inappropriate, or sent anonymously, will not 
be included in the Record. 

 

Councilmembers discussed what should or shouldn’t be 
included in the Correspondence for the Record (CFR).  

Staff recommends: 

Correspondence that discloses personal information will be 
edited out before included in the Record. Correspondence 
that contains profanity or abusive in nature would be 
submitted to the Mayor who would decide whether it 
should be included in the Record. Correspondence that is 
sent anonymously will not be included in the Record. 

 

Council 2 Section 9.3 
Council Relations 

with Staff 

This section was retained in the Council 
Policies and Procedures. 

Council discussed how many Councilmember’s approvals 
are needed when asking staff to work on issues that 
require significant resources. 

Staff recommends that Council majority is required for 
significant issues as written in section 9.3.9: 

“No Councilmember shall direct the City Manager or staff 
to initiate any action or prepare any report that is a priority 
or requires significant resources, or initiate any project or 
study without the consent of a majority of the Council.” 
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BE/LK 3 16.1 Litigation 
Policies and 
Reporting 

 

This section was removed from the Council 
Policies and Procedures. 

Staff recommended this section be removed from the 
Policies and Procedures because rather than a mandatory 
reporting schedule, staff recommends that litigation 
reporting occurs in executive session on an as-needed 
basis as determined by City Manager and City Attorney. 

BE & LK would like this section be rewritten to ask the City 
Attorney to periodically provide a report on litigation 
issues. 

Staff recommends the section be rewritten as follows: 

“Periodically, the City Attorney will provide a report to the 
City Council on new litigation and ongoing litigation in the 
Council Executive Session.  

 

Staff 4 Section 19 
City Manager 

Evaluation 
Process 

 

This section was removed from Council Policies 
and Procedures. 

Staff recommended this section be removed from the 
Policies and Procedures because this process is in the 
“Performance Evaluations of City Manager by Mayor and 
City Council” document in the Human Resources 
Department. 
 
BE/LK didn’t feel the process steps in the Human 
Resources’ document addressed the process of creating 
and changing the criteria for City Manager’s Evaluation and 
would like to add section 19 back. Staff suggested that 
section 19 was outdated. Staff gave the examples of step 
19.8 being incorrect because the City hasn’t issued press 
release regarding the results of the evaluation and step 
19.3 being redundant because it was repeated in step 19.4.  
 
BE suggested staff to merge the two documents to reflect 
the process and to update current practices.  
 
Staff recommends rewriting the City Manager’s Evaluation 
process as follows: 
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Process for evaluating the Burien City Manager 

1. The Mayor, Councilmembers and City Manager will 
determine the evaluation criteria and format for 
the city manager evaluation process. 

2. City Manager sends Council Members blank 
evaluation forms with completed self evaluation. 
(by second Monday in November). 

3. Council Members complete individual evaluations 
then convey them by the second Monday in 
December to the Human Resources Manager for 
compilation. 

4. The HR manager will create a single evaluation then 
return it to all Council Members and City Manager 
no later than the third Monday in December. The 
document will consolidate all scores and verbatim 
comments, and identify them by author. 

5. Council and the City Manager will meet in executive 
session on the second Monday in January to discuss 
the evaluation. 

 

BE 5 22  
Appointments to 

Regional 
Organizations 

SECTION 22. APPOINTMENTS TO REGIONAL 
ORGANIZATIONS  

Appointments to regional bodies, ad-hoc 
community committees or other special 
committees outside the City auspices may be 
made in two ways: (1) the regional 
committee may request recommendations 
for ultimate appointment by the regional 
committee; or (2) the City Council may make 
direct appointment to a regional committee 
when asked to do so by that body. 

 

BE would like to see procedure for appointments to ad-hoc 
committees.  
 
Staff recommends Council to discuss how this procedure 
be created. Staff will use Council’s directions to draft the 
procedure. 
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COUNCIL 
MEMBER 

# REFERENCE 
Section 

 

CURRENT REQUESTS COUNCIL 
CONSENT 

(Y/N) 

LK 6 2.1.A. Regular 
Meetings and 
Study Session 

 

Regular meetings of the City Council of the 
City of Burien shall be held at 7:00 p.m. on 
the first and third Monday of each month at 
the building designated as Burien City Hall, 
currently located at 400 SW 152nd Street, 
Burien, Washington, or at another location 
the City Council may deem appropriate. 
(Resolution No. 3 and amended by 
Resolution Nos. 3, 19, 35, 71, 97, 101, and 
290). 

LK asked staff to provide Resolution 3, 19, 35, 71, 97, 101, 
and 290. 
 
Staff provided resolutions. 

Done 

BE 7 2.4 Council 
Meetings 

 

The City Clerk shall prepare minutes for all 
Council meetings, which shall contain an 
account of all official actions of the Council. 
The minutes will constitute the official record 
of the Council. Council meetings shall be 
electronically recorded and retained for the 
period of time as provided by State law. 

BE asked: “If information is not documented in the 
minutes, the Council has the responsibility to amend the 
minutes?” 
 
Staff responds: There is no legal responsibility required of 
Council to amend the minutes; however, Council has the 
opportunity to do so at the next meeting under Consent 
Agenda. 

Done 

LK 8 2.5.(5) Executive 
Session 

 

Before convening an Executive Session, the 
Mayor shall announce the specific purpose of 
the meeting and the potential for action by 
the Council when it reconvenes. The Mayor 
shall also announce that the Executive 
Session will be conducted per 
RCW42.30.110(2). 

LK asked staff to provide RCW 42.30.110(2). 
 
Staff provided resolution. 

Done 

LK 9 2.6 Roll Call 
 

The City Clerk shall call the roll, and the 
Mayor shall indicate any Councilmember 
who is not in attendance and whether or not 
the Councilmember has an excused absence. 
Councilmembers may make a motion to 
excuse absent Councilmembers. 

LK asked staff to provide ordinance regarding attendance 
requirement for Councilmembers. 
 
Staff provided RCW. 

Done 
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BE 10 2.6 Roll Call 
 

The City Clerk shall call the roll, and the 
Mayor shall indicate any Councilmember 
who is not in attendance and whether or not 
the Councilmember has an excused absence. 
Councilmembers may make a motion to 
excuse absent Councilmembers. 

Delete “Councilmembers may make a motion to excuse 
absent Councilmembers” to read: 

The City Clerk shall call the roll, and the Mayor shall 
indicate any Councilmember who is not in attendance and 
whether or not the Councilmember has an excused 
absence. 

Staff: No recommendation. 

Done 

LK 11 2.6 Public 
Hearings and 

Discussion 
 

Public Hearings and Discussion 
Public hearings are held to receive public 
comment on important issues and/or issues 
requiring a public hearing by State statute or 
Burien ordinances. Public wishing to 
comment will follow the same procedure as 
for "Public Comments" and may speak after 
being recognized by the Mayor. After all 
persons have spoken, the hearing is closed to 
public comment. The Council may then 
proceed with deliberation and decision 
making. 

LK would like to add “For legislative public hearing, 
Council’s decision will occur at the next regular meeting.” 
Staff revised the section to read: 

Public Hearings and Discussion 
Public hearings are held to receive public comment on 
important issues and/or issues requiring a public hearing 
by State statute or Burien ordinances. Public wishing to 
comment will follow the same procedure as for "Public 
Comments" and may speak after being recognized by the 
Mayor. After all persons have spoken, the hearing is closed 
to public comment. The Council may then proceed with 
deliberation. For legislative public hearing, Council’s 
decision will occur at the next regular meeting. 

Done 

LK 12 2.6 Consent 
Agenda 

 

Consent Agenda items are considered to be 
routine and are approved by one motion. 
Items on the Consent Agenda include but are 
not limited to minutes, vouchers or other 
matters, including ordinances and 
resolutions, discussed at a previous City 
Council meeting. 

Delete “including ordinances and resolutions” to read: 
 
Consent Agenda items are considered to be routine and 
are approved by one motion. Items on the Consent Agenda 
include but are not limited to minutes, vouchers or other 
matters, discussed at a previous City Council meeting. 
 
Note: The proposed change would not prevent ordinances 
and resolutions from being included.  
 
Staff: No recommendation. 

Done 
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BE 13 2.6 
Correspondence 
for the Record 

 

Correspondence addressed to the Council 
will normally be included in Correspondence 
for the Record for a future City Council 
meeting. 

BE requested the word “future” to be replaced with the 
words “the next regularly scheduled” meeting to read: 
 
Correspondence addressed to the Council will normally be 
included in “Correspondence for the Record” for a future 
the next regularly scheduled City Council meeting 

Done 

LK 14 2.6 Council 
Reports 

 

Council Reports 

Councilmembers may report on other 
meetings and activities in which they have 
participated and represented the City. 
Councilmembers may also provide written 
reports to the City Manager’s report under 
the heading, “Council Updates and Reports.” 

LK would like to take out “City Business” item under 
“Business Agenda” in the City Council Meeting Agenda and 
replace it with an item titled “City Manager Report.” LK 
also would like to rename “Council Reports” to “Council 
Business.”  
 
Staff agrees. 
 

Done 

LK 15 2.7 Order of 
Study Session 

Agenda 
 

Call to Order 

Pledge of Allegiance 

Roll Call 

Discussion Items  

 

Add “Correspondence for the Record” to read: 
 

Call to Order 

Pledge of Allegiance 

Roll Call 

Correspondence for the Record 

Discussion Items 

 

Done 

BE 16 3.2 Agenda 
Preparation 

 

The proposed agenda schedule will be 
reviewed as the first item of discussion at the 
4th Monday Study Session. 

BE wanted to revise the section to read:  
 
The proposed agenda schedule will be reviewed during the 
last regular Council meeting of each month. 

Done 

BE/GR 17 3.8 Agenda 
Preparation 

 

Agenda and materials will be available at City 
Hall and on the City’s website for City staff, 
media and the public at 5 pm on the Friday 
prior to the meeting. 

BE requested to change the time of making agenda 
package available to the public to an earlier time. GR 
requested the agenda package to be available at the 
Burien Library. The revised statement reads:  
 
Agenda and materials will be available at City Hall, on the 
City’s website and at the Burien Library for City staff, 

Done 



7 
R:\CC\Agenda Bill 2013\020413cm-2 Matrix of Council Requests on Council Policies and Procedures - 2.doc 

media and the public at 4:00 pm on the Friday prior to the 
meeting. 

LK/BE/GR 18 4.1-4.8 Council 
Discussion and 

Decision Making 
Process 

 

In these sections and throughout the Policies 
and Procedures, the word “will” is being used 
most dominantly.  

For stronger emphasis and consistency, councilmembers 
LK/BE/GR asked staff to use the word “shall” in place of the 
word “will” wherever applicable throughout the 
document. 
 
Staff recommends keeping the status quo since the word 
“will” is less formal than “shall” and fits the intent of the 
document which is a “Guidelines” rather than “Policies and 
Procedures.” 
 
BE asked staff to look at paragraphs that have both words 
“will” and “shall” to ensure proper usage.  
 
Staff agreed and replaced “will” with “shall” in section 5.1, 
section 7.2 and section 23.7.  
 

Done 

LK 19 6.0 Motions 
 

There are vertical marks on the left column 
on page 82 and throughout the document. 

LK pointed out these vertical lines should be deleted. Staff 
explained that once the document is finalized, the lines will 
be deleted. 

Done 

LK 20 8.10 Presiding 
Officer of the 

Council 
 

Share information with Councilmembers on 
meetings, issues, etc. that the Mayor has 
received as part of his/her official status as 
Mayor. 

Add “conducted or participated in” to read:  
 

Share information with Councilmembers on meetings, 
issues, etc. that the Mayor has received, conducted or 
participated in as part of his/her official status as Mayor. 

Done 

BE 21 8.10 Presiding 
Officer of the 

Council 
 

Format: (1.), (2.) and so on. Remove the period after the number to read: 
 
(1), (2) and so on. 

Done 
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Staff 22 Section 9.1 & 9.2  
Anti Harassment 

Policy & 
Reporting 

Discrimination or 
Harassment 

 

This section was removed from Council Policies 
and Procedures. 

Staff recommended this section be removed from the 
Policies and Procedures because it can be found in the 
Human Resources Department’s City of Burien Personnel 
Policies, Section 2.03 Anti-Harassment Policy, Including 
Sexual Harassment. 
 
 

Done 

BE 23 9.7 & 9.8 Council 
Relationship with 

Staff 
 

9.7 To ensure timely response and any 
required administrative actions, mail 
addressed to the Mayor shall be copied and 
circulated by the City Clerk to all appropriate 
persons as soon as practicable after it arrives.  
Unless specifically requested, other 
Councilmembers’ mail shall not be opened 
before distribution to those 
Councilmembers. 

9.8 The City Clerk shall not open mail 
addressed to individual Councilmembers. 

BE expressed concern that these two sections might 
duplicate each other and asked staff to remove section 9.8. 
Section 9.8 is deleted.  

 
9.8 The City Clerk shall not open mail addressed to 
individual Councilmembers 
Staff agrees. 
 

Done 

BE 24 11.5 
Councilmember 
Attendance at 

Meetings 

Councilmembers will let the Executive 
Assistant to the City Manager know what 
meetings they are attending so that these 
can be noted on the meetings calendar. 

BE asked: “Where is the meeting calendar located that 
shows which meetings each Council member attends?” 
(sic) and asked staff to include in the pink sheet 
(distributed in the first page of the City Council meeting 
package) the Council’s committee assignment list (as 
assigned for the year during Council Retreat).  

Staff agrees.   

Done 

BE 25 12.3 Public 
Hearing - Quasi-

Judicial Public 
Hearings 

 

The Public wishing to comment will follow 
the same procedure as for "Public Comment" 
and may speak after being recognized by the 
Mayor.  After all persons have spoken, the 
hearing is closed to public comment.  The 
Council then proceeds with deliberation and 
decision making. 

BE would like to move this paragraph from section 12.3 to 
merge with section 12.1 Public Hearings – Types to read: 

12.1 TYPES 

There are two types of public hearings: legislative and 
quasi-judicial. The mayor will state the public hearing 
procedures before each public hearing. The public may 
comment on public hearing items. The Public wishing to 
comment will follow the same procedure as for "Public 

Done 
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Comment" and may speak after being recognized by the 
Mayor.  After all persons have spoken, the hearing is 
closed to public comment.  The Council then proceeds with 
deliberation and decision making. 

Staff agrees. 

BE 26 14.4 Council 
Representation 

 

As a matter of courtesy, letters to the editor, 
or other communication of a controversial 
nature, which do not express the majority 
opinion of the Council, should be presented 
to the full Council in the Council agenda 
packet prior to publication so that 
Councilmembers may be made aware of the 
impending publication.  
 

BE wanted to delete “in the Council agenda packet prior to 
publication so that Councilmembers may be made aware 
of the impending publication” and add “at the time of 
communication”:  
 
As a matter of courtesy, letters to the editor, or other 
communication of a controversial nature, which do not 
express the majority opinion of the Council, should be 
presented to the full Council in the Council agenda packet 
prior to publication so that Councilmembers may be made 
aware of the impending publication at the time of 
communication. 
 

Staff: No recommendation. 

Done 

BE 27 15.1 
Confidentiality 

 

Councilmembers shall keep confidential all 
written materials and verbal information 
provided to them during Executive Sessions 
to ensure that the City's position is not 
compromised. Confidentiality also includes 
information provided to Councilmembers 
outside of Executive Sessions, when the 
information is considered to be exempt from 
disclosure under exemptions set forth in the 
Revised Code of Washington (RCW). 

BE requested the referenced RCW to be identified. This 
section is revised to read: 

Councilmembers shall keep confidential all written 
materials and verbal information provided to them during 
Executive Sessions to ensure that the City's position is not 
compromised. Confidentiality also includes information 
provided to Councilmembers outside of Executive Sessions, 
when the information is considered to be exempt from 
disclosure under exemptions set forth in the Revised Code 
of Washington (RCW 42.56 Public Records Act). 

Done 



10 
R:\CC\Agenda Bill 2013\020413cm-2 Matrix of Council Requests on Council Policies and Procedures - 2.doc 

RC 28 16.2 Financial 
Management 

Policies 
 

This section was removed from the Council 
Policies and Procedures. 

Staff recommended this section to be removed from the 
Policies and Procedures because it can be found in the 
2013-2014 Biennial Budget Section 5.3 “Financial Policies.”  

RC wanted City to include “buying from local businesses as 
much as possible” to be included in Purchasing Policies. 
Staff is in the process of revising the Purchasing Policies 
and plan to roll out the updated policies in March 2013. 
This issue could be considered at that time. 

Done 

Staff 29 Section 17 
Council and Staff 

Travel and 
Expenses 

 

This section was removed from Council Policies 
and Procedures. 

Staff recommended this section be removed from the 
Policies and Procedures because it is in the “City of 
Burien’s Travel Policies and Procedures, Revised March 31, 
2011” in the Human Resources Department and is posted 
on City Intranet called B-Hive for staff’s reference. 

Done 

LK 30 20.3 
Mayor/Deputy 

Mayor Selection 
Process 

 

The Deputy Mayor shall be elected to a one-
year term at the first Regular Council 
meeting in January according to a motion 
passed by the Council on January 10, 1994. 

Delete the date to read: 

The Deputy Mayor shall be elected to a one-year term at 
the first Regular Council meeting in January according to a 
motion passed by the Council on January 10, 1994. 

Done 

Staff 31 Section 21 
City Council 
Committees 

 

This section was removed from Council Policies 
and Procedures. 

Staff recommended this section to be removed from the 
Policies and Procedures because there are no committees.  

Done 

Staff 32 Section 24 
Burien Citizen 

Boards and 
Commissions 

 

This section was removed from Council Policies 
and Procedures. 

Staff recommended this section be removed from the 
Policies and Procedures because it can be found in Burien 
Municipal Code 2.45, 2.50, 2.55 and 2.60 which is available 
on the City of Burien’s website. 

Done 

 



CITY OF BURIEN 

AGENDA BILL 

 

 

Agenda Subject:  
Discuss and adopt Ordinance 577, accepting property donations 

Meeting Dates: February 4 and March 4, 

2013 

Department: Legal, Parks 

 
Attachments:  
Ordinance No. 577, 

accepting property 

donations 

Fund Source: N/A 

Activity Cost: N/A 

Amount Budgeted: N/A 

Unencumbered Budget Authority: N/A Contact: Craig Knutson, 

Michael Lafreniere 

 

Telephone:  
(206) 248-5553 

(206) 988-3703 

Adopted Work Plan  

Priority:  Yes       No   X     
Work Plan Item Description:   

PURPOSE/REQUIRED ACTION:  
The City Attorney and Parks and Recreation Director are recommending adoption of Ordinance 577, authorizing the 

City Manager to accept property donations on the City’s behalf.  

 

Background:   The owners of a 9.4  acre parcel near the Seamount Addition west of Ambaum have contacted the 

Parks Department about donating the property to the City. The parcel is treed, on a ravine, and has a stream running 
through it.  

State law authorizes cities to accept donations as long as the city has adopted an ordinance setting forth a procedure 

for formally accepting the property and carrying out the terms of the donation, if within the powers granted the city 

by law. If no terms or conditions are attached to the donation, the city can expend or use it for any municipal 
purpose. RCW 35.21.100. 

Since Burien has not adopted such an ordinance, the attached ordinance would comply with the state statute by 

authorizing the City Manager to accept donations or bequests of money or property on the City’s behalf. The 

ordinance also provides that any terms that condition the donation must be carried out, if such terms are within the 

powers granted the City by law, and that if no terms are attached to the donation, the City may use it for any 

municipal purpose. The ordinance further directs the City Manager to designate the appropriate City fund or 

department to which the donation will be allocated. 

 

 

 

OPTIONS (Including fiscal impacts):  

1. Adopt  the ordinance. 

2. Do not adopt the ordinance.  

 

Administrative Recommendation: Discuss the proposed ordinance on February 4 and adopt the ordinance on 

March 4. 

   

Advisory Board Recommendation: N/A 

Suggested Motion for March 4, 2013 meeting:  
Move to adopt Ordinance No. 577, authorizing the City Manager to accept property donations on the City’s 

behalf. 

Submitted by:   

Administration    __________                                    City Manager    ___________ 

Today’s Date: January 30, 2013 File Code: R:/CC/Agenda Bills 2013/020413ls-1 Ord577 

property donations 

 



 



CITY OF BURIEN, WASHINGTON 
  

 ORDINANCE NO. 577 
______________________________________________________________________________ 

 

AN ORDINANCE OF THE CITY OF BURIEN, WASHINGTON, 

AUTHORIZING THE ACCEPTANCE OF DONATIONS OR 

BEQUESTS OF MONEY OR PROPERTY ON THE CITY’S BEHALF 

______________________________________________________________________________ 

 

 WHEREAS, pursuant to RCW 35.21.100, the City may by ordinance authorize the ac-

ceptance of money or property donated or bequeathed to the City in accordance with the terms of 

the donation or bequest, if such terms are within the powers granted the City by law; and 

 WHEREAS, it is appropriate to authorize the City Manager to accept donations or bequests 

of money or property on the City’s behalf and to designate the appropriate City fund or department 

to which such money or property shall be allocated; 

 

 NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF BURIEN, 

WASHINGTON, DOES ORDAIN AS FOLLOWS: 

 

Section 1.  Pursuant to RCW 35.21.100, the City Council authorizes the City Manager to accept 

donations or bequests of money or property on the City’s behalf in accordance with the terms of the 

donation or bequest, if such terms are within the powers granted the City by law. If no terms or 

conditions are attached to the donation or bequest, the City may expend or use it for any municipal 

purpose. The City Manager shall designate the appropriate City fund or department to which such 

money or property shall be allocated.  

 

Section 2.  Severability.  Should any section, paragraph, sentence, clause or phrase of 

this ordinance, or its application to any person or circumstance, be declared unconstitutional or 

otherwise invalid for any reason, or should any portion of this ordinance be pre-empted by state or 

federal law or regulation, such decision or pre-emption shall not affect the validity of the remaining 

portions of this ordinance or its application to other persons or circumstances. 

 

Section 3.  Effective Date.  This ordinance shall be published in the official newspaper of the City, 

and shall take effect and be in full force five (5) days after the date of publication. 

 

ADOPTED BY THE CITY COUNCIL AT A REGULAR MEETING THEREOF ON THE 4TH 

DAY OF MARCH, 2013, AND SIGNED IN AUTHENTICATION OF ITS PASSAGE THIS ___ 

DAY OF ___________, 2013. 

 

 



 

 - 2 - 
R:/CC/Ordinances – Final/Ord#577 

       CITY OF BURIEN 

 

 

       ______________________________ 

       Brian Bennett, Mayor 

 

ATTEST/AUTHENTICATED: 

 

 

______________________________ 

Monica Lusk, City Clerk 

 

 

Approved as to form: 

 

 

______________________________ 

Craig D. Knutson, City Attorney 
 

 

 

Filed with the City Clerk: January 30, 2013 

Passed by the City Council: ___________, 2013 

Ordinance No. 577 

Date of Publication: ___________, 2013 
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M E M O R A N D U M 

 

TO: Honorable Mayor and Members of the City Council 

FROM: Mike Martin, City Manager 

DATE: February 4, 2013 

SUBJECT: City Manager’s Report 

 

 

I. INTERNAL CITY INFORMATION 

 

 

 

A. Full Circle Farms Organic Foods in the Teen Afterschool Program 

In a new partnership with Full Circle Farms, staff in the Burien Parks, Recreation & 

Cultural Services (PaRCS) Teen Program are introducing teens to creative and 

healthy food preparation.  Once a month, a box of in-season organic fruits and 

vegetables are delivered to the Community Center.  The teens help prepare a dish and 

are then able to enjoy it.  They have already prepared and experienced roasted 

delicata squash and pears. 
 

B. Senior Acting Program Highlighted 

The PaRCS “Theater Scene Study” class for senior adults was featured in the January 

22 edition of the Highline Times.  This weekly enrichment class has been offered for 

over 20 years and gives participants a chance to develop acting skills within a fun 

social environment.  Each 8-week session offers instruction, rehearsal, and an 

opportunity to act in some casual performances in community locations. 
 

C. Empty Bowls Raises $16,000 for Food Banks 

This year’s Empty Bowls event was held Friday, January 25 at the Community 

Center.  Approximately 900 people attended this popular fundraiser for the Highline 

and White Center Food Banks, raising $16,000.  All of the food was donated by local 

businesses, and Moshier Arts Center potters created and donated 1500 beautiful 

bowls.  The bowls were on display in the Community Center lobby; event attendees 

chose a bowl to take home and then enjoyed a meal of hot soup, bread and a cookie. 
 

D. Increase in Recreation Program Registration 

Winter quarter registration has been busy this past month with PaRCS’ front desk 

staff registering 639 participants during the first two weeks of January.  This is a 33% 

increase over the 480 participants who registered during the same period in 2012. 

There has also been an increase in the number of participants who registered on-line 

during this same two week period, with 77 in 2012 and 114 in 2013. 

400 SW 152
nd

 St., Suite 300, Burien, WA  98166 
Phone: (206) 241-4647 • FAX (206) 248-5539 

www.burienwa.gov 
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E. Revenue Up for the PaRCS Department 

As compared to the previous year, program and other related revenues are up overall 

for PaRCS by 6.2%, from $629,822 in 2011 to $668,644 for 2012.  Since 2006, the 

Department’s annual revenues have increased a total of 67.6%. 

 

F. Contracts over $25,000 Signed by the City 

The following is a list of budgeted contracts over $25,000 that have been signed by 

the City between August 24 and December 31, 2012.  In the future, this list will be 

provided to the Burien City Council with the quarterly financial reports. 

 Washington State Department of Commerce for 2012-2013 Growth 

Management Act Competitive Grant for $45,000 

 Heartland, LLC for Housing Stock and Land Inventory on Ambaum Corridor 

for $45,000 

 Washington State Department of Commerce for North East Redevelopment 

Area (NERA) Stormwater Facilities Grant for $3,450,000 

 Waste Management of Washington for a Settlement Agreement due to 

July/August 2012 Labor Strike for credits to residential and commercial 

accounts, valued at $135,430 

 Discover Burien for 2012 Business Development and Team Clean Sweep 

Services for $98,184 

 Washington State Department of Transportation (WSDOT) for Local Agency 

Grant Agreement for pre-design of NERA Eastbound SR518 off-ramp to Des 

Moines Memorial Drive for $250,000 

 Mike Doubleday for 2013 State and Federal Lobbying Services for $69,600 

 Washington State Department of Ecology for NERA/Miller Creek Stormwater 

Management Facility for $1,000,000 

 

G. Annual Utility Tax Relief Program Update for 2012 

The annual processing of the Utility Tax Relief Program for low-income Burien 

residents has been completed for 2012.  This program helps offset the impact of the 

6% Burien utility tax to low-income households on regular telephone, basic cable TV, 

and gas/electricity through Puget Sound Energy (PSE).  The 54 Burien households 

that participated in the program will receive a collective total of $2,019 in 

reimbursements for the Burien utility taxes they paid on regular telephone services 

and basic cable television services in 2012.  The average reimbursement amount per 

household was $37 and reimbursement checks will be mailed in early February.  

Participants who have gas and/or electricity with Puget Sound Energy will have the 

Burien utility tax removed from their PSE bills for 2013. 

 

H. Quarterly Construction and Land Use Permit Report (Page 171) 
Attached is the Construction and Land Use Permit Activity Report for the fourth 

quarter of 2012.  The number of permits issued in 2012 is the highest on record.  

Overall valuation for the year was lower than in 2011, indicating there were fewer  
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high value construction projects and an increase in lower value projects.  The number 

of online mechanical, plumbing, electrical and re-roof E-permits continue to increase 

with an average of 46% of these permit types issued through Mybuildingpermit.com 

in 2012. 
 

I. Construction Permit Update 

Permits were issued in 2009 for construction of 46 multi-family townhomes at the 

Miller Creek Junction development located off of S 160th Street.  Due to financial 

reasons the project was put on hold while a new owner was sought.  In the past month 

Miller Creek Court LLC (new owners) and Westland Associates (general contractor) 

requested the permits be reinstated.  The City has approved the reinstatement and 

construction of the townhomes is expected to be completed by the end of this year. 

 

J. City Crews Now Performing De-Icing Duties 

Prior to purchasing the anti-icing system, a call was placed to King County to 

schedule anti-icing of Burien roads.  Now when icy conditions are expected the crew 

can come in early to anti-ice the shady and steeper streets.  This has greatly improved 

road conditions and response time and ensures that anti-ice is only applied to those 

areas that need it.  In the event that snow is followed by a freeze, this equipment will 

make it quicker and easier to melt the ice so that the plows can be more effective. 

 

K. City of Burien Safety Report 

In 2012, the City had one workplace incident involving two days away from work 

and one injury involving six days of restricted duty occur.  The chart below details the 

statistics for the previous few years. 

 

 

 

Year 

Number of  

Injuries or 

Illnesses 

Total number 

of Days Away 

From Work 

Total number 

of Days of 

Job 

Restriction 

2008 2  13 167 

2009 7 14 77 

2010 0 0 0 

2011 1 0 16 

2012 2 2 6 

 

Since 2009, staff has made a concerted effort to address safety in the workplace:  the 

Safety Policies have been updated, all employees have attended a Safety Orientation, 

a personal protective equipment assessment for each position has been conducted, and 

all safety-related forms have been updated.  Staff will continue to support a safe and 

healthy workplace through employee awareness, engagement, and education.   

 
L. Employee Wellness Program in Progress   

Making big lifestyle changes can be tough.  Whether it is trying to exercise thirty 

minutes per day or aiming to reduce fat intake, changing lifestyle habits that have 

been in place for years is daunting.  That’s why our latest wellness campaign, The  
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Big Easy, challenges employees to shift their focus away from big lifestyle changes 

and instead make small, everyday changes.  For six weeks, 19 employees will swap 

three not-so-healthy habits (like snacking on junk food or getting an insufficient 

amount of sleep) for three healthier habits (like taking the stairs or eating one 

additional vegetable per day).  By the end of the program, employees should feel 

more confident in their ability to improve their health habits, while moving down the 

road to better health and wellness. 

 

M. Promotional Street Banners Coming Soon 

The Communications Office is developing a plan to use large cross-street banners to 

better publicize events in the community such as the Strawberry Festival, Wellness 

Fair, community-wide meetings and other big City events.  We’ll be utilizing the 

pedestrian overpass on 1
st
 Ave. S. just north of 128

th
 St., the existing “Downtown 

Burien” structure across SW 152
nd

 St just west of 1
st
 Ave., and the “Welcome to 

Burien” pagoda-like structure at 1
st
 Ave. S. and 148

th
 St. (northwest corner).  Staff is 

looking at having poles installed on Ambaum around SW 136
th

 St. where a banner 

could be hung.  Watch for the first big banner publicizing Burien Clean Sweep on 

April 20.   

 

 

COUNCIL UPDATES/REPORTS 

 

 

A. Follow-up to Parks Scholarship Question (Page 179) 

At the January 7 Council meeting, Council asked staff to provide information about 

hardship waivers for Parks program participants and to review the current fees and 

adjust where appropriate.  This question was prompted by a letter from participants 

affected by a recent fee increase for drop-in activities; this matter has now been 

resolved.  The attached table summarizes the Burien Parks, Recreation & Cultural 

Services (PaRCS) Department’s scholarship options available to seniors and youth 

who qualify due to their low- or fixed income status.  Though the Department was 

attempting to adjust for 15+ years of inflation and responding to a Department of 

Revenue determination that fees for drop-in programs are now subject to sales tax, 

Parks is returning the drop-in fees for card games (e.g. pinochle, etc.) to the previous 

rates and absorbing the tax increase.  Staff will reassess the activity fee in the broader 

context of a future round of fee adjustments. 

 

B. Letter from Pacific Underwriters to Burien City Council (Page 181) 

A letter (attached) dated January 15, 2013, was sent from Randy Flem, Pacific 

Underwriters, to the Burien City Council in support of the proposed property zoning 

changes.   

 

C. Letter from North Highline Unincorporated Area Council (NHUAC) President 

to King County Library System (KCLS) Board of Trustees President (Page 183) 

Barbara Dobkin, President, NHUAC, sent a letter (attached) dated January 22, 2013, 

to Jim Wigfall, President of KCLS Board of Trustees, requesting that the White 

Center Library be rebuilt at its current location, as promised in the 2004 bond levy. 
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D. Notice of Continuation Public Hearing for North Highline Area Q Annexation 

(Page 185) 

Lenora Blauman, Washington State Boundary Review Board, sent a Notice of 

Hearing (attached) to the Burien City Council regarding the City of Tukwila North 

Highline Area Q Annexation. 

 

E. 2013 Legislative Session Update (Page 187) 

The attached update from Mike Doubleday, Government Relations Specialist, 

summarizes the first two weeks of the 2013 legislative session. 

 

F. Citizen Action Report (CAR) (Page 193) 

Staff has provided Council with the attached December Citizen Action Report. 

 

G. Notices: (Page 203) 

The following (attached) Notice was published: 

 Request for Quotation:  quotations will be received by the City of Burien for 

janitorial services for Burien City Hall and are due at City Hall by 1:30 pm on 

Wednesday, February 6, 2013.  

 Request for Qualifications (RFQ) for Solid Waste, Recycling, and Yard 

Waste/Organics Collection Professional Services Due Tuesday, February 19, 

2013, by 5:00 pm. 

 



 










































































	February 4, 2013 - Agenda

	1. CALL TO ORDER

	2. PLEDGE OF ALLEGIANCE

	3. ROLL CALL

	4. AGENDA CONFIRMATION

	5. PUBLIC COMMENT

	6. CORRESPONDENCE FOR THE RECORD

	a. Kimberly Hatling pg.3


	7. CONSENT AGENDA

	a. Approval of Vouchers pg.5

	b. Approval of Minutes pg.25

	c. Motion to Approve the 2013-2014 Public Art Plan pg.29

	d. Motion to Authorize the City Manager to Execute the 2013-2020 Interlocal Agreement with King County for Jail Services pg.31


	8. BUSINESS AGENDA

	a. Motion on Naming the 2013 Annual Citizen(s) of the Year Award Recipient(s) pg.69

	1. Resolution No.326 pg.71


	b. Review of Revisions to the City Council Policies and Procedures pg.73

	1. City Council Policies and Procedures pg.75

	2. Matrix of Council Request pg.151


	c. Discuss Ordinance 577, Accepting Property Donations pg.161

	1. Ordinance No. 577, accepting property donations pg.163


	d. City Business pg.165

	1. Quarterly Construction and Land Use Permit Report pg.171

	2. Follow-up to Parks Scholarship Question pg.179

	3. Letter from Pacific Underwriters to Burien City Council pg.181

	4. Letter from North Highline Unincorporated Area Council (NHUAC) President to King County Library System (KCLS) Board of Trustees President pg.183 

	5. Notice of Continuation Public Hearing for North Highline Area Q Annexation pg.185

	6. 2013 Legislative Session Update pg.187

	7. Citizen Action Report (CAR) pg.193

	8. Notices pg.203



	9. COUNCIL REPORTS

	10. ADJOURNMENT


