
PORT OF
PORT TOWNSEND

P.O Box 1180 ' Potl Townsend, Washington 98368-4624

Administration: (360) 385-0656 Operations: (360) 385-2355 Fax: (360) 385-3988

Port of Port Townsend Public Workshop
Wednesday, June 12,2013,9:30 AM

Port Gommission Building
333 Benedict Street
Port Townsend, WA

AGENDA

Personnel Handbook

Commission and Staff will review the completed draft of the handbook for final

edits.

Port Strategic Advisory Commiffee (PSAG)

Staff will present results of recent PSAC meetings and their recommendations.

Note: This is a Public Commission Workshop. The public is invited to attend but no formal

comment period is scheduled. The workshop will be followed by the regular Port Commission

meeting, which will have a formal public comment period where any topic may be addressed'

e-mail : info@potofpt.com website: www.pofiofu t.com
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TELEPHONE/INTERNET POLICY

Port Owned Cellular Telephones: The Port has pulchasecl cellular phones for key
maintenance and security positions. Port owned cellular telephone usage is limited to
official business only and are not to be used fol personal or private business.

The Finance Director shall review monthly cellular billing to insure compliance with
the provisions of this Policy.

Ernplol¿ee-Owned Cellular Telephones: Employee ownecl cellulal telephones are the
sole responsibility of the Employee and any Port business calls are not chargeable to
the Port.

If the Employee elects to use his/her cellular telephone fol Port business, the cost for
such use shall be the sole lesponsibility of the Emltloyee and not reirnbursable by the
Port.

TNTERNBT CODE OF CONDUCT

Acceplahþ Uses of the Internet - Use of Porl provided Internet access is intended to be for
business related purposes. Internet access is monitoled, and actual web-site
connections ale lecoLded. Employees accessing the Intemet are lepresenting the Port.
All communications shoulcl be for prolessional reasons. Employees are respousible
fol seeing that the Internet is used in an effective, ethical and lawful manner. Internet
Relay Chat channels may be used to concluct of,ficial Port business, or to gain
technical or analytical advice. Databases may be accessed for informatiou as needed.
E-mail rnay be used for business co1Íacts.

Unacceptable Use of the Internet - The Internet shoulcl not be used for personal gain or
advancement of inclividual views. Solicitation of non-Pofi business, or arly use of the
Internet for personal gain or enteftaimnent is strictly prohibited. Use of the Internet
must not disrupt the operation of the Porl network or the networks of other usel's. It
must not interfere with your ploductivity. Use of Port provided internet access for
non-business related purposes will lesult in loss of access privileges or discipline.

Harassment - Harassment of any kind is prohibited. No messages with derogatory or
inflammatory remarks are permitted. Remarks about an individual or group's race,

religion, national origin, physical attributes, sex, or sexual preference will not be

transmitted.

Violations - Violations of any guidelines listed above may result in disciplinary action up to

Port of Port Ton,nscnd - Personnel Handbook
Pagc: 3 Anrended Apr il, 2013

4

4



and including termination. lf necessary, the company will advise appropriate legal

officials (police) of any illegal violations.

E-rnail Consent Forrn - Each employee shall agree to and execute the terms and conditions in
the Information Security Policy found in Exhibit E.

Port of Port Torynscnd - Personnel Handbook
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PERSONNEL POLICY
The following are guidelines, which are set up as examples and a general listing of
employment requirements of the Port of Port 'fownsend. They are not all inclusive nor a

complete statement of policy, Employees may leave the Porl for any reason without legal

obligations. Except as otherwise provided, the Poft also reserves the dght to terminate
employees for any reason it deems necessary and each person's employment is for no specihc

term. Nothing contained in these guidelines shall in any way create a contract or quasi-

contract of ernployrnent or establish any term of employment, nor in any way be construed as

a waiver of the lelationship of "employment at will." Except as otherwise plovided, the Port

retains and shall always have the complete, absolute and unequivocal right to set wages,

terms of ernployment and to hire and discharge all employees at its sole will and discretion
with or without cause.

Overview
Tlre intent of these guidelines is to recognize that the Port will employ the most suitably
qualified people available; that the tenure of the employee will depend upon the needs of the

Por1, effective performance, good conduct and continuing fitness for the position; and that

each employee will be prepared and expected to perform at optimum level.

Further, the purpose of these guidelines is to facilitate efficient service to the Port of Port

Townsend, and hence to the genelal public; provide a system of equitable pelsonnel

management; and provide the employees of the Port a reasonably consistent, clearly defined

set ofrules.

It is recognized however that these guidelines will be considered broad in scope and that a

reasonable approach will be taken on a case-by-case basis by the appropriate authority to
equitable solve specific ploblems or situations.

This policy recognizes that the Executive Director or other employees may also operate
under an employment contract. If there is a conflict of provisions between this policy
manual and the employment contract, the most favorable provision shall apply to the
Executive Director or employee.

Appointments
It is recognizedthat the Board of Cornmissioners is the governing body of the Por-t of Poft

Townsend. The Board of Commissioners, under the provisions of RCW 53.08.170, appoints

a full-time Executive Director answerable to the Board. All staff members will be under the

direction of the Executive Director.

The Executive Director may authorize the establishment of full-time and part-time staff
positions as deemed necessary and shall have the authority to hll such positions. Only the

Executive Director is authorized to modify employees' at-will status.

Port of Port Torvnsencl - Personnel Handbook
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Only the Board of Commissioners, by taking action,
Director's at-will status, subject to contractual rights
employment agreements.

Types of Employees

is autholized to rnodiff the Executive
and obligations set forth in applicable

Exempt Employees: Employees classified as Executive, Adrninistrative, and Professional ale
"exempt" and are not eligible for oveftime cornpensation.

Full-time Emolo)'ees: Full-Time employees are scheduled to work at least fotty (40) houls
per week on a regular basis.

Non-Exempt Emplovees: Employees classihed as "non-exernpt": are paid on an hourly basis

aud are eligible for oveftime. The Fair Labor Standards Act defines overtime as all hours

worked beyond forty (40) in a wolk week,

Parl-Time Ernployees: An employee who works more than twenty-four (24) hours per week
bu1 less than forty (40) hours per week.

Temporan, Emplo)¡ees: An ernployee employed to meet shorl-tenn needs or seasonal

workloads. Ternporary positions will not exceed employrnent of f,rve (5) months in any

calendar yeal and will nevel be conveded to a longel ernploymerf, Tempolary employees
may become regular employees in a regulal position upon completing the hiring process.

inteln Emplo),ee: An employee who is a student and who intends to continue as a student at

a high school, college, or vocational school. The Porl position shall relate to the school
pl'ogram and work hours are to be cornpatible with school schedule, Intems may be paid or'

volunteers,

Classifi cations/Titles
Administrative Positions: Administrative positions have the primary responsibility of
nranaging a recognized deparlment. The Deputy Directol and Director of Finance &
Administration/Auditor ale administlative. Administrative positions ate normally exempt.

Executive Position: The Executive position has the primary responsibility of managing the
operation and administration of the Port, The Executive Director is the Executive. The

Executive Director position is exempt.

Professional Positions: Plofessional positions require specialized trair-ring and/or a college

degree. They perform specialized, intellectual, or varied work in plofessions.

Staff Positions: Staff positions provide
nornally non-exempt.

Port of Port Ton,nsend - Personnel Handbook
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Hours of Work, Overtime and Compensatory Time
The nomal hours of work at the Porl of Port Townsend ale fi'om 8:00 a.m. to 4:30 p,n., r,vith

a 30 minute lunch break fi'om 12:00 p.m. to 12:30 p.m., Monday through Friday. Flexible
working schedules can be adopted to accornmodate the requirements of the individual
employee and/ol' the Port, but require prior approval of the Executive Director or the Deputy
Director.

Palt-Time employees will wolk a schedule designated by the Executive Director or his
designee.

Non-Exempt employees receive a fifteen (15) minute break for each four (4) hours of work as

near as possible to the rniclpoint of the four (4) hour peliod.

All overtime requires prior approval of the Executive Director or the Director of Finance &
Administratior/Auditor, All Non-Exempt employees are eligible for overtime.

Hourly employees sirall be compensatecl fol additional hours worked with a pay r'ate of tirne
and one-half for each worked. Employees working in excess of 40 hours per week will
receive overtirne,

Call-out Pay: Non-Exempt ernployees who ale called to work aftel they have left Port
ploperty will be paid at least two (2) hours at the overtime rate beginning as of the time they
returu to the wolk site and ending at the time of leaving Port property.

Compensatory (Comp) Time: Employees may take paid comp-tirne off at the rate of one and

one-half hours per hour of overtime lvorked in lieu of overtime pay. Comp-time will not be

allowed to accrue beyond the forly (40) hours maximum. Comp-tirne can be carried over
fi'om month-to-month. All comp-tinte must be usecl by the end of the calenclar year in which
it was earned.

Exempt Exchange Time - Exchange time is leasonable and necessary to provide flexibility in
work hours for exempt staff working additional houls to facilitate Porl business, including
but not lirnited to community involvement, attending meetings after normally established
work hours or other responsibilities as assigned. With approval of the Executive Director or
designee, Exempt employees may request exchange time at the rate of one hour for each hour
worked in excess of forty (40) in a week. The sum of exchange time accrued and available to
an exempt employee may not exceed 120 hours aI any time, Ernployees are expected to tlack
exchange time. Exchange time can be used like other leave types, however, canies no cash

or payout value to an employee at any time.

Port of Port Townsend - Personnel Handbook
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Compensation

Salary
Salary grades and levels are fixed by the Poft Commission in accordance with the Union
Contract for union staff. The Executive Director m.ay, in his sole discretion, review and

adjust the salary of both exempt and non-exempt employees arurually, or as deemed
necessary, based upon efhcient service, continued improvement, special melit and/or changes
in the general cost of living. Salary increases for non-management non-union employees are

set by the Executive Director.

Pav Period
All employees shall be compensated on a regular basis on the 2"d and the 17th. In the event
that the payday falls on a Saturday, payclay will be the preceding Friday. In the event that tl're
payday falls on a Sunday, payday will be the following Monday.

Holidays
The Port of Port Townsend follows the schedule noted below:

January 1't, New Year's Day
3'd Monday in lanuary, Martin Luther King
3'd Monday in February, President's Day
Last Monday in May, Memorial Day
July 4,Independence Day
I't Monday in September, Labor Day
November 1lth, Veteran's Day
4th Thursday of Novernber, Thanksgiving Day
The Friday following Thanksgiving
December 25tl', Christmas Day
Day adjacent to Christrnas, Set by Staff
One Day, Employee's Choice

Any legal holiday falling on a Saturday will be observed on the preceding Friday. Any legal
holiday falling on a Sunclay will be observed on the following Monday, unless otherwise
directed, in advance, by the Executive Director'.

Employees who work on a designated holiday shall be paid for the hout's worked on such
holiday at one and one-half (l ll2) times their regular rate of pay per hour.

Regular part-time employees will be paid for holidays if the holiday would be part of the
regulal work schedule.

Port of Port Townsend - Personnel Handbook
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Leave
Sick Leave:
Illness, or injury leave is provided at the rate of eight (8) hours for each month of
employment for legular employees with an assignment of fotty (40) hours per week. Regular
employees with an assignment of less than (40) hours per week shall be granted credits pro
lata. Credits may be accumulated and carried ovel to succeeding calendar yeals with no limit
to hours.

fhe rate of eight (8) hours for each month of employment shall be ten (10) hours for regular
enrployees hiled befole March 1,1993.

Employees shall be allowed "First Day" sick leave with compensation for eligible absences

up to the atnount of their earned sick leave credits under the following conditions:

A. During an illness or injury which has incapacitated the employee ft'om
perfolming theil duties.

B. During the infectious period following the exposure of an etnployee to a

contagious disease dnring wliich their attendance on duty would jeopalclize the
health of fellow employees or the public.

C. During peliods of matemity, a fernale employee rnay use accrued sick leave

befole cleliverl, and sjx (6) weeks after delivery ol two weeks fol adoptiou or
as rneclically necessary. For male employees up to two (2) weeks rnay be

taken in conjunction with bilth or adoption of infant child. Additional leave ot'

leave with pay may be glanted by the Executive Director,

D. Medical appointments for employees and ernployee's childlen under 18 years

of age.

E. Illness of chilcl under' 18 years of age.

When an etlployee applies fol use of sick leave credits of one (1) day ol' more, on vacation
leave or otherwise, the Port may request documentation fiom a physician stating the rnedical
reason requiring absence fiom work. When possible, employees wili be advised to obtain
documentation befole they leturn to work.

If an employee has been seriously ill or has had a severe injury, before the employee retulns
to work, the Port may request conf,umation from a physician that the employee is physically
able to return to their normal u,ork. Sick leave shall continue until physician confirmation of
ability to return to work is obtained. For sick leave in excess of three (3) days, the Porl may
requile proof of illness from the employee's physician.

Port of Port Torv¡lsend - Personllel llandbook
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No provision in this policy shall restrict the Employer's ability to cooperate with a worktnan
compensation program for an employee's return to work when such program is in the interest
of the Employel and approved by the workman's compensation program.

At the time of separation of employment by the employee, sick leave which the employee has

accrued shall be paid out to him or her, per the following schedule:

Months of ContinLrous Emolovment Amount Paid

I -60 25Yo of atnent sick leave balance

61-120 35% of current sick leave balance

Over 121 50% of cur'rent sick leave balance

All payments are subject to 500 hour maximum accrual.

Sick leave compensation will not be paid to employees that are tetminated for cause.

Vacation Leave:
Vacation leave credits will be allowed each regular ernployee in proportion to the hours

compensated on the following basis:

Years of Service Hours Accrued Per Month
Durins 1ttYear 3.33 Hours
Years 2-5 6.666 Hours
Years 6- l0 10 Hours
Years 11 and over 13.338 Hours

Prorata credits will be based on ernployee hours compensated per month divided by
173, times the listed credits.

Regular employees on the payroll before March I, 1993 shall earn vacation leave

credits on the following basis:

Years of Service Hours Accrued Per Month
During lttYear 10 Hours
Years2-3 11 Hours
Years 4-5 14 Hours
Years 6-10 16 Hours
Years 11 and over 18 Hours

Employees shall accrue vacation leave credits on a monthly basis based on

compensable hours. The accrual rates shall change (according to the above schedule)

on the employee's anniversary date of employmerf.

Port ofPort Torynscnrl - Personnel Handbook
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Wlien eligible under this Agreernent, ernployees may accrue vacation leave credits r.rp

to 320 hours. All hours in excess of 320 hours on the employee's anniversary clate

will be forfeited. Ernployees. with over 80 houls of accrued vacation leave, rnay cash

in accrued leave at their legular pay rate if they have taken the required minimurn
vacations ancl have at least 40 houls of leave remaining. (Minimum vacation is f,rve

(5) days per year for years two (2) through five (5) and ten (10) days per year after
year five (5).

Vacations shall be scl-reduled at tirnes mutuall5' agreed to between the ernployee and

the supervisor within the scheduling requirements of the Port. Employees u,ill submit

vacation request forms for approval at least two (2) weeks prior to the desired date

and the Port will leply within 4 working days of the request.

Regular employees rÌpon sepal'ation fi'om employment with the Port after six (6)

months of continuous seryice u,ill be paid the value of vacation leave credits earned.

ln the event of the employee's death, all accrued and unused vacation leave credits

shall be paid to the ernployee's beneficiary.

Supelvisors rnust encourage employees to take their regular leave, but should arrange

vacation schedule to ensure that important Port services are not interrupted.

Leaves of Absenee

Bereavement Leave:
Bereavernent leave shall be authorized to permanent employees for a maximum of five (5)

days per calendar yeal on the death of a membel of the employee's immediate family, which
is defined as follows: husband, wife, grandpalent, parent, child, grandchild, brother, sister,

mother in law, father in law, and step relations of the same degree.

Bereavement leave shall be non-accurnulative and shall not be deducted from the employee's

accumulated sick ol regular leave.

Emergency Leave:
Emergency leave may be used by an employee under the following general conditions:

A, The problem must have been suddenly precipitated; or must be of such a

nature that preplanning is not possible or that preplanning could not relieve the

necessity for the employee's absence.

B, The ploblem cannot be one of minor impofiance or mere inconvenience, but

must be serious.

Port of I'ort Torvnsend - Personnel Handbook
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Leave for emergency rvill be charged against regular leave credits accumulated by the
employee, If conditions (a) and (b) exist and en-rployee does not have sufficient leave
ct'edits, ernployee may take advance leave if approved by the Executive Director or
leave without pay

Jury DuW:
Employees are expected to fulfill civic responsibilities by serving as jury members when
called. Employees shall r'eceive regular salary rvith the provisions that any monies received
for jury duty shall accnle to the Polt, with the exception of actual expenses.

Leave of Absence:
A leave of abseuce may be requested by any regular employee, The decision as to whether or
not such leave of absence will be granted is with the Executive Director'. No leave of absence
shall exceed a period of thirteen (13) months.

Auy request f'or leave of absence shall be in wliting, and that writing shall state the time
period for which the request is made. The granting of any such request for leave of absence
shall also be in writing and signed by the Executive Director,

Any leave of absence shall be without pay and all Polt benefits of the ernployee shall cease

duling the peliod of the leave of absence. Tl-re ernployee tl'ìay, if satisfactory arrangements
can be ntade, coutinue insurance plans in effect by prepayment of the insurance premiums,
Whele the leave of absence does not exceed fiîleen (15) days, the Executive Director nray
authorize payment of fi'inge benefits.

Au employee returning from a Leave of Absence will be reinstated to a position that is
genelally equivalent in content and compensation, if one is available,

Military Leave:
Any employee u,ho is a menber of the Washington National Guard, Army, Nurry, Ail Force,
Coast Gttald, or Marine Corps Reserve of the United States or of any organized reserve or
Armed Forces of the United States shall be entitled to military leave with pay for a period not
to exceed fifteen (15) days during any calendar year in order that the employee may take part
in lequired active duty tlaining. Such military leave shall be granted pursuant to the
plovisions of Revised Code of Washington 38.40.

Any ernployee who enters upon active duty service or training in V/ashington National
Guard, the Armed Forces of tbe United States, ol the United States Public Health Selvice
may seek leave of absence for a peliod not to exceed the actual tour of duty, service or
tlaining, and upon rettrn shall be entitled to re-employment providing the individual
complies with the provisions of the Revised Code of Washington 73.16, or as hereafter
atnended. For purposes of this Section fifteen ( 15) days shall mean fifteen ( 15) calendar days
beginning with the first (1't) day of absence fi'orn enployment.

Port of Porf 'forvnscnd - Personnel Hanclbook
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Farnily and Medical Leave Policy:
The federal Farnily and Medical Leave Act of 1993 (FMLA) plovides up to twelve (12)
weeks of unpaid leave every twelve (12) rnonths to eligible employees, both men and women,
for certain farnily and medical reasons. To be eligible an employee must have worked fol the
Port for at least one (1) year, and for 1,250 houls over the previous tr,velve (12) rnonths.
There also must be at least fifty (50) employees working for the Porl within seventy-five (75)
miles of the place where an employee works. Because the Port currently does not employ
fifty (50) people, it has no ernployees who are eligible for FMLA leave. Similarly, tl-re

Washington State Family Leave Act regarding farnily and medical leave does not apply to the
Pofi because it also requires at least fifty (50) employees before compliance is rnandatory.

Benefits

Meclical/Life Insu ran ce :

The Pofi offers medical and associated health insnlance covel'age for all regular employees
and eligible dependents. Covelage becomes effective on the first da¡, of the month following
inception of regulal employment, with the Porl paying the insurance premiums.

Retirement:
When hiled by the Port in an eligible position, each employee becomes a metlber of the
Washington Pnblic Employees Retirement System. Ernployees n-ray join the Washington
State Deferred Compensation Plan at their expense by pa1'roll deduction.

State Industrial lnsurance:
Employees sr"rffering illness or injury compensable under the State industrial insurance shall
be allowed to use illness, injury, or emergency leave until the disability becomes permanent
ol to the amount of their earned credit less any industrial insurance payments for which they
are eligible. The Porl may satisfy this Section by paying from the Sick Leave bank of an

employee only the difference between the amount of L&I compensation and the employee's
regular cornpensation. In such case, employees will retain their L&I check and preseut a
copy to the Porl to insure proper payment of the difference,

Deferred Compensation Program:
All employees may apply to enroll in the Washington State Deparlment of Retirement
Systems Defened Compensation Program at the inception of their employment with the Porl
of Port Townsend. Employees may dedicate contributions up to the maximum allowable
amount of their pre-tax income to be paicl into the fund on each pay date.

Port of Port Torvnscnd - Personnel I-landbook
Page: l3 Anrended April.20t3

14

14



Staff Unif'orms:
The Port shall purchase or reimburse staff based on the table below for necessary clothing to

perform their duties. This includes, but is not limited, to work boots, work pants ancl work
shirls, coats and rain gear. All clothing purchased shall have the Port logo where possible,

Department Annual Allotment
Yard, Maintenance $435
Security $3s0
Moorage $300

STANDARDS OF CONÐUCT

General Rules

All employees should act professionally and in the best intelests of the Port at all times.

Violations of the Pofi's standards of conduct are rmacceptable and may result in discipline,
including immediate termination.

The following are examples of violations of the Pofi's standards of conduct. They merely
illustrate, and clo not limit, the types of conduct the Port may consiclel unacceptable.

applications or tirne sheets

employee

Port ofPort Tol,nsend - Persollnel l{andbook
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Unauthorized use or release of confidential information

Unprofessional conduct

Using wolk tirne for personal activities

Using, possessing, manufacturing, distributing, being under the influence of
any controlled substance ol alcohol in the workplace, or smelling of alcohol,
during working hours, while on Port premises, or while engaging in Port
business

The Port hereby reserves the right to the exclusive discretion to discharge any person in the
Port's employ during the probation period with or without cause.

The Port will attempt at all times to operate its business in the most eff,rcient, economical and
olderly manner consistent with established rules and regulations. Disciplinary action is not
primarily intended to be punitive but rather to maintain the efficiency of day-to-day
operations and in keeping with sound business principles of human relations in the Port
service.

The clegree of discipline administered must depend on the severity of the infraction.

It is the responsibility of the supervisor to evaluate tholoughly the circumstances and facts as

objectively as possible. The supervisor will then recomrtend the most suitable folm of
discipline, to be applied by the Executive Director.

The Executive Director's door is always open if there is a problem employees need to
discuss. However employees shoulcl start the process following the proper chain of
command. An organizational chart is attached as Exhibit F.

There are several types of disciplinary action which may be applied to encourage employee
behavior modification or employee termination:

Oral Warning: Talk to the employee in private.

This should be applied for infractions of a relatively minor degree.
Supervisors should inform the employee that he or she is administering an oral
warning and that the employee is being given an opportunity to correct the
condition. If the condition is not conected, the person will be subject to more
severe disciplinary measures.

A notation that an oral warning was given shall be made for the employee's
personnel file including name, date, date of incident requiring the oral
warning, and all relevant facts.

Port of Port Townsend - Personnel Handbook
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B. Written Warnin$. This notice will be issued by the Executive Directol in the

event the ernployee continues to disregard an oral warning, or if the infi'action
is severe enough to wan'ant a u,ritten walning.

'fhe Executive Director will set forth in the walning notice form the nature of
the infraction in detail and will sign the notice. The Executive Directol will
discuss the walning with the employee's supervisor, then with the employee,

to be ceftain that the employee and the supervisor understand the leasons for
the disciplinaly action.

The employee will receive a copy of the warning notice at the time of the

discr.tssion. The original signed copy warning is to be placed in the employee's

personnel file.

Suspension: This folm of discipline is administered as a result of a severe

ir-rfi'action of rules, standards, or for excessive violations after the employee

has leceived a writlen walning and has not improvecl pelfomrance. This is the

rnost severe form of discipline given by the Executive Director short of
discharge.

Ali facts leading to the reason for the cliscipìinary suspension and tl-re duration

of suspension will be set fotth on a disciplinary form. The employee will be

informed of the disciplinary action and plovided an oliginal copy of
completed discipliriary action form. The maximum peliod of suspension shall

be 15 working days.

Demotion: Demotion is to be used in rare instances whele an employee has

been employed for or promoted to a position but fails or is unable to pelform
the duties and responsibilities of that position. Dernotion should be rnade only

aftel a tholough evaluation by the supervisot' and written warning by the

Executive Director.

Demotion of an employee will be made by the Executive I)irector.

Discharge: To assure the continuous, successful opelation of Polt business,

Port rules and policies may not be violated by its employees. Infi'action of
basic lules by an ernployee may be considered just cause for discharge. Tl-re

decision as to whether or not the ernployee should be discharged shall depend

upoll, among other things, the severity of the infraction, the previous efforts to
counsel the employee, the potential danger to othel employees, and the effect

on the Port's operations.

if in the opinion of the Executive Director or a Supervisor the infì'action is so

C.
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severe as to require imrnediate removal of the employee fi'om his or her

employrnent situation, the supervisor may immediately suspend the employee.

Within five (5) working days following any such suspensiott, the Executive

Directol will review the circumstances concerning the incident and determine

whether or not discharge of the employee is appropriate.

Discharge of an employee shall be b¡, the Executive Director.

Priol to any employee being discharged the Executive Director will conduct a

hearing. The employee will be given written notice of the cornplaint(s)

against him/hel twenty four (24) hours befole the scheduled healing. The

employee may respolld to the listed cornplaints in writìng or verbally at the

hearing. After detailing the Port's complaints against the ernployee, and

receiving the employee's explanation of such events the Executive Director

will render a final written decision regalding the telmination and shall cause

sarne to be delivered to the affected employee and placed in the applopliate
pelsonnel file.

Workplace Violence
The Port and its ernployees share responsibility for the plovision of a safe and secure rvork

environmer-rt for all employees. In orcler to ensure wolkplace safety and plovide for each

enployee's dignity, the Port has established a policy of zerc tolerance for violence and will
take appropliate action, up to and including, immediate termination, against anyone who

engages in threatening or violent behavior.

Ðrug and Alcohol-Free Workplace
The Port maintains a clrug and alcohol-free workplace. The possession, ntanufactute,

distribution, clispensation, use or trafficking of alcohol or controlled substances or smelling of
alcohol in the workplace, r,vhile on Polt plemises, while engaging in Port business, or dur'ing

working houls, poses unacceptable risks to the safe, secnre, and efficient opelation of the Port

ancl are strictly prohibited. Ernployees violating the Pofi's Dlug and Alcohol-Flee 'Workplace

Policy will be subject to discipline, up to and including, immecliate telmination. As a

condition of emplo¡'ment all Port employees must read and sign the Dlug and Alcohol-Flee

Workplace Policy, a copy of which is attached at Exhibit B.

No Smoking Policy
The purpose of this policy of the Port of Poft Townsend is to establish a smoking policy for

all Port of Porl Townsencl public buildings and vehicles whether owned, leased or rented, in

conformity with the Washington Clean Indoor Air Act.

1. Definitions
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"Sntoke" or "snlokiz¡3" means the carrying or srnoking of any kind of lighted pipe,

cigar, cigarette, or any other lighted smoking equipment regardless of substance

burned to ploduce "srnoke".

Vehicle means every vehicle which is designed for human occupancy and is an

enclosed space or cabin clesigned 1òr hnman occupation.

Building means all enclosed structures operated by the Port for the purpose of
conducting Porl business, but excluding structures leased to ot'opelated by
organizations othel than the Porl.

Exceptions to the Smoking Policy
Thele shall be designatecl smoking areas. No persou may smoke in a Port of Polt
Townsencl office, hallu,ay, rest roorn, meeting room) or any other area inside any Port

of Porl 'l'ownsend building, whether the builcling is owned, leased, rented or
othel'wise undel the control of the Port.

No pet'sonpnless-alonq may smoke in any Porl vehicle whether the vehicle is owned,

leased, r'ented or otherwise under the control of the Porl.

3. Designated Smoking and Non-Smoking A.r'eas

The Executive Directol or his designee shall post and maintain signs prohibiting
srnoking conspiclrous at each entlance of every building housing any office of the Por
of Port Townsend. Further, signs ra,ill be posted conspicuously in each vehicle.

Adclitional designated smoking areas may be established in the future by the

Executive Director as physical altelations are rnade to Port buildings to accommodate

such snoking aleas. Designated smoking areas may be eliminated in the future by the

Executive Director as the need at'ises.

4. Violation of the Smoking Policy

Any person intentionally violating the provisions of the Washington Clean Indoor Air
Act by intentionally smoking where smoking is prohibited and any person lemoving,

defacing, or destroying a no-sltìoking sign shall be subject to a civil hne of up to oue

hundred dollars ($100) as set forth in RCW 70.160,070 or othet disciplinar¡,action.

Workplace Safety
The Port is committed to ploviding a saÍè and healthy work environment for all employees,

vendors, and customers, as well as the genelal public. To assist in providing a safe and

healthy work environment, the Port has established a workplace safety program. This

pl'ogrant is a high priolity for the Port, Its success depends on the alertness and personal

commitment of all. It is each employee's lesponsibility to be farniliar with, and observe all
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safety and health rules and procedures as outlinecl in the Port's Accident Prevention Plogram
and Safety Policy. Safèty procedures are managed curlently by the Deputy Director at the

Porl. The Polt provicles information to employees about wolkplace safety and health issues

through supelvisor'-ernployee meetings, bulletin boald postings, ol' othet' wt'itten
cornmunications. Additionally, employees and supervisors receive peliodic workplace safety

training, The training covel's potential safety and health hazards and safe wolk practices and

plocedules to eliminate or minimizehazards, Each employee is expected to obey safety rules

and to exercise cautiolr in all work activities. Employees must immediately repofi any unsafe

condition or suspicious activity to the appropriate supervisor. Employees who violate safety

standalds. who cause hazarclous ol dangelous situations, oL who fail to lepod or, wheLe

appropriate, remedy such situations, may be subiect to disciplinaly action, up to and

inclucling termination of ernployment. If an acciclent does occLlr, it must be reported to the

immediate supervisor as sooll as possible, regardless of severity or injury.

Inj ury Reporting Procedures :

Washiugton inclustlial Safety I-Iealth Act (WISHA) requiles that the Porl maintain recolds of
all occupational illness anci accidents which occlu' on Porl property, ol while conducting Porl
business. WISHA also requiles that yon leport any illness or injury that occurs on the job, no

matter hou,slight. Such reports are necessary to cornply with laws and initiate insurance ancl

Workel's' Compensation benefits ploceclures. In the event of a workplace injury or near-miss

accident, no matter how minol the ìnjury or the near-miss accident may seem, the injured
ernployee ancl/or ernployee witness must repolt the injury or near-miss accident to his/her'

supervisor irnmediately. Ernployees must complete a Polt of Port Townsend Accident/lnjury
Report and folr,r,ald it to the designated Safety official of the Port, which is cturently the

Deputy Director. Forms are available fì'om the accounting department. In the event an injury
requires medical attention, the injured employee rnust inform the attending physician that the

in:ury is work-related, The physician will then complete the reqnired Labot' and Inclustries

forrn, which will be folrvarded to the Port for furtlier processing. Hospitalizations must be

repolted r.o L & I within 8 hours fol in-patients,

Emergency Situations: Whenevel emergency situation occlrr, all necessary efforts should
be macle to plotect human life, then property, in that order, without endangering employees or
the general public. As soon as possible after the emergency rneasul'es have been taken, the

employee in charge is to complete an Incident Repolt and notifl'his/her immediate supervisor
with the most complete details available concerning the incident, Incident Reports shall be

florwarded to the Deputy Dilector and the Director of Finance & Administration/Auditor for
purposes of processing insurance claims.

Attendance
In order to successfully function, the Port depends upon all ernployees to report to work
regularly and on time. Failule to report unexcused absences florn assigned ,uvork areas,

clu'onic or excessive absences, tardiness ol excessive rest breaks are unacceptable.
Ernployees are required to obtain authorization from theil Supervisor in older to be absent
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fì'om wolk. !-ailure to c1o so priol to an absence rnay result in disciplinary action.

Anti-Harassment
The Port of Port 'Iownsend is committed to naintaining a work environment that is free of
discrimination. In keeping with this corlmitment, the Poft will not tolerate harassmeut of
employees by anyone, including any supervisor, co-worker, vendor, cliettt, oL custotner of the

Port. I{alassment consists of unwelcome conduct, whethet' verbal, physical, or visual, that is

basecl on a person's protected status, such as sex, coloL, race, ancestry, religion, natiotlal

origin. age. phvsical or mental disability, medical condition, rnarital status, sexual olientation,

veteran status, citizenship status, or other protected group status. 'fhe Port will not tolerate

harassing conduct that affects tangible job benefits, that interferes ttnteasonably with an

individual's work performance, or that cleates an intimidating, hostile, oL offensive worlting

envilonment.
The Port's policy is to investigate all such complaints thoroughly and plomptly. To the

fullest extent placticable, the Porl r,r'ill attempt to keep tbe complaints and the terms of their

resolution conficlential. If an investigation confi¡ms that halassment has occurred, the Porl

will take corrective action, including such discipline up to and including in-rmediate

termination of ernployment, as is applopliate.

Gratuities
No ernployee shall accept a fee, gift or any other itern of value in tl-Le course of performing the

emplol,se's official duties, which is given and/or received with the hope or expectatìon of
receiviug pelsonal favoled treatment or other special consideration'

Outside Employment
Outside ernployment by Port ernployees may be allowed except undel the following
conditions:

o Constitutes a conflict of interest with assigned dnties
e Is inconsistent or incompatible with assignecl duties
o Conflict with employee's working hours, performance, assignments, or dutìes

No employee shall receive sick leave benehts or rÌse vacation time as a result of an iilness or

in:ury incurred while employed by another company.

Use of Port Properfy
In the event it is necessary fol an employee to remor¡e Port ploperty from Port premises for
use at another location for the pelformance of liis/her duties, mallagemeut may so authorize.

Uuauthorized use of Polt equipment, supplies, etc, is not allowed.
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Confidentiality
Although the Port District is a public body, some portions of Polt business are requiled by

law to be confidential. No employee shall reveal in any lnanner any conficlential infonlatiou,
which may become available to him/her as a palt of his/her employment witli tl're Polt.

Nepotism
Relatives will not be hired if such employment would immediately result in one relative

supervising or auditing another. if one employee becomes related to another employee

tluough marriage and a supervisory ol'audit relationship exists, one of the affected employees

may tenninate or transfer. If it is not possible to prevent a direct supervisory or auditing role

fi'om existing, then tl-re lelationship will terminate thror.rgh tlansfer or resignatior-r of one of
the affected employees.

"Relative" is defined as any family relationship resulting fi'orn birth, marriage, acloption or
co-habitation.

GRIEVANCE ANÐ ARBITRATION PROCEDURES

A grievance means a claim or dispute by an employee with respect to the intet'pretation,
meaning, or application of the provisions of this handbook. An employee may resoú to these

grievance plocedules for arry decision or action which he/she feels may effect his/her

employment adversely,

The following grievance procedures apply unless other pr'ocedures are providecl by State law,

as in the case of the uniformed services:

A. If an employee feels he/she has a justified complaint or ploblem, the ernployee

shall discuss the matter with his or her supervisor. If the complaint relates to a
specific incident, the discussion shall take place within hfteen (15) days lrom

the date of the incident.

B. If the employee feels that his/her cornplaint is not fairly resolved by the

supervisor', he/she may then within five (5) days submit a written complaint to
the Execr-rtive Dilector. If the grievance continues to exist, the Director may

agree to any recourse ot other legal means available for resolving the

employee's grievance, including albitration,

Arbitration Plocedures shall be as follows:

A. If an employee after completing the glievance procedure outlined in 6.2 above,

still believes that his/her grievance has not been dealt with justly, the

employee may request, fi'om the Polt Cornmissioners, independent arbitration
of this matter, Any glievance involving a dispute with respect to the
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application, meaning, or interpretation of this policy may be submitted to
al'bitration in the following rtarulel':

lf arbitration is desired by the aggrieved ernployee and the Port
Commissioners, the Arbittation Cornmittee shall consist of three (3) persons;

one appointed by the Porl Commissioners, one appointed by the aggrieved
employee, and one appoìnted by agreement between the arbitr-ating members.
If the two appointed members are unable to agree upon the third member for
the committee within frve (5) days after they meet to determine such au

appointee. they rnay jointly request the Washington State Departmeut of Labol
ancl lndustries to provide a list of nine (9) arbitratols fiom which the parties
may select orle person. T'l-re replesentatives of the employer and the ernployee
shali altelnately elininate the llame of one persorl on the list until only one
remains. The pelson whose nalne was not elirninated shall be the third
member of the committee. The third mernbel of the committee shall be the
Arbitlatior-r Committee Chairman.

B, It shall be the duty of the Arbitration Committee to represent the public
iuterest in reviewing enployee appeals. only after all other grievance

1-llocedr-ues have been exhausted, resulting fi'orn alleged adverse employer
action including violations of these procedures ol the rules and regulations
promulgated thereunder, unwarranted demotion, disciralge, ol suspension.
During such review, both the appealing employee and the Port Commissioners
or other persoll whose action is being reviewecl shall have the right to be

heard, be lepresented by a person of his or her choice, and to present

evidentiary facts. At the hearing of such appeals or glievances. technical rules
of eviclence shall not apply.

C. It shall be the duty of the Committee Chairman, within three (3) days of the
conclusion of the hearing, to forward hisüel recommendation concerning the
appeal to the Port Commissioners fol appropriate action,

D. The recommendation of the committee shall be reviewed by the Port
Commissioners and within f,rfteen (15) days following leceipt the Board shall
advise the ernployee as to its decision regalding the grievance. It is tlie
intention of the Porl Cornmissioners to follow the cornmittee recommendation
except where that recommendation does not appear to the Port Comrnissioners
to be in the best interest of the Porl of Porl Townsend.

No punitive action shall be carried out against any ernployee for utilizing the grievance
procedures contained herein.
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SEPARATION

Termination: If an employee leaves the Port for any reason, pay is to be granted in lieu of any

vacation leave for which the employee is eligible but which has not been taken. The

employee is to provide the Port with at least two (2) weeks written notice of voluntary
termination. Temporary employees may be terminated with less than two (2) weeks

notice.

La]¡off: When in the sole opinion of management it is necessary or advisable to reduce the

workforce, tlie affected employees shall be notified and the following procedure shall

be implemented. Long-term layoffs (over 2 weeks) will be proceeded with a two
week notice or pay therefole, unless the employee is on sholt term layoff.

The Executive Director shall select the positions or classifications that will be laid
off. If the position of a regulal employee is laid off ancl the employee occupying the
position has within the past two (2) years successfully performed the functions of
another positions which is not subject to the Reduction In Force (RIF) and the

employee in the RIF position has greater seniolity then the persoll occupying the non-

RIF positions then the person occupying the position or classification to be RIF'ed

shall bump down to a lower position chosen by the employee, whicli that employee

previously held within the deparlment. A laid off ernployee may bump to a forrnerly
held, equal or lower paid position which is outside the departrnent ancl within the

balgaining unit, plovided that the employee's perforrnance was previously satisfactory

in that position, the employee is qualifìed to perform all the duties of the bumped
position (ie: possesses required licenses and certifications) and performed the job
within the prior five (5) yeat's. The foregoing process shall also apply to persons

bumped out of their positions by a senior ernployee. The last person(s) bumped shall

have the lest seniority and shall be the person(s) laid off. There sliall be no bumping
to a higher paid position, Employees bumped into a lower paid classified positions
shall be paid at the wage rate appropriate to the employees resulting classification.

For up to thirteen (13) months after layoff, employees shall be informed, by mail to
the address on f,rle, of openings in positions ol classifìcations for which the employee

is qualified. The employee shall keep the Administration Office informed of their
current address. During this thirteen (13) month period, laid off employees shall fill
openings for which the employee is qualihed.

Whistleblower Act

It is the policy of the Port to encourage reporling by its employees of improper gover'runental

action taken by officers or emploS,ees and to plotect employees who have reported improper
goruernmental actions in accordance with the laws of the State of Washington. As per RCW
42.41.030, Port of Port Townsend employees who become awafe of improper governmental
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actions should report with the local government to the Executive Dilector. In the event the

Executive Dilectol is the subject of the Whistleblower claim, then ernployee should subn-rit

the report to the Polt Auditor', However', if the Executive Director and Pol't Auditol are

subjects in the rvhistleblowel claim then the employee can submit claim to the Port

Conmissioner(s).

The following govelnment agencies and labor organizations may assist employees in dealing

with persorurel issues:

Agency Issnes

Washington State Human Rights
Commission
Olynrpia 1 -800-233 -3241
Spokane 1 -509 -456-441 3

S eattle I -20 6 -464 -65 00
TTY 1-800-300-7525
http : //www.hnm, r¡,a. gov

Disclirlination because of race, creecl,

color, national oligin. sex, marital status,

age or disability.

Sexual harassrnent.

Whistleblower workplace reprisal or
relqlsQrv¡4þr.

Public Employment Relations
Cornmission
Olynpia (360)753-3444
http ://www.perc.wa. go\/

Unfair labor practices. Inteference tvith
rights to folm or join employee labor
organizations ancl rights to bargain
collectively.

Jeffelson County Plosecuting Attorney
1 820 Jefferson St

Port Townsend, WA 98368
(360)38s-91 80

Alleged irnploper goveilrrnental action.

Reports of irnproper govelnnental action(s) rnust be f,rled in writing with the Port of Port

Townsend. They can be teported r.rsing the Whistleblower Reporting Fornl, attached to this

surrìmaly, or in a separate letter'. In either case, the report should include:

o A cletailed description of the imploper governmental action(s).
o The name of the employee(s) involved.
o The agency, division, and location where the action(s) occurred..
o Date(s) of the irnploper governnental action must be provided to the Port

within one year aftel tl-ie occunence of the action.
o Details that may be important for our investigation - witnesses, documents

and evidence.
o If you know it, the specific law or regulation that has been violated.
o Your narne, home acldress and phone numbet'. (Optional)

Each impropel'goverffnental action should be noted separately and suppofied with as much
specific inforrnation as possible. Proving allegations can often be difficult. Supplying
detailed inforrnation contl'ibutes to a thorough and effìcient investigation. The Whistleblower
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reporting Form is designed to help you supply the needed information. Please use a separate

Whistleblower Repoúing Form for each improper govemmental action. Whistleblower
Reporting Form is described as Exhibit A of this manual.

Avoid genercIization such as "Bob is always wasting public resources." Providing specific
details about how and when "Bob" is wasting public resources will help focus the
investigatioû, €.8., "Bob used his state computer to keep accounting records for his home
business during working hours. This has been going on for ayear."

Under state law, anyone who conducts a state employee whistleblower investigation must
keep the whistleblower's naÍte confidential. In addition, the law provides remedies for
individuals subjected to retaliation as a result of their whistleblower activities and penalties

for those who retaliate.

Send youl Whistleblower Repolting Form or letter atterfion to the Executive Director,
Auditor or Commission as clesclibed above and to:

Porl of Port Townsend
Attention: Employee Whistleblower Program
P.O. Box 1180
Port Townsend, WA 98368
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TRAVEL POT_.,ICY

Overview
The purpose of this policy is to establish or update the basic rules and regulations governing
the reimbursement and payment of travel and othel business expenses incun'ed by the Port
Commissioners, off,rcer, employees and other authorized lepresentatives. It shall be the
policy of tlie Port of Port Townsend that all Port offrcials and employees shall receive their
reasonable and necessary expenses when engaged in official Port business within ol outside
the district. This policy is adopted pursuant to the authority of RCW 42.24.080 tlu'ough
42.24.160 and 53.08.175 and 53.08.176. 'fhe terrn "authorized representative," as used
thloughout this policy, shall include all Cornmissioners, officers, employees, or agents
whethel elected or appointed.

Expenses
'fravel expenses shall be defured to include the following items:

Lodging
Lodging includes hotels, lnotels ol similal accorrmodations as may be required. A receipt
verif,ing such expense shall be subrnitted for any request for reimbursement.

Lodging expenses shall include all necessaï! and reasonable expenses such as room charges,
parking fees, tips and tax, Lodging reservations ma)/ be rnade directly by the Polt or the
authorized replesentative.

Discretionary lodging expenditures such as video rentals, bar charges unless considered an
appropriate promotional hosting expenditule and more than one persollal phone call of
reasonable length per day are not reimbulsable by the Port.

Reimbursernent will be at a single room rate with justified exceptions apploved by the
Executive Directol for additional costs incurred for lodging of spouses or others that may be
accompanying the authorized representative.

Meeting/Conference Registration
When attending tneetings, conferences or training activities where lodging ancl meals are

included in the registration, authorized representatives shall utilize the lodging and meal plan
provided when feasible. If the lodging andlor meals are optional and not selected at the time
of registration, the Polt r¡,ill leimburse up to the actual cost of the respective options.

Miscellaneous
Miscellaneous ancl general expenses corutected with tlaveling rnay include but are not limited
to, telephone and fax charges, baggage and luggage handling charges, parking fees,
promotional hosting expellses, and other charges pemritted by law. Receipts must be
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attached.

Promotional Hosting
Promotional hosting is covered in the Porl of Port Townseud Resolutions 467-06,

Subsistence
Includes charges for all meals, including payrnent of reasonable tips, when traveling outside

the district, or attending porl related meetings ol functions that include meals within tl-rc

district. Expenses shall be reimbulsed at the actual cost of the meal with the support of an

itemized receipt.

Transportation
Transportation via official motol vehicle, private automobiles, public transporlation (airline,

raih'oad, bus line, or ferry) taxicab, limousine, lentecl vehicle, or othel appropriate means of
transpoftation.

When plivate vehicles are used the authorized representative shall be reimbursed at the

cullent 1RS rate. The Port will only reimburse employees fol rnileage in excess of the

employee's nol'mal daily lourd-trip commute mileage. An employee leaving theil offìcial
residence to travel on Port business will be reinbursed for the lessor of (1) rnileage fi'omthe
employee's official residence to the destination or (2) mileage fi'om the employee's official
work station to the destination.
Orclinalily, raiI, air, or bus tickets shall be pulchased directly by the Poft ulrdel a regttlar
purchase ordel procedure. If, however, an employee purchases a ticket on his/her own behalf
a receipt shall be submitted u,ith the vouchel seeking reimbursement. No first class tlavel
will be alloived,

Forms
In filing claims for reimbursement for tlavel and other business expenses authorized
replesentatives shall Lrse an offìcial Clairn for Expenses form consistent with statute. This

lorm shall contain, at a minimum, details by date showing expenses for transportation,
lodging, subsistence and other miscellaneous and general expenses as defined above, Such

receipts, documents and othel evidence as may hereinafter be required shall suppott such

forms.

Official Travel ÐefÏned
Pofi Comrnissioners, ernployees and agents shall be engaged in off,rcial travel on behalf of the

Porl distlict when engaged in the follorving activities:

Travel coruected with calling upolt customers or potential customers of the port district for
the purpose of promoting and selling the services and use of facilities of the port district.

Tlavel requiled f'or the pulpose of meeting, negotiating or consulting with others fol the
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pulpose of carrying out official ftinctions, duties orprojects of the port clistrict, Examples of
tra'er incrttde' but are 

i,""'"','äI:i:;'"i::ïîî;;..iîï,ffi:"î:,ïJ:ï's 
rerated to:

o Planning, engineeling or development of Port facilities;

' Employee relations;

: |,i#tr*ì;f,t.jÏÍïrffåü:i'nt 
ortenants or potentiar tena.ts;

o Industrialdevelopment;
e Other similar activities necessaly to Port development. construction,

maintenance ol operation;

Travel connected rvith training and with attendance at rneetings of organizations in which the
port distr'ict holds memberships, ol with which it is officially affiliated fol purposes of
educatiou, r'escarch. developnreut. pronlotion or joint actiou.

Travel for attendance at regular ard special rneetings of the Porl Commission by Porl
Commissioners fi'onr their place of residence to the place of meeting of the Commission.

No reimbursement shall be macle to emplol,ees for tl-re normal cost of commuting ft'om a

permanent or tempolary home or lesidence to their regulal place of work.

Travel Authorization
All tlavel shall have a specific plrlpose ancl have a benefit to the Port, Travel for Port
Commissioners may be approved in advance by the Port Commission either through the
approved budget or ttu'ough a rnotion passed by the Port Comrlission.

The Commissioners must approve all international travel by anyone. The Port Executive
Director shall appr'ove all dornestic employee travel.

When Pofi busir-ress and pelsonal travel are combined in one trip, the Port rvill pay the cost
associatecl with the Poft's portion of the travel.

Other Business Expenses
When ploperly authorized, Port commissioners, offrcials, or employees, shall be entitled to
their necessary aud leasonable business expenses incured on behalf of the Port district. Such
business expenses sliall include the cost of attending regulal meetings of official groups in
which the Port clistrict holds mernbership ol is othelwise affiliated for the purposes of
promotion, education, research or joint action. Such expense shall include chalges for
registration, meals, printed matter, ol such other items as lnay be necessary in older fol the
comurissioner', official or employee to palticipate in the official proceedings of such properly
authorized plornotional, educational, r'esearch or joint action group. In order that such
bttsiness expenses may be allowed, however it must be shown that the meeting was a
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business meeting and the commissioner, official, or employee, was an appropriate
representative of the Port. Charges reimbursed ol paid shall be a necessary part of the
participation in the orgarization or on behalf of the Port.

When an employee is meeting with a business associate of the Port during norrnal meal
times, the Port may pay the cost of the meal for both the employee and the business

associate(s).

Advance Travel Funds
The Port will maintain an Advance Travel Fund, to be used for advancing money for travel
purposes. it will be used to defray costs incuned while perfonning offìcial duties when such

costs would be a hardship on the involved Port Cornmissioner, official, or employee. The
fund will be administered by the Port Auditor.

This fund will be used solely for tlavel aclvances, not direct payments to veudors. It will not
be used for personal loans, pre-registration fees, ol reimbursements to commissioners,
officials, or employees, fol travel already incurred. Requests fol travel advances must be

submitted on approved Advance Travel request form and approved by the employee's
supelvisor. Funds will be released only in the three (3) business day period preceding travel.

Settlement of advances must be made within thlee (3) bnsiness days following the close of
the travel, by filing a cletailed and apploved Claim For Expenses form witli the Port Auditor.
If the traveler''s actual expense is less than the amount of the advance received, the clairn
musl be accompanied by the unexpended portion of the advance in the folm of a personal

check. If the actual expenses are in excess of the amount advanced, the excess will be

reimbursed by means of a Port warrant, during the next payables process.

Any default in accounting for or lepaying the advance within ten (10) calendar days shall
render the full amount which is unpaid immediately due and payable with interest of 10% per
annum, folrn the date of default until repaid. (Resolution 232-97 aucl Resoltûion 236-97
Rescind Resolution 187-96 - 2128196).

Miscellaneous
Poft representatives traveling together shall submit separate vouchers and verif,rcation.
However, on occasions when Port Comrnissioners or staff is attending activities together, one

Port Commissioner or staff member may pay for authorized expenses for the Port
Commissioners or staff and request reimbursement fòr his/her authorized expenses and those

of the other Por"t cornmissioners or staff. Claims fol reimbursement of travel and business

expenses shall be submitted on forms apploved by the Porl Auditor.
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ACCTDENT PR.BVENTION/SAFETY ANÐ HBALTI{ POLIC}
The Por-t of Polt Townsend believes in the dignity and impoltance of the individual employee
and his ol her right to derive personal satisfaction fi'om the job, The prevention of
occupational injuries and illnesses is of such a consequence to this belief that it will be given
a top priority at all times,

We will establisl-r and requile an accident prevention program that emphasizes the integration
of safety and health measures into each job task so that safety/health and job performance
becolne inseparable . This will be accomplished through the cooperative efforts of managers,
supelvisors, ancl employees who will seek to obtain the lowest possible industrial accident
rates.

Safety orientation for new and transferred employees, timely and appropriate tlaining, a

management/employee safety committee, an activc self-inspection plogram, proper
mechanical guards, and personal plotective equiprnent will be some of the tools used to
reduce work hazarcls.

81, accepting mutual lesponsibility to operate safèly, we will all contribute to the well-being
of personnel ancl subsequently the Porl of Port Townsend.

SAFETY ORIENTATION
Putpose: Orientation of new ernployees, rehires, part-time employees and those transferred
fi'om another department within the Porl will begin the hrst day of employment on the new
job. This program will provicle an introduction of depaltment policies and rules and will
include a thorough safety briefing. The orientation should include a toul of the facilities to
acquaint the er-nployee with the entile operation. The ernployee should also be advised how
his/her job is irnportant to the Porl.

Prqçgdulg: The immediate supervisol of the employee rvill tholoughl¡, inrtlu.t him or her in
job safety lequirements. A Safety Orientation check list is provided for this purpose (see Part
X Forms). The checklist nust be completed by checking each item as it is coveted, signing
by the supervisor and employee, and returning it to the office for placernent into the
employee's file. The employee responsibility list contained in Parl X of this documerf will
also be reviewed with the employee b1'the supervisor,

EDUCATION AND TRAINING
Purpose: On-going safety education programs will be plovided for all employees in an effort
to increase awareness of accident cause factors; to improve tearn spirit by demonstrating
rnanagelrent's concern for the individual rvorker; to plomote acceptance of saÍèty rules by
presenting accident prevention as a positive, desilable and integral parl of all activities.

Procedure: The Safety Officer rvill provide a systematic acciclent ptevention program for the
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employee. This program will provide on-the-job training in his/her work area and will
familiarize each person with Port safety requirements.

Tvpes of Training: Specific training will be provided for certain jobs and kinds of
equipment. First aid training and certification will be required for all supervisors, or persons

in direct charge of crews in order to assure that all employees can be afforded quick and

effective first aid in the event that an injury occurs on the job.

GENERAL SAFETY TRAINING

(Examples: back injury prevention,
prevention of slips and falls, ladder,
ladder safety, eye safety)

1.

2.

J.

4.

SPECIFIC SAFETY TRAINING

(Examples: Opelation of specific
machinery, how to use a specific
chemical, etc.)

l

2.

a
J.

4
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SUPERVISOR-CREW MEETINGS
Purpose: To assist in the detection and elimination of unsafe conditions and work
procedures.

Procedure: The following guidelines will be followed:
A. Supervisor-crew safety meetings shall be held at least once a month, or if conditions

require, weekly or biweekly meetings shall be held to cliscuss safety problems as they
arise.

B. The attendance and subjects discussed shall be documented and maintained on file for a
period of one year. Copies of the minutes must be provided to: ( 1 ) top management, (2)
the safety offtce, and (3) employees by posting on the bulletin board and placing in
break areas.

Scope of Activities:

A. Conduct in-house safety inspections with supelvisol concerned.

B, Assist in accident investigation to uncover trends.

C. Review accident reports to detenline rneans for elirnination.

D. Accept and evaluate employee suggestions.

E. Review job plocedures and recommend improvements.

F. Monitor the safety program effectiveness.

G. Promote and publicize safety.

Documentation: The following form is available to assist in documenting activities of
supervisor-crew meetings :

A. Supervisor-Crew Discussion Form

SAFETY COMMITTEE

Purpose: To assist in the detection and elimination of unsafe conditions and wolk
procedures. A safety and health committee will be established with representation from
employees and management.

Procedure: The following guidelines will be followed:

A. Employees shall elect fellow workers to represent them on the committee. Method of
voting shall be optional.

B. The terms of employee-elected members shall be maximum of one (1) year. Should a
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vacancy occur on the committee, a new member shall be elected.

C. The chairperson shall be elected by all employees.

D, The frequency of meetings shall be determined by the committee.

E. The date, hour, and location of meetings shall be determined by the safety committee'

F. The length of each meeting shall not exceed one hour except by majority vote of the

safety committee.

G. The attendance and subjects discussed shall be documented and maintained on file for a
period of one year. Copies of the minutes must be provided to (1) top management, (2)

the safety office, and (3) employees by posting on the bulletin board and placing in
break areas.

Scope of Activities:

A. Conduct in-house safety inspections with supervisor concerned.

B, Assist in accident investigation to uncover trends.

C. Review accident reports to determine means or elimination,

D. Accept and evaluate ernployee suggestions.

E. Review job procedures and recommend improvements.

F. Monitor the safety program effectiveness.

G. Promote and publicize safety.

SAFETY COMMITTEE (SUB.PART) SELF-INSPECTION
Purpose: Accident prevention activities need to be reinforced by a systematic way of
minimizing physical hazards within the worþlace. This Port feels that the best way to

eliminate exposure to these hazards is through a plan of self-inspection.

Procedure: The following guidelines will be followed:

A. Members of the safety committee will, prior to the regularly scheduled committee
meeting, assist the appropriate supervisor in conducting a self inspection of their
respective work areas to determine what hazaldous conditions and/or practices exist.

An inspection check list should be utilized (see Part X Forms). Other sources which
can be consulted or utilized in conducting inspections include:

1. General Safety and Health Standards

2. Employee suggestions
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3. Previous accident experience of this company

B. Findings of the self-inspection will be reviewed and discussed at the next scheduled
safety committee meeting. Unresolved problems resulting from this inspection will be

forwarded through the safety committee organizational process.

C. Follow-up to committee recommendations may be accomplished by one of the
following options:

1. Carrying out the recornmendations

2. Explaining why no action can be taken

3. Proposing an altelnative

SAFETY BULLETIN BOARD
Purpose: In addition to the methods heretofore defined, the bulletin board is another
method to increase employee's awareness of safety and health and communicate
management's safety message.

Procedure: The following consideration should be made for bulletin board effectiveness:

A. Placed in a spot where thele is greatest employee exposwe (lunchroom, breakroom,
central part of the plant, near time clock, etc.).

B, Posting should be attractively arranged.

C. Posters, safety committee minutes and other information that becomes dated or worrl
should be changed peliodically.

D. A specif,rc safety bulletin board or portion of an existing board should be designated and
that spot reserved EXCLUSNELY for safety material.

E. The Finance Department will be designated to maintain the bulletin board as

recornmended above.

The following iterns are required to be posted;

1. WISHA poster, LI-416081

2. Industrial Insurance Poster LI-210-I91

3. NOTICE (to report all injuries) LI-416-80 (recommended only)

4. Citation and Notice (as applopriate)

5. OSHA 200 Summary (specifically during month of February)
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FIRST AID, TRAINING, KITS, POSTER
Purpose: To afford the employee immediate and effective attention should and injury
result. The Deputy Director will ensure that a certified first aid person will be available.

A. To meet the above objectives, the following procedures will be followed:

L All supervisoïs or persons in charge of crews will be f,rrst aid trained unless their duties

require them to be away from the job-site, whereby other persons will be designated to be

the recognized first aid person.

2. Other persons will be trained as designated by management to surpass or augment the

standard requirements.

3. Valid first aid certificates are recogni zed as ones which are less than three years old.

NOTE: Cardiopulmonary Resuscitation (CPR) is required in addition to the regular first aid

training, if a first aid course does not combine the two subjects.

B. First aid kits will be in accordance with the requirements of the General Safety and

Health Stanclards.

1. First aid kit locations at this Port include:

a. Maintenance shop

b. Executive off,rce

c. Marina office

d. Airport office

2. The Deputy Director or his/hel designated appointee is designated to ensure the

first aid kit(s) isiare properly maintained and stocked.

C. Posters listing emergency numbers, procedures, etc., will be strategically located, such

as on the first aid kit, beside the telephone, etc.

ACCIDENT INVESTIGATION AND REPORTING
Definition and Purpose: ALL ACCIDENTS, no matter how minor, shall be reported

PROMPTLY to the immediate supervisor for evaluation/investigation. Since evely
accident includes a sequence of contributing causes, it is possible to avoid a repeat

performance of the first event by recognizing and eliminating these causes. The removal of
just a single cause can prevent a recuffence. During the supervisor's evaluation, he/she

must determine the possible consequences that could take place if the situation is not
corrected and take appropriate action based upon those findings (i.e., investigate, report,
correct, etc.).
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Medical Emergency Procedure: An aid cal will be called in the case where the employee
needs irnmediate medical attention. The teleplione numbel is 911. A Port official will
accompany the ernployee to the doctor or hospital.

Documentation Procedures :

A, MINOR INJUzuES - (Requiring doctor/outpatient cale) After the ernergency actions
following an accident, an investigation of the accident will be conducted by the irnmediate
supervisor in conjunction with any ia,itnesses to the accident, to detelmine the causes. The
findings of the investigation shall be documented on a Incident Report Forrn, Distribution
of the cornpleted form will be as follows:

1. Copy to Deputy Director

Copy to ofïrce hles

Copy to safety committee chairperson

B. MAJOR INJURIES - (Fatality of multiple hospitalization)

1. T'he Executive Director', Deputy Director, supelvisor, and safety committee chairperson
are to be notified immediately by the persorl in charge and an investigation under the
dilection of the Depr-rty Director will be conclucted. In addition to the lnanagernent official,
the inspection party will include the managel ot'supervisor of the injured person(s) and a
representative fi'orn the safety committee.

2. In the case of a fatality ol if trvo or more employees are hospitalized, the supelvisor rvill
report the accident to the nearest office of the Depaúment of Labor and Industries, phone
753-6502, within 24 honrs after the occurrence of the accident. The leport shall relate the
circumstances, the number of fatalities, and the extent of any injulies. NOTE: Any
equipment involved in an accident resulting in the immediate fatality is not to be moved
until a representative of the Department of I.abor and industries investigates the accident
and authorizes its removal. If, however, it is necessary to move the equiprnent to prevent
fuilher accidents or to remove the victim, the equipment may be moved as required.

C. NEAR MISSES - (Likelihood of pelsonal injury or property damage.) To the greatest
extent possible, all "near-miss" accidents shall be investigated by the Deputy Director (if
situation warrants), supervisor or safety committee replesentative. Documentation will be
made on the Port's accident investigation form. A near-miss accident is defined as an
unplanned event where damage resulted to equipment but thele was no personal injury to
employees ol where damage did not result but the likelihood of personal injury to the
employee was gleat, If the conditions which perrnittecl the near-miss or "close call" to exist
are not elirninated, they will continue to be available to cause additional accidents which
could eventually result in personal injury to the employee.

OCCUPATIONAL INJURY AND ILLNESS RECOTTDKEEPING
Puqtose: In accordance with applicable requirements of the \À/ISHA standards, the Port of
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Pofi Torvnsend will ensure the appropriate records are kept as follows:

A. Maintain a Log and Summary of Occupational Injuries and Illness on OSHA Form 200.

Recordable cases include:
L Every occupational death

2. Every occupational illness

3, Every occupational injury that involves:

a. Unconsciousness

b. Inability to pelform all phases of the regular job

c. Inability to work full time on a regular basis

d. Temporary assignments to another job

e. Medical treatment OTHER than first aid

B. Keep copies of all reports generated when an employee is injured on the job.

C. During the month of February, post the completed summary portion of the OSHA Form

200 for the previous year.

D. Maintain records for five years following the year to which they relate.

E. Enter each recordable injury and illness on the log as early as practicable, but no later

than six working days after receiving the information that a recordable case has occurred.

F. In addition to the OSHA Form 200, a supplementary record for each occupational injury
or illness (OSHA 101) will be maintained. Other reports, such as worker compensation
forms, are acceptable alternatives for the OSHA 101 if they contain the information
required by the OSHA 101.

Responsibilitv: The Finance Depaftment is responsible for maintaining records and

ensuring proper posting.
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Exhibit Ä

WHISTLEBLOWER FORM

Before hlling out this form, please read the following:

o You cannot be the subject of retaliatory action for submitting this form.
o In order to protect your identity, we clo not recommend sending this fonn to our

office via electronic mail.

If you have any questions, please contact the Port Auditor or Executive Director.

Your contact information:
You are not required to provide your name. However, if you choose not to provide
your name, we are unable to keep you updated on the progress of our investigation,
ot to consult with you regalding the details of your complaint. If you choose to
provide your name, we will keep it confidential.

Subj ect's contact information:
Please file a separate form for each Port employee or officer who you believe has engaged
in irnproper governmental action.

How do you know about the information you are disclosing here? If you do not
choose to provide your name, please take care in providing this information, to
prevent inadvertent disclosure.
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What type of improper governmental action are you reporting?

Violation of state law or regulation
If so which RCW(s) or WAC(s)?

Substantial and specific danger to the public health and safety

Gross waste of public funds

Is there any evidence that supports your assertions that can be reviewed?
If so, where is the information and can you provide it?

Please describe the imþroper governmental action in detail
The more detailed information you provide for us, the better we will be able to
assess your concerns, Attach additional pages if needed. If available, please
provide us with copies of documents which support your assertion,

Improper govemmental action cannot be personnel related.
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When did the event(s) take place?

Where did the event(s) occur?

Are there other witnesses? If so, please provide their names, telephone numbers,
positions, agencies, divisions, contact information, and relation to the irnproper
govefitmental action.

Have you reported this information to another agency? Yes No

If so, which one(s)?

If you have disclosed the information reported here, what is the current status of the matter?

Please mail this form to:
Port of Port Townsend

Attn: Whistleblower Program
P.O. Box 1180

Port Townsend, WA 98368
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EXHIBIT B

DRUG AND ALCOHOL-FREE WORKPLACE POLICY

PURPOSE AND GOAL

The Port of Port Townsencl (the "Por1") recognizes that the state of an

employee's health affècts his or her job performance. Use of alcohol or other

controlled snbstances can cause decreased efficiency and increased risk of injury
to the employee who is using or to the employee's coworkers and the public.

The purpose of this statement is to identify the Port's policies on the use of
contlolled substances, alcohol, and rnedicines in order to maintain a healthy and

drug and alcohol-fi'ee workplace fol' all employees, The goal is to ensure that

employees report to work in condition to perform their duties safely,

satisfactorily, and efficiently in the interest of their fellow workers, the public
and themselves.

l'his notice supplements, and does not replace the Pofi's Persotnel Policies and

Procedules Handbook applicable to employees of the Por1.

1. COVERAGE AND APPLICABILITY

L 1 Any individual who condncts business fol the Porl is covered by this Drug
and Alcohol-Free Workplace Policy. Coverage of this policy includes but is

not limited to, executive managemellt, nanagers, supervisors, full-time
employees, part time ernployees, off-site employees, contractors, volunteers,
and interns.

L2 All Port employees must, as a condition of ernployment with the Port, abide

by the items of this policy.
1.3 The Poft's Dlug and Alcohol-Flee Workplace Policy is intended to apply

whenevel a covered individual is conducting business for or lepresenting the

Port. T'herefore, this policy applies during all working hours, when covered

individuals are conducting business or lepl'esenting the Port, while covered

indivicluals are on-call or while on paid stand-by, while covered individuals
ale on Port-owned premises or premises operated by the Port, and at Port-

sanctioned events (see 2.4 for exception). If the employee is on the list of
ernergency contact(s) and carmot perform their cluties due to poterfial
violation in this policy, the employee is responsible fol calling the next

employee listed on the emergency contact list.
1.4 Port-sanctioned wine ol beer-tasting or Port-sanctioned social events on or

off Port premises to promote economic development are not a violation of
this policy. However, wine or any other alcohol, should not be consumed

during work hours, while conducting business or rept'esenting the Port, on

Porl premises, or at Porl-sanctioned events unless the consumption of
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alcohol has been approved in advance of the event by the Executive
Director. Covered individuals should also keep in rnind that they are

expected to conduct themselves in a mannel appropriate to the event.

2. PROHIBITED BEHAVIOR

2.1 All covered individuals are prohibited fì'om using, possessing,
manufacturing, distlibuting, dispensing, or being undel'the influence of any
controlled substances in the workplace, during working houLs, while on Port
premises or while engaging in Port business.

2.2 All covered individuals ale prohibitecl fiom manufacturing, distributing or
being under the influence of alcohol in the workplace, during wolking
hours, s4rile on Port prernises or rvhile engaging in Port business.

2.3 All coveled individuals are prohibited from using, possessing, smelling of,
or dispensing alcohol in the workplace, during u,orking hotrs, while on Port
premises or while engaging in Port business.

2.4 Any covered individual who is taking a drug or rnedication, whethel or not
plesclibed by the coveLed indiviclual's healthcare plovider, which may
adversely affect that coverecl individual's ability to perform rvork irr a safe
or plocluctive lrlanner, is required to report such use of rnedication to his or'

her supewisor. This inclucles clrugs and medications that are known or
adveltised as possibly afÍècting judgment, coordination, or any of the
senses, including those that may caìlse drou,siness or dizziness.

3. TESTING
3,I To enforce this policy, the Port coulcl conduct the following types of testing:

A) Pre-Employment Testing. Final offels of ernployment to applicants for
safety sensitive positions will be contingent on passing a drug screening test.
PI'ospective neu,hiles will receive infolmation concerning the drug testing

procedures with their conditional employment offer.

B) Post-Accident Testing. If a covered individual is involved in an on-the-
job accident that lesults in injury or property damage, the covered individual
will be lequired to submit to imrnecliate clmg and/or alcohol testing, as the
Port determines.

C) Reasonable-Suspicion T'esting. If, al any time, the Port suspects a

covered individual is at work under the influence of alcohol or drugs or
smelling of alcohol, the covered individual will be lequired to submit to
immediate drug andlor alcohol testing, as the Port determines. V/hen there
is reasonable suspicion, the covered individual is placed on an unpaicl leave
of absence and is not to return to work until fitness for duty is established.
If the test result is negative, the Port will reirnburse the covered individual
for the regular work time he ol she was scheduled for, but could no1 work
while waiting for the test results.

3.2 Consent to Testing. As a condition of- employment, covered individuals are
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required to cousent to the tests described in this policy. Refusal to submit to

testing is grounds for imrnediate termination. Covered individuals refened
for testing will be required to sign additional consent forms provided by the

testing facility and/ol the Por1.

3.3 Retesting. The Porl allows fot one (1) confirmatory test of positive drug

testing samples. If the covered individual requests a retest, the retest will
take place immecliately following the first test,

3.4 Confidentiality. All information relating to drug or alcohol testing will be

stored in each covered individnal's Medical File, which is tnair-rtained

separately frorn the covered individnal's Pelsonnel File, Medical Files are

secured and access is limited to those with a work-r'elatecl need to knorv.

4. VIOI-ATION OF' POLICY

4.1 lf the Port has reasonable grouncls to believe that a covered individual has

violated any of the staternents of this policy, the Pott rnay take any of the

following actions:

A) Disciplinary action including, but not limited to, suspeusion and/or'

immediate termination; or

B) Requile the covered individual to submit to drug and/or alcohol testing on

Port time and expens e at a laboratory or medical facility prescribed by the

Port; ol

4,2 Report of test results will be on controlled substances and alcohol referled to
in this policy only.

4,3 Any covered indiviclual who tests positive will be subject to immediate

termination.

4.4 A covered individual will be irnrnecliately tenninated if he or she refuses the

screening or the test, adr.rlterates, or dilutes the specimen, substitutes the

specimen with that from anothel person or sends an imposter, will not sign

the required forms, or refuses to cooperate in the testing process in such a

way that prevents cornpletion of the test.

4,5 If covered individual is suspected of violating this policy, he or she may be

asked to submit to a search or inspection at any time. Sealches can be

conducted of lockers, desks, cabinets, work stations, Port-owned vehicles,

and Port-owned equipment. The Port rnay release to any law enfolcemeut
agency ary information it rnay have regarding criminal activities.

5. NOTIFICATION OF CONVICTION

5.1 Any covered individual convicted of any criminal drug statute violation
occurring in the workplace, during working houts, ol while engaged in Porl
business, must notifu the Executive Director or his designee no later than
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frve (5) working days after such conviction,

Within thirty (30) calendar days after receiving notice of the conviction, the
Port will:

A) Take appropriate disciplinary action against such covered individual, up to
and including dismissal; and/or

Require such covered individual to satisfactorily participate in drug abuse
assistance or rehabilitation program approved for such purpose by a federal,
state, or local health, law enforcement, or other appropriate agency.

POSITION ON ALCOHOL AND DRUG PROBLEMS

It is the intent of this policy that a covered individual suffering from
chemical dependency not have his or her job security and promotional
opportunities jeopardized by a request for help. HoweveL, satisfactory job
performance is still mandatory, and a covered individual has the primary
responsibility for seeking help and maintaining a treatment program as

prescribed by qualified professionals. A covered indiviclual's entry into
treatment does not negate or diminish the Pofi's right to discipline him or
her for unsatisfactory performance or failure to meet conditions of
employment including compliance with this statement.

INFORMATION AND REFERRAL

Information will be available on public or private drug counseling,
rehabilitation, and covered individual assistance programs upon the reqnest
of any covered individual. The Executive Director will from time to time
designate the covered individual who will be able to provide such
information.

The Executive Director or Designee will establish an education drug-free
awareness pl'ogram to educate covered individual on substance abuse. Such
program will include:

Management and supervisory tlaining;

Dangers of worþlace substance abuse;

Information concerning available drug counseling or rehabilitative
counseling alternatives ;

Penalties fol drug abuse violations.

8. NOTIFICATION TO COVERED INDIVIDUALS

This policy will be distributed to all nerv covered individuals during
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9.

9.r

orientation.

DEFINITIONS

"Alcohol" means any liquid that may be legally sold and consumed and has

an alcoholic content in excess of on-half of one percent by volume.

"Controlled Substance" lneans a substance listed in Schedules I through V
of Section 202 of the Controlled Substances Act (21 U.S,C. 812). This list
includes, but is not limited to, marijuana, heroin, PCP, cocaine and

amphetamines.

9.3 "Conviction" means a finding of guilt (including a plea of nolo contendere)

or imposition of sentence, or both, by any judicial body charged with the

responsibility to determine violations of the federal, state, or local criminal
drug statutes.

"Covered individual" mealls any individual who conducts business for the
Port. Coverage of this policy includes, but is not limited to, executive
management, managers, supervisors, ful1-time employees, part-time
employees, off- site employees, contractors, volunteers, and interns.

"Criminal drug statute" means a criminal statute involving manufacture,
distribution, dispensation, use, or possession ofany controlled substance.

"Beiug under influence of controlled substance" means being perceptibly
affected by a controlled substance and/or having within one's body any

amounts of a controlled substance.

"Being under influence of alcohol" means being perceptibly affected by
alcohol in the conduct or performance of one's job lesponsibilities.

9.8 "While engaging in Port business" means while a covered individual is

being paid by the Port, is representing the Port, is presenting himself or
herself as alt agent of the Port (whether or not authorized to do so), or is
attending or participatìng in any activities organized or sponsored by the
Port.

9.2

9.4

9.5

96

9.7

9.9 "In the workplace" includes all Port premises

owned, leased, used, or controlled by the Port.

9.10"In the workplace" includes all Port premises
owned, leased, used, or controllecl by the Port.

ol vehicles, including those

or vehicles, including those

Port of Port Torvnsend - Personnel Handbook
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AGREEMENT TO COMPLY WITH DRUG AND ALCOHOL
FREE WORKPLACE POLICY

Name of Covered Individual

Furthelmore, Covered Individual (Employee/Commissioner) acknowledges that
they have read the manual, understand its contents and will abide by the
contents.

THIS DAY OF _,20

Signature of Covered Individual

Port of Port Torvnsend - Persounel Handbook
Page: 46 Arended April,20l3
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POLICY MANUAL ACKNOWLEDGMENT

Manual, have read it, understand it and will abide by the contents. Furthermore, I
recogníze that the employment relationship is at-will, just as I may leave at any
time without legal obligation and there is no guarantee of continued employment,
Any questions regarding this entire Personnel Manual and" exhibits rilere asked and

clarified to my satisfaction.
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EXHIBIT D

DECLARATION OF CUSTOMER SERVTCE

I, as member of the staff of the Port of Port Townsend believe that the relationship
between staff ancl our customers is of such importance in contributing to a positive
Port image that it will be given top priority at all times.

I promise to plovide friendly, courteous, and helpful customel serice.

I promise to provide quality service in a timely manner.

I promise to resolve any problems fairly, promptly and cheerfully.

I plomise to work at continuously improving custorner satisfaction,

I recognize that serving the customer is my priority.

By accepting mutual responsibility for customer satisfaction, we will all contribute to the
new positive Port image.

Date

Port of Port Tolnsend - Personnel Handbook
Page: 48 Amended April,20l3
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EXHIBIT tr

PORT OF PORT'TOWNSEND
AGREEMENT TO COMPLY WITH INFORMATTON

SECUR.TTY POLICIES

Enployee Name

I agree to take all reasonable precautions to assure that Port of Port Townsend
sensitive data or information, that has been entrusted to the Port of Polt Townsend
by third parties such as tenants and customers, will not be disclosed to
unauthot'ized persons. At the termination of my employment with the Port of Port
Townsend, I agree to retrun all information to which I have hacl access as a result
of my position, I understand that I am not authorized to use sensitive information
for my own purposes, nor am I at liberty to provide this information to thild parties
without the express written consent of the Execlrtive Directol ol Deputy Director.

I have access to a copy of the Information Seculity Policies. I have read and
tunderstand these policies, and I understand how it impacts my job. As a condition
of continued employment, I agree to abide by these policies ancl other requirements
found in the Port's Infonnation Security Policy. I understand that non-compliauce
may be cause for disciplinary action up to and including dismissal, and perhaps
crin-rinal andlol civil penalties.

I agree to promptly repoft all violations or suspected violations of the Infornation
Security Polioy to the designated Infonnation Security Off,icer.

I understand that all electronic communication systems as well as all information
transmittecl, Leceived, or stored in systerns used by the undersigned is the property
of the Port of Port Townsend. I also understand that such systems are to be used
solely for job-r'elated purposes and not for personal purposes and that I have no
expectation of privacy in connection with the nse of this equipment, of the
transmission, receipt, or information stored in such equiprnent.

I further understand and aglee not to use a code, access a file, or retrieve any stored
communication unless authorized; and I acknowledge and consent to the Poft's
monitoring my use of this equipment at any time at its discretion. Such monitoring
may include plinting up and reading all E-mail entering, leaving, ol stored in these
systems.

Ernployee Signature

Date

Polt of Port Torynsend - Personncl Handbook
Page:49 Anrended April, 2013
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EXHIBIT F

PORT OF PORT TO\,VNSEND

Cornnrissioners

Dish'ict 1

District 2

District 3

i Audij

I

tor I

Assistnnf

Executir¡e Directo
r----------J-----------'ì

j Fort Attorneys 
i

I Goodstein Law füoun i

¡l

i_,__---,___________i
Ìrerrtivc

Director of Finance & Administration

Deputy Director
Planrúng Anal5.st

Accounting Stafi
Payroll/Accounts Payable

Biliings/Acco unts Re ceiv.

Seculity Environmental
Cornpliance

Maintenance
Manager

Hoist / Yard
Manager

Harbor Masbr

Maintenance Staff Yard Stalf
Hoist Op III
Hoist Op II
Hoist Op I
Hoist Op I

Yard Laborer

Moorage Clerh

Moorage Staff
Asst, Harbormaster
Customer Svc Rep

Customer Svc Rep

(2) seasonal

Quihene
Conh'actor

Mechanic
Facilitie s/Gounds

Carpenter

Eleckician
Facilities Maint
Facilities Maint
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PORT OF PORT TO\ryNSEND

Commissioners

LeilErickson

Dave Thornpson

Steve Tucker

i Aodi
I

lor
1

I

I

I

I

I

I

Assistant

Exerutive Dirr Port Att

Goodstein I
rctor

Execul lve

Dü'ector of Finance & Adrninistration

Deputy Director
Planning Analyst

Accounting Stalf

Payroll/Accounts Payable

Billings/Accounts Re ceiv

Seculity Enr.ironmental

Conrpliance

IVlaintenance

Nlurager

Hoist/ Yard

Manager

Halbor Master

Maintenanre StalÏ Yard Stal[

Hoist 0p I[
Hoist 0p II
Hoist 0p I
Hoist 0p I

Yard Laborer

Moorage Clerk

Moorage Stajl

As$, Harbormaster

Custorner Svc Rep

Customer Svc Rep

(2) seasonal

?úlæne
Contactor

Mechanic

Facilities/Gounds

Carpenter

ElecFrcian

Facilities Maint

Facilities Maint
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STRATEGIC PLAN 1           2013 - IMPLEMENTATION REPORT 

 

Attachment “A” 
PORT OF PORT TOWNSEND:  STRATEGIC PLAN IMPLEMENTATION REPORT – 2013 

 
Port of Port Townsend Strategic Plan:  2010-2015 
 
The Port of Port Townsend Strategic Plan was adopted on March 24th, 2010 after significant input and participation from Port stakeholders and 
community.  The Plan is a living document, and should be revisited at least every five years or so to ensure that the guidance it provides is still 
relevant.   
 
Each year, the Port Strategic Advisory Committee (PSAC) is charged with reviewing the progress made in implementing the Strategic Plan and, if 
necessary, making recommendations concerning potential plan amendments.  It is anticipated that the PSAC will prepare an Annual Report and 
Recommendation for the advice of the Port Commission and staff.  This year marks the first year in which the PSAC will undertake this 
responsibility.  In reviewing and assessing the Port’s progress, it is important for the PSAC to carefully assess the successes and shortcomings 
over the past year before producing its Annual Report and Recommendation.  To assist the PSAC in its review, Port staff has prepared this 
document to help outline what we believe to be the Port’s accomplishments, and opportunities missed, over the previous year. 
 
The Economic Context for Plan Implementation 
 
Because the port districts have a unique responsibility under Washington law to foster healthy local economies, the starting point for this report 
is to briefly review the local and national economic setting.  Tables 1 and 2, on the pages that follow, provide summary information on local 
employment and economic prospects. 
 
ECONOMIC SUMMARY 
    2011   2012 
 
 Civilian Labor Force   12,410   12,260 
 
 Unemployment Rate 9.8%   10% 
 
In Jefferson County, the nonfarm sector has still not rebounded from losses resulting from the Great Recession. In 2006, total nonfarm jobs within the county 
totaled approximately 9,610. A sharp drop to 8,540 occurred in 2009, and has continued ever since, but at a slower pace. 

 Goods-producing was down 10 jobs over the year ending in May 2012, with manufacturing showing the loss. Natural resources and mining remained 
flat between May 2011 and May 2012. 

 Service-providing lost 200 jobs from May 2011 to May 2012. Government dropped 30 jobs over the period. 

 
(Source:  Washington State Employment Security Department) 
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ECONOMIC OUTLOOK 
 
In spite of very slow growth in the labor market and little rebound from the job losses experienced in 2009 and 2010, pockets of activity were underway in the 
county in 2012.  Economic movement was manifesting itself in new business development and industry investment.  Jobs connected to sectors of the forest-
products industry are projected to grow according to State analysts.  At the other end of the technology spectrum, county residents are anticipating faster 
internet speeds in the near future.  Broadband connections are a top priority of county leaders with a goal of bringing enhanced high-speed internet access to 
many areas of the county by the summer of 2013.  
 
Along the waterfront, there are signs of activity.  The construction of a new lift pier for the Port of Port Townsend work yard and Boat Haven has been 
completed.  The Port also recently completed study of the feasibility of developing an eco-industrial park at its 24-acre site located adjacent to the Jefferson 
County International Airport.  If constructed, businesses that could be located there include light manufacturing or food processing.  The Port’s goal is to 
support economic development that is sustainable.  However, funding for the 2.5 to 3.5 million dollar project is uncertain. 
 
The outlook for local tourism appears to be improving somewhat, especially at the Port’s facilities.  Transient boaters and RV visitors increased by nearly 40% 
at the Port between 2011 and 2012.  Occupational projections by the Employment Security Department note jobs related to tourism may also enjoy a slight 
increase in the months ahead.  This year will also bring a gas station to Quilcene for the first time in a number of years. 
 
Despite these signs of limited recovery, the medium to long-term outlook at the national and global level remains murky.  Many economic projections now 
suggest that the “recovery” is “L” shaped, with substantial economic rebound occurring in an undefined, indefinite future.  Moreover, the likelihood that State 
and Federal funding will return to levels resembling the period prior to the “great recession” has substantially diminished, and obtaining funding for significant 
new capital projects is likely to be increasingly difficult. 
 
While the ability of State and local government to fund new infrastructure and services has decreased, many in the community continue to look to government 
to help solve economic problems.  In this context of economic uncertainty and creeping austerity, legislative gridlock in Washington D.C. over a long-term 
budget compromise threatens the initiation of automatic across the board federal spending cuts through the so-called “sequester”.  In sum, the sources of and 
prospects for sustained and significant economic growth have not been identified.  
 
(Sources:  Washington State Employment Security Department; E.D. Hovee & Associates) 
 
 
A Summary Review of Plan Implementation Efforts & Areas for Improvement 
 
The Port of Port Townsend Strategic Plan contains seven (7) “Strategic Directions” and associated “Objectives”.  On the following pages is a 
summary of the Strategic Directions and Objectives from the Plan, and staff’s assessment of the Port’s associated accomplishments, and where 
applicable, missed opportunities. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 

 
Community Access 

 
 

 
Strategic Direction #1:  To ensure that Port facilities, services and the shoreline environment are accessible to the community and visitors alike. 
 
Objective 1.1:  Provide a range of services at Port facilities and properties that are 
accessible to the community as a whole. 

 
Objective 1.2:  Maintain and expand opportunities for recreational boat owners and 
pedestrian shoreline access. 

 Maintain existing and seek to expand boat ramp access points for 
recreational boaters. 

 Work with private and public entities to encourage maintenance, repair, and 
environmentally sensitive retrofitting of existing boat ramps. 

 Seek to provide access points with equipment and nearby storage for small 
trailer-able boats, kayaks and rowing shells that cannot be ramp launched. 

 Investigate, together with the NWMC, the feasibility, cost, revenue stream, 
environmental and safety benefits of installing transient mooring buoys as an 
alternative to anchoring in areas near Port Townsend’s waterfront. 

 Maintain and expand trails and pedestrian points of access to shoreline 
areas. 

 Maintain moorage fees at rates that seek to sustain the community’s boating 
culture. 

 To the extent consistent with maintaining public safety and limiting Port 
liability, maintain an open boat yard at the Boat Haven and open marinas at 
both the Boat Haven and Point Hudson.  If access control becomes 
necessary, restrict access incrementally in relationship to risk. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Objective 1.1 Accomplishments:  The accomplishments for this objective overlap with those 
identified for Objective#1.2, please refer to the responses set forth below. 
 
Objective 1.2 Accomplishments: 

 In late 2011, the Port formed an advisory committee to assist with the design of an 
expanded boat ramp at Boat Haven; this ramp expansion is currently in the permitting 
stage. 

 The Commission adopted a 2013 Capital Budget that includes $100,000 for 
construction of a jib arm at the northwest corner of the Point Hudson Boat Basin, 
which will allow trailer-able vessels of up to 30’ in length and 5,000 lbs. to be 
launched. 

 The long-awaited replacement of the 45 year-old A/B Dock moorage system at Boat 
Haven – a $4 million project – was completed in February of 2011, maintaining a key 
opportunity for recreational boat owners in our community. 

 In an historic agreement with the City of Port Townsend, the Port is acquiring both City 
Dock and Union Wharf; under Port management, these facilities will provide expanded 
opportunities to the community and visitors for marine outdoor recreation and 
pedestrian shoreline access. 

 In 2011, a new swim float was provided at the Port’s Quilcene Marina facility, 
maintaining a cherished south community recreational opportunity for families and 
kids – at one of the only warm water swimming beaches in the county. 

 As part of the Kah Tai Settlement Agreement, the Port has formally committed to 
explore potential permitting of a mooring buoy field adjacent to the Quincy Street 
Dock. 

 The Commission adopted moorage rate and fee increases in November of 2012 which 
are modest, reasonable, and seek to sustain the community’s boating culture. 

 The Boat Haven boat yard remains the only open access yard in the State of 
Washington, and both marinas remain open access as well. 

 The Port is in the process of developing a small “pocket park” at the head of the 
recently demolished 75-ton haul-out pier at Boat Haven. 

 Monthly storage for boat trailers at Boat Haven has been provided behind the 
“Mahina Yachts” building now rented by Team Jefferson/EDC. 

 A mechanism has been created to allow trailer-able boats to be stored on the “back 
40” at the northwestern corner of the Port’s Point Hudson property. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 
 

Community Access, continued 
 
Strategic Direction #1 – Missed Opportunities - Areas for Improvement: 

 Overall, the Port has made substantial progress in implementing Strategic Direction #1 and Objectives 1.1 and 1.2.  In the coming year, the Port must ensure that its 
Comprehensive Scheme is updated and current so that the Port remains eligible to seek Boating Facility Grant moneys from the Recreation and Conservation Office 
(RCO). 

 Specifically, the Port should seek to fund improvements to boat ramps and the refurbishment of floats associated with the newly acquired Union Wharf and City Dock 
facilities. 

 

Sustainable Economic Development 
 
Strategic Direction #2:  To promote, develop and manage the Port’s properties and facilities to stimulate countrywide economic vitality.    

 
Objective 2.1:  Promote sustainable economic development opportunities that create 
family wage jobs. 

 Collaborate with Jefferson County in the designation of the Tri-Area 
UGA: 

o Provide technical assistance (as appropriate); 
o Advocate that adequate acreage be zoned for industrial use; 

and 
o Encourage Jefferson County to provide urban water and 

wastewater service necessary to adequately serve industrial 
land. 

 Work with private and public interest groups on workforce housing 
issues to retain and expand family-wage jobs. 

 Prepare and maintain updated promotional brochures for Port 
properties and facilities highlighting business opportunities consistent 
with community needs. 

 Increase market opportunities through collaboration with maritime 
non-profits, Port tenants and businesses. 

 Target economic development opportunities that support the retention 
and growth of interconnected businesses, suppliers and associated 
trades (i.e., marine trades; manufacturing; non-retail service sectors).  
Seek to develop businesses that support the creation of family wage 
jobs for current county residents. 

 Promote general aviation-related and air freight businesses at the 
Jefferson County International Airport (JCIA). 

 
 

 
Objective 2.1 Accomplishments:   

 The Port continues to work w/ the Northwest Maritime Center to coordinate 
marketing opportunities for symposiums and festivals. 

 Throughout the Tri-Area UGA designation process, the Port has cooperated with 
Jefferson County regarding land use designations and zoning and the provision of 
appropriate urban public services.  In particular, the Port helped to spearhead the 
development of a draft Joint Economic Development Strategy in 2010 and 2011 to 
ensure that the Port, City and County were mutually supporting major infrastructure 
projects, like the Tri-Area wastewater treatment project. 

 Port staff has been participating in the “Collective Impact” process initiated by the 
Jefferson County YMCA.  The process – which is focused on economic development 
and workforce issues including housing - seeks to bring community leaders together to 
develop a common agenda, a shared approach to data collection and measurement, 
differentiated but mutually reinforcing action steps and continuous communication 
between participating entities (e.g., City, County, Port, etc.). 

 Over the past several years the Port has expanded taxiways and hangar pads at the 
JCIA - both of which serve to promote aviation-related businesses. 

 The Port is pursuing a non-precision approach and an all-weather observation system 
(AWOS) at the JCIA, both of which increase the ability to fly in and out of JCIA in 
inclement weather, making it easier for general aviation businesses to be based at the 
JCIA. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 
 

Sustainable Economic Development, continued 
 
Strategic Direction #2, continued 

 
Objective 2.2:  Collaborate with stakeholder groups to provide an integrated, 
countywide approach to economic development. 

 Coordinate the Port’s visitor service strategy with the marketing efforts 
of the City and County Lodging Tax Advisory Committee (LTAC) 
programs. 

 Collaborate with maritime non-profits, yacht clubs and downtown Port 
Townsend businesses to attract boating regattas and maritime 
educational activities on Port properties. 

 Work with Jefferson County’s economic development organizations to 
retain and expand existing, and attract new, private sector businesses at 
Port properties, Jefferson County and the North Olympic Region. 

 Convene an annual economic development summit for elected officials, 
private sector businesses, public agencies, and other groups interested 
in assessing and recommending solutions to economic development 
challenges facing the community. 

 
Objective 2.3:  Serve both residents and visitors by providing accessible Port 
properties, recreational opportunities, and by protecting historic and community 
resources. 

 Aggressively pursue the development of new and expanded infrastructure 
and public services at Port properties. 

 As appropriate, evaluate the potential for acquiring and managing public 
lands being transferred or sold by government entities. 

 Seek public and private funding to rehabilitate historic buildings at Point 
Hudson. 
 

Objective 2.4:  Ensure that all new development of Port properties is compatible with 
existing uses, well planned, fiscally prudent, and consistent with City and County 
Comprehensive Plans. 

 Actively participate in the periodic updates of the land use plans of Jefferson 
County and the City of Port Townsend.  Advocate the inclusion of policies 
and implementation steps that support sustainable economic development. 

 
 
 
 

 
Objective 2.2 Accomplishments:   

 As noted previously, the Port co-facilitated a Joint Economic Development 
Planning process during late 2010 and throughout 2011 involving Jefferson 
County, the City of Port Townsend and EDC Team Jefferson; the product of this 
process was the preparation of a Draft Joint Economic Development Strategy to 
help coordinate and prioritize major infrastructure projects and policy initiatives 
needed to boost our community’s economic vitality; Port staff played a leading 
role in helping to craft this document, which has yet to be refined and adopted 
by the three jurisdictions. 

 The Port Commission contracted with EDC Team Jefferson to provide economic 
development services in Jefferson County as an “Associate Development 
Organization” under RCW 43.330.080 and 53.08.245, and provided a total of 
nearly $60,000 in direct cash and in-kind support for Team Jefferson’s Direct 
Business Assistance and Economic Development Planning Support Services in 
2011 and 2012. 

 The Port continues to coordinate closely with the City marketing director and 
LTAC to coordinate marketing opportunities on a community-wide basis. 

 The Port serves on the board of the Convention and Visitor’s Bureau for the City 
of Port Townsend, encouraging small group and convention business in our 
community. 

 
Objective 2.3 Accomplishments:  The Port continues to improve the buildings and facilities at 
Point Hudson, and is currently in the planning stage with Washington State University Extension 
to seek and obtain grant funding to rehabilitate the iconic Cupola House. 
 
Objective 2.4 Accomplishments:  The Port was deeply involved in the City of Port Townsend’s 
2010-11 Plan Update, especially as it related to proposed amendments concerning the Port’s Kah 
Tai property; as a result of this involvement, the Port and City have agreed to engage in an asset 
transfer (i.e., Kah Tai properties for City Dock and Union Wharf) as well as Code amendments that 
protect the long-term viability of the Boat Haven, while ensuring the protection of Kah Tai Lagoon 
for passive recreational use. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 

 
Sustainable Economic Development, continued 

 
Strategic Direction #2, continued 

 
Objective 2.5:  Employ a “triple bottom line” approach that factors economic, 
environmental and social consequences in Port decision-making. 

 
Objective 2.5 Accomplishments:   

 Port staff has developed a “Decision-Evaluation Process and Checklist to be used in 
assessing larger projects and programs (i.e., those exceeding $100,000) to ensure that 
they are consistent with the Strategic Directions and Objectives of the Strategic Plan 
and the principles of “triple bottom line” (TBL) decision-making. 

 The Decision-Evaluation Process and Checklist was used by Port staff in evaluation 
both the Passenger Only Ferry Project as well as the Commercial Boat Basin Project. 

 
Strategic Direction #2 – Missed Opportunities - Areas for Improvement: 

 The Port has not yet prepared promotional brochures for Port properties and facilities highlighting available business opportunities consistent with Objective 2.1; 
developing these brochures, with assistance from Team Jefferson/EDC, should be a priority in 2013. 

 Port participation in efforts to address local workforce housing issues (as called for in Objective 2.1) should be increased.  By undertaking capital maintenance and 
improvement projects, and through effective management of the Port’s Boat Haven Shipyard, hundreds of decent jobs are supported by the Port directly and indirectly.  
Nevertheless, Port involvement in a community-wide conversation about how to increase availability of decent housing options for workers could prove beneficial, and 
might positively shape City and County policies and regulations affecting the provision of affordable housing. 

 The protracted economic downturn has meant that the Port has been focused on maintaining current operations and retaining current businesses, rather than 
specifically targeting and recruiting new interconnected businesses to Port properties (see Objective 2.2); given the “L” shaped “recovery”, and limited Port staff 
resources, it is not clear that the recruitment of new businesses is, or should be, a significant focus over the coming year. 

 The Port has not yet convened an economic development summit as called for in Objective 2.2; in collaboration with Team Jefferson/EDC, the City and County, this 
should be a priority for 2013. 

 Development of new and expanded infrastructure envisioned in Objective 2.3 has been hampered by the economic downturn, the Port’s available debt capacity, and 
grant match requirements; it may be appropriate to consider moderating the “aggressive” tone of the objective. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 
 

Infrastructure Maintenance & Development 
 

 
Strategic Direction #3:  To develop and maintain sound, safe and self-supporting infrastructure at all Port properties. 
 
Objective 3.1:  Maintenance of infrastructure is a top Port budgetary priority. 
 
Objective 3.2:  Identify public funding opportunities for specific high priority 
infrastructure maintenance projects. 

 Lobby to secure funding for public infrastructure projects at Port 
facilities. 

 Work to ensure that the community and local government decision-
makers broadly support funding requests. 

 
Objective 3.3:  Pursue opportunities for new development and redevelopment of Port 
properties. 
 
 
 
 
 
 

 
Objective 3.1 Accomplishments: 

 Maintenance of the Port’s existing capital infrastructure has been the Port’s top 
budgetary priority, with more than $750,000 spent on capital maintenance in 2012, 
and a $700,000 budgeted for maintenance projects in 2013. 

 The Commercial Basin refurbishment project is on track for 2013, ensuring that a key 
component of infrastructure supporting the commercial fishing fleet is safe and in 
good working order for the coming decade.  

 Overall, completed and planned capital maintenance projects are anticipated to 
expand the useful life of existing facilities at the Boat Haven for at least another 10 
years. 

 
Objective 3.2 Accomplishments:  Grant funding for Boat Haven re-gravelling was sought from the 
State Department of Ecology as part of overall stormwater improvements; unfortunately, public 
funding was not obtained. 
 
Objective 3.3 Accomplishments: 

 Port staff has worked diligently with the prospective developer of the “Landfall” site 
over the past year to examine options for future development that will create jobs and 
generate revenue.  Unfortunately, current economic conditions resulted in the 
developer withdrawing its option in late fall of 2012. 

 Long-term (5-year) leases have been negotiated with the Washington State 
Department of Fish & Wildlife and the U.S. Department of Customs & Border Control, 
creating a significant revenue stream allowing the Port to redevelop the Marine 
Exchange site at the Boat Haven for a new Port Administration Building in the heart of 
Port operations. 
 

 
Strategic Direction #3 – Missed Opportunities - Areas for Improvement: 

 The Port should continue to seek public funding opportunities for high priority maintenance projects, including funding for additional stormwater improvements (i.e., 
stormwater “RX” systems) and capital maintenance (e.g., re- gravelling the shipyard at Boat Haven). 

 The Port should continue to explore opportunities to develop and redevelop Port properties in 2013, especially the Landfall Site. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 
 

Public Involvement & Responsiveness to Community Needs 
 

 
Strategic Direction #4:  To sustain a high level of community involvement, that informs Port decision-making and builds public support. 
 
Objective 4.1:  Appoint an advisory committee as a broadly representative standing 
advisory body to provide input and assistance to Port management staff and the Port 
Commission in implementing this Strategic Plan. 

 Adopt a resolution establishing an advisory committee, defining 
membership composition and terms, and duties and responsibilities, 
which should include the following: 

o Annually reviewing the progress made in implementing this 
Strategic Plan and making recommendations concerning 
potential Plan amendments; and 

o Serving as a sounding board on an ad hoc basis to review and 
provide input concerning potential new Port initiatives and 
business ventures not anticipated in this Plan. 

 Upon formation, immediately task the advisory committee to 
collaborate with Port staff to develop a “Decision Support Matrix” 
(DSM) to help inform and guide Port Commission and management staff 
decision-making.  Staff and the advisory committee should consider the 
guidance provided in Appendix “B” to this Plan, and ensure that the 
DSM addresses the following: 

o Clear thresholds to identify which types of major projects and 
decisions require assessment; 

o Direct, indirect and intangible economic costs and benefits of 
decisions; 

o Environmental consequences of decisions; 
o Community-wide social impacts, costs and benefits of 

decisions; and 
o Consequences of new Port investments on existing customers. 

 
 
 
 
 
 
 
 

  
 

 
Objective 4.1 Accomplishments: 

 Consistent with the Strategic Plan, the Commission created the Port Strategic Advisory 
Committee (PSAC) in April of 2010 via Port Resolution 538-10. 

 Resolution 538-10 defined membership composition and terms, as well as the duties 
and responsibilities of the PSAC. 

 The Commission appointed the members of the PSAC via a voice vote during the 
meeting of March 14, 2012. 

 Port staff developed a “Decision-Evaluation Process and Checklist” in 2011 which is 
intended to serve as the “Decision Support Matrix” noted in Objective #4.1; the PSAC 
has yet to review and provide recommendations on the process and checklist 
prepared by staff; however, the draft: 

o Contains clear thresholds; 
o Has questions that seek to address the direct, indirect and intangible 

economic costs and benefits of decisions; 
o Environmental impacts; 
o Community-wide social impacts, costs and benefits; and  
o Consequences of new investments on existing customers. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 
 

Public Involvement & Responsiveness to Community Needs 
 

 
Strategic Direction #4, Continued 

 

 
Objective 4.2:  Create and sustain positive relationships with stakeholders and the 
wider Jefferson County community. 

 Conduct an annual stakeholder meeting to identify key concerns prior 
to the initiation of the budget process. 

 Continue to conduct quarterly meeting involving community leaders 
from both the public and private sectors. 

 Continue to conduct periodic bus/walking tours of Port properties and 
provide countywide briefings to educate and inform community 
members and elected officials about the economic, social and 
environmental benefits of Port properties and operations. 

 
Objective 4.3:  Maintain public outreach and education of the Port’s mission and 
activities through a variety of media. 

 Continue to inform and include key stakeholders in Port planning and 
development activities. 

 As appropriate, establish advisory committees for specific Port projects. 

 Continue publication of the Port’s Quarterly Newsletter and Annual 
Community Report (i.e., for customers/tenants & community). 

 
Objective 4.2 & 4.3 Accomplishments: 

 Port Executive Staff continue to host monthly “CEO Breakfasts” to identify key 
concerns and issues of local business leaders. 

 The Port continues to participate in the quarterly meetings with the Marine Trades’ 
Union to understand and address the issues and concerns of the industry. 

 Port staff continues to participate in monthly meetings of the Moorage Tenants’ Union 
to identify, understand and address the concerns of recreational boat owners. 

 Port staff has provided presentations to local service clubs (e.g., Rotary International) 
to educate and inform the community about the Port’s core mission and purpose in 
the community. 

 Port staff met with the Young Professionals of the Chamber of Commerce to present 
the Passenger Only Ferry concept and obtain community feedback. 

 Port staff has conducted four (4) independent group tours of Port facilities this year to 
education community members about our properties and operations. 

 The Port continues to publish a newsletter on a quarterly basis (distributed to all Port 
tenants) along with an annual report which is published in the Port Townsend-
Jefferson County Leader. 

 

 
 
 

 
Strategic Direction #4 – Missed Opportunities - Areas for Improvement:  Although scheduled for March 21

st
, 2013, the Port has yet to conduct its first “Annual Stakeholder 

Meeting” as called for in Objective 4.2.  The Port has advertised the meeting in the Leader and has mailed post card invitations to all Port tenants in an attempt to encourage 
attendance and participation.  Depending on turnout for, and input received at the meeting, it will be possible to determine whether or not this objective should be retained or 
revised. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 
 

Customer Service 
 

 
Strategic Direction #5:  To improve service to Port tenants, customers and the public. 

 

 
Objective 5.1:  Identify and implement methods to improve customer service. 

 Conduct periodic customer satisfaction surveys (e.g., moorage tenants, 
RV users, pilots, leaseholders, etc.). 

 Maintain a log of customer complaints and Port staff responses. 

 Ensure that all communications received by the Port are acknowledged 
or responded to in a prompt and courteous manner. 

 Port management staff should continue to visit Port properties on an 
impromptu basis to meet with tenants and business owners to better 
understand their issues and concerns. 

 Port management staff should continue to maintain an “open door” 
policy to members of the public. 

 
Objective 5.2:  Encourage an internal Port culture of learning and growth. 

 Continue to provide training opportunities in customer and community 
relations to Port staff. 

 
Objective 5.1 & 5.2 Accomplishments: 

 An online transient moorage reservation system has been established to provide 
better customer service. 

 Port staff maintains a log/file of customer comments, complaints, and staff responses. 

 Moorage Office hours have been extended to provide better customer service. 
 Management staff continues to maintain an “open door” policy – frequently meeting 

with tenants, prospective business owners, and interested members of the public. 
 
 

 
Strategic Direction #5 – Missed Opportunities - Areas for Improvement: 

 The Port has not yet established a consistent protocol and schedule for conducting customer satisfaction surveys.  Doing so, conducting the surveys, and faithfully 
reporting results to decision-makers and the public should be an implementation priority for 2013. 

 Management should prioritize and emphasize the need to promptly and courteously respond to all communications received by the Port. 

 Providing appropriate training opportunities for staff should be a point of management emphasis in 2013, within available budgetary limitations. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 

 
Fiscal Comprehensibility, Transparency & Accountability 
 
Strategic Direction #6:  To strengthen the Port’s financial performance and provide user-friendly financial and budgetary information to the public. 
 
Objective 6.1:  Maintain a financially solvent Port. 
 
Objective 6.2:  Maintain a financial plan that balances funds for capital maintenance, 
operations, and replacement of existing capital facilities with new capital projects, and 
which provides for prudent levels of financial reserves. 

 Develop and adopt Financial Guidelines that clearly identify the 
accounts to be maintained within the Port’s budget, the minimum 
funding level for each, the procedures for adding or eliminating 
accounts, as well as the process for changing minimum funding levels. 

 Distinguish between new capital projects, capital replacement projects, 
capital maintenance projects and operations in the annual budgetary 
information prepared for each Port facility. 

 Establish the necessary reserve funds to meet financial contingencies 
and maintain the financial solvency of the Port of Port Townsend. 
 

Objective 6.3: 

 In addition to the reserve fund(s) already maintained by the Port, 
consider establishing the following reserve accounts: 
o New Capital Projects Account – to provide for installation, 

development and/or purchase of major equipment (e.g., travel 
lifts), facilities and infrastructure (e.g., docks and marinas) 
necessary for new or expanded operations; and 

o Capital Replacement Account – to provide for major repairs to, and 
replacement of, existing capital infrastructure owned by the Port 
(e.g., replacement of existing docks, major renovations to existing 
structures (e.g., the Port Administration building). 

 
 
 
 
 
 
 
 
 
 

 
Objective 6.1, 6.2, 6.3 & 6.4 Accomplishments:   

 The Port remains on a solid financial footing for 2013, with total operating revenues of 
$4.609 million, and $3.624 million in expenses (before depreciation).   

 The Port’s adopted budget for 2013 is conservative, projecting a modest growth in 
revenues based on 2012 actuals.    

 To the extent practicable given the state of the economy and Port finances, reserve 
funds to meet foreseeable contingencies are being established as directed by 
Objectives 6.2 and 6.3; for instance, a Boat Haven Reserve Account has been 
established, and was funded in 2011 at $939,000.  

 The Port’s Budget is now available online for ease of review by interested members of 
the public. 

 The Port’s presentation of budgetary information has been simplified and clarified, 
and distinguishes between new capital projects, replacement projects, and 
maintenance and operations as called for in Objective 6.2. 

 Port management continues to support the establishment of the reserve accounts 
called for in Objective 6.3; however, without available monies to place into these 
accounts, their creation remains unrealized at present. 

 As noted under Objective 1.2, and as consistent with Objective 6.3, the Commission 
adopted moorage rate and fee increases in November of 2012 which are modest, 
reasonable, and seek to sustain the community’s boating culture. 

 Other than programmed CPI adjustments, the Port has not increased the base rental 
or lease rate(s) since adoption of the Strategic Plan. 

 The Port has leased out the provision of fuel at the Boat Haven Marina, consistent with 
Objective 6.4. 

 In 2011, the Port undertook a comprehensive feasibility study to determine whether 
or not establishment of an Eco-Industrial Park (to accommodate rural-scale light 
industrial uses) adjacent to the JCIA was a prudent investment; the study, which 
factored triple-bottom line considerations, sets the stage for potential future 
diversification of the Port’s revenue base, consistent with Objective 6.4. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 

 
Fiscal Comprehensibility, Transparency & Accountability, continued 
 
Strategic Direction #6, continued 

 

 

 Ensure that all rents, leases, rates and fees are fair and reasonable, 
factoring local social and economic conditions, cost and market 
demand. 

 Conduct periodic surveys to inform Port rent, lease and moorage rates, 
as well as user fees. 

 In establishing rent and lease rates and user fees for 501(c)(3) non-
profit organizations, consider the demonstrated public benefit provided 
by the organization, and the degree to which those public benefits 
further the mission of the Port of Port Townsend. 

 Develop and implement a system of user charges that fairly distributes 
the burden of capital projects, capital replacement projects, and 
operations and maintenance costs between direct users and indirect 
beneficiaries of the system. 

 
Objective 6.4:  Diversify the Port’s revenue base in a manner consistent with the 
“triple bottom line” approach to decision-making. 

 Assess options to lease out certain Port operations. 

 Seek to identify, acquire and rezone/develop appropriate lands for light 
industrial use within the Port District. 

 
 

 
 

 

 
Strategic Direction #6 – Missed Opportunities - Areas for Improvement:  Of all the Strategic Directions, #6 has perhaps been the most challenging for Port staff.  In substantial 
part, this is due not to a lack of attention or intent on the part of the Port, but rather, changed economic circumstances since the onset of the Great Recession.  For instance: 

 Implementation of Strategic Direction #6 has been problematic in the wake of the protracted and persistent economic downturn.  Direction #6 and the Objectives 
thereunder appear to be largely predicated on the assumption of an expanding economy, increased Port revenues, and rising or stable (rather than declining) property 
tax assessments (i.e., contributing to the Port’s available bonding capacity).  For instance, establishing unfunded reserve accounts for each cost center (see Objective 
6.3) would accomplish little in the present circumstance.  

 Similarly, conducting periodic rent and rate surveys in the context of a static or contracting economy where base rents and rates have remained unchanged (except for 
programmed CPI increases) is not a wise expenditure of limited staff resources and budget. 

 Similarly a number of the Port’s cost centers are, inherently, nonperforming assets (see Objective 6.3, final bullet); for instance, the Quilcene Marina and the JCIA are 
anticipated to remain net revenue negative for the indefinite future.  Nevertheless, these facilities require ongoing capital maintenance and capital replacement 
investments, the cost of which will be largely borne by revenues generated by other Port facilities.  This is, and will remain, the necessary and appropriate management 
practice for assets held for the benefit of all the citizens of Jefferson County. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 

 
Community Stewardship 

 

 
Strategic Direction #7:  To become a recognized leader in environmental stewardship and the protection of community assets. 
 
Objective 7.1:  Continue to preserve and enhance important environmental resources 
on Port properties. 
 
Objective 7.2:  Provide innovative and proactive management and control programs to 
address specific environmental issues. 
 
Objective 7.3:  Build partnerships with non-profit organizations, schools and other 
governmental agencies to offer education and training in environmental stewardship 
and best management practices. 

 Partner with non-profits and educational institutions to seek funding to 
expand marine trades training opportunities, particularly those 
associated with environmental best management practices (BMPs) and 
innovative technologies. 

 Collaborate with the Jefferson County Marine Resources Committee 
(MRC) and other non-profits to educate boaters on wash-down 
techniques to avoid cross-contamination of water bodies by invasive 
species (e.g., “tunicates”). 

 Support non-profit educational initiatives to enhance marine trades and 
expand on-the-water maritime experience programs, particularly 
introductory and youth-oriented programs. 

 Work with Jefferson County and the City of Port Townsend to apply 
green building standards and obtain certification for new structures on 
Port properties (e.g., Leadership in Energy and Environmental Design 
(LEED) or other similar or equivalent certification). 

 Champion the environmental stewardship efforts of local businesses, 
non-profits and the Jefferson Marine Resources Committee (e.g., local 
businesses certified through the “EnviroStars Program” for reducing, 
recycling, and properly managing hazardous waste). 

 Collaborate with ongoing efforts to maintain Port Townsend 
interpretive signs and maker buoys that foster better education. 

 
 
 
 

 
Objective 7.1 & 7.2 Accomplishments: 

 The Port has hired a full-time environmental compliance officer to monitor facility 
operations ensuring that they meet state and federal environmental and water quality 
standards, and maintaining the continued viability of operations. 

 The Port has continued to seek (thus far with limited success) grant funding for new 
and replacement stormwater infrastructure at Boat Haven. 

 Rain gardens have been in use along Jackson Street to filter stormwater runoff. 

 The Port has continued to work with the Marine Resources Committee (MRC) to 
identify suitable locations for additional rain garden stormwater improvements on 
industrial properties. 

 
Objective 7.3 Accomplishments: 

 The Port has continued to work with the MRC to deploy and maintain buoys marking 
sensitive and protected eel grass beds. 

 Environmental interpretive signage at Point Hudson has been maintained to increase 
the environmental awareness and understanding of the visiting public. 

 Environmental signs have been posted at all entrances to the Port’s marinas, helping 
to inform facility users as to proper environmental stewardship practices. 

 The Port recently replaced all five of its marina vessel pump-out stations (2 each at 
Boat Haven and Point Hudson and 1 at Quilcene). 

 Port management has participated in state-wide legislative efforts involving derelict 
vessels as well as copper bottom paint regulations. 

 The Port has been in conversations with the Northwest Maritime Center (NWMC) 
about obtaining funding for maritime education program funding, which would also 
address environmental stewardship and best management practices. 
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STRATEGIC DIRECTION & OBJECTIVES ACCOMPLISHMENTS 

 
Community Stewardship, continued 

 

 
Strategic Direction #7, continued 
 
Objective 7.4:  Pursue option for the long-term reasonable use and habitat 
preservation of the Port’s Kah Tai properties. 
 
 

 
Objective 7.4 Accomplishments:  As noted previously, the Port is in the process of completing an 
asset transfer with the City of Port Townsend.  The deal, which would convey the Port’s Kah Tai 
properties to the City and exchange for Union Wharf, City Dock, and regulatory changes which 
ensure the long-term viability of the Boat Haven, assures the long-term protection of the Kah Tai 
property for habitat and passive recreational use.  

 
Strategic Direction #7 – Missed Opportunities - Areas for Improvement: 

 The Port must continue to assertively seek DOE funding for stormwater improvements at key facilities in 2013; without this funding, successful plan implementation will 
prove illusory. 

 Implementation of Objective 7.3 has thus far been incomplete.  Efforts to obtain funding for environmental stewardship training should be emphasized in 2013, as 
should efforts to collaborate with the Marine Resources Committee (MRC) to educate boaters on effective vessel wash-down techniques. 

 In constructing its new Administration Facility, the Port should incorporate as many environmentally sustainable building techniques as are possible within budget 
constraints. 

 
Overall Strategic Plan Implementation Summary 
 
The Port has made considerable strides in successfully implementing the 2010 Strategic Plan, although substantial work remains unfinished.  
Despite a weak and uncertain economy, the Port has attempted to conduct its day to day activities in a fashion that is consistent with, and helps 
to fulfill, the promise of the Plan.   
 

 Fix Aging Infrastructure:  The Port’s central focus has been on maintaining and fixing aging infrastructure, rather than expansion – for 
instance: 

o A/B Dock replacement; 
o Travel Lift Pier replacement; 
o Commercial Basin refurbishment. 

 

 Fair & Transparent Budgetary Practices:  Budgetary information has become more transparent, accessible and understandable – for 
example: 

o A combined Operating/Capital Budget organized by cost center; and 
o All budget information is now available online. 
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 Pro-Active Environmental Stewardship:  Port environmental stewardship of its properties and facilities has become more pro-active – 
and the Port is emerging as a leader in environmental and stewardship issues: 

o Port participation in state-wide legislative efforts involving derelict vessels; 
o Hiring of a full-time environmental compliance officer; 
o Funding for stormwater infrastructure at Boat Haven 
o Replacement of all five marina pump-out stations. 

 

 Pursuit of Sustainable Economic Development Opportunities:  To the extent possible with available funding, the Port has pursued 
sustainable economic development opportunities that seek to safeguard the community’s existing character and unique quality of life, 
rather than recruiting outside business interests to the area: 

o Feasibility Study for the Eco-Industrial Park at the JCIA, focused on attracting environmentally friendly, rural scale light industrial 
uses; and 

o Capital refurbishment and replacement projects at the Boat Haven to maintain the viability of existing marine trades businesses. 
 

 Improved Communications, Public Relations & Service:  Increased efforts to improve and maintain communications, public relations 
and customer service include: 

o Establishment of the Port Strategic Advisory Committee to provide an effective communication bridge between the community, 
stakeholders and decision-makers; 

o Community workshops in Quilcene to better understand the concerns of south county constituents;  
o Regular appearances before service clubs and community groups to explain the Port’s role and purpose, answer questions, and 

obtain critical feedback;  
o Making all Commissioner meetings available in audio format online, as well as written minutes;  
o Maintaining the Quarterly Port Newsletter; and 
o Instituting a new online reservation system for the Point Hudson facility to provide better customer service. 

 
On balance, these represent important steps towards successful implementation of the Strategic Plan.  However, there are a number of aspects 
in which specific direction set forth in the Plan has yet to be undertaken.  These areas for improvement are outlined below.  
 
Key Suggestions for Improved Performance in the Year Ahead 
 

 Community Access:  Although the Port continues to maintain facilities that are completely open to the public (e.g., Airport, Shipyard, 
etc.) as well as a rate and fee structure that attempts to support the community’s boating culture and marine trades businesses, greater 
emphasis should be placed on seeking grant funding to renovate and improve boating facilities.  A critical need for 2013 is to update the 
Comprehensive Scheme of Harbor Improvements so that the Port remains eligible to seek RCO grant moneys to fund facility upgrades. 
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 Sustainable Economic Development:  The persistent economic downturn has hampered implementation of this Strategic Direction.  The 
slowdown, comparative lack of resources (both financial and staff) have caused the Port to focus on maintaining current levels of service 
and retaining current businesses, rather than recruitment of new businesses.  Development of new and expanded infrastructure has 
been limited by the Port’s available debt capacity and grant match requirements.  Nevertheless, there are a number of low cost steps 
that the Port should attempt to undertake in 2013 to implement the Plan, including: 

o With the help of Team Jefferson/EDC, preparation of promotional brochures for Port properties and facilities highlighting 
available business opportunities; 

o More dedicated efforts to address workforce housing issues by participating in the “Collective Impact” process initiated by the 
YMCA and advocating changes in local land use policies and regulations to increase the supply of decent housing options for 
workers; 

o The economic health of our community is most effectively pursued in partnership.  To this end, the Port, in collaboration with 
Team Jefferson/EDC, the City and County, should convene an Economic Development Summit to identify steps to maximize the 
economic health of our community. 
 

 Infrastructure Maintenance & Development:  Obtaining public funding for infrastructure development has been problematic, and is 
likely to remain so.  Nevertheless, the Port should continue to focus on maintaining its core functions in 2013 by: 

o Seeking public funding for high priority capital maintenance projects, including funding for the installation/replacement of 
stormwater “RX” systems at the Boat Haven and capital maintenance projects (e.g., re-gravelling the Shipyard); and 

o With help from Team Jefferson/EDC, the Port should aggressively seek to identify a long-term lessee willing to redevelop the 
Landfall site in 2013. 
 

 Public Involvement & Responsiveness to Community Needs:  The Port should continue its efforts to meaningfully engage stakeholders 
and the public in conversations about Port projects and operations, and how the Port can better serve the community, its tenants and 
facility users.  Continuation and completion of the Port Strategic Advisory Committee (PSAC) process to evaluate Port performance in 
implementing the Strategic Plan should also be a priority for 2013.  Conducting an Annual Stakeholder Meeting (scheduled for 3/21/13), 
will also help to inform Port staff as well as the PSAC.  Finally, continuing to provide presentations to local service clubs and community 
organizations should be a point of emphasis in 2013. 
 

 Customer Service:  Three areas should be focused on in 2013 to more fully implement the Strategic Plan: 
o Developing and conducting customer satisfaction surveys for key Port user groups (e.g., moorage tenants, marine trades, airport 

users, etc.) and reporting the results to the Commission and public; 
o Emphasizing at a management level the need for staff to always respond promptly and courteously to all communications 

received by the Port; and  
o Ensuring that staff is provided with appropriate customer service training opportunities (within budget limitations). 
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 Fiscal Comprehensibility, Transparency & Accountability:  As noted above, implementation of a number of the objectives under this 
Strategic Direction has been problematic in the wake of the economic downturn.  Consideration should be given to carefully reviewing 
and revising these policies so that they comport with the reality of a largely “steady state” economy. 
 

 Community Stewardship:  Three implementation emphases are recommended for 2013, as follows: 
o Funding for stormwater improvements at the Port’s Boat Haven facility; 
o Collaborating with the NWMC to obtain funding for maritime educational programs, particularly those with an environmental 

stewardship emphasis; and 
o Working with the MRC to prepare and provide materials educating boaters on proper vessel wash-down techniques to avoid the 

spread of invasive marine species. 
 

78

78



 

PSAC Budget Briefing Memorandum 1 May 1, 2013 

 
 

PO Box 1180    ▪   Port Townsend, Washington 98368  ▪    Phone (360) 385-0656   ▪   Fax (360) 385-3988 

Attachment “B” 
MEMORANDUM 

 
To: Port Strategic Advisory Committee (PSAC) 
From: Amy Khile, Director of Finance; and Eric Toews, Planning Analyst 
Date: May 1, 2013 
RE: 2014 Budget Process – Potential Projects, Funding Challenges & Timeline 
 

Introduction 
 
The Port of Port Townsend is undertaking a process to provide more clarity, transparency and citizen 
involvement in its budget decisions.  This effort is intended to help ensure that the capital improvements and 
major policy initiatives pursued by the Port are consistent with the Port’s Strategic Plan and the community’s 
vision for its future. 
 
One way to accomplish this is by involving the Port Strategic Advisory Committee (PSAC) early in the annual 
budget process in order to clearly identify capital investment priorities and help inform Port Commission 
decision-making.  Port Commission Resolution No. 538-10, which established the PSAC, does not identify annual 
budget recommendations among the committee’s specific duties and responsibilities.  However, finding #5 of 
that resolution does appear to anticipate that the recommendations of the PSAC will influence the budget 
process. 
 
In order to help inform your annual review and assessment, this memorandum seeks to describe potential 
capital priorities that might be included in the 2014 budget, anticipated funding challenges, and decision-making 
tools.  The ultimate goal is to communicate clearly to the public and PSAC about what projects are being 
considered for inclusion in the budget, why they are being contemplated, and what the tradeoffs might be in 
selecting some projects over others.  It is expected that the PSAC will use this information to provide strategic 
level advice to staff and the Port Commission regarding budgetary priorities. 
 

Overview 
 
With twenty-seven (27) employees and revenues of approximately $5.8 million, the Port of Port Townsend owns 
and operates a diversity of facilities, including: 

 Three marinas (Boat Haven, Point Hudson, Quilcene); 

 A marine trades industrial area at the Boat Haven; 

 Jefferson County International Airport; 

 A RV park at Point Hudson; 

 Boat launches and ramps at several sites around east Jefferson County; and 

 Two large recreational docks along the Port Townsend waterfront. 
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The Port is authorized by its enabling legislation to levy property taxes within Jefferson County.  These taxes, 
along with revenues from the Port’s income generating properties and facilities (e.g., Boat Haven Marina 
moorage fees) have generally been sufficient to support Port operations, service bond indebtedness, and to 
fund capital improvements.  Revenue is received by the Port in the form of rents from tenants and fees from 
users of the marinas, RV park, airport, and other facilities.  Figures #1 and #2 below show the sources and uses 
of funds in the Port’s adopted budget for 2013. 

 
Figure #1:  Sources of Funds – 2013 Adopted Budget 

 
Total = $5,577,200 

 
Figure #2:  Uses of Funds – 2013 Adopted Budget 

 
Total = $5,577,220 
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The projects and activities being undertaken by the Port of Port Townsend reflect its role as a mature port 
district serving to support core elements of the local economy and community character.  As a mature port 
district, the Port of Port Townsend does not often develop major new capital facilities.  Instead, the Port most 
often reinvests and redevelops existing facilities to optimize their safety, efficiency and to ensure compliance 
with environmental standards.   
 
The Port of Port Townsend’s budget encompasses two broad categories of capital investment, as follows: 

 Capital Maintenance and Rehabilitation Projects:  These are projects that optimize existing facilities by 
keeping facilities and equipment in good condition and good operating order; and 

 New Capital Projects:  Individual new projects that stand out among the Port’s needs because of their 
size or complexity, potential community impact, large cost, and the need for coordination with the City 
and/or County. 

 
The 2014 Budget process is only now beginning.  At this formative stage, staff has yet to formulate its budget 
recommendations for the advice of the Port Commission.  Nevertheless, the 2014 Budget could include 
investments in both of these areas.  However, it must be noted that considerable funding uncertainties confront 
the Port moving forward.  As Figure #2, Uses of Funds, shows, the Port has $453,000 for new capital projects in 
2013, a figure that is likely to remain roughly the same from year to year.  This figure, coupled with amounts 
available in reserve accounts plus the Port’s limited additional bonding capacity (discussed more fully below 
under “Operating Budget”), suggests that  the Port’s ability to fund new capital projects and major capital 
replacement projects is likely to be severely constrained for the foreseeable future. 
 

Upcoming Budget Issues & Challenges 
 
As noted in the Strategic Plan Implementation Report prepared by Port staff earlier this year, the medium to 
long-term economic outlook at the national and global level remains murky, with substantial economic rebound 
occurring in an undefined, indefinite future.  Moreover with economic stagnation, the likelihood that State and 
Federal funding will return to levels resembling the period prior to the “great recession” of 2008 has 
substantially diminished, suggesting that funding for significant new capital projects is likely to remain 
problematic.  Nevertheless, even as the ability of government to fund infrastructure improvements has 
decreased, many in the community continue to look to government, including the Port, to undertake new 
projects and programs and to help solve economic problems.   
 
To add to the uncertainty:  legislative gridlock in Washington D.C. over a long-term budget compromise has 
resulted in automatic across the board federal spending cuts through the so-called “sequester”.  These 
indiscriminate cuts threaten additional creeping austerity and economic weakness. 
 
However, the Port’s revenue forecast is modestly improving, and there have been no significant cuts in services 
or staffing.  Despite this apparently good news, the Port faces another challenging budget process for 2014.  
Port revenues, while up, are not growing fast enough to pay for the rising cost of existing services and to 
respond to emerging capital maintenance and replacement issues. 
 
Looking to the future, the Port faces a large backlog of unfunded capital maintenance needs.  Deferred 
maintenance leads to more costly repairs in the long run, and the Port is in a very real sense conducting “triage” 
for infrastructure repair and replacement.  At the same time, there are significant capital improvements that 
could be made to support key sectors of the Jefferson County economy and build community well-being and 
resilience (e.g., Airport Rural Light Industrial Park to support local agricultural uses).  In essence, this is the 
problem confronting the Port as we move ahead:  Should the Port focus solely upon addressing the growing 
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maintenance backlog?  Or, should the Port attempt to balance capital maintenance and replacement projects 
with new capital projects intended to provide for the long-term economic health of the community?  It is 
imperative for the public, policy advisors, and policy makers to have a meaningful conversation about how to 
adequately support core infrastructure and services while also supporting the needs of the Jefferson County 
community in the years to come. 
 

“Big Picture” Priorities 
 
A roadmap to preparing a budget that is consistent with identified community priorities is provided by the Port’s 
Strategic Plan.  The role of the Port is neatly summarized by the Port’s mission statement set forth in the Plan: 
 

“The Mission of the Port of Port Townsend is to serve the citizens of Jefferson County by responsibly 
maintaining and developing property and facilities to promote sustainable economic growth, to provide 
community access to Port facilities and services, and to protect and maintain our community resources 
and maritime heritage.”  

 
To accomplish this mission, the Plan outlines strategic directions and objectives intended to guide decision-
making.  Several core principles emerge from a review of the Plan: 

 Focus on the Basics:  Maintaining, protecting, preserving and enhancing existing Port capital 
infrastructure and services should be our priority; 

 Consider the Overall Well-Being of the Community:  Supporting a sustainable and healthy local 
economy should be our emphasis, factoring the economic, environmental and social consequences of 
our decisions, while providing a great place for businesses to flourish; 

 Provide Great Service:  Helping people access Port facilities, services and shoreline areas with staff that 
are prompt, responsive and courteous, is essential. 

 
In addition to the direction provided by the Strategic Plan, a number of other factors can influence the Port’s 
project and funding decisions.  These can include regulatory requirements, state and federal law (e.g., 
Department of Ecology stormwater standards) and construction seasons.  Opportunities to leverage the Port’s 
limited project funding capacity with grants or coordinated projects with other entities (e.g., Port/WSU 
Extension renovation of the Cupola House at Point Hudson) can also affect the Port’s budget decisions.  In every 
case, however, the Port must strive to implement the policy direction laid out in the Strategic Plan. 
 

Project Selection Considerations 
 
Capital Maintenance & Rehabilitation Projects:  The Port has not formalized any criteria to identify capital 
maintenance and replacement projects.  That said, a number of considerations typically factor into deciding 
which projects should be the highest priority, as follows: 

 Project supports a core Port function in the community or maintains a critical, high value asset; 

 Condition of the capital asset; 

 Cost and cost effectiveness of project (i.e., using life cycle costs to weigh preservation opportunities 
against full capital asset replacement cost); 

 Volume of public and/or tenant use of facility; 

 Citizen and tenant complaints; 

 Grant funding opportunities; and 

 Geographic balance across east Jefferson County. 
In general, the object is to deliver, over time, maintenance and improvement projects that serve the largest 
number and widest array of Port facility users. 
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New Capital Projects:  New capital projects typically stand out among the community’s potential infrastructure 
needs because of their high cost, need for coordination with other public or private sector partners, community 
impact, size and complexity.  As was true for capital maintenance and rehabilitation projects, the Port has not 
formalized any criteria for selecting new capital projects.   However, potential project selection considerations 
might include the following: 

 Project supports a key component of the local economy, or a sector likely to expand, thereby supporting 
family wage jobs, overall community well-being, and long-term resilience; 

 Project supports environmental stewardship by advancing low-impact and more sustainable 
development principles; 

 Project leverages available funding opportunities (e.g., is eligible for a specific and substantial grant 
award or offers other significant cost savings opportunities); 

 Community support – projects that have the support of a substantial cross-section of the Jefferson 
County community as reflected in adopted Comprehensive Plans, or which feature public/private 
partnerships; and 

 Geographic balance across east Jefferson County, in an effort to obtain a fair distribution of investments, 
functional benefits/impacts and community access to Port facilities. 

 

The 2014 Budget – A Look Ahead 
 
Operating Budget:  No major changes within the operating budget are expected for 2014.  As of March 31, 2013 
the Port’s overall revenues are $46,000 over budget as well as last year’s actual revenues.  The Port’s overall 
operating expenses are $29,000 under budget but $64,098 over last year at this time.  No staffing changes are 
currently anticipated for 2014.  In consequence, a “status quo” operating budget is projected for 2014.   
 
The Port’s overall cash and investment balance at March 31st is $3,495,123.  Of this amount $939,214 is in Boat 
Haven Reserve, $25,000 in Hazardous Waste Reserve, $75,000 in Contingency Reserve and $1,533,764 in 
Operating Reserve.   
 
The Port is moving forward with financing of the new Administration Building.  The funding is going to come in 
the form of a Junior Lien Revenue Bond.  The bond is being structured with interest only payments each May 
and November until November 2016.  From May 2017 until November 2018 we would have semi-annual 
Principal and Interest payments with the bonds fully paid off in November 2018.  This was structured to, in 
essence, extend our current revenue bond an additional two years while at the same time leaving the Port’s 
bonding capacity intact at $885,000.  
 
Capital Budget:  Four (4) significant capital maintenance and rehabilitation projects are being weighed for 
inclusion in the 2014 budget, as set forth below:  
 
1. C/D Dock Renovation:  The poor and deteriorating condition of C&D docks is well-documented and 

widely known. 
a. Cost Estimate:  Although a preliminary engineering estimate has not yet been obtained, it is 

estimated that approximately $300,000-$500,000 would be required to rehabilitate the docks to a 
standard similar to that being accomplished for the Commercial Basin project now underway. 

b. Potential Funding Source:  Boat Haven Reserve. 
 

2. Jetty Walkway at Point Hudson:  An engineer has been brought in to assess the stability of the jetty at 
Point Hudson.  There appears to be considerable movement of the pilings, and the decking on the 
pedestrian public access portion of the facility from the “jog” waterward is severely compromised, 
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presenting a public safety issue.  The Port is presently building a gate on the facility to restrict public 
access until the jetty walkway is stabilized. 
a. Cost Estimate:  It is anticipated that approximately $250,000 - $500,000 would be required to repair 

the facility, depending on the engineer’s estimate (pending). 
b. Potential Funding Source:  Port Reserves. 

 
3. Point Hudson Cupola House/Duplex Renovation:   The Port has initiated conversations with both WSU 

Extension and The Gathering Place about the need to look for public grant agencies and/or private 
foundations for revenues necessary to begin the renovation of these historic structures.  Although an 
engineer’s evaluation and cost estimate has not yet been obtained, both buildings are clearly in need of 
significant rehabilitation, including the following:  replacement of windows; sealing creosote 
impregnated subflooring from interior spaces; asbestos abatement; insulation; electrical upgrades; 
plumbing improvements; and exterior painting.   
a. Cost Estimate:  Depending on the final scope of work, the total cost of this project could range 

anywhere from $250,000 to $750,000, with the Port likely responsible for meeting any grant match 
requirement.  The final mix of public agency/private foundation monies would determine the Port’s 
match obligations, which are initially estimated to range from at least $25,000 - $150,000. 

b. Potential Funding Source:  Port Reserves. 
 

4. Quilcene Docks:  The docks at the Quilcene Marina are likely beyond the point of repair.  Accordingly, 
this project would entail completely replacing the existing docks in their current configuration, but 
would not include maintenance dredging, modification or improvements to the boat ramp, or repairs to 
the rip-rap breakwater.   
a. Cost Estimate:  Anticipated cost to replace the current docks, retaining their current configuration, is 

$350,000 - $400,000. 
b. Potential Funding Source:  Port Reserves. 

 
Only one (1) new capital project is being contemplated for inclusion in the Port’s 2014 Budget: 
 

Airport Industrial Park:  The Port completed an Airport Rural Industrial Park Feasibility Analysis in 2011.  
That report concluded that approximately $2.5 million would be required to install “phase 1” 
infrastructure and have spaces available for ground leases (i.e., with tenant-constructed buildings).  Final 
build-out of infrastructure (“phase 2”) at the Industrial Park would require an additional $1.0 million.  It 
is not recommended that the full range of phase 1 infrastructure be undertaken at this time.  However, 
the Port could begin a process of incremental installation of water and fire flow infrastructure, with a 
view towards additional step-wise provision of infrastructure over time.  The objective, ultimately, is to 
create a place where the local agricultural sector can centralize food processing, cold storage, and 
distribution activities. 
a. Cost Estimate:  The estimate for extending water and fire flow to the site is approximately 

$100,000. 
b. Potential Funding Source:  Port Reserves. 
 

2014 Budget Process & Timeline 
 
The tentative schedule for developing the Port’s 2014 Budget is set forth in Figure #3, on the following page.  
Please note that any recommendations the PSAC may have regarding capital priorities for should be provided to 
the Port Commission in time for presentation at the Commission’s June 12th Workshop Session. 
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Figure #3:  2014 Budget – Preliminary Schedule & Timeline 
 

Date 
 

Time 
 

Activity 

 
June 12, 2013 

 
9:30 a.m. 

 
Commission Workshop – PSAC presentation of Strategic Plan Report & 
Recommendations, including 2014 Budget priorities. 

 
July 10, 2013 

 
9:30 a.m. 

 
Commission Workshop – discussion of preliminary 2014 budget issues, goals, 
and assumptions, and review of June “year to date” operating results. 

 
August 1-9, 

2013 

 
TBD 

 
Individual work sessions with department managers and Executive Director. 

 
August 14, 2013 

 
9:30 a.m. 

 
Commission Workshop – discussion of preliminary 2014 budget issues; 
discussion of June “year to date” operating results. 

 
August 20, 2013 

 
9:00 a.m. 

 
Group work session with department managers and Executive Director – if 
necessary. 

 
August 28, 2013 

 
6:30 p.m. 

 
Commission Regular Meeting – continued budget discussions. 

 
September 11, 

2013 

 
9:30 a.m. 

 
Commission Regular Meeting – continued discussion of 2014 Budget issues, 
review of revenue projections; proposed rate adjustments (if any) forwarded 
to Commission. 

 
September 25, 

2013 

 
6:30 p.m. 

 
Commission Regular Meeting - First draft of Operating Budget, Capital 
Improvements Program (CIP) and cash flow projections presented to 
Commission and public. 

September 25, 
2013 

 
N/A 

 
First draft of Operating Budget, CIP and cash flow projections posted on Port’s 
website for public review and comment. 

 
October 9, 2013 

 
1:00 p.m. 

 
Commission Regular Meeting – Second draft of Operating Budget, Capital 
Improvements Program (CIP) and cash flow projections presented to 
Commission and public. 

 
October 7 – 23, 

2013 

 
N/A 

 
Upcoming Public Hearings on Budget advertised in the Port Townsend-
Jefferson County Leader and Peninsula Daily News. 

 
October 23, 

2013 

 
6:30 p.m. 

 
Commission Regular Meeting – First public hearing and formal public 
comment on Operating Budget and CIP. 

 
November 8, 

2013 

 
1:00 p.m. 

 
Commission Regular Meeting – Second public hearing and formal public 
comment on Operating Budget and CIP; adoption of 2014 Budget. 

 
November 30, 

2013 

 
N/A 

 
Statutory Deadline for filing adopted Operating Budget and Tax Levy Request. 

 

Action Requested of PSAC  
 
Please provide recommendations to Port staff and the Commission regarding 2014 Budget priorities, as you feel 
appropriate. 
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Attachment “C” 
Port of Port Townsend 

Community Open House/Workshop – Meeting Summary 
March 21, 2013  

 
Meeting Overview: 
 
More than 400 post card invitations were mailed to Port Tenants in advance of the Public Open 
House and Workshop, a quarter-page display ad was published in the Port Townsend/Jefferson 
County Leader newspaper on March 13, and notices were also posted at a number of 
prominent locations around Port facilities, including the Boat Haven.  In response, 
approximately 30 people attended the meeting, which was held in the Port Townsend Yacht 
Club.     
 
In attendance were eight (8) of the ten (10) members of the Port Strategic Advisory Committee 
(PSAC), as follows:  Bill Curtsinger; Tony Petrillo; David Hero; Scott Erickson; Diana Talley; 
Bertram Levy; Ron Hayes; and ex officio staff member Larry Aase.  Also in attendance were Port 
Commissioners Leif Erickson and Steve Tucker, Port Executive Director, Larry Crockett, Deputy 
Director, Jim Pivarnik, Director of Finance, Amy Khile, and Planning Analyst, Eric Toews.   
 
The meeting was convened to fulfill Objective 4.2 of the Strategic Plan, which states in 
pertinent part: 
 

“Create and sustain positive relationships with stakeholders and the wider Jefferson 
County community. 

 Conduct an annual stakeholder meeting to identify key concerns prior to the 
initiation of the budget process.” 

 
The intent of the meeting was to provide PSAC members with an opportunity to hear from 
interested members of the public and stakeholder groups before initiating its annual review of 
the Port Strategic Plan.  A majority of the comments received during the meeting were voiced 
by PSAC members, with only four (4) comments provided by members of the invited public. 
 
Staff Presentation: 
 
The meeting began at 6:30 p.m. with brief welcome and introductions Port Planning Analyst, 
Eric Toews. 
 
Mr. Toews provided a 20 minute PowerPoint presentation that addressed the following: 

 The role of the Port; 

 Why and how the Strategic Plan was developed; 

 Issues and concerns that shaped the Plan; 

 Overview of key Plan concepts; 
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 Summary of implementation efforts; and 

 Areas for improvement/unfinished work. 
 
Public Comments: 
 
Following the presentation, Mr. Toews opened the floor up to public questions and comments, 
encouraging attendees to identify the three (3) changes they would most like to see at the Port 
of Port Townsend and suggestions as to how the Port could improve its service to the 
community. 
 
Diana Tally a member of the Port Strategic Advisory Committee (PSAC), and co-owner of Taku 
Marine, expressed deep concern over the Port’s decision to move ahead with the construction 
of a new Port Administration Building.  Was at least somewhat heartened to learn that a local 
contractor had been selected to perform the work, and urged the Port to develop a bidding 
protocol that favored the selection of local contractors if their bids came within a certain 
defined percentage margin (e.g., 5%) of the lowest bid.  She indicated that other jurisdictions 
had managed to adopt such standards, and wondered why the Port of Port Townsend had not 
also done so. 
 
Port Executive Director, Larry Crockett, responded that State bidding laws precluded affording 
such favorable treatment to local contractors, although a local contractor had been awarded 
the contract for the new building.  Port Planning Analyst, Eric Toews, added that an alternative 
process – unsolicited bids – was at least in concept a means for local contractors to seek local 
projects, but that most jurisdictions were unfamiliar with the process and reluctant to use it 
because of potential legal risks associated with a contracting procedure that was unfamiliar and 
untested. 
 
Larry Aase, Port Maintenance Manager and ex officio staff member of the PSAC, commented 
that local vendors provide many of the materials and services required by the Port “off the 
roster,” and that the total amount paid to local vendors was quite a substantial amount 
annually.  He stated that projects requiring a formal bidding process (i.e., those exceeding 
$250,000) represented a relatively small number of the projects undertaken by the Port.    
 
Ms. Talley also urged the Port to consider adopting a rate structure that was designed to attract 
businesses to the Port, not merely to be “comparable” to other Ports in the region.  She 
indicated that other Ports aggressively seek to lower their rates to successfully compete for 
business activity, and the Port of Port Townsend should do likewise. 
 
She also commented that Port customer service was still in need of improvement, and that Port 
management staff should:  1) visit Port properties and businesses more regularly; and 2) 
actively seek out the opinions and concerns of Port tenants on an impromptu basis, rather than 
merely responding to tenant problems/issues when they arose. 
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Dan Kulin, co-owner of Port Townsend Rigging, asked for clarification on what constituted 
“local” in the context of hiring contractors, and expressed his opinion that certainly Clallam 
County and other areas in Western Washington could and should be considered so. 
 
An unidentified man interested in the Jefferson County International Airport (JCIA) expressed 
his opinion that the new Administration Building was another example of misplaced Port 
priorities, particularly in view of the comparative lack of investment at the JCIA.  He asked why 
it was that the Port could afford such a structure when it could not fund new public restrooms 
at the Airport, which necessitated public use of a Sani-Can instead. 
 
Liza Vizzini, co-owner of Port Townsend Rigging, voiced her shock and displeasure with the 
Port’s 2010 decision to cease its attendance of the Seattle Boat Show.  She stated that Port 
Townsend was considered “Egypt” (in apparent reference to an ancient and faraway land) to 
boaters and marine trades on the east side of Puget Sound.  Ms. Vizzini expressed her strong 
opinion that the Port must do much better if it is at all serious about marketing itself and Port 
Townsend marine trades, and that “showing up” and repeating a consistent message was job 
#1 in this regard. 
 
Port Commissioner Leif Erickson commented that the Port Commission needed input like that 
offered by Ms. Vizzini, and encouraged people to attend and participate in Port Commission 
meetings to better inform Port decision-making.  
 
Scott Erickson, a member of the PSAC and owner of Aurora Aircraft Maintenance and 
Restoration, expressed his opinion that increased and improved marketing was also necessary 
for the Airport.  In this vein, he stated that having a booth at the annual Arlington Airshow 
would be a good start for JCIA business promotion. 
 
Peter Downey, owner of Discovery Bay Shellfish, prefaced his comments by noting that, given 
the size of Jefferson County (approximately 28,000) and available resources, that the Port of 
Port Townsend does a very good job.  He commented that federal and state grant funding for 
capital maintenance and improvements was drying up, and that the Port and community 
needed to get creative and think “outside the box” about avenues to fund necessary 
improvements.  He suggested that gaining access to new sources of capital was critical to the 
Port in general and to the local shellfish industry in particular.  He stated that the shellfish 
industry was “in crisis” and that there was a need to develop new lines of value added 
products.  An example of this is Horse Clams, which are locally abundant, however have a very 
short shelf-life for consumption fresh.  A processing plant that would allow such a product to be 
flash-frozen and packaged for shipment to a wider market would be of tremendous benefit to 
the industry.  This would not necessarily require the Port to seek grant funding for a facility, but 
rather, to collaborate with the industry to seek venture capital investment and ensure a 
location at a favorable long-term lease rate for its construction. 
 
Scott Erickson stated his opinion that the setting of the Jefferson County International Airport 
was unique and beautiful, and that many pilots from around the region fly into Port Townsend 
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simply because of this natural beauty.  He said that it was important for the Port to be mindful 
of this visual setting as it undertook improvements at the JCIA – taking care, for instance, not to 
ruin the views of the Olympic Mountains from the Spruce Goose Restaurant. 
 
PSAC member Bertram Levy raised a number of issues and concerns, including the following: 

 There is an ongoing need to improve the Port’s emphasis on fixing aging infrastructure 
first.  He stated that C/D Docks at the Boat Haven were seriously deteriorating and in 
urgent need of renovation. 

 He took issue with Mr. Toews’ statement in the staff presentation that the economic 
downturn of 2008 had largely eliminated what remained of the Port’s ability to bond for 
further improvements.  Mr. Levy stated that the chief reason the Port could not bond 
for additional improvements was not falling tax assessments and associated revenues, 
but the debt load from prior projects that would be with the Port until 2025.  He 
expressed the concern that the Port would be cash poor for the foreseeable future. 

 While the construction of the Heavy Haul-Out Lift has paid dividends recently, as 
evidenced by the number of hauls for vessel refits, this activity has been driven 
principally by recently favorable fishing seasons – which will not necessarily be expected 
consistently in the future.  Meanwhile, C & D Docks are seriously deteriorating and need 
to be prioritized for capital maintenance/replacement. 

 The moorage rates at the Port of Port Townsend remain somewhat high, and 
consideration should be given to linking rates to the median household income of the 
community to ensure a fair structure that supports the local boating culture. 

 Although the Port adopted a Strategic Plan that requires adherence to “triple bottom 
line decision-making” principles (i.e., which factors the environmental, economic and 
social consequences of decisions), this process was not followed by the Port in the case 
of the Marine Exchange/Port Administration Building.  The Marine Exchange provided 
great service to boaters over the years, and was a real asset to the character of the Boat 
Haven – these intangible (social) benefits were not weighed in deciding to evict the 
tenant, demolish the structure, and replace it with a new Port Administration Building.       

 
Some of the concerns raised by Mr. Levy were echoed by PSAC member Diana Talley, who 
reiterated specifically that the decision-making process for the Port Administration Building was 
flawed and inadequate. 
 
Ron Hayes, also a member of the PSAC, suggested that the Port could take some creative steps 
to attract sport fishermen and fishing derbies to Port Townsend.  He stated that access to the 
water needed to be expanded by providing more and larger boat ramps, and that protected 
moorage for events also needed to be considered and provided for.  Mr. Hayes suggested 
rafting of boats could be one solution to providing moorage.  He noted the indirect economic 
benefits to the community of attracting recreational fishing events to the area, stressing the lift 
that such events could bring to local restaurants, innkeepers and retail shops.  Mr. Hayes also 
raised the issue of the lack of available parking for vehicles with boat trailers, and the strict 
enforcement of parking regulations by the Port Townsend Police Department, as current 
obstacles to successfully attracting fishermen. 
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Hearing no further comments, Mr. Toews thanked those in attendance for their participation 
and described how the public could remain involved in the conversation: 

 By sending written comments to the Port by May 8th, to be forwarded to the PSAC; 

 By speaking directly with members of the PSAC;  

 By attending the May 9th PSAC meeting and the June Port Commission meeting when 
the PSAC’s Report and Recommendation will be considered; and finally,  

 By calling or dropping by the Port Administration Office to speak directly with staff. 
 

The meeting adjourned at approximately 8:00 p.m. 
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Attachment “D” 
 

STRATEGIC PLAN CONSISTENCY 
Decision-Evaluation Process & Checklist: 

 
Port Townsend Commercial Boat Basin 

Repair & Maintenance Project  
 
I. Introduction 
 
The Purpose, Mission, Values and Strategic Directions set forth in the Port of Port 
Townsend’s 2010 Strategic Plan were used to develop this Decision-Evaluation Process 
and Checklist.  Formal review and preparation of a project evaluation checklist is 
intended only to apply to larger Port projects and programs (i.e., those exceeding 
$100,000.00).  
 
It is important to recognize that there are no “right” or “wrong” checklist responses per 
se.  Instead, the evaluation checklist responses are intended to provide a more 
systematic approach to evaluating and understanding proposed projects and programs.  
Checklist responses will help Port staff, the Port Commission, and public consider the 
degree to which individual actions are consistent with the Strategic Plan, and the 
principles of “triple bottom line” (TBL) decision-making.   
 
For many projects documenting the general consistency of a proposal with the Plan will 
be fairly straightforward.  Other projects and programs may clearly fail to advance 
multiple core values and/or strategic directions.  Such actions should be viewed with 
great caution, and when possible, avoided.  Finally, it is likely that some proposals will 
be neither clearly consistent, nor inconsistent, with the Strategic Plan as a whole, even 
though they may possess characteristics desired by the community.  In such cases, the 
challenge will be to fairly and objectively determine whether or not a project broadly 
conforms to the composite guidance provided by the Plan. 
 

II. Projects & Programs Exempt from Formal Review 

 
Any project or programmatic action undertaken by the Port of Port Townsend that is 
anticipated to cost, or has a fair market value equal to or less than $100,000.00 is 
exempt from the requirement to prepare a Decision-Evaluation Checklist and obtain an 
advisory recommendation from the Port Strategic Advisory Committee (PSAC).   
 
However, at the sole discretion of the Port Commission or Port’s Executive Director, 
Decision-Evaluation Checklists may be prepared, and PSAC review and 
recommendation obtained, for any project falling below the exemption threshold. 
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III. Decision-Evaluation Checklist 
 
This Decision-Evaluation Checklist asks you to describe some basic information about 
major project and program proposals not exempted under section II, above.  Port staff 
should use this checklist to assess whether a proposal is broadly consistent with the 
direction of the Port of Port Townsend Strategic Plan.  Please answer the questions 
briefly with the most precise information known, or give the best description you can. 
You should answer each question accurately and carefully to the best of your 
knowledge.  If a question does not apply to the proposed action, write "do not 
know" or "does not apply."  Attach any additional information that will help describe the 
proposal and its consistency with the Strategic Plan.   

 
Background 

 

Project Information 

1. Name of proposed project: Port of Port Townsend Commercial Basin Repair & 
Maintance Project 

2. Port of Port Townsend contact person:  Eric Toews, Planning Analyst 

3. Date checklist prepared:  November 5, 2012 

4. Proposed timing or schedule:  July 15 – September 1, 2013.  

5. Are there plans for future additions, expansion, or further activity related to or 
connected with this proposal? If yes, explain.  No.  The proposal is to repair and 
rehabilitate the existing commercial basin only. 

6. List any background information that has been prepared, or will be prepared, 
directly related to this proposal.  No background information has been prepared at the 
time of this writing.  The permit applications identified in question #7, below, will be 
prepared prior to the commencement of repair and maintenance work. 

7. List any government approvals or permits that will be needed for the proposal, if 
known.  Port Townsend Municipal Code review for shorelines and critical areas 
compliance (i.e., issuance of a Shorelines Substantial Development Permit Exemption); 
SEPA review and approval; Department of Fish and Wildlife Hydraulic Permit Approval; 
and US Army Corps of Engineers Section 404 individual permit.    

8. Give a brief, complete description of the proposal.  The Port of Port Townsend is 
proposing to repair the commercial, or northeast, basin at its Boat Haven facility.  The 
commercial basin is approximately 4-acres in size, and is separated from the main basin 
by the Benedict Street Spit.  The commercial basin serves the commercial fishing 
industry, and has moorage for approximately 50 vessels.  In the mid-80s, the northeast 
basin was home to approximately 50 commercial fishing vessels.  Market conditions 
caused that number to dwindle in the intervening decades, resulting in increased 
recreational vessel use.  However, the number of commercial vessels using the facility 
has increased in recent years. 
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 The proposed work would consist of the following:  the removal and replacement of 8 
creosote piles with galvanized steel piles; the removal and replacement of all walers and 
rub boards with ACZA treated material including new rods, cleats and HUMW rub blocks 
for the pile guides.  Fire, water and electrical systems are being maintained and re-
installed with new galvanized brackets.   

 
9. Location of the proposal. Give sufficient information for a person to understand 

the precise location of the proposal.  As noted above, the 4-acre commercial basin lies 
to the northeast of the Benedict Street Spit, within the Port’s Boat Haven property. 

 

Consistency with Strategic Plan Objectives 
 

Community Access 
 
10. Please describe how the proposed action makes Port facilities, services, and/or the 

shoreline environment more accessible to the community or visitors:  The principal 
purpose of the proposed repairs and upgrades is to ensure the continued usefulness of 
this important Port facility to the commercial fishing industry, as well as recreational 
boaters.  

 
11. Does the proposed action increase the range of services accessible to the 

community as a whole?  Please explain:  No.  The proposed repairs and upgrades 
would maintain, rather than expand, the range of services accessible to the community. 

 
12. Does the proposed action expand opportunities for recreational boaters or 

shoreline pedestrian access?  Please explain:  No, not per se.  The proposal does not 
directly affect recreational boaters.  However, because the basin is used for recreational 
moorage at times when the economic climate is not favorable to commercial fishing, is 
can provide an opportunity for recreational boaters to access the shoreline environment 
at the Boat Haven.   

 
Sustainable Economic Development 
 
13. Would the proposed action help to stimulate countywide economic activity and 

vitality?  How?  Please explain:  Yes.  Properly repairing and maintaining the 
commercial boat basin is important for retaining existing jobs in the commercial fishing 
industry based in Port Townsend.   Presently, 25 commercial fishing vessels are based 
here, providing jobs for approximately 100 workers, many of whom live and have families 
here contributing both directly and indirectly to the local economy.    

 
14. Would “family-wage” jobs be created as a result of the proposed action?  If yes, 

how many?  Please explain:  As noted above, this repair and maintenance project 
would allow the commercial basin to serve as a base for up to fifty commercial fishing 
vessels and the well-paid jobs provided by this industry.  While the project may not 
directly result in the provision of new jobs, it does help to maintain the opportunity for 
private sector fishing businesses to maintain and expand living wage jobs in the 
community. 

 
15. Has the proposal been assessed for consistency with the adopted Countywide 

Economic Development Strategy as well as the relevant GMA Comprehensive 
Plan?  Have the County, City and Associated Economic Development Organization 
(e.g., “Team Jefferson”) been consulted?  The Countywide Economic Development 
Strategy has not yet been adopted, and it is unclear when (or if) the jurisdictions will do 
so.  However, the proposed action has been reviewed and assessed for consistency 
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against the “working draft” of the Economic Development Strategy (dated December 9, 
2011).  The proposal appears to directly advance a number of the goal and policy 
directives of the draft, including the following: 
1.1.2 Focus economic planning efforts and public investments in existing economic 

areas. 
1.7: Focus economic development energies towards retaining existing businesses 

over the next five years, rather than recruiting new businesses. 
2.4: Provide critical pieces of infrastructure that enable us to more fully participate in 

larger economic markets without compromising our special community character.   
Finally, because the proposal is to repair and maintain an existing facility, rather than 
undertake a significant new capital facility project, the Port has not directly consulted with 
the County, City or Team Jefferson. 

 
16. Would the proposal preserve, protect or enhance historic, environmental or other 

community resources?  If yes, please describe how:  The proposed project would 
have no direct impact upon historic or environmental resources, although the facility itself 
can justifiably be considered a community resource which is being maintained and 
protected.  Moreover, to the extent that maintaining the facility encourages the long-term 
vitality and viability of commercial fishing operations based in Port Townsend, it helps to 
maintain and preserve Port Townsend’s working waterfront heritage and maritime 
character. 

 
17. For new development projects: 

a. Is the proposal compatible with existing uses?  Explain how:  Inapplicable – 
this is a maintenance, rather than new development, project. 

b. Is the proposal fiscally prudent?  Describe:  Inapplicable – this is a 
maintenance, rather than new development, project. 

 
 

Infrastructure Maintenance & Development 
 
18. Does the proposed action help to further the development or maintenance of safe, 

sound and self-supporting infrastructure at Port facilities?  Please describe:  Yes.  
This capital repair and maintenance project is critically necessary to ensure that the 
commercial basin is safe, sound and of continued usefulness to the fishing industry.  Boat 
Haven Reserves are the proposed source of funding for this $500,000 project.  The Port 
employs a “cost-center” approach to facility management and budgeting, helping to 
ensure that revenues generated by the Boat Haven facility as a whole serve as the 
source for capital project funding.     

 
19. Does the proposed action seek to maintain existing Port infrastructure, or develop 

new infrastructure?  If proposal involves the development or construction of new 
infrastructure, would it compromise the budget available for the maintenance of 
existing facilities and infrastructure?  Please explain:  The commercial basin project 
is focused solely upon repairing and maintaining existing Port capital infrastructure – and 
is being funded through the reserve fund set aside for the Boat Haven facility, of which 
the commercial basin is a part.     

 
20. For high priority infrastructure or facility maintenance projects, have all potential 

public funding sources been identified and pursued?  Port staff examined all 
potential funding sources this project, including the availability of grant funding sources; 
no grant opportunities were available.    
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STRATEGIC PLAN  DECISION-EVALUATION 
CONSISTENCY 5 CHECKLIST 

Public Involvement & Responsiveness to Community Needs 
 
21. Has the proposal been subject to review and recommendation by the Port Strategic 

Advisory Committee (PSAC)?  The proposal is scheduled to be reviewed and 
considered by the PSAC on Thursday, December 6

th
, 2012.   

 
22. Have other stakeholder groups and the community been informed about the 

proposal and provided with an opportunity to provide input?  There has been no 
direct public outreach effort, although this project has been noted in the Port’s newsletter 
to its tenants, and has been included in draft versions of the Port’s 2013 Budget, which 
has been subject to public comment in meetings of the Port Commission.  Projects that 
seek to repair and maintain existing capital assets have not historically been subject to 
public outreach, unless they propose significant modifications or expansions of existing 
facilities. 

 

Fiscal Comprehensibility, Transparency & Accountability 
 
23. How would the proposal impact the short-term and long-term financial stability and 

solvency of the Port?  Please describe:  The proposal is unlikely to have any 
discernible impact on the financial stability and solvency of the Port. However, this capital 
maintenance project protects and preserves an existing facility that is centrally important 
to the long-term financial stability and solvency of the Port. 

 
24. Is the proposal consistent with the Port’s Financial Plan and Budget?  Yes.  This 

capital maintenance project is included in the most current draft of the Port’s 2013 
Budget, which is slated for adoption by the Port Commission on Tuesday, November 13, 
2012. 

 
25. Would the proposal help to diversify the Port’s revenue base in a manner 

consistent with the Strategic Plan and “triple bottom line” principles?  The proposal 
would help to protect and maintain, rather than diversify, the Port’s existing revenue 
base. 

 
Consistency with Community Stewardship Objectives 
 
26. How does the proposal seek to preserve or enhance important environmental 

resources, if applicable?  The question is inapplicable.  The proposal would not 
materially impact environmental features. 

 
27. Does the proposal incorporate best management practices (BMPs) or principles of 

low impact development (LID)?  Please describe:  Yes.  Compliance with local, state 
and federal permitting requirements will ensure that the proposed project is conditioned 
to mitigate adverse environmental impacts. 

 

Additional “Triple-Bottom Line” (TBL) Considerations 
 
28. Please describe the direct, indirect and intangible economic costs and benefits of 

the proposed action:  The direct economic cost to the Port and community is the use of 
$500,000 in Boat Haven reserve monies to fund the project.  Longer-term, indirect and 
intangible economic costs are not foreseen, although the economic benefits of proper 
maintenance of this important capital asset are obvious:  doing so allows the commercial 
fishing industry to use Port Townsend as a base of operations, providing jobs for local 
residents and indirect and intangible benefits to the community as a whole. 

 

95

95



STRATEGIC PLAN  DECISION-EVALUATION 
CONSISTENCY 6 CHECKLIST 

29. Have the long-term environmental consequences of the proposed action been 
assessed under the State Environmental Policy Act (SEPA)?  At the time of checklist 
preparation, SEPA review has not been conducted, although it will be required prior to 
permit issuance.  As a capital facility maintenance project, no short or long-term 
significant adverse environmental impacts are anticipated. 

 
30. Have the community-wide social impacts, costs and benefits of the proposal been 

factored?  Please explain how:  Yes.  Maintaining the commercial basin helps to 
preserve the community’s working waterfront heritage, and ensure its continued vitality, 
directly supporting workers who live in the community, and indirectly benefitting the local 
economy at minimal and transitory (i.e., during repair work) to no environmental impact. 
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