
 
  

CITY COUNCIL AGENDA 
 

15728 Main Street, Mill Creek, WA 98012 (425) 745-1891 
  

 
Pam Pruitt, Mayor • Brian Holtzclaw, Mayor Pro Tem • Sean Kelly • Donna Michelson • 

            Vince Cavaleri • Mike Todd • Mark Bond 
   

 
Regular meetings of the Mill Creek City Council shall be held on the first, second and fourth Tuesdays of 
each month commencing at 6:00 p.m. in the Mill Creek Council Chambers located at 15728 Main Street, Mill 
Creek, Washington. Your participation and interest in these meetings are encouraged and very much 
appreciated. We are trying to make our public meetings accessible to all members of the public. If you 
require special accommodations, please call the City Clerk at (425) 921-5732 three days prior to the 
meeting.  
 
The City Council may consider and act on any matter called to its attention at such meetings, whether or not 
specified on the agenda for said meeting. Participation by members of the audience will be allowed as set 
forth on the meeting agenda or as determined by the Mayor or the City Council.  
 
To comment on subjects listed on or not on the agenda, ask to be recognized during the Audience 
Communication portion of the agenda. Please stand at the podium and state your name and address for the 
official record. Please limit your comments to the specific item under discussion. Time limitations shall be at 
the discretion of the Mayor or City Council.  
 
Study sessions of the Mill Creek City Council may be held as part of any regular or special meeting. Study 
sessions are informal, and are typically used by the City Council to receive reports and presentations, review 
and evaluate complex matters, and/or engage in preliminary analysis of City issues or City Council business.  
 
Times listed on the agenda are approximate only. Discussions may sometimes cause remaining agenda 
items to be considered before or after their scheduled time. Citizens are welcome and encouraged to attend 
all sessions (except for Executive Sessions) of the meeting.  
   
 
Next Ordinance No. 2015-793 
Next Resolution No. 2015-527 

March 24, 2015 
City Council Meeting 

    6:00 p.m.   
6:00 p.m. CALL TO ORDER: 
  
6:01 p.m. FLAG SALUTE: 
  
6:02 p.m. ROLL CALL: 
  
6:03 p.m. AUDIENCE COMMUNICATION: 
 
 

A. Public comment on items on or not on the agenda   
6:15 p.m. STUDY SESSION: 
 



 
A. Discussion with State Representative Harmsworth 

(Landy Manuel, Acting City Manager) 
(Estimated Length of Discussion: 20 minutes)   

B. Joint Meeting with Planning Commission 
(Tom Rogers, Director of Community Development) 
(Estimated Length of Discussion: 60 minutes)   

C. Proposed Amendment to Mill Creek East Gateway Urban Village Development Agreement  
(Tom Rogers, Director of Community Development) 
(Estimated Length of Discussion: 15 minutes)   

D. Information Technology Policy 
(James Busch, Information Systems and Technology Manager) 
(Estimated Length of Discussion: 30 minutes)   

E. Ordinance to Update the 2015 Pay Plan 
(Landy Manuel, Acting City Manager) 
(Estimated Length of Discussion: 15 minutes)   

F. Open Discussion 
(City Council) 
(Estimated Length of Discussion: 5 minutes)   

8:40 p.m. BUSINESS SESSION: 
  
8:40 p.m. CONSENT AGENDA: 
 
 

A. Approval of Checks #53469 through #53533 and ACH Wire Transfers in the Amount of 
$164,328.62.  
(Audit Committee: Councilmember Michelson and Councilmember Bond)    

B. Payroll and Benefit ACH Payments in the Amount of $297,603.41. 
(Audit Committee: Councilmember Michelson and Councilmember Bond)    

C. City Council Meeting Minutes of February 24, 2015   
D. City Council Meeting Minutes of March 3, 2015   

8:45 p.m. ACTION ITEMS: 
 
 

A. Ordinance Establishing the 2015 Salary Plan (If adopted, would take Ordinance #2015-793) 
(Landy Manuel, Acting City Manager)   

B. Resolution Authorizing the City Manager to Implement the Information Technology Policy and 
Repeal City Council Policy 97-04 (If approved, would take Resolution #2015-527) 
(James Busch, Information Systems and Technology Manager)   

8:50 p.m. REPORTS: 
 
 

A. Mayor/Council  
Boards and Commission Reports  
1. Art/Beautification Board - 2/11/15 
City Attorney  
City Manager  
Finance Director  
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Director of Community Development  
Public Works Director  
Police Chief  
City Clerk    

9:10 p.m. AUDIENCE COMMUNICATION: 
 
 

A. Public comment on items on or not on the agenda   
9:15 p.m. ADJOURNMENT 
 
 

Page 3 of 102



 MILL CREEK CITY COUNCIL 

 AGENDA SUMMARY 

  

 

Date on Council Agenda:  March 24, 2015 

 

Subject: DISCUSSION WITH STATE REPRESENTATIVE HARMSWORTH  

 

Budget Impact:  N/A  

 

Contact Person/Department:   Landy Manuel, Acting City Manager   
SUMMARY: 

State Representative Harmsworth has requested time to address the City Council.  The intent is to 

conduct an open discussion on legislative agenda topics of concern with the Mill Creek City Council.  

  
STAFF RECOMMENDATION: 

 Participate in discussion with Representative Harmsworth. 

  
COUNCIL PROCESS/ACTION: 

 Participate in discussion with Representative Harmsworth. 

  
ATTACHMENTS: 

 None. 

  
 

City Manager Approval:       Date:    
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  MILL CREEK CITY COUNCIL 

 AGENDA SUMMARY 
  

Date on Council Agenda: March 24, 2015 

 

Subject:  JOINT CITY COUNCIL AND PLANNING COMMISSION MEETING TO DISCUSS 

LAND USE ISSUES APPLICABLE TO THE 2015 COMPREHENSIVE PLAN UPDATE    

 

Budget Impact:  None    

 

Contact Person/Department: Tom Rogers, Director of Community Development  

SUMMARY:  
Background - The City of Mill Creek is in the process of preparing the mandatory 2015 Comprehensive 

Plan Update.  The update process includes revising the plan to meet the current Countywide Planning 

Policies, including the most recent population and employment targets, recent revisions to the Growth 

Management Act (GMA), and updating the plan to meet existing conditions.  In addition, the City 

Economic Development Committee recently published their report, which included recommendations 

for allowing more mixed use development and allowing increased building heights to encourage the 

eventual redevelopment of the Commercial and Business Park areas.   

 

The Comprehensive Plan update must have early and continuous opportunities for public involvement. 

To meet this GMA requirement, staff prepared a Public Participation Plan, which establishes a schedule 

for when the various elements of the Comprehensive Plan will be discussed by the Planning 

Commission and when the formal open houses and public hearing(s) will be held (copy attached).  The 

Public Participation Plan is available on the City website.  As can be seen on the schedule in the Public 

Participation Plan, staff has been working with the Planning Commission and the Park Board on 

preparing the update for several months, and significant progress has been made. 

 

Land Use Element - The next element to be prepared is the Land Use Element. The Land Use Element is 

the most familiar and referred to element in the Comprehensive Plan.  The policies within the Land Use 

Element are reflected in the City’s Land Use Map, which provides the basis for the zoning designations 

for properties within the City.  The policies also are the basis for the development regulations which 

guide the form that the City takes. To assist in the preparation of the Land Use Element update, it would 

be beneficial for the City Council and the Planning Commission to discuss land use issues that have 

been identified. 

 

Issue 1) Setting the stage for future redevelopment  

As has been discussed before, the regional growth strategy adopted in the Puget Sound Regional 

Council’s Vision 2040 Plan directs the lion’s share of new population and employment to the County’s 

Metropolitan and Core Cities (Everett, Lynnwood, and Bothell).  Since the 2035 population and 

employment targets are not significantly different than Mill Creek’s 2020 targets, the City of Mill 

Creek’s existing Comprehensive Plan land use designations and the implementing Zoning Map 

designations can already accommodate the initial 2035 population and employment targets established 

in the Countywide Planning Policies.  Also, there is relatively little vacant/underdeveloped land left 
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within the city limits; and since most of the residential stock is in very good condition, large-scale 

redevelopment of the residential properties is unlikely.   

 

On the other hand, some of the commercial properties (Community Business (CB) and Business Park 

(BP) zones) within the City are showing some age, have vacant spaces, and may redevelop sometime in 

the 20-year planning period.  In addition, Community Transit is proceeding with plans for a Swift 2 

transit line between Canyon Park and Boeing Field. This line would run through Mill Creek along 

SR 527, with stops at or near several commercial properties in the City.  Because of those factors, one of 

the major issues to be addressed in the City’s Land Use Element consists of how would the City want 

these Community Business and Business Park properties to be redeveloped when the market forces 

make redevelopment attractive to the property owners. 

 

Without a change in the City’s land use policies and zoning regulations, redevelopment of the existing 

commercial centers will result in a similar product.  The report prepared by the Economic Development 

Committee contains recommendations to change zoning regulations to allow mixed use in the CB zone 

district.  See the attached City of Mill Creek Zoning Map.  Current policies and regulations limit 

residential uses to less square footage than the commercial uses on a site.  This makes true mixed use 

unfeasible because there is not enough density to make underground parking economically viable.  

Surface parking thus dominates the site and limits the value and usability of the site.  If the Planning 

Commission wishes to allow mixed use in the CB zone district, policies and regulations could be put in 

place that would allow additional residential units and increased building heights subject to requirements 

for a prescribed percentage of structured parking or other amenities such as public spaces.   

 

In addition to the redevelopment of the CB zoned properties, there may be opportunities to redevelop 

Main Street/Mill Creek Boulevard corridor between Town Center and 164
th

 Street Southeast.  Because 

of its close proximity to the City core and the generous width of right-of-way along Mill Creek 

Boulevard, this corridor may be a good candidate for more pedestrian friendly street improvements and 

a mixed use and/or commercial land use designation.  In addition, staff and the Planning Commission 

have been working on potential amendments to the Critical Area Regulations that allow redevelopment 

of properties adjacent to North Creek within their existing impervious surface footprint.  This would 

remove a large impediment to redeveloping these properties. 

 

Proposed policies - Staff and the Planning Commission have discussed the issue described above and 

believe that significant changes to the CB and BP zoning regulations may be desirable.  While no 

specific language has been prepared to date, staff will be proposing policies calling for a study in the 

near future to determine if the downtown area could support mixed use in Main Street/Mill Creek 

Boulevard corridor, and potentially the preparation of zoning regulations to facilitate mixed use 

development. 

 

Issue 2) Appropriate uses in the East Gateway Urban Village  

There has been discussion about the implementation of the East Gateway Urban Village (EGUV) Plan.  

Since the Plan was adopted in 2008, The Gateway Building was constructed just west of the Advent 
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Lutheran Church and Polygon is nearing completion of developing approximately 18 acres on the east 

side of the subarea.  When the Polygon development application was submitted to the City, the Council 

took steps to encourage commercial development and to prevent stand-alone residential west of 144
th

 

Street SE.  These steps included: 1) allowing residential uses only on the second floor or above and in 

conjunction with ground floor commercial use; 2) removing the requirement for a minimum of 400 

dwelling units; and 3) removing the 60,000 square foot maximum foot print for any one business.  

 

After the EGUV code amendments were adopted, staff spent substantial time and effort working with 

Target to try to facilitate their location in EGUV.  Ultimately, Target choose not to develop in the 

EGUV.  Last week, the City received an application for the 4-acre Mollgaard property.  This 

development has housing above commercial which faces onto the future spine road, but the amount of 

commercial is less than what was expected at the time the code changes were made.  At this point, 

approximately 14 usable acres of land is available west of 144
th

 Street SE, 12 acres west of the 

Mollgaard property (Penny Creek Partners Property), and a 2-acre strip remains on the east side of the 

Mollgaard property (Rim/Kim Property).  To put this acreage in perspective, The Mill Creek Plaza 

(SR 527/164
th

 Street SE) is approximately 12.5 acres in area.  If the City wants to ensure that a certain 

amount of commercial development is achieved on the remaining parcels in the EGUV, changes to the 

Zoning Code, and possibly the Comprehensive Plan could be adopted.  

 

To facilitate the Council/Planning Commission discussion, staff intends to make a brief presentation 

after the Special Planning Commission meeting is opened and introductions are made.  Staff will be 

prepared with materials such as maps and other documents that may assist the Council and Planning 

Commission in their discussion.   

 

STAFF RECOMMENDATION: 
 None at this time 

  
COUNCIL PROCESS/ACTION: 

 Open the Special Planning Commission Meeting 

 Welcome and introductions 

 Discussion regarding setting the stage for future redevelopment 

 Discussion of future development in EGUV 

 Discussion of any other items/issues that the Council/Planning Commission would like to 

consider in the Comprehensive Plan Update process 

 Provide general direction on scope of Comprehensive Plan as appropriate 

  

ATTACHMENTS: 

 Comprehensive Plan Public Participation Plan  

 

 

Interim City Manager Approval:       Date:    
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INTRODUCTION 

The City of Mill Creek Comprehensive Plan is a long-range planning document 

containing goals and policies, which are intended to be a guide concerning future 

land use, extensions of community services and facilities, parks and open space, 

designation of environmentally sensitive areas, and desirable urban design 

elements for the City.  As the City of Mill Creek continues to grow and change, the 

City's Comprehensive Plan is intended to change and reflect the needs and vision 

of the community. 

The City of Mill Creek encourages public participation in the development and 

amendment of the Comprehensive Plan and the development regulations that 

implement the Plan.  The purpose of the Public Participation Plan is to provide 

procedures for: 

 the broad dissemination of proposals and alternatives,  

 opportunity for written comments,  

 public meetings after effective notice,  

 provision for open discussion,  

 communication programs,  

 information services, 

 consideration of and response to public comments, and  

 the dissemination of schedules whereby updates, proposed amendments, or 

revisions of the Comprehensive Plan are considered. 

 

EARLY AND CONTINUOUS PUBLIC INVOLVEMENT 

The City of Mill Creek is committed to encouraging early and continuous public 

involvement in the update of the Comprehensive Plan.  Methods to encourage 

public involvement include: a dedicated webpage on the City’s website, consistent 

and regular notification to interested parties throughout the process, a telephone 

survey, Planning Commission Work Sessions which are open to the public, Open 

House to solicit public comments, and a Public Hearing before the Planning 

Commission. 
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The City of Mill Creek website has a page designed to provide information on the 

Comprehensive Plan update, post the proposed amendments as they are presented 

to the Planning Commission, and invite and encourage public comments.  The 

website also provides an opportunity for people to sign up under the Notify Me 

feature to receive email notifications when proposed amendments are added to the 

website and are available for review, as well as notification of upcoming Planning 

Commission and Council meetings where the proposed amendments will be 

discussed.   

If approved in the 2015-2016 Biennial Budget, the City will hire a consultant to 

conduct a statistically valid telephone survey to help determine the level of 

community satisfaction with existing City services.  The survey will be conducted 

early in 2015 so that the results can be incorporated in the Parks and Open Space 

Element. 

The Planning Commission will serve as the primary working group and advisory 

body for the Plan update and will review and provide input on the proposed 

amendments in a series of Work Sessions before holding a Public Hearing.  The 

Planning Commission meetings are held on the third Thursday of the month.  

These meetings are open to the public and provide an opportunity for public 

comment.  Written and email comments received will also be provided to the 

Planning Commission for consideration. 

An Open House will be conducted following the initial Planning Commission 

Work Sessions and prior to the issuance of a State Environmental Policy Act 

(SEPA) Threshold Determination for the proposed amendments.  The invitation to 

the Open House will be distributed through all public notification avenues 

available to the City including flyers, press releases, posting at City Hall and the 

Mill Creek Library, the City’s website, and email notification to established email 

lists. 

A Public Hearing will be conducted by the Planning Commission to solicit public 

comments prior to forwarding a recommendation to the City Council. 
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PROCEDURES AND SCHEDULE FOR PUBLIC INVOLVEMENT 

The schedule for the 2015 Comprehensive Plan update is as follows: 

Planning Commission review of staff audit of recently 

updated Snohomish County Countywide Planning 

Policies (CPPs) and the Growth Management Act (GMA) 

to determine whether the City's Comprehensive Plan is 

currently consistent or will require amendments as a part 

of the 2015 update. 

Planning Commission 

Works Sessions from 

April 2014 through 

July 2014 

Presentation of the Work Program and Schedule for 

review of the proposed amendments to the Planning 

Commission. 

October 16, 2014 

Planning Commission review of proposed amendments to 

Goal Statements and the Population and Employment 

Chapter. 

October 16, 2014 

Planning Commission review of transportation issues, 

proposed amendments to the Environmental Features 

Element and the Streetscape Element. 

November 20, 2014 

Planning Commission review of land use issues and 

introduction of a citizen initiated amendment by Wilcox 

Group, LLC for property located east of 35th Avenue SE. 

Planning Commission review of proposed amendments to 

the Parks and Open Space Element  

December 18, 2014 

Planning Commission review of issues related to the 

Housing Element. 

January 15, 2015 

Planning Commission review of proposed amendments to 

the Utilities Element and the Housing Element 

February 19, 2015 

Planning Commission review of proposed amendments to 

the Capital Facilities Element and Land Use Element and 

citizen initiated amendment by Wilcox Group, LLC for 

property located east of 35th Avenue SE. 

March 19, 2015 

Planning Commission review of proposed amendments to 

the Transportation Element. 

April 16, 2015 
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Public Open House to solicit comments on the proposed 

amendments. 

May 14, 2015 

Notice of Intent to Adopt sent to the Department of 

Commerce. 

May 19, 2015 

Issue SEPA determination for proposed amendments – 

includes an opportunity for public comment. 

May 26, 2015 

Planning Commission Public Hearing. June 18, 2015 

City Council consideration and action. July 2015 

 

BROAD AND EFFECTIVE NOTICING 

The public participation requirements of the Revised Code of Washington (RCW) 

and the Washington Administrative Code (WAC) include notice procedures that 

are reasonably calculated to provide notice to property owners and other affected 

and interested individuals of proposed amendments to the Comprehensive Plan and 

development regulation.  Examples of notice provisions include: 

(a) Posting notice at City Hall and the Mill Creek Library; 

(b)  Posting the property for site-specific proposals; 

(c)  Mailing notice to surrounding property owners for site-specific proposals; 

(d)  Publishing a notice in the Everett Herald, the City’s designated newspaper 

of general circulation; 

(e)  Notifying public or private groups with known interest in a certain 

proposal or in the type of proposal being considered; 

(f)  Press release notifying local papers/publications such as the Everett 

Herald, Mill Creek Beacon, Mill Creek Living and Mill Creek View, and 

online news blogs such as Do Tell Mill Creek and News of Mill Creek; 

and 
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(g)  Sending notice to agency mailing lists, including general lists or lists for 

specific proposals or subject areas. 

 

STAFF CONTACT INFORMATION: 

Tom Rogers, AICP 

Community Development Director 

(425) 921-5721 

tom@cityofmillcreek.com 

Christi Amrine, AICP 

Senior Planner 

(425) 921-5738 

christi@cityofmillcreek.com 

 

Camille Chriest, AICP 

Senior Planner 

(425) 921-5726 

camillec@cityofmillcreek.com  

Sherrie Ringstad 

Planning Specialist 

(425) 921-5717 

sherrie@cityofmillcreek.com 

 

 

 

G:\PLANNING\wp\Comprehensive Plan 2015 Update\Public Particiaption Plan 1.docx 
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  MILL CREEK CITY COUNCIL 

 AGENDA SUMMARY 
  

Date on Council Agenda: March 24, 2015 

 

Subject:  PROPOSED AMENDMENT TO MILL CREEK EGUV DEVELOPMENT 

AGREEMENT (POLYGON NORTHWEST)  

 

Budget Impact:  None    

 

Contact Person/Department: Tom Rogers, Director of Community Development  

SUMMARY:  
 

As required in the EGUV zoning district (MCMC 17.19), the City and Polygon Northwest entered into a 

Development Agreement prior to the approval of the Polygon Northwest Binding Site Plan (BS 12-63). 

The Development Agreement established responsibilities for the City and the Developer on a wide 

variety of topics related to the development, including construction of the neighborhood park, 

maintenance responsibilities, etc.  One of the provisions in the agreement was a restriction on the type of 

“commercial” uses that could be built on the 1.7-acre commercial lot (Parcel A). The primary reason for 

the use restrictions was to ensure that commercial uses were provided within the “mixed use” 

development. The specific provision is in Section 10.4 and reads as follows: 

 

“10.4 Commercial Lot 

10.4.1 The Binding Site Plan must include on its face a restriction that requires commercial 

development use/of the Commercial Lot (as shown on Exhibit C), and prohibits residential and 

other non-retail uses, unless the uses are located above commercial uses.  Permissible 

commercial uses are those listed in MCMC 17.19.040, Sections A, B, C, and J.” 

 

The approved Binding Site Plan did include this restriction consistent with the Development Agreement. 

 

Following is the applicable Code Section that identifies the principal uses within EGUV. The bolded 

items are the only uses allowed on Parcel A pursuant to the Development Agreement: 

 

MCMC 17.19.040 Principal uses. 

All uses shall be identified on the approved detailed master development plan. Principal uses are: 

A. Retail sales and services except automotive, boat, and recreational vehicle sales; 

B. Eating and drinking establishments (drive-through service prohibited); 

C. Banks, financial and professional services; 

D. Multi-Family Residential. 

1. West of the 44th Avenue SE intersection, multi-family residential is permitted only above ground 

floor commercial; 

E. Business and professional offices; 

F. Personal services, dry cleaners, salons, etc.; 

G. Medical and dental clinics and offices; 

H. Parking structures; 
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I. Commercial day care; 

J. Craft shops and galleries; 

K. Public buildings, facilities/utilities; 

L. Transit facilities/stops; 

M. Hotel and motels; 

N. Open space, parks and plazas; 

O. Religious facilities; 

P. Theaters and performing arts uses; and 

Q. Other uses consistent with the purposes of the district. (Ord. 2012-746 § 1 (Exh. A); Ord. 2009-702 

§ 2 (Exh. C); Ord. 2008-676 § 2) 

 

Proposed Amendment 

The Development Agreement also contains a provision that allows amendments to the Development 

Agreement.  The provision reads as follows: 

 

“22.1 Modification.  During the vested term set forth in Section 8.4, this Agreement may be 

modified only upon mutual consent of the Mill Creek City Council and Developer.  Either Party 

may seek a modification by giving written notice thereof to the other Party.  No Party is 

obligated to agree to any modification of this Agreement.  Modification may require compliance 

with the public notice and hearing requirements of RCW 36.70B.200 et seq. or other applicable 

laws then in effect.” 

 

Pursuant to this section, Polygon Northwest has submitted to the City a written request to amend the 

Development Agreement.  The request is to allow two additional commercial uses from the EGUV list 

of Principal Uses: G. (Medical and Dental Clinics and Offices) and I. (Commercial Day Care).   

 

At the meeting on March 24, 2015 meeting, Derek Straight, Washington Division President of Polygon 

Northwest will address the Council to present the request for the amendment to the Development 

Agreement. If a majority of the City Council would like to formally consider the request, a public 

hearing is required and could be scheduled at a future City Council meeting. 

 

STAFF RECOMMENDATION: 
 Schedule a public hearing to consider the request to amend the Development Agreement. 

  
COUNCIL PROCESS/ACTION: 

 Introduction by Tom Rogers, Director of Community Development  

 Presentation by Derek Straight, Washington Division President, Polygon Northwest 

Company 

 Council discussion 

 Council provides direction to staff as to whether or not to schedule a public hearing to 

consider the requested amendment to the Development Agreement 
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ATTACHMENTS: 

 Amendment request from Polygon Northwest, dated March 19, 2015 

 Sheet 3 of Binding Site Plan 12-63 showing Parcel A (Commercial Lot) relative to adjacent 

development 

 

 

Interim City Manager Approval:       Date:    

 
\\mc007\data\EXECUTIVE\WP\COUNCIL\SUMMARY\2015\DA Amendment.docx 
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COMMERCIAL USES:

 LOT 1

AREA: 19,073 SF

USE: DENTIST OFFICE

G.F.A.: 4,002 SF

LOT 2

AREA: 54,616 SF

USE: EARLY CHILDCARE CENTER

G.F.A.: 12,272 SF

PARKING (JOINT USE)

STALLS: 58 SPACES
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 MILL CREEK CITY COUNCIL 

 AGENDA SUMMARY 

  

Date on Council Agenda: March 24, 2015 

 

Subject: INFORMATION TECHNOLOGY POLICY   

 

Budget Impact:  None  

 

Contact Person/Department:  James Busch, Information Systems and Technology Manager  

 

SUMMARY/BACKGROUND:  

The current policy covering “Internet, e-mail, and computer local area network use” City Council 

Policy 97-04 is from 1997 and therefore outdated.  Additionally, the WCIA cyber liability audit 

required the City to adopt an updated Information Technology Policy and forward it to WCIA by 

March 31
st
, 2015. 

 

At the council meeting on March 10
th

 an Information Technology Policy was presented for council 

review and some concerns were brought up.  The decision was made to postpone voting on the 

attached resolution to give council members and City staff time to address the concerns.  Attached for 

council review is an updated Information Technology Policy that would apply to anyone using City 

owned or maintained information technology.  The major changes are as follows: 

 

1) Define users of Information Technology as “IT Users” and replace most instances of the term 

“employees” with “IT Users” 

2) Clarify which Information Technology devices must comply with the password procedures 

3) Expanded section 5c to include all forms of instant messaging, not just text messages 

4) Miscellaneous clarifications typos 

 

Many, but not all, existing personnel policies have been approved by the council through resolution 

or in the form of City Council Policies. Chapter 1.24 of the MCMC establishes a process for the 

Council to adopt such policies and administrative procedures.  It contemplates the City Manager will 

adopt “administrative procedures” to implement council established policies. Chapter 1.24 says that 

it is not meant to limit the City Manager’s authority or the council’s ability to delegate authority to 

the City Manager.   

 

For efficiency purposes and to clarify the authority of the City Manager, staff recommends the 

Council delegate authority to the City Manager to adopt administrative information technology 

policies that do not affect employee compensation, benefits, or the approved budget.   These types of 

policies are commonly adopted at the staff level in other cities.  However, the Council’s past adoption 

of policies calls into question the extent of the City Manager’s authority to adopt such administrative 

policies and procedures.  If the Council adopts the proposed resolution, the existing outdated policies 

will be repealed concurrently with the City Manager’s adoption of replacement policies.  The 

attached draft policies, which are not yet finalized, are provided for the Council’s information.   

 
 
STAFF RECOMMENDATION: 

 Adopt the attached resolution authorizing the City Manager to implement the Information 

Technology Policy and repeal City Council Policy 97-04. 
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COUNCIL ACTION: 

 Council vote to adopt the attached resolution. 
 
ATTACHMENTS: 
 City of Mill Creek Information Technology Policy 

 Resolution to adopt Information Technology Policy and repeal City Council Policy 97-04 

 City Council Policy 97-04 

 

City Manager Approval:       Date:   
G:\EXECUTIVE\WP\COUNCIL\SUMMARY\2015\IT Policy.docx 
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CITY OF MILL CREEK INFORMATION TECHNOLOGY POLICY 

Access to information technology is provided to employees, volunteers, contract employees, elected, and 

appointed officials (collectively IT Users) to allow for efficient operation of City business. Use of City owned or 

maintained information technology and other information technology used for City business is subject to 

conformance with this policy and any and all other restrictions imposed by the City Manager, department 

heads, and/or the City’s IT Manager. Questions or issues arising from this policy should be directed to the IT 

Manager. 

1) Policy Scope and General Guidelines  

 

This policy governs the use of all information technology equipment and services owned, leased, or 

maintained by the City and all other information technology equipment and services used for City business.  

The term information technology includes, but is not limited to, computers, laptops, tablets, cell phones, 

computer peripherals and software, servers, phones, fax machines, copy machines, computer network 

resources, Wi-Fi networks, local and portable electronic storage devices, the Internet, e-mail, social media, 

websites, text messaging, and other forms of electronic communication, electronic data retrieval and storage, 

electronic data transmission, and/or electronic data manipulation.   

The retention of electronic data is subject to all applicable City policies and state and local regulations, 

including the applicable state approved minimum retention schedules on the Secretary of State’s website and 

linked on the City’s intranet.  

This policy sets forth information technology restrictions which are necessary to reduce potential liability, 

inappropriate use, and possible adverse perceptions by the general public.  The City’s information technology 

resources are not to be used for illegal, prohibited, harassing, libelous, or obscene purposes, or in a way that 

violates any City policy or local or state law/regulation.  All records created through the use of information 

technology are public records.  Care should be taken to avoid use of information technology that could bring 

negative public scrutiny, including any perception of misuse of public resources. All communications and 

electronic records should be businesslike, courteous, and civil.   

Employees who fail to comply with the provisions of this policy are subject to discipline up to and including 

termination. If City resources are used for purposes that violate federal or state laws, IT Users may be held 

legally accountable. IT Users who learn of any misuse of information technology should immediately notify 

their supervisor or IT Manager. 

2) No Expectation of Privacy 

 

Washington State public records and retention laws broadly define public records to include any record in any 

format (e.g. paper, electronic, hidden meta-data…) that is prepared, owned, used, or retained by the City (and 

its employees/agents) in connection with the transaction of public business.  Public records are subject to 

minimum retention requirements and, in most instances, must be produced in response to requests from the 

public. Failure by the City to comply with such requests could result in litigation, financial penalties, and 

payment of attorneys’ fees.     
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IT Users must be aware that any record created, modified, received, or stored using City owned or maintained 

information technology is likely subject to state records retention and public disclosure laws.   

Because public records laws must be broadly interpreted and distinguishing between commingled business 

related records and personal records is difficult and time consuming, the City generally treats all records 

(including those of a personal nature) that are created or stored on City information technology to be public 

records.  All such records are subject to City interception, access, search, retrieval, monitoring, inspection, 

copying, and/or public dissemination for purposes of conducting City business, complying with the 

Washington State Public Records Act, complying with other applicable laws and regulations, and/or 

enforcement of this and other applicable City policies. 

Accordingly, IT Users have no reasonable expectation of privacy in records created using City owned or 

maintained information technology.  This lack of privacy should be observed by IT Users choosing to make 

limited personal use of City information technology.    

Moreover, public record disclosure and retention laws cannot be avoided by using non-City owned or 

maintained devices to conduct City business.  Records created by IT Users in the conduct of the performance 

of their work on non-City owned or maintained devices are public records that must be retained and made 

available for public disclosure.   

If IT Users use non-City owned or maintained devices to conduct public business, the City may be required to 

search those devices to recover and produce public records.  The City would not intentionally produce clearly 

private/non-business related records to the public from personally owned equipment.  However, the City, its 

consultants, its attorneys, judges, and/or the attorneys of those who seek public records may be required to 

review non-City business records on the device in order to ensure all business related records are produced 

and retained in accordance with state law.   

The City’s policies are designed to minimize the chance that private and public records are commingled.  

However, due to the nature of how information technology retains hidden information (such as meta-data), it 

may not be possible to eliminate commingling of public and private information when personal devices are 

used to create, modify, receive, or send business related records.  In cases involving requests for hidden 

electronic meta-data and/or deleted business records from personal devices or accounts (e.g. private email 

services), courts have required cities to conduct costly technical examinations of personally owned hard 

drives and private email accounts.   

Accordingly, IT Users are strongly discouraged from using personal Information Technology to conduct City 

business.  Those who choose to use personal Information Technology to conduct City business have a 

diminished expectation of privacy in the information stored on such devices.      

3) Personal Use of the City’s Information Technology  

 

City owned and maintained information technology is intended for official City business purposes.  However, 

the City allows limited personal use by IT Users (e.g. checking cloud based personal email accounts, making 

or receiving toll free personal phone calls, or using the Internet for non-business related purposes) so long as 
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such use is infrequent and non-disruptive, appropriate in the workplace, is not detrimental to the conduct of 

City business or negatively impacts other IT Users, does not cause the City to incur costs or charges, does 

not cause public perception that City resources are being used inappropriately, and does not cause any 

security threat to or increased burden on the City’s information technology infrastructure.  Personal use of 

City’s information technology is limited to the authorized IT User only and may not be shared with any 

unauthorized user (e.g. family members). 

Personal use by employees shall not distract or disrupt any employees from their duties, and shall be limited 

in frequency, location and duration.  For example, employees should not make personal use of the City’s 

information technology in the view of the public, even when on a paid break, if such visible use could be 

construed by the public as an inappropriate use of City resources. Personal use by employees who are paid 

on an hourly basis should be limited to unpaid time and the employee’s authorized paid breaks.   

The City retains the right to revoke the privilege of allowing limited personal use of the City’s information 

technology resources at any time and for any reason.  Without limiting the above general restrictions or the 

ability of City management to further restrict an IT User’s use of its information technology, the following uses 

of the City’s information technology by any IT User are specifically prohibited with regards to personal and 

business use: 

 Commercial use for an IT User’s personal business (i.e. other jobs or businesses in which the IT User 

is involved). 

 Solicitations that promote monetary gain for an IT User or an IT User’s charity unless otherwise 

authorized by the City Manager, separate policy, or in conjunction with a City sponsored event.   

 Political use, including partisan campaigning or sending political messages. 

 Any type of harassment or discrimination – including transmission of obscene or harassing messages 

to any individual or group because of their sex, race, creed, religion, national origin, sexual orientation 

or other protected class status. 

 Accessing of pornographic, sexually explicit or indecent materials and any other materials that are 

otherwise unreasonably offensive and not appropriate in the workplace. 

 Any activity that could adversely affect the City of Mill Creek’s image or reputation. 

 Gambling or gaming (including loading or playing computer games) 

 Anything that unreasonably hampers City network or other information technology.  

 Peer to peer file sharing 

 Unauthorized copying of copyrighted material or anything that violates software license agreements. 

 Downloading or installing software that is not pre-authorized by the IT Manager. 

 Use of an assumed name with intent to obscure the origin of a communication. 

 Transmitting City records for personal or other use without City authorization. 

 Transmitting information to unauthorized persons or organizations. 

 Malicious use of the system, including but not limited to hacking, denial of service, and unauthorized 

access, so as to deprive others of system use or resources. 

 Personal use of City Information Technology while connected to the City’s network for streaming 

media unless approved by a supervisor or Director. 
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 Personal uses that cause the City to incur charges or costs.  An exemption to this rule is that 

employees are allowed to make infrequent and de minimis use of City printers and/or copy machines 

for limited personal use. 

 

4) IT Integrity and Security  

 

The City’s information technology infrastructure contains sensitive financial, personal, law enforcement and 

other sensitive information.  The integrity of all City records must be protected.   

Networked computer systems can easily spread computer viruses, and it is every IT User’s responsibility to 

exercise due caution to minimize the risk of viruses. Since email attachments are a common source of 

viruses, only those received from expected and known business sources may be opened. No external 

computer files may be downloaded without being properly scanned for viruses. 

Mobile computers and devices, in particular, are subject to damage, theft, or loss when removed from City 

offices.  IT Users are therefore responsible for taking adequate measures to prevent damage, theft, or loss of 

City equipment.  

This policy includes guidelines and procedures to assist IT Users in protecting the City’s information 

technology infrastructure.  IT Users should use good judgment to seek assistance from the IT Manager 

whenever questions arise as to the safety of a contemplated use of the City’s information technology.   

a) Surplus Equipment and Destruction of Electronic Data: 

The IT Manager is responsible for continually implementing procedures, software, and equipment that are 

designed to minimize security threats, including implementing methods for secure destruction and 

disposition of surplus information technology.  Accordingly, no IT User may surplus, destroy or otherwise 

dispose of media (such as hard drives, solid state drives, USB drives, tapes, diskettes, Optical Disks, 

flash memory and SD cards) containing City business records without prior authorization and specific 

instructions of the IT Manager and/or compliance with specific applicable procedures and policies.     

b) Passwords:  

When technically capable and practical for use, all information technology equipment used for City 

business should be password protected. The IT Manager is responsible for establishing password 

protocols designed to protect the City’s information technology.  Such protocols may be updated from 

time to time and communicated to IT Users.   

c) Access to City Records and Data: 

IT Users’ access to data on the City’s servers, voicemail system, archives and other storage mechanisms 

is limited to job related access for authorized business purposes only.  IT Users shall not access, 

intercept, copy, or reproduce the City’s business records for personal use or gain, or in any way that 

harms the City’s interests.    If an IT User wishes to access City business records for personal purposes, 

the IT User should make a public records request for such records.  
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d) Installation of Software or Hardware: 

If an IT User wishes to make hardware changes (including, but not limited to: keyboards, mice, monitors, 

and USB memory sticks), install software, or make any other changes to City owned or maintained 

information technology, he/she shall notify in advance the IT Manager, who shall make the final decision 

regarding the appropriateness of such changes.  At a minimum, the criteria for determining the 

appropriateness of a change to a computer system shall include: 

 Software and hardware shall be compatible to the City’s computer network and have a legitimate 

business use 

 Downloading and/or uploading of all software and files must be virus free.  IT Users are required to 

follow the appropriate virus scan protocol before downloading/uploading software or other electronic 

information to the City’s computer system 

 Software shall be properly licensed for use by the IT User 

 The change shall not affect the overall integrity of the City’s computer systems 

 

5) Electronic and Telephone Communication 

 

Due to the difficulty in retaining IM, Chat, and Blogs, the use of these types of communication are prohibited 

for all City business.  Use of social media (Facebook, Twitter, etc.…) is restricted to uses authorized by the 

City Manager and any policies and procedures that apply specifically to such use.  Records of all posts and 

other public records of social media use shall be retained in accordance with applicable retention 

requirements.  The City maintains a single website at www.CityofMillCreek.com. No IT User may create any 

other official or unofficial website for City use.  

  

a) Email Communications: The following guidelines are required when using email:  

 Exercise due caution when sending confidential or sensitive information electronically. 

 Forwarding of Electronic Mail - A user forwarding a message, which originates from someone else, 

may not make changes to that message that would be misleading or deceitful.  

 Communicating with Legal Counsel - Messages sent to or from attorneys acting on behalf of the City, 

its officers or employees, may be privileged communications and therefore, confidential.  These 

messages shall not be forwarded outside of the City without the prior approval of the involved 

attorney or City Attorney. Likewise, such messages shall not be forwarded or copied to internal City 

recipients without approval of the City Attorney unless any and all such recipients have a legitimate 

business need to be aware of the advice/information provided within the message.    

 Misdelivered Messages - If an electronic mail message comes to a user by mistake, the user should: 

stop reading it as soon as they realize the message was not meant for them, delete it, and notify the 

sender immediately. 

 Use of Non-City Email Accounts - Non-City email accounts (e.g. Gmail, AOL, MSN, Hotmail, Outlook, 

Yahoo, etc.) may not be used to conduct City business unless approved in advance by the City 

Manager and an approved records retention system is put in place to archive all email to and from 

these accounts. 
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 IT Users are encouraged to delete emails from their Email folders when they are no longer needed for 

City business.  All messages sent to and from City email accounts are archived as they are sent and 

received.  Accordingly, IT Users should not use City email accounts for sending or receiving personal 

emails.  If an IT User chooses to use a City email account for infrequent personal purposes (e.g. use 

for coordinating/scheduling child care pickups, or other time sensitive matters for which the IT User is 

more likely to see on City email during the day than a personal account), the IT User should keep in 

mind that such emails are subject to City inspection and possible public disclosure.     

 Transmission of Protected Data - Unencrypted messages may be intercepted, viewed, and used for 

non-approved purposes, especially when corresponding via the Internet.  Accordingly, protected, 

confidential, or other sensitive data (e.g. HIPAA, CJIS, PCI etc.) must not be sent via unencrypted 

electronic mail. Contact the IT Manager for assistance with transmitting such messages.  

 Using E-Mail for Mass Mailing - The City’s e-mail system is not intended to be used for general mass 

mailings. The City uses other electronic publications to communicate information that are more 

efficient and cost effective. If mass email mailings are required, a mass mailing or marketing service 

must be used. 

 Attachments are limited to 20 MB in size and all use of attachments should be limited. The preferred 

option is to use a link to a document stored on a City file server for internal messages, and a link to a 

shared document on a City managed and authorized externally available storage location for external 

messages.  Contact the IT Manager for assistance with transmitting large documents that exceed the 

attachment size limitation.   

 IT Users who do not have a need to review another IT User’s email in order to maintain or operate the 

email systems, respond to a public records requests, or investigate policy violations, legal claims or 

legal defenses, are prohibited from retrieving or reading such email unless authorized by the person 

to whom the email belongs or the City Manager. 

b) Internet Use:    

 General Use - Internet access on the City server by default is provided to every IT User with a City 

login. By a supervisor’s request, Internet access may be restricted. Internet use may be logged and 

monitored for compliance with the City’s Policies.  Resources of any kind for which there is a fee, 

including all Internet sites, shall not be accessed or downloaded without prior approval of department 

directors.   

 Online Storage - Because the City must be able to access, retain, and retrieve all public records, use 

of an online storage service is prohibited unless authorized by the IT Manager.  The IT Manager may 

adopt procedures for utilizing such services, which must be followed.    

 Streaming Media - Streaming media should be limited so as not to interfere with network and internet 

performance.  If attending a webinar, IT Users should coordinate to share a single stream from a 

single computer when practical.    

 

c) Text Messages (SMS, MMS) and all other forms of Instant Messages (collectively Instant Messages):  
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 IT Users shall not send or receive Instant Messages related to City business from personally owned 

devices.  If such Instant Messages are sent or received, the IT User shall notify the IT Manager as 

soon as possible to coordinate appropriate retention of the records.     

 Due to the difficulty of retaining and producing Instant Messages, sending and receiving of Instant 

Messages from City owned devices should be limited to circumstances when other forms of 

communication are not suitable. 

 All IT Users sending and receiving Instant Messages shall retain the messages in a manner 

authorized by the IT Manager and in compliance with applicable state retention schedules.  IT Users 

shall not delete (1) any Instant Messages on City owned devices or (2) City business related Instant 

Messages on personally owned devices without preauthorization by the IT Manager, who will consult 

with others as necessary to determine appropriate retention requirements.   

 

6) Use of Mobile and Non-City Devices    

 

 IT Users should avoid use of a mobile device (e.g. cellular telephone, laptop, or tablet) while driving.  If 

such use is necessary, all IT Users must comply with state law and use appropriate hands free devices.  

Typing electronic messages or otherwise allowing a device to take one’s attention away from the road is 

strictly prohibited.  Separate policies may also apply to emergency responders. 

 IT Users who are required to use a mobile device (e.g. cellular telephone, laptop, or tablet) will be 

provided a device to meet such needs.  The needs may be temporary (e.g. attendance at a conference, 

offsite meeting, or serving in a designated on-call position) or long term (e.g. IT User has a need to 

frequently or unexpectedly perform work away from the office).   IT Users required to use a mobile device 

on a temporary basis can check out City owned equipment for such purpose through the IT Manager or 

through other established procedures.    

 Due to public record retention and disclosure laws, use of non-City devices to perform City business is 

limited to the following circumstances: 

o Use of a non-City phone to occasionally make or receive phone calls while away from an 

assigned office phone.  IT Users should be aware that although the City does not retain or track 

call logs on non-City owned devices (e.g. to monitor appropriate use), such records could 

become the subject of a public records request or City related litigation.  IT Users are not required 

to keep call logs, unless such logs are requested pursuant to a public records request, litigation, 

or they are reasonably anticipated to be relevant to potential litigation.  In such instances, the IT 

User shall not delete or otherwise alter the call logs and should instead immediately coordinate 

for such logs to be transferred to the City Clerk or City Attorney.     

o Approved use of a non-City device to sync a City email account and/or calendar using the City’s 

Exchange Active Sync server.  Before being approved to sync email and/or calendars to a non-

City device, IT Users must sign an acknowledgement or agreement approved by the IT Manager 

that outlines the expectations and limitations of such use, including password requirements, risk 

of exposure of the device to public records requests, and other security precautions.  The internal 

storage on such devices may not be used to create or modify email attachments or other 

documents.   
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o Authorized access through an internet browser to email and/or a calendar at 

https://webmail.cityofmillcreek.com.  The internal storage on such devices may not be used to 

create or modify email attachments or other documents. 

 

7) Virtual Private Network (VPN)  

 

A non-City owned or maintained device may be used as a client to access City information technology 

through an authorized Virtual Private Network (VPN) connection.  Generally, use of a VPN connection is the 

preferred method for creating records from non-City devices.  If an IT User has a need to create or edit a 

document (such as an attachment to an email) while using a non-City device, such records shall be saved 

directly to pre-approved City owned or maintained storage – not personally owned storage.   The type of pre-

approved storage is subject to change based upon the type of device used and availability.  When such 

connection is unavailable, the IT Manager may arrange for City maintained cloud services or portable storage 

devices to be used to save documents.  IT Users with such need should seek assistance and guidance from 

the IT Manager.   

 

8) Employee Off Duty/Out of Office Access and Work  

 

 Employee use of personal or City information technology (e.g. phones, tablets, laptops, computers, email 

accounts, and calendars) for City business while off duty or from a remote location is limited to FLSA 

exempt employees and employees with express authorization from his/her supervisor to work from a 

remote location during those applicable times.  

 Non-exempt employees should not check City email accounts from home or otherwise outside of their 

scheduled working hours unless it is a de minimis or personal use (e.g. an employee checking his/her 

work schedule to coordinate his/her personal time, such as scheduling personal appointments or 

vacations).   

 Non-exempt employees performing any substantive work while off duty (including checking and 

responding to business emails) shall record that time as time worked and promptly report the time worked 

to his/her supervisor.  Non-exempt employees performing unauthorized off duty work will be paid for all 

time worked, but if such time was not authorized or approved, the employee may be subject to discipline 

and/or required to flex his/her schedule during the same pay period to avoid the off-duty work from 

causing the City to pay unauthorized overtime.      
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CITY OF MILL CREEK INFORMATION TECHNOLOGY POLICY 

Access to information technology is provided to employees, volunteers, contract employees, elected, and 

appointed officials (collectively IT Users) to allow for efficient operation of City business. Use of City owned or 

maintained information technology and other information technology used for City business is subject to 

conformance with this policy and any and all other restrictions imposed by the City Manager, department 

heads, and/or the City’s IT Manager. Questions or issues arising from this policy should be directed to the IT 

Manager. 

1) Policy Scope and General Guidelines  

 

This policy governs the use of all information technology equipment and services owned/, leased, or 

maintained by the City and all other information technology equipment and services used for City business.  

The term information technology includes, but is not limited to, computers, laptops, tablets, cell phones, 

computer peripherals and software, servers, phones, fax machines, copy machines, computer network 

resources, Wi-Fi networks, local and portable electronic storage devices, the Internet, e-mail, social media, 

websites, text messaging, and other forms of electronic communication, electronic data retrieval and storage, 

electronic data transmission, and/or electronic data manipulation.   

The retention of electronic data is subject to all applicable City policies and state and local regulations, 

including the applicable state approved minimum retention schedules on the Secretary of State’s website and 

linked on the City’s intranet.  

This policy sets forth information technology restrictions which are necessary to reduce potential liability, 

inappropriate use, and possible adverse perceptions by the general public.  The City’s information technology 

resources are not to be used for illegal, prohibited, harassing, libelous, or obscene purposes, or in a way that 

violates any City policy or local or state law/regulation.  All records created through the use of information 

technology are public records.  Care should be taken to avoid use of information technology that could bring 

negative public scrutiny, including any perception of misuse of public resources. All communications and 

electronic records should be businesslike, courteous, and civil.   

Employees who fail to comply with the provisions of this policy are subject to discipline up to and including 

termination. If City resources are used for purposes that violate federal or state laws, employeesIT Users may 

be held legally accountable. City employeesIT Users who learn of any misuse of information technology 

shallshould immediately notify their supervisor or department directorIT Manager. 

2) No Expectation of Privacy 

 

Washington State public records and retention laws broadly define public records to include any record in any 

format (e.g. paper, electronic, hidden meta-data…) that is prepared, owned, used, or retained by the City (and 

its employees/agents) in connection with the transaction of public business.  Public records are subject to 

minimum retention requirements and, in most instances, must be produced in response to requests from the 

public. Failure by the City to comply with such requests could result in litigation, financial penalties, and 

payment of attorneys’ fees.     
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EmployeesIT Users must be aware that any record created, modified, received, or stored using City owned or 

maintained information technology is likely subject to state records retention and public disclosure laws.   

Because public records laws must be broadly interpreted and distinguishing between commingled business 

related records and personal records is difficult and time consuming, the City generally treats all records 

(including those of a personal nature) that are created or stored on City information technology to be public 

records.  All such records are subject to City interception, access, search, retrieval, monitoring, inspection, 

copying, and/or public dissemination for purposes of conducting City business, complying with the 

Washington State Public Records Act, complying with other applicable laws and regulations, and/or 

enforcement of this and other applicable City policies. 

Accordingly, employeesIT Users have no reasonable expectation of privacy in records created using City 

owned or maintained information technology.  This lack of privacy should be observed by employeesIT Users 

choosing to make limited personal use of City information technology.    

Moreover, public record disclosure and retention laws cannot be avoided by using non-City owned or 

maintained devices to conduct City business.  Records created by employeesIT Users in the conduct of the 

performance of their work on non-City owned or maintained devices are public records that must be retained 

and made available for public disclosure.   

If employeesIT Users use non-City owned or maintained devices to conduct public business, the City may be 

required to search those devices to recover and produce public records.  The City would not intentionally 

produce clearly private/non-business related records to the public from personally owned equipment.  

However, the City, its consultants, its attorneys, judges, and/or the attorneys of those who seek public records 

may be required to review non-City business records on the device in order to ensure all business related 

records are produced and retained in accordance with state law.   

The City’s policies are designed to minimize the chance that private and public records are commingled.  

However, due to the nature of how information technology retains hidden information (such as meta-data), it 

may not be possible to eliminate commingling of public and private information when personal devices are 

used to create, modify, receive, or send business related records.  In cases involving requests for hidden 

electronic meta-data and/or deleted business records from personal devices or accounts (e.g. private email 

services), courts have required cities to conduct costly technical examinations of personally owned hard 

drives and private email accounts.   

Accordingly, employeesIT Users are strongly discouraged from using personal Information Technology to 

conduct City business.  Those who choose to use personal Information Technology to conduct City business 

have a diminished expectation of privacy in the information stored on such devices.      

3) Personal Use of the City’s Information Technology  

 

City owned and maintained information technology is intended for official City business purposes.  However, 

the City allows limited personal use by employeesIT Users (e.g. checking cloud based personal email 

accounts, making or receiving toll free personal phone calls, or using the Internet for non-business related 
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purposes) so long as such use is infrequent and non-disruptive, appropriate in the workplace, is not 

detrimental to the conduct of City business or negatively impacts other employeesIT Users, does not cause 

the City to incur costs or charges, does not cause public perception that City resources are being used 

inappropriately, and does not cause any security threat to or increased burden on the City’s information 

technology infrastructure.  Personal use of City’s information technology is limited to the authorized IT User 

only and may not be shared with any unauthorized user (e.g. family members). 

Personal use by employees shall not distract or disrupt any employees from their duties, and shall be limited 

in frequency, location and duration.  For example, employees should not make personal use of the City’s 

information technology in the view of the public, even when on a paid break, if such visible use could be 

construed by the public as an inappropriate use of City resources. Personal use by employees who are paid 

on an hourly basis should be limited to unpaid time and the employee’s authorized paid breaks.   

The City retains the right to revoke the privilege of allowing limited personal use of the City’s information 

technology resources at any time and for any reason.  Without limiting the above general restrictions or the 

ability of City management to further restrict an employee’sIT User’s use of its information technology, the 

following uses of the City’s information technology and other information technology in the workplaceby any IT 

User are specifically prohibited with regards to personal and business use: 

 Commercial use for an employee’sIT User’s personal business (i.e. other jobs or businesses in which 

the employeeIT User is involved). 

 Solicitations that promote monetary gain for an employeeIT User or an employee’sIT User’s charity 

unless otherwise authorized by the City Manager, separate policy, or in conjunction with a City 

sponsored event.   

 Political use, including partisan campaigning or sending political messages. 

 Any type of harassment or discrimination – including transmission of obscene or harassing messages 

to any individual or group because of their sex, race, creed, religion, national origin, sexual orientation 

or other protected class status. 

 Accessing of pornographic, sexually explicit or indecent materials and any other materials that are 

otherwise unreasonably offensive and not appropriate in the workplace. 

 Any activity that could adversely affect the City of Mill Creek’s image or reputation. 

 Gambling or gaming (including loading or playing computer games) 

 Anything that unreasonably hampers City network or other information technology.  

 Peer to peer file sharing 

 Unauthorized copying of copyrighted material or anything that violates software license agreements. 

 Downloading or installing software that is not pre-authorized by the IT Manager. 

 Use of an assumed name with intent to obscure the origin of a communication. 

 Transmitting City records for personal or other use without City authorization. 

 Transmitting information to unauthorized persons or organizations. 

 Malicious use of the system, including but not limited to hacking, denial of service, and unauthorized 

access, so as to deprive others of system use or resources. 

 Personal use of City Information Technology while connected to the City’s network for streaming 

media unless approved by a supervisor or Director. 
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 Personal uses that cause the City to incur charges or costs.  An exemption to this rule is that 

employees are allowed to make infrequent and de minimis use of City printers and/or copy machines 

for limited personal use. 

 

4) IT Integrity and Security  

 

The City’s information technology infrastructure contains sensitive financial, personal, law enforcement and 

other sensitive information.  The integrity of all City records must be protected.   

Networked computer systems can easily spread computer viruses, and it is every employee’sIT User’s 

responsibility to exercise due caution to minimize the risk of viruses. Since email attachments are a common 

source of viruses, only those received from expected and known business sources may be opened. No 

external computer files may be downloaded without being properly scanned for viruses. 

Mobile computers and devices, in particular, are subject to damage, theft, or loss when removed from City 

offices.  EmployeesIT Users are therefore responsible for taking adequate measures to prevent damage, 

theft, or loss of City equipment.  

This policy includes guidelines and procedures to assist employeesIT Users in protecting the City’s 

information technology infrastructure.  EmployeesIT Users should use good judgment to seek assistance from 

the IT Manager whenever questions arise as to the safety of a contemplated use of the City’s information 

technology.   

a) Surplus Equipment and Destruction of Electronic Data: 

The IT Manager is responsible for continually implementing procedures, software, and equipment that are 

designed to minimize security threats, including implementing methods for secure destruction and 

disposition of surplus information technology.  Accordingly, no employeeIT User may surplus, destroy or 

otherwise dispose of media (such as hard drives, solid state drives, USB drives, tapes, diskettes, Optical 

Disks, flash memory and SD cards) containing City business records without prior authorization and 

specific instructions of the IT Manager and/or compliance with specific applicable procedures and 

policies.     

b) Passwords:  

AllWhen technically capable and practical for use, all information technology equipment used for City 

business should be password protected and accessed only by the employee. The IT Manager is 

responsible for establishing password protocols designed to protect the City’s information technology.  

Such protocols may be updated from time to time and communicated to employees.  All employees shall 

abide by the password protocolsIT Users.   

c) Access to City Records and Data: 

Employees’IT Users’ access to data on the City’s servers, voicemail system, archives and other storage 

mechanisms is limited to job related access for authorized business purposes only.  EmployeesIT Users 
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shall not access, intercept, copy, or reproduce the City’s business records for personal use or gain, or in 

any way that harms the City’s interests.    If an employeeIT User wishes to access City business records 

for personal purposes, the employeeIT User should make a public records request for such records.  

d) Installation of Software or Hardware: 

If an employeeIT User wishes to make hardware changes (including, but not limited to: keyboards, mice, 

monitors, and USB memory sticks), install software, or make any other changes to City owned or 

maintained information technology, he/she shall notify in advance the IT Manager, who shall make the 

final decision regarding the appropriateness of such changes.  At a minimum, the criteria for determining 

the appropriateness of a change to a computer system shall include: 

 Software and hardware shall be compatible to the City’s computer network and have a legitimate 

business use 

 Downloading and/or uploading of all software and files must be virus free.  EmployeesIT Users are 

required to follow the appropriate virus scan protocol before downloading/uploading software or 

other electronic information to the City’s computer system 

 Software shall be properly licensed for use by City employeesthe IT User 

 The change shall not affect the overall integrity of the City’s computer systems 

 

5) Electronic and Telephone Communication 

 

Due to the difficulty in retaining IM, Chat, and Blogs, the use of these types of communication are prohibited 

for all City business.  Use of social media (Facebook, Twitter, etc.…) is restricted to uses authorized by the 

City Manager and any policies and procedures that apply specifically to such use.  Records of all posts and 

other public records of social media use shall be retained in accordance with applicable retention 

requirements.  The City maintains a single website at www.CityofMillCreek.com. No employeeIT User may 

create any other official or unofficial website for City use.  

  

a) Email Communications: The following guidelines are required when using email:  

 Exercise due caution when sending confidential or sensitive information electronically. 

 Forwarding of Electronic Mail - A user forwarding a message, which originates from someone else, 

may not make changes to that message that would be misleading or deceitful.  

 Communicating with Legal Counsel - Messages sent to or from attorneys acting on behalf of the City, 

its officers or employees, may be privileged communications and therefore, confidential.  These 

messages shall not be forwarded outside of the City without the prior approval of the involved 

attorney or City Attorney. Likewise, such messages shall not be forwarded or copied to internal City 

recipients without approval of the City Attorney unless any and all such recipients have a legitimate 

business need to be aware of the advice/information provided within the message.    

 Misdelivered Messages - If an electronic mail message comes to a user by mistake, the user should: 

stop reading it as soon as they realize the message was not meant for them, delete it, and notify the 

sender immediately. 
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 Use of Non-City Email Accounts - Non-City email accounts (e.g. Gmail, AOL, MSN, Hotmail, Outlook, 

Yahoo, etc.) may not be used to conduct City business unless approved in advance by the City 

Manager and an approved records retention system is put in place to archive all email to and from 

these accounts. 

 EmployeesIT Users are encouraged to delete emails from their OutlookEmail folders when they are 

no longer needed for City business.  All messages sent to and from City email accounts are archived 

as they are sent and received.  Accordingly, employeesIT Users should not use City email accounts 

for sending or receiving personal emails.  If an employeeIT User chooses to use a City email account 

for infrequent personal purposes (e.g. use for coordinating /scheduling child care pickspickups, or 

other time sensitive matters for which the employeeIT User is more likely to see on City email during 

the day than a personal account), the employeeIT User should keep in mind that such emails are 

subject to City inspection and possible public disclosure.     

 Transmission of Protected Data - Unencrypted messages may be intercepted, viewed, and used for 

non-approved purposes, especially when corresponding via the Internet.  Accordingly, protected, 

confidential, or other sensitive data (e.g. HIPPAHIPAA, CJIS, PCI etc.) must not be sent via 

unencrypted electronic mail. Contact the IT Manager for assistance with transmitting such messages.  

 Using E-Mail for Mass Mailing - The City’s e-mail system is not intended to be used for general mass 

mailings. The City uses other electronic publications to communicate information that are more 

efficient and cost effective. If mass email mailings are required, a mass mailing or marketing service 

must be used. 

 Attachments are limited to 20 MB in size and all use of attachments should be limited. The preferred 

option is to use a link to a document stored on a City file server for internal messages, and a link to a 

shared document on a City managed and authorized externally available storage location for external 

messages.  Contact the IT Manager for assistance with transmitting large documents that exceed the 

attachment size limitation.   

 EmployeesIT Users who do not have a need to review another employee’sIT User’s email in order to 

maintain or operate the email systems, respond to a public records requests, or investigate policy 

violations, legal claims or legal defenses, are prohibited from retrieving or reading such email unless 

authorized by the person to whom the email belongs or the City Manager. 

b) Internet Use:    

 General Use - Internet access on the City server by default is provided to every employeeIT User with 

a City login. By a supervisor’s request, Internet access may be restricted. Internet use may be logged 

and monitored for compliance with the City’s Policies.  Resources of any kind for which there is a fee, 

including all Internet sites, shall not be accessed or downloaded without prior approval of department 

directors.   

 Online Storage - Because the City must be able to access, retain, and retrieve all public records, use 

of an online storage service is prohibited unless authorized by the IT Manager.  The IT Manager may 

adopt procedures for utilizing such services, which must be followed.    

 Streaming Media - Streaming media should be limited so as not to interfere with network and internet 

performance.  If attending a webinar, employeesIT Users should coordinate to share a single stream 
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from a single computer when practical.    

 

c) Text Messaging:   

c) EmployeesText Messages (SMS, MMS) and all other forms of Instant Messages (collectively Instant 

Messages):  

 IT Users shall not send or receive text messagesInstant Messages related to City business from 

personally owned devices.  If such messagesInstant Messages are sent or received, the employeeIT 

User shall notify the IT Manager as soon as possible to coordinate appropriate retention of the 

records.     

 Due to the difficulty of retaining and producing text messages, useInstant Messages, sending and 

receiving of text messagingInstant Messages from City owned devices should be limited to 

circumstances in which the communication is transitory in nature (e.g. a message to provide an ETA) 

or when other forms of communication are not suitable. 

 All employees using text messagingAll IT Users sending and receiving Instant Messages shall retain 

the messages in a manner authorized by the IT Manager and in compliance with applicable state 

retention schedules.  EmployeesIT Users shall not delete (1) any text messagesInstant Messages on 

City owned devices or (2) City business related messagesInstant Messages on personally owned 

devices without preauthorization by the IT Manager, who will consult with others as necessary to 

determine appropriate retention requirements.   

 

6) Use of Mobile and Non-City Devices    

 

 EmployeesIT Users should avoid use of a mobile device (e.g. cellular telephone, laptop, or tablet) while 

driving.  If such use is necessary, all employeesIT Users must comply with state law and use appropriate 

hands free devices.  Typing electronic messages or otherwise allowing a device to take one’s attention 

away from the road is strictly prohibited.  Separate policies may also apply to emergency responders. 

 EmployeesIT Users who are required to use a mobile device (e.g. cellular telephone, laptop, or tablet) on 

or off duty will be provided a device to meet such needs.  The needs may be temporary (e.g. attendance 

at a conference, offsite meeting, or serving in a designated on-call position) or long term (e.g. employeeIT 

User has a need to frequently or unexpectedly perform work away from the office).   EmployeesIT Users 

required to use a mobile device on a temporary basis can check out City owned equipment for such 

purpose through the IT Manager or through other established procedures.    

 Some employees who are not required to carry a mobile device may wish to use a mobile device for City 

business for their own convenience rather than as a requirement of the job (e.g. FLSA exempt employee 

performing work from home or desiring remote access to work calendar and/or email).  Requests by such 

employees to use City provided mobile devices will be considered by the City Manager or Department 

director on a case by case basis, and shall be approved only to the extent sufficient funding is available.  

 Due to public record retention and disclosure laws, use of non-City devices to perform City business is 

limited to the following circumstances: 

o Use of a non-City phone to occasionally make or receive phone calls while away from an 

assigned office phone.  EmployeesIT Users should be aware that although the City does not 
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retain or track call logs on non-City owned devices (e.g. to monitor appropriate use), such records 

could become the subject of a public records request or City related litigation.  EmployeesIT 

Users are not required to keep call logs, unless such logs are requested pursuant to a public 

records request, litigation, or they are reasonably anticipated to be relevant to potential litigation.  

In such instances, the employeeIT User shall not delete or otherwise alter the call logs and 

should instead immediately coordinate for such logs to be transferred to the City Clerk or City 

Attorney.     

o Approved use of a non-City device to sync a City email account and/or calendar using the City’s 

Exchange Active Sync server.  Before being approved to sync email and/or calendars to a non-

City device, employeesIT Users must sign an acknowledgement or agreement approved by the 

IT Manager that outlines the expectations and limitations of such use, including password 

requirements, risk of exposure of the device to public records requests, and other security 

precautions.  The internal storage on such devices may not be used to create or modify email 

attachments or other documents.   

o Authorized access through an internet browser to email and/or a calendar at 

https://webmail.cityofmillcreek.com.  The internal storage on such devices may not be used to 

create or modify email attachments or other documents. 

 

7) Virtual Private Network (VPN)  

 

A non-City owned or maintained device may be used as a client to access City information technology 

through an authorized Virtual Private Network (VPN) connection.  Generally, use of a VPN connection is the 

preferred method for creating records from non-City devices.  If an employeeIT User has a need to create or 

edit a document (such as an attachment to an email) while using a non-City device, such records shall be 

saved directly to pre-approved City owned or maintained storage – not personally owned storage.   The type 

of pre-approved storage is subject to change based upon the type of device used and availability.  When such 

connection is unavailable, the IT Manager may arrange for City maintained cloud services or portable storage 

devices to be used to save documents.  EmployeesIT Users with such need should seek assistance and 

guidance from the IT Manager.   

 

8) Employee Off Duty/Out of Office Access and Work  

 

 UseEmployee use of personal or City information technology (e.g. phones, tablets, laptops, computers, 

email accounts, and calendars) for City business while off duty or from a remote location is limited to 

FLSA exempt employees and employees with express authorization from his/her supervisor to work from 

a remote location during those applicable times.  

 Non-exempt employees should not check City email accounts from home or otherwise outside of their 

scheduled working hours unless it is a de minimis or personal use (e.g. an employee checking his/her 

work schedule to coordinate his/her personal time, such as scheduling personal appointments or 

vacations).   
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 Non-exempt employees performing any substantive work while off duty (including checking and 

responding to business emails) shall record that time as time worked and promptly report the time worked 

to his/her supervisor.  Non-exempt employees performing unauthorized off duty work will be paid for all 

time worked, but if such time was not authorized or approved, the employee may be subject to discipline 

and/or required to flex his/her schedule during the same pay period to avoid the off-duty work from 

causing the City to pay unauthorized overtime.      
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RESOLUTION NO. 2015 -_____ 

 

A RESOLUTION OF THE CITY OF MILL CREEK, WASHINGTON, REPEALING 

CITY COUNCIL POLICY 97-04 AND AUTHORIZING THE CITY MANAGER TO 

ADOPT ADMINISTRATIVE PERSONNEL POLICIES THAT GOVERN USE OF THE 

CITY’S INFORMATION TECHNOLOGY. 

 

 

 WHEREAS, Mill Creek Municipal Code (MCMC) Chapter 1.24 establishes a process for 

the City to establish City Council Policies and Administrative Procedures;   

 

WHEREAS, the process established in MCMC Chapter 1.24 is not an exclusive process 

for adoption of administrative policies;    

 

WHEREAS, the City Council adopted information technology related administrative 

policies in City Council Policy 97-04, and such policies are now in need of updating;  

 

WHEREAS, for efficiency purposes and to clarify the authority of the City Manager to 

oversee administrative personnel matters within the City, it is in the interest of the City to 

expressly delegate authority to the City Manager to adopt and implement administrative 

information technology policies that do not affect employee compensation, benefits, or the 

approved budget; and,  

 

 NOW THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF 

MILL CREEK, WASHINGTON, THAT: 

 

 Section 1. The City Manager is authorized and directed to adopt and implement 

administrative policies that govern the conduct of City business using information technology 

and other uses of City information technology, so long as such policies do not affect employee 

compensation, benefits, or the approved budget.     

 

 Section 2. Upon the City Manager’s adoption and implementation of replacement 

policies, City Council Policy 97-04 will be effectively repealed.  Until such replacement policies 

are formally implemented, the policies within City Council Policy 97-004 will remain in place.  

This Resolution is effective immediately upon adoption.  

 

 Adopted this 24
th

 day of March 2015 by a vote of _______ for, ______ against, and 

_______ abstaining. 

 

       APPROVED: 

 

 

              

       PAM PRUITT, MAYOR 
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ATTEST/AUTHENTICATED: 

 

 

       

KELLY M. CHELIN, CITY CLERK 

 

APPROVED AS TO FORM: 

 

 

       

SHANE MOLONEY, CITY ATTORNEY 

 

 

 

FILED WITH THE CITY CLERK:    

PASSED BY THE CITY COUNCIL:   

PUBLISHED:       

EFFECTIVE DATE:      

RESOLUTION NO.:      
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 MILL CREEK CITY COUNCIL 

 AGENDA SUMMARY 

 

Date on Council Agenda: March 24, 2015 

 

Subject:  ORDINANCE TO UPDATE THE 2015 PAY PLAN 

 

Budget Impact:  None  

 

Contact Person/Department:  Landy Manuel, Finance Director 

SUMMARY:  

Ordinance 2012-753 established a pay and classification system for regular non-represented 

employees and employees represented by AFSCME.  The system includes a pay plan that places 

Council approved positions into pay grades and establishes a process for employees to advance 

through steps within the grades.   

 

The pay plan is automatically updated each January 1 to account for cost of living increases, 

calculated based upon a formula that averages the increases awarded by comparable cities and the 

CPIW-Seattle area first half index.  This year, the formula resulted in an increase of 1.47%.   

 

Council approval is required when approved positions are added, removed or reclassified from one 

pay grade to another.  The pay plan was last updated in Ordinance 2014-783, when the Council 

authorized a staffing reorganization that included new and revised positions.     

 

Additional changes are now necessary as a result of decisions made during last year’s budget 

adoption process.  The adopted 2015-2016 budget eliminated the contemplated Assistant City 

Engineer and Assistant City Clerk positions. Those positions are now removed from the 2015 pay 

plan.   

 

The 2015 pay plan also includes reclassification of a limited number of AFSCME represented 

positions that the Council authorized the previous City Manager to negotiate with the union to ensure 

those positions are paid competitively.  The financial impact of the negotiated changes were included 

within the approved budget.   

 

The City Clerk position, which Ordinance 2014-783 reclassified from grade 18 to grade 21, is 

reclassified to grade 20 in the 2015 pay plan.  This change reflects the pay of similar positions in 

comparable cities and accounts for a reduction in public outreach, supervisory, and other enhanced 

duties that were contemplated to come with the addition of the now eliminated Assistant City Clerk 

position. The Bainbridge Island salary survey used by the former City Manager to evaluate the City 

Clerk position is attached.  Page four of the survey shows the cities that participated; many of them 

are much larger in terms of population than Mill Creek. Our established method for selecting 

comparables is based on population, AV per capita and Puget Sound area counties. These criteria are 

also what we have utilized for union negotiations including the current Guild negotiations. The WA 

Public Employers Survey not only uses entities much larger than Mill Creek but agencies other than 

cities such as ports, Sound Transit and PUD’s. The compensation ratios for various Mill Creek salary 
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Agenda Summary 

Page 2 

 

grades are shown in pink and flesh colors. 

 

The Public Works Director position is recommended to be moved down one grade from 26 to 25. 

The former City Manager was not compelled to recommend this with the re-org done last summer 

when significant responsibilities for engineering and surface water were moved to the Community 

Development department. Disaster preparedness duties were added to the position and it is also 

responsible for several major city contracts like solid waste and franchise agreements. Comparables 

to similar size cities is attached; the mid-point of grade 25 puts it at 89% of the peer group. 

 

Actual salaries for the downgraded positions will not be reduced; the primary puposes are to restore 

overall equity to the pay plan and to cap future pay at levels commensurate with our recognized 

peers. 

 

STAFF RECOMMENDATION: 

 Review and adopt the attached ordinance establishing the 2015 Salary Plan. 

 

COUNCIL PROCESS/ACTION: 

 Presentation by Landy Manuel, Acting City Manager 

 Council discussion 

 Adopt, modify or deny the attached ordinance 

 

ATTACHMENTS: 

 Proposed salary plan ordinance  

 Compensation Survey, Sponsored by City of Bainbridge Island 

 City Clerk salary analysis by former city manager 

 AWC comparables for similar sized and located cities for City Clerk 

 AWC comparables for similar sized and located cities for Public Works Director 

 

 

City Manager Approval:       Date:   

 
 

G:\EXECUTIVE\WP\COUNCIL\SUMMARY\2015\2015 SALARY PLAN.DOC
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2015 8-Step Pay Plan (Proposed changes 3/24/2015)

Salary 

Grade
1 2 3 4 5 6 7 8

27 City Attorney, Police Chief 8,258 8,588 8,932 9,289 9,660 10,046 10,448 10,866

26
Community Development Director, Public Works 

Director 7,865 8,178 8,506 8,846 9,201 9,568 9,951 10,350

25 Finance Director, Public Works Director 7,489 7,790 8,101 8,425 8,762 9,113 9,477 9,855

24 7,133 7,418 7,715 8,024 8,345 8,678 9,025 9,387

23 City Engineer, Police Commander 6,794 7,065 7,348 7,641 7,948 8,265 8,596 8,940

22 Information Systems & Technology Manager 6,470 6,729 6,998 7,278 7,568 7,872 8,187 8,514

21  City Clerk , Human Resources Manager 6,162 6,409 6,665 6,931 7,208 7,496 7,797 8,108

20 Building Official , Assistant City Engineer, City Clerk
5,869 6,103 6,347 6,601 6,865 7,140 7,425 7,723

19 Public Works Supervisor 5,589 5,812 6,045 6,287 6,538 6,800 7,072 7,354

18
Police Support Services Manager , Senior 

Accountant, Senior Planner 5,323 5,536 5,758 5,988 6,227 6,476 6,735 7,004

17 5,069 5,272 5,483 5,702 5,931 6,168 6,415 6,671

16 Associate Planner, Recreation Manager 4,829 5,022 5,222 5,431 5,649 5,874 6,109 6,353

15 4,597 4,782 4,974 5,173 5,380 5,594 5,818 6,051

14

Accountant, Building Inspector, Assistant City Clerk, 

Building & R.O.W. Inspector, Engineering 

Technician, Surface Water Program Specialist
4,379 4,555 4,736 4,926 5,123 5,328 5,541 5,763

13 Building Permit Coordinator, Planning Specialist
4,170 4,337 4,511 4,692 4,878 5,074 5,277 5,489

12
Maintenance Worker, Accounting Specialist, 

Recreation Coordinator 3,972 4,131 4,296 4,468 4,647 4,833 5,027 5,228

11

Accounting Specialist, Administrative Assistant 

(Legal & Planning), Building Permit Coordinator, 

Planning Specialist, Police Support Officer
3,783 3,934 4,092 4,255 4,426 4,602 4,786 4,978

10

Accounting Technician, Police Records Specialist, 

Property Room Technician, Recreation Assistant, 

Maintenance Worker I 3,603 3,747 3,897 4,053 4,215 4,383 4,559 4,740

9 Records Technician, Administrative Technician
3,432 3,569 3,711 3,860 4,014 4,174 4,341 4,515

8 3,268 3,398 3,534 3,676 3,823 3,975 4,135 4,300

7 Passport Technician 3,112 3,237 3,367 3,501 3,641 3,787 3,938 4,095

6 2,964 3,083 3,206 3,334 3,467 3,607 3,751 3,900

5 2,823 2,936 3,053 3,175 3,303 3,435 3,572 3,715

4 Preschool Lead Instructor 2,689 2,796 2,908 3,025 3,145 3,271 3,402 3,538

3 2,560 2,663 2,769 2,881 2,995 3,115 3,240 3,370

2 2,438 2,537 2,637 2,744 2,852 2,967 3,086 3,209

1 Seasonal Maintenance Aide 2,322 2,416 2,511 2,613 2,716 2,826 2,938 3,056

A3 2,212 2,300 2,392 2,488 2,588 2,691 2,799 2,910

A2 2,107 2,191 2,279 2,369 2,464 2,563 2,665 2,772

A1 Preschool Assistant Instructor 2,006 2,086 2,170 2,257 2,347 2,441 2,538 2,640
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Compensation Survey 
 

Sponsored by:   
City of Bainbridge Island 
 
 

Participant’s Report  
 

June 10, 2014 
 
 
 
 
Prepared by: 
Milliman  
1301 Fifth Avenue, Suite 3800 
Seattle, WA 98101-2605 
206/504.5704 
 

This report and the associated data contained herein is for the internal business use 
of your organization only.  Milliman considers the content of this report to be 
confidential information and to preserve its confidential nature, the report and 
associated data may not be (a) duplicated, (b) used to support specific actions in 
discussions with any third party, or (c) made available to any third party unless prior 
written permission by Milliman has been obtained. 
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Thank you for participating in the custom compensation survey sponsored by the City of Bainbridge Island.  We 
appreciate the time you took in submitting your data.  We hope you find this report of value as you assess your 
organization’s compensation programs. 
 
The City of Bainbridge Island retained Milliman to perform a compensation survey which included eighty-one (81) jobs.  
The surveyed jobs follow: 
 

Accounting Manager Court Security Specialist Judicial Specialist Records Management Coordinator

Accounting Technician Deputy City Manager Judicial Specialist-Sr Signs & Markings Specialist

Accounting Technician-Sr Development Engineer Mechanic I Special Projects Planner

Administrative Services Coordinator Director Finance Mechanic II Stormw ater Program Specialist

Administrative Specialist I Director Planning & Community Development Mechanic III Stormw ater/Wastew ater Collection Maint Tech I

Administrative Specialist II Director Public Works Paralegal/Public Records Officer Stormw ater/Wastew ater Collection Maint Tech II

Administrative Specialist III Engineer Parking Enforcement Officer Stormw ater/Wastew ater Collection Maint Tech III

Associate Planner Engineering Manager Permit Specialist Streets/Facilities Maintenance Tech I

Budget Manager Engineering Tech I Plan Check Engineer-Sr Streets/Facilities Maintenance Tech II

Building Inspector/Plans Examiner Engineering Tech II Planner Streets/Facilities Maintenance Tech III

Building Official Engineering Tech III Planning Manager Streets/Facilities/Fleet Project Coordinator

Capital Projects Coordinator Evidence Technician Police Chief Survey Technician

City Attorney Executive Assistant Police Clerk Systems Administrator

City Clerk Financial Analyst-Sr Police Commander Utilities Project Coordinator

City Manager Fiscal Specialist Police Lieutenant Wastew ater Treatment Plant Operator I  

City Surveyor GIS/CAD Specialist Police Officer Wastew ater Treatment Plant Operator II

Code Compliance Officer Harbormaster Police Sergeant Wastew ater Treatment Plant Operator III

Communications Coordinator Human Resources Manager Public Safety Administrative Coordinator Water Resources Specialist

Construction Inspector Information Technology Manager Public Works Manager Water/Wastew ater Maintenance Tech I

Court Administrator Information Technology Specialist-Sr Public Works Supervisor Water/Wastew ater Maintenance Tech II

Water/Wastew ater Maintenance Tech III

(Note: See appendix for job descriptions.) 
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Thirty-five (35) organizations participated in the custom survey. 
 

City of Atwater, CA City of Marysville, WA City of Richland, WA

City of Bainbridge Island, WA City of Mercer Island, WA City of Roseburg, OR

City of Bremerton, WA City of Mill Creek, WA City of SeaTac, WA

City of Burien, WA City of Milwaukie, OR City of Shoreline, WA

City of Calabasas, CA City of Mountlake Terrace, WA City of Spokane Valley, WA

City of Edmonds, WA City of Olympia, WA City of Tigard, OR

City of Issaquah, WA City of Port Angeles, WA City of Tukwila, WA

City of Keizer, OR City of Poulsbo, WA City of University Place, WA

City of Kenmore, WA City of Puyallup, WA City of Walla Walla, WA

City of Klamath Falls, OR City of Redmond, OR City of West Linn, OR

City of Lake Stevens, WA City of Redmond, WA City of Yakima, WA

City of Lakewood, WA City of Renton, WA

Survey Participants
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The following compensation information was collected in the survey: 

 Job title 

 Level of match 

 Number of incumbents 

 Average annual base pay 

 Salary range: minimum and maximum 

 FLSA status 

 Bargaining unit status 
 
All data in this report are effective as of March 1, 2014.  Please note that all data on the Compensation Summary and 
Range Summary have been geographically adjusted to reflect the City of Bainbridge Island, WA market.   
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To adjust the compensation data to your location please see the chart below.  (For example, if your organization is located 
in Renton, WA; add 5% to the data.)  
 

 
Geographic 

Differentials Location

Geographic 

Differentials Location

Keizer, OR Atwater, CA

Klamath Falls, OR Bainbridge Island, WA

Redmond, OR Bremerton, WA

Roseburg, OR Lakewood, WA

Spokane Valley, WA Poulsbo, WA

Walla Walla, WA Puyallup, WA

Yakima,WA Richland, WA

Milwaukie, OR University Place, WA

Olympia, WA

Port Angeles, WA

Tigard, OR

West Linn, OR

Burien, WA

Calabasas, CA

Edmonds, WA

Issaquah, WA

Kenmore, WA

Lake Stevens, WA

Marysville, WA

Mercer Island, WA

Mill Creek, WA

Mountlake Terrace, WA

Redmond, WA

Renton, WA

SeaTac, WA

Shoreline, WA

Tukwila, WA

No Adjustment

-5%

+5%

-10%
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Average 50th

Standard hours per year 2,080 2,080

Total annual operating budget $77,416,281 $46,000,000

Total number of full-time employees 215 159

City population 36,832 30,434

Survey Participant Information

 
 

Adjustment Average Median

Base pay % increase for 2014 2.3% 2.0%

Structure % increase for 2014 2.0% 2.0%

Budgeted base pay % increase for 2015 2.4% 2.0%

Salary Increase Factors Yes

Cost of living adjustments 31

Market based adjustments 15

Performance (merit) based adjustments 18

Competency based adjustments 1

Other Cash Compensation Yes

Short-term/bonus incentive 1

Long-term incentive 3

Longevity pay 21

Salary Administration
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Yes

Provide clothing/uniform allowance 29

Average Median

All $396 $400

Police/Detectives $492 $500

Public Works $249 $213

Teamsters $206 n/a

Fire Fighters $338 n/a

Clothing/Uniform Allowance

 
 

 

Yes

Additional pay 26

Reimbursement 23

Additonal % pay with degree/certification Average Median

All Combined 4.4% 4.0%

Associate's Degree 2.6% 2.3%

Bachelor's Degree 5.3% 5.0%

Master's Degree 5.4% 5.0%

Other Certification 6.5% 6.8%

Police - Education Incentive
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The charts on the following pages contain a summary of the compensation data collected.  The following terms are used: 
 
# of Orgs 
The number of organizations matching the job 
 
# of Incumb 
The number of incumbents in the job across all matching organizations 
 
Strength of Match 
Indicates the survey participant’s match compared to the benchmark description; 1 = duties are less than the survey, 2 = 
duties are equal, 3 = duties are greater than  
 
Base Pay   
The 25th, 50th, average and 75th percentile pay for the job.  (Percentile is a measure of location in a distribution of 
numbers that defines the value below which a given percentage of the data falls) 
  
Exempt 
The number of organizations reporting the job as exempt 
 
Bargaining Unit Rep 
The number of organizations reporting the job as represented by a bargaining unit  
 
 

 
(Note: A position must have at least five matches to report quartiles and at least four matches to report average.)
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Survey Job 

Code Survey Job Title

# of 

Incumb

Strength of 

Match 25th 50th Average 75th

101 Administrative Services Coordinator 11 11 1.6 $65,179 $75,880 $75,953 $79,891

102 Capital Projects Coordinator 10 12 2.2 $71,398 $78,659 $84,906 $97,613

103 City Surveyor 6 6 2.5 $87,643 $88,453 $84,478 $89,725

104 Construction Inspector 19 30 2.2 $65,986 $68,620 $69,436 $73,248

105 Director Public Works 34 32 1.8 $115,630 $129,794 $129,340 $139,947

106 Engineer 30 70 2.0 $80,801 $89,725 $87,422 $94,339

107 Engineering Manager 28 33 2.2 $97,068 $103,560 $103,504 $114,048

108 Engineering Tech I 16 11 2.0 $53,248 $55,634 $57,543 $59,782

109 Engineering Tech II 17 44 2.0 $58,008 $62,672 $62,894 $68,953

110 Engineering Tech III 20 39 2.1 $65,849 $70,786 $70,369 $74,613

111 Mechanic I 7 7 2.0 -- -- $51,923 --

112 Mechanic II 19 46 2.2 $56,555 $62,494 $60,852 $63,951

113 Mechanic III 15 14 2.0 $65,105 $67,967 $70,852 $73,248

114 Public Works Manager 22 37 2.1 $89,464 $95,942 $97,400 $110,922

115 Public Works Supervisor 23 58 2.2 $72,684 $79,714 $79,708 $82,627

116 Signs & Markings Specialist 14 21 1.9 $50,766 $57,916 $57,036 $63,356

117 Stormwater Program Specialist 17 21 2.4 $74,941 $89,483 $85,405 $94,986

118 Stormwater/Wastewater Collection Maint Tech I 13 24 1.8 $42,496 $49,900 $48,857 $53,704

119 Stormwater/Wastewater Collection Maint Tech II 20 84 1.8 $51,177 $56,569 $56,529 $59,956

120 Stormwater/Wastewater Collection Maint Tech III 15 27 1.7 $58,961 $65,589 $63,781 $68,115

Base Pay

# of 

Orgs
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Survey Job 

Code Survey Job Title

# of 

Incumb

Strength of 

Match 25th 50th Average 75th

121 Streets/Facilities Maintenance Tech I 16 60 1.9 $44,665 $48,040 $47,653 $50,576

122 Streets/Facilities Maintenance Tech II 27 133 1.8 $49,099 $55,414 $55,562 $60,569

123 Streets/Facilities Maintenance Tech III 22 38 1.6 $58,436 $62,165 $62,820 $66,770

124 Streets/Facilities/Fleet Project Coordinator 7 9 2.3 $73,137 $73,708 $73,215 $75,177

125 Survey Technician 3

126 Utilities Project Coordinator 6 9 2.2 $63,860 $80,807 $81,082 $99,947

127 Wastewater Treatment Plant Operator I  7 11 2.0 $48,529 $54,381 $51,255 $58,854

128 Wastewater Treatment Plant Operator II 10 32 1.9 $57,010 $64,023 $62,678 $69,589

129 Wastewater Treatment Plant Operator III 9 19 2.0 $66,162 $67,038 $69,203 $74,729

130 Water Resources Specialist 7 10 2.1 $74,086 $82,205 $81,451 $85,875

131 Water/Wastewater Maintenance Tech I 10 21 2.2 $44,719 $47,510 $47,861 $51,576

132 Water/Wastewater Maintenance Tech II 19 104 2.1 $52,316 $56,898 $56,853 $60,946

133 Water/Wastewater Maintenance Tech III 18 33 1.8 $57,391 $63,462 $63,279 $67,747

201 Administrative Specialist I 25 45 1.9 $41,412 $44,694 $44,327 $48,245

202 Administrative Specialist II 32 124 2.1 $47,565 $49,693 $49,769 $52,465

203 Administrative Specialist III 27 95 2.0 $53,364 $55,436 $55,293 $57,154

204 City Attorney 20 19 2.1 $122,636 $136,649 $131,179 $143,500

205 City Clerk 32 31 2.1 $77,892 $88,340 $86,170 $93,407

206 City Manager 32 32 2.1 $144,294 $153,376 $153,481 $160,650

207 Communications Coordinator 21 17 2.2 $71,388 $77,702 $81,694 $83,928

insufficient data

# of 

Orgs

Base Pay
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Survey Job 

Code Survey Job Title

# of 

Incumb

Strength of 

Match 25th 50th Average 75th

208 Deputy City Manager 17 15 2.1 $115,448 $128,888 $125,747 $136,845

209 Executive Assistant 23 25 2.0 $58,927 $66,767 $64,856 $70,092

210 GIS/CAD Specialist 23 25 2.2 $64,442 $71,352 $70,645 $73,701

211 Human Resources Manager 32 31 2.4 $96,304 $112,608 $108,415 $118,836

212 Paralegal/Public Records Officer 14 18 1.6 $55,660 $61,949 $62,068 $65,722

213 Information Technology Manager 25 24 2.1 $87,768 $110,557 $105,980 $115,314

214 Information Technology Specialist-Sr 24 33 2.0 $63,783 $72,224 $71,425 $78,492

215 Systems Administrator 22 27 2.0 $73,667 $77,332 $80,080 $83,846

301 Accounting Manager 26 28 2.2 $76,477 $88,862 $88,868 $97,772

302 Accounting Technician 27 57 2.1 $46,712 $51,687 $50,752 $53,765

303 Accounting Technician-Sr 26 68 2.2 $53,648 $58,725 $59,434 $64,824

304 Budget Manager 13 13 2.5 $93,195 $101,768 $101,082 $105,911

305 Director Finance 33 31 2.4 $114,632 $122,949 $127,447 $142,910

306 Financial Analyst-Sr 18 36 2.1 $68,800 $76,170 $77,110 $85,705

307 Fiscal Specialist 14 19 1.9 $56,839 $60,691 $62,598 $68,617

308 Records Management Coordinator 13 12 2.0 $52,223 $55,688 $56,505 $60,088

401 Court Administrator 15 15 2.0 $85,451 $95,578 $92,716 $99,553

402 Court Security Specialist 6 9 2.0 $49,353 $54,932 $54,871 $60,813

403 Judicial Specialist 16 63 1.9 $45,345 $50,690 $49,908 $53,713

404 Judicial Specialist-Sr 10 15 1.9 $53,065 $59,067 $58,242 $61,475

# of 

Orgs

Base Pay
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Survey Job 

Code Survey Job Title

# of 

Incumb

Strength of 

Match 25th 50th Average 75th

501 Associate Planner 28 52 2.0 $66,749 $70,607 $69,391 $76,257

502 Building Inspector/Plans Examiner 26 46 1.8 $62,957 $67,009 $66,514 $70,108

503 Building Official 29 26 2.2 $84,561 $94,934 $93,056 $101,864

504 Code Compliance Officer 28 39 2.0 $55,512 $64,347 $63,075 $70,105

505 Development Engineer 18 22 2.2 $83,037 $90,244 $89,184 $99,217

506 Director Planning & Community Development 32 30 2.3 $109,164 $123,108 $122,622 $132,822

507 Permit Specialist 33 48 2.1 $49,569 $53,341 $53,644 $56,969

508 Plan Check Engineer-Sr 14 25 1.9 $73,295 $80,773 $82,978 $89,406

509 Planner 28 37 2.0 $60,731 $68,640 $68,982 $73,212

510 Planning Manager 23 23 2.1 $86,924 $100,397 $96,766 $104,472

511 Special Projects Planner 7 14 2.0 $75,443 $81,136 $81,643 $84,505

601 Evidence Technician 20 22 2.1 $50,327 $55,323 $56,021 $61,104

602 Harbormaster 1

603 Parking Enforcement Officer 9 16 2.1 $43,175 $47,139 $47,388 $51,457

604 Police Chief 28 25 2.1 $122,949 $131,484 $134,383 $147,311

605 Police Clerk 24 96 2.1 $45,996 $49,419 $49,357 $51,692

606 Police Commander 26 45 2.0 $105,951 $118,699 $115,073 $125,351

607 Police Lieutenant 18 54 2.1 $97,449 $107,233 $105,751 $111,934

608 Police Officer 27 833 2.0 $70,200 $72,331 $73,109 $76,456

609 Police Sergeant 25 168 2.0 $85,863 $88,638 $90,241 $94,604

610 Public Safety Administrative Coordinator 17 17 2.2 $57,772 $63,149 $64,196 $67,939

Base Pay

insufficient data

# of 

Orgs
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Survey Job 

Code Survey Job Title

# of 

Orgs Minimum Midpoint Maximum Exempt

Bargaining 

Unit Rep

101 Administrative Services Coordinator 11 $62,399 $70,782 $79,165 8 1

102 Capital Projects Coordinator 10 $70,651 $80,596 $90,540 5 3

103 City Surveyor 6 $66,241 $76,451 $86,661 3 2

104 Construction Inspector 19 $56,444 $64,080 $71,716 0 8

105 Director Public Works 34 $104,166 $118,881 $133,596 11 0

106 Engineer 30 $72,857 $83,005 $93,154 4 7

107 Engineering Manager 28 $85,255 $96,810 $108,365 10 1

108 Engineering Tech I 16 $47,005 $53,487 $59,969 0 4

109 Engineering Tech II 17 $51,352 $58,428 $65,505 0 7

110 Engineering Tech III 20 $57,718 $65,863 $74,008 0 8

111 Maintenance Tech 7 $44,332 $49,330 $54,327 0 4

112 Mechanic I 19 $51,561 $57,689 $63,818 0 11

113 Mechanic III 15 $58,258 $64,524 $70,790 0 11

114 Public Works Manager 22 $80,430 $91,833 $103,237 9 1

115 Public Works Supervisor 23 $66,755 $75,613 $84,472 7 3

116 Signs & Markings Specialist 14 $48,524 $54,216 $59,908 0 11

117 Stormwater Program Specialist 17 $69,719 $78,981 $88,243 4 4

118 Stormwater/Wastewater Collection Maint Tech I 13 $42,219 $47,840 $53,462 0 9

119 Stormwater/Wastewater Collection Maint Tech II 20 $47,291 $53,199 $59,108 0 10

120 Stormwater/Wastewater Collection Maint Tech III 15 $53,766 $60,193 $66,619 0 10

Average Range
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Survey Job 

Code Survey Job Title

# of 

Orgs Minimum Midpoint Maximum Exempt

Bargaining 

Unit Rep

121 Streets/Facilities Maintenance Tech I 16 $40,391 $45,252 $50,114 0 10

122 Streets/Facilities Maintenance Tech II 27 $46,470 $52,319 $58,168 0 9

123 Streets/Facilities Maintenance Tech III 22 $50,444 $58,090 $65,736 0 10

124 Streets/Facilities/Fleet Project Coordinator 7 $62,217 $70,220 $78,223 3 3

125 Survey Technician 3

126 Utilities Project Coordinator 6 $65,353 $74,745 $84,137 3 3

127 Wastewater Treatment Plant Operator I  7 $45,841 $50,639 $55,437 0 5

128 Wastewater Treatment Plant Operator II 10 $51,893 $57,663 $63,432 0 8

129 Wastewater Treatment Plant Operator III 9 $57,091 $63,644 $70,197 0 7

130 Water Resources Specialist 7 $65,800 $75,038 $84,275 4 3

131 Water/Wastewater Maintenance Tech I 10 $40,466 $45,355 $50,243 0 7

132 Water/Wastewater Maintenance Tech II 19 $46,703 $52,490 $58,276 0 11

133 Water/Wastewater Maintenance Tech III 18 $52,488 $58,838 $65,187 0 11

201 Administrative Specialist I 25 $36,278 $41,136 $45,994 0 6

202 Administrative Specialist II 32 $40,777 $46,440 $52,103 0 9

203 Administrative Specialist III 27 $45,474 $51,747 $58,020 2 7

204 City Attorney 20 $109,418 $124,699 $139,980 10 0

205 City Clerk 32 $70,671 $80,262 $89,853 10 0

206 City Manager 32 $132,161 $150,871 $169,581 10 0

207 Communications Coordinator 21 $68,761 $78,256 $87,751 7 2

insufficient data

Average Range
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Survey Job 

Code Survey Job Title

# of 

Orgs Minimum Midpoint Maximum Exempt

Bargaining 

Unit Rep

208 Deputy City Manager 17 $105,866 $121,838 $137,810 11 0

209 Executive Assistant 23 $54,136 $61,300 $68,465 4 1

210 GIS/CAD Specialist 23 $57,566 $65,624 $73,681 1 8

211 Human Resources Manager 32 $89,202 $101,571 $113,941 10 0

212 Paralegal/Public Records Officer 14 $52,405 $59,292 $66,179 2 3

213 Information Technology Manager 25 $83,719 $95,644 $107,570 11 0

214 Information Technology Specialist-Sr 24 $57,229 $65,036 $72,843 1 5

215 Systems Administrator 22 $66,732 $75,776 $84,820 4 4

301 Accounting Manager 26 $76,573 $87,231 $97,889 9 0

302 Accounting Technician 27 $42,381 $48,362 $54,342 0 8

303 Accounting Technician-Sr 26 $48,662 $55,008 $61,353 1 7

304 Budget Manager 13 $80,477 $91,269 $102,061 10 1

305 Director Finance 33 $102,801 $117,511 $132,220 10 0

306 Financial Analyst-Sr 18 $63,676 $72,777 $81,878 10 2

307 Fiscal Specialist 14 $51,397 $58,255 $65,112 2 7

308 Records Management Coordinator 13 $47,870 $54,188 $60,506 3 6

401 Court Administrator 15 $76,978 $86,785 $96,592 11 0

402 Court Security Specialist 6 $46,256 $52,247 $58,238 0 5

403 Judicial Specialist 16 $41,892 $47,419 $52,945 0 11

404 Judicial Specialist-Sr 10 $47,470 $53,636 $59,802 1 7

Average Range

 
 
 
 
 
 
 
 
 

A
G

EN
D

A
 ITEM

 #E.

O
rdinance to U

pdate the 2015 P
ay P

lan (Landy M
anuel, A

cting ...
P

age 67 of 102



 

Section 6                  Range Summary 

           17 
        
                                    

 

Survey Job 

Code Survey Job Title

# of 

Orgs Minimum Midpoint Maximum Exempt

Bargaining 

Unit Rep

501 Associate Planner 28 $57,975 $65,868 $73,762 2 7

502 Building Inspector/Plans Examiner 26 $54,930 $62,528 $70,125 0 8

503 Building Official 29 $76,479 $87,477 $98,475 10 1

504 Code Compliance Officer 28 $51,977 $59,000 $66,024 0 5

505 Development Engineer 18 $72,310 $82,283 $92,255 6 6

506 Director Planning & Community Development 32 $100,548 $114,444 $128,340 10 0

507 Permit Specialist 33 $45,130 $51,131 $57,132 0 6

508 Plan Check Engineer-Sr 14 $66,338 $75,769 $85,201 1 6

509 Planner 28 $56,692 $64,593 $72,493 2 7

510 Planning Manager 23 $77,708 $89,218 $100,728 10 0

511 Special Projects Planner 7 $64,900 $74,447 $83,993 4 3

601 Evidence Technician 20 $45,711 $51,991 $58,271 0 10

602 Harbormaster 1

603 Parking Enforcement Officer 9 $39,327 $45,005 $50,683 0 9

604 Police Chief 28 $107,447 $122,769 $138,092 11 0

605 Police Clerk 24 $41,809 $47,257 $52,704 0 10

606 Police Commander 26 $95,373 $107,127 $118,880 10 2

607 Police Lieutenant 18 $89,716 $99,064 $108,412 8 4

608 Police Officer 27 $59,456 $68,122 $76,789 0 11

609 Police Sergeant 25 $80,247 $86,017 $91,788 1 8

610 Public Safety Administrative Coordinator 17 $53,289 $60,382 $67,476 2 2

insufficient data

Average Range
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Survey Job 

Code Minimum Qualifications

101

Typically requires a Bachelor's degree 

and 4+ years of experience.

102

Typically requires a high school diploma 

or GED and 4+ years of experience.

103

Typically requires a high school 

education or GED and 5+ years of 

experience as a Professional Land 

Surveyor.

104

Typically requires a high school diploma 

or GED and 4+ years of experience.

105

Typically requires a Bachelor's degree, 

professional engineering license and 8+ 

years experience.

Responsible for oversight of all contracts and supervision of administrative staff in the public works department.  

Responsible for generating, reviewing, editing and routing contracts, agreements, change orders and amendments for 

signatures and execution.  Interprets contract requirements, acceptance of deliverable issues and maintains all 

contract files.  Responsible for conducting bid openings, preparing bid tabulations, submitting grant and loan progress 

bills and assisting with grant and loan quarterly reports.  Responsible for reviewing invoices, coding, routing pay 

requests and change orders for review and payment.

Job Title/Job Description

Administrative Services Coordinator

Capital Projects Coordinator

Construction Inspector

Responsible for independently performing administrative and paraprofessional engineering work involving various 

public works capital projects or programs.  Responsible for public works project and program development, 

implementation and administration for core business services.  Conducts site inspections for new projects including 

dirt work, utilities, storm sewers and concrete structures and paving and franchised utility work.

City Surveyor

Responsible for coordinating and performing specialized, multi-project survey and right-of-way work and backs up 

colleagues in areas such as construction management and inspection of other areas.  Responsible for title searches, 

right-of-way acquisitions, benchmarking and aerial mapping.  

Responsible for planning, organizing, directing and controlling the functions of the public works department.  Develops 

and implements policies, procedures and practices to provide services in engineering, building inspection, equipment 

maintenance, capital projects, street/roads and storm drainage maintenance, traffic control, and water and sewer 

treatment. 

Director Public Works

Responsible for independently performing administrative and paraprofessional engineering work involving various 

public works capital projects or programs.  Responsible for public works project and program development, 

implementation and administration for core business services including water, wastewater, storm and surface water, 

facilities, parks, open space and streets.  Coordinates project design and construction elements with user groups.  

Participates in pre-development plans and oversees development and review of engineering plans and specifications.
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Survey Job 

Code Minimum Qualifications

106

Typically requires a Bachelor's degree, 

professional engineering license and 6+ 

years of experience.

107

Typically requires a Bachelor's degree, 

professional engineering license and 8+ 

years of experience.

108

Typically requires an Associate's degree 

and 2+ years of experience.

109

Typically requires an Associate's degree 

and 3+ years of experience. 

Job Title/Job Description

Responsible for planning, organizing, overseeing, coordinating and reviewing the work of the professional staff 

performing difficult to complex support related to programs and activities of the department.  Manages the effective use 

of engineering resources to improve productivity and custom service.  Recommends engineering related policy and 

provides support for all activities.  Responsible for facilities, transportation and utility projects.  Provides project 

management, procurement of consultant services contracts, engineering design, permitting, right-of-way procurement 

and administration.

Performs a variety of technical civil engineering design, drafting, survey, and construction inspection work under the 

supervision of a senior engineering technician or civil engineer.  Maintains records, prepares maps and sketches, and 

researches records, maps and data to obtain engineering data such as sewer stubs, water mains, assessments, and 

zoning.  Calculates dimensions, profile specifications, and quantities of materials for construction projects.  Responds 

to questions from property owners and the general public.  May act as rod or chain worker using engineering survey 

instruments and equipment in field measurement and leveling work. 

Performs a variety of technical civil engineering design, drafting, survey, and construction inspection work under the 

supervision of a senior engineering technician or civil engineer.  Maintains records, prepares maps and sketches, and 

researches records, maps and data to obtain engineering data such as sewer stubs, water mains, assessments, and 

zoning.  Calculates dimensions, profile specifications, and quantities of materials for construction projects.  Responds 

to questions from property owners and the general public.  May act as rod or chain worker using engineering survey 

instruments and equipment in field measurement and leveling work. 

Responsible for managing all phases of projects (street, utility, non-motorized), planning, designing, and overseeing 

construction and maintenance of structures and facilities.  Responsible for project permitting, specification writing, 

estimating, monitoring and managing of consulting contracts and construction administration and oversight.

Engineering Tech I

Engineering Tech II

Engineering Manager

Engineer
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Survey Job 

Code Minimum Qualifications

110

Typically requires an Associate's degree 

and 5+ years of experience. 

111

Typically requires a high school diploma 

or GED.

112

Typically requires a high school diploma 

or GED and 3+ years of experience.

113

Typically requires completion of a 

vocational training program and 5+ years 

of experience.

Job Title/Job Description

Responsible for performing journey level operations, maintenance and repairs on all aspects of fleet and facilities.  

Responsible for maintaining mechanic shop equipment and tools in a safe, clean and orderly manner.  Performs 

safety checks and inspections on vehicles and equipment to maintain safety standards and preserve equipment.  

Investigates problems involving gasoline, diesel, propane and electric vehicles and equipment.

Performs a variety of complex technical civil engineering design, drafting, survey, and construction inspection work 

under the supervision of civil engineers.  Maintains records, prepares maps and sketches, and researches records, 

maps and data to obtain engineering data such as sewer stubs, water mains, assessments, and zoning.  Calculates 

dimensions, profile specifications, and quantities of materials for construction projects.  Responds to routine 

questions from property owners and the general public.  May act as rod or chainworker using engineering survey 

instruments and equipment in field measurement and leveling work. May serve as project manager or lead worker. 

Responsible for providing leadership and performing complex journey-level operations.  Conducts meetings, assigns 

daily duties, prioritizes work, completes all required documentation,  approves time sheets and time off requests . 

Inspects and diagnoses malfunctions to include repairing, adjusting, replacing, modifying, and fabricating light to 

heavy maintenance equipment, parts, components and auxiliary systems.  Coordinates and reviews the work of light 

and heavy equipment mechanics. 

Responsible for maintenance and repairs on all aspects of fleet and facilities.  Responsible for maintaining mechanic 

shop equipment and tools in a safe, clean and orderly manner.  Performs safety checks and inspections on vehicles 

and equipment to maintain safety standards and preserve equipment.  Investigates problems involving gasoline, 

diesel, propane and electric vehicles and equipment.

Mechanic II

Mechanic III

Engineering Tech III

Mechanic I
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Survey Job 

Code Minimum Qualifications

114

Typically requires a Bachelors degree 

and 5+ years of experience.

115

Typically requires completion of a 

vocational training program and 2+ years 

of experience.

116

Typically requires a high school diploma 

or GED and 3+ years of experience.

117

Typically requires a Bachelor's degree, 

professional engineering license and 5+ 

years of experience.

118

Typically requires an Associate's degree 

and certification as a wastewater 

treatment plant operator.

Job Title/Job Description

Signs & Markings Specialist

Stormwater Program Specialist

Stormwater/Wastewater Collection Maint Tech I

Responsible for overall leadership and management of the division.  Responsible for the safe, efficient and effective 

operations of the water treatment, distribution and storage; wastewater collection, pumping and treatment; building 

and grounds, fleet; streets; and stormwater facilities.  Responsible for analyzing data and preparing reports, 

developing procedures and programs, managing records and reporting, supporting plans and studies, coordinating 

compliance with local, state and federal regulations.

Responsible for performing operations, maintenance, construction and repairs on stormwater and wastewater 

collection infrastructures.  Responsible for manual labor and technical troubleshooting.  Responsible for operating a 

variety of heavy equipment, specialized equipment and safety equipment.  Performs traffic control and emergency 

response to adverse weather conditions.

Responsible for administration, overall development and implementation of the stormwater program.  Ensures 

compliance with the city's permit.  Responsible for providing education, outreach, public involvement, illicit discharge 

detection and elimination, re/development and construction, maintenance, recordkeeping and reporting.  Responsible 

for project and contract management, grant management, scope of work and consultant direction.

Responsible for planning, assigning, scheduling, evaluating and supervising the work of staff.  Responsible for 

developing and delivering training programs, maintaining operational records and logs.  Responsible for determining 

size of work crews, equipment and materials needed for each project.  Requisitions supplies and materials and 

coordinates and schedules the use of equipment and crews.

Responsible for maintaining, fabricating and installing of signs in a safe and efficient manner.   Responsible for 

surveying road conditions, finding and filling potholes, cracks in the roadway and shoulder failures.  Assures all signs 

are located in correct places and updated as needed. 

Public Works Manager

Public Works Supervisor
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Survey Job 

Code Minimum Qualifications

119

Typically requires an Associate's degree 

and 2+ years of experience and 

certification as a wastewater treatment 

plant operator.

120

Typically requires an Associate's degree 

and 5+ years of experience and 

certification as a wastewater treatment 

plant operator.

121

Typically requires an Associate's degree.

122

Typically requires an Associate's degree 

and 3+ years of experience.

Job Title/Job Description

Responsible for providing field leadership and performing complex journey-level operations, maintenance and repairs 

on all aspects of the stormwater conveyance system.   Responsible for operating, maintaining, repairing and 

constructing surface and stormwater facilities and equipment including catch basins, water quality vaults, closed 

conveyance systems, detention tanks, swales, ponds, culverts, ditches and outfalls.  Responsible for operating, 

maintaining, repairing and constructing sewer collection facilities and equipment including manholes, clean outs, side 

sewers, wet wells, gravity sewer mains and force sewer mains.

Responsible for performing journey-level operations, maintenance and repairs on all aspects of streets, facilities and 

grounds infrastructure.  Responsible for maintaining, repairing and constructing streets infrastructure and facilities 

including pavement surfaces, road shoulders, sidewalks, curbs, gutters, gravel roads, playgrounds, trails, open space 

and retaining walls.  Responsible for making calculations and developing material quantities covering spoils removal, 

asphalt patches and crushed rock.

Responsible for performing maintenance and repairs on all aspects of streets, facilities and grounds infrastructure.  

Responsible for maintaining, repairing and constructing streets infrastructure and facilities including pavement 

surfaces, road shoulders, sidewalks, curbs, gutters, gravel roads, playgrounds, trails, open space and retaining walls.  

Responsible for performing operations, maintenance, construction and repairs on stormwater and wastewater 

collection infrastructures.  Responsible for manual labor and technical troubleshooting.  Responsible for operating a 

variety of heavy equipment, specialized equipment and safety equipment.  Performs traffic control and emergency 

response to adverse weather conditions.

Stormwater/Wastewater Collection Maint Tech II

Stormwater/Wastewater Collection Maint Tech III

Streets/Facilities Maintenance Tech I

Streets/Facilities Maintenance Tech II
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Survey Job 

Code Minimum Qualifications

123

Typically requires an Associate's degree 

and 5+ years of experience.

124

Typically requires a high school diploma 

or GED and 4+ years experience.

125

Typically requires a high school diploma 

or GED and 4+ years of experience.

126

Typically requires a high school diploma 

or GED and 4+ years of experience.

Job Title/Job Description

Survey Technician

Responsible for administrative and paraprofessional engineering work involving publish works infrastructure projects 

or programs.  Responsible for preparing plans, specifications and estimates for various utility system maintenance 

and repair projects including water, wastewater treatment facilities, water transmission, storage and distribution 

systems, wastewater collection and pumping systems, storm water detention, drainage and conveyance systems.  

Responsible for performing studies and analysis of utility programs in response to changing regulations, levels of 

service and community needs.

Utilities Project Coordinator

Responsible for providing field leadership and performing complex journey-level operations, maintenance and repairs 

on all aspects of streets, facilities and grounds infrastructure.  Conducts meetings, assigns daily duties, prioritizes 

work, completes all required documentation, approves time sheets and time off requests.  Responsible for 

maintaining, repairing and constructing streets infrastructure and facilities including pavement surfaces, road 

shoulders, sidewalks, curbs, gutters, gravel roads, playgrounds, trails, open space and retaining walls.  Responsible 

for making calculations and developing material quantities covering spoils removal, asphalt patches and crushed 

rock.  

Responsible for establishing the relationships of surface features with each other by angles, elevations and 

distances.  Responsible for setting up, adjusting and operating surveyors' instrumentation to secure or establish 

elevations and points above a given datum plane and operating electronic distanced measuring devices to measure 

distances and establish lines and points.

Responsible for management of capital improvement plan and repair and maintenance projects from beginning to 

end.  Responsible for project planning, developing and monitoring project schedules, development of RFQs for 

consultants, development of bidding documents, construction administration, inspection and project closeout.  

Responsible for project conformity with city, state and federal codes and regulations.

Streets/Facilities Maintenance Tech III

Streets/Facilities/Fleet Project Coordinator
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Survey Job 

Code Minimum Qualifications

127

Typically requires a high school diploma 

or GED and certification as a wastewater 

treatment plant operator.

128

Typically requires a high school diploma 

or GED, 2+ years of experience and 

certification as a wastewater treatment 

plant operator.

129

Typically requires a high school diploma 

or GED, 5+ years of experience and 

certification as a wastewater treatment 

plant operator.

130

Typically requires a Bachelor's degree 

and 3+ years of experience.

Job Title/Job Description

Wastewater Treatment Plant Operator I  

Wastewater Treatment Plant Operator II

Wastewater Treatment Plant Operator III

Responsible for providing field leadership and performing complex journey-level operations, maintenance and repairs 

on all aspects of the wastewater pumping and wastewater treatment systems.  Responsible for operating, 

maintaining, repairing and constructing wastewater treatment facilities and equipment including bar screens, blowers, 

grit chambers, aeration basins, dewatering presses, floc tanks, clarifiers and UV disinfection.  Responsible for 

performing laboratory analysis.  Responsible for making calculations, inputs data and performs data analysis covering 

laboratory testing, plant loading and treatment efficiency.

Responsible for assisting in operation of wastewater treatment and sludge processing equipment to control flow and 

processing of wastewater, sludge, and effluent such as pumps, motors, air compressors, blowers, thickeners, valves 

and gates.  Observes variations in operating conditions and logs, and interprets readings from meters, charts, 

instruments and gauges.  Obtains wastewater samples, and performs routine laboratory analyses.  Maintains logs 

and records.  Performs routine maintenance on plant equipment.  

Responsible for assisting in operation of wastewater treatment and sludge processing equipment to control flow and 

processing of wastewater, sludge, and effluent such as pumps, motors, air compressors, blowers, thickeners, valves 

and gates.  Observes variations in operating conditions and logs, and interprets readings from meters, charts, 

instruments and gauges.  Obtains wastewater samples, and performs routine laboratory analyses.  Maintains logs 

and records.  Performs routine maintenance on plant equipment.  May have pretreatment responsibilities. 

Water Resources Specialist

Responsible for organizing, coordinating and facilitating the efforts of individuals, groups and agencies in the 

preservation, protection and enhancement of the water resources and utility systems.  Coordinates city activities with 

other natural resource agencies, local, state and federal governments, press and special interest groups. 

Responsible for budget, workplan, equipment inventory, data collection and storage, analysis and assessment and 

written reports, presentations, education and outreach.
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Survey Job 

Code Minimum Qualifications

131

Typically requires a high school diploma 

or GED and 3+ years of experience.

132

Typically requires a high school diploma 

or GED and 5+ years of experience.

133

Typically requires a high school diploma 

or GED.

201

Typically requires a high school diploma 

or GED. 

202

Typically requires a high school diploma 

or GED and 2+ years of experience. 

Administrative Specialist II

Job Title/Job Description

Performs clerical and secretarial duties requiring judgment in solving problems and making routine 

recommendations.  Requires knowledge of practices and procedures of the division and organization.  Sets up and 

administers filing system, performs data entry, transcribes dictation, types letters, memos, correspondence, maintains 

process documents and may code departmental invoices.  Initiates required administrative reports.  Arranges 

meetings and makes appointments.

Water/Wastewater Maintenance Tech II

Water/Wastewater Maintenance Tech III

Water/Wastewater Maintenance Tech I

Administrative Specialist I

Responsible for performing maintenance and repairs on all aspects of the water supply and wastewater pumping 

systems.  Responsible for operating, maintaining, repairing and constructing water supply and distribution facilities 

and equipment including wells, booster pumps, chlorine generators, control panels, PRV stations, fire hydrants, 

reservoirs, water mains and meters.

Performs clerical and secretarial duties.  Requires knowledge of practices and procedures of the division and 

organization.  Sets up and administers filing system, performs data entry, transcribes dictation, types letters, memos, 

correspondence, maintains process documents and may code departmental invoices.   Arranges meetings and 

makes appointments.

Responsible for providing field leadership and performing complex journey-level operations, maintenance and repairs 

on all aspects of the water supply and wastewater pumping systems.  Conducts meetings, assigns daily duties, 

prioritizes work, completes all required documentation,  approves time sheets and time off requests . Responsible for 

operating, maintaining, repairing and constructing water supply and distribution facilities and equipment including 

wells, booster pumps, chlorine generators, control panels, PRV stations, fire hydrants, reservoirs, water mains and 

meters.

Responsible for performing journey-level operations, maintenance and repairs on all aspects of the water supply and 

wastewater pumping systems.  Responsible for operating, maintaining, repairing and constructing water supply and 

distribution facilities and equipment including wells, booster pumps, chlorine generators, control panels, PRV 

stations, fire hydrants, reservoirs, water mains and meters.
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Code Minimum Qualifications

203

Typically requires a high school diploma 

or GED and 5+ years of experience. 

204

Typically requires a JD degree and 5+ 

years of experience.

205

Typically requires a Bachelor's degree 

and 5+ years of experience.

206

Typically requires a Bachelor's degree 

and 8+ years of experience.

207

Typically requires a Bachelor's degree 

and 3+ years of experience.

Responsible for managing the development, implementation and control of effective communications and public 

engagement strategies.  Serves as the public information officer and is responsible for ensuring that stakeholder 

groups are informed and aware of opportunities for involvement, anticipating public and media responses and 

advising on effective approaches, and reviewing communications materials for effectiveness, consistency of message 

and design quality.   Responsible for the production and distribution of materials for external and internal distribution, 

the use of social media tools, and public presentations.  

Administrative Specialist III 

City Attorney

Job Title/Job Description

City Manager

Responsible for providing legal counsel and guidance to ensure maximum protection of assigned legal rights.  

Administers legal activities to protect the organization's interests.  Provides professional interpretations and 

recommendations to the managers and employees of the organization.  Initiates legal action and defends the 

organization in legal action initiated against it.  Selects and retains outside counsel as required.  

Communications Coordinator

Responsible for coordinating city council meetings and agendas, ensuring compliance with laws governing public 

meetings, records and elections.  Responsible for maintaining permanent, historical and official records consistent 

with established policies, codes, guidelines, state and federal laws.  Ensures proper codification, distribution and 

publication of municipal code supplements.  Supervises the organization's general services and public records 

requests.

Under guidance from the City Council responsible for planning, organizing, directing and evaluating the activities, 

operations, programs and services of the city.  Responsible for carrying out the policies and programs determined by 

the elected officials.  Ensures development and execution of strategic plans.

City Clerk

Responsible for complex and diverse administrative program support.  Responsible for public records requests and 

administrative support of long-range planning functions.  Coordinates and performs administrative duties to support 

department, serves as a resource on city and department standards.  Assists in preparing agenda items, organizes 

public meetings, including advertising and project status and coordinates preparation of notices, agendas, minutes, 

letters, memoranda, reports and other department or citizen committee communications.  Responsible for contract 

and grant administration, purchase order creation, processing of invoices and purchasing of supplies.
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Code Minimum Qualifications

208

Typically requires a Bachelor's degree 

and 6+ years of experience.

209

Typically requires a Bachelor's degree 

and 5+ years of experience.

210

Typically requires an Associate's degree 

and 4+ years of experience.

211

Typically requires a Bachelor's degree 

and 5+ years of experience.

212

Typically requires a Bachelor's degree 

and 2+ years of experience. 

GIS/CAD Specialist

Deputy City Manager

Executive Assistant

Responsible for performing  high-level executive support to the city manager and managing the administrative 

functions of the executive department.  Responsible for contract management, preparing P.O.'s and processing of 

invoices.  Responsible for scheduling, calendar management, processing expenses and ordering supplies.  

Responsible for drafting correspondence for distribution to the public/media and interacting with executives from 

outside agencies, stakeholders, elected officials and community organizations.

Responsible for responding to all complex public records requests.  Responsible for updating public records policies 

and administrative rules.   Responsible for drafting and/or reviewing all contracts, easements, ordinances and 

resolutions for compliance with laws, policies and procedures.  Ensures facilitation of acquisition, transfer or sale of 

the city's real property.

Responsible for planning of short and long range mapping/GIS projects.  Responsible for assisting in technical 

analysis on engineering, planning and other department issues.  Prepares spreadsheets, maps and presentation 

display boards.  Updates and maintains city's public web mapping site and internal web mapping applications.  

Provides programming and custom application development of the GIS database and streamlines and enables 

efficient use of GIS software and operating systems.  Provides analysis of GIS data, including analysis of complex user 

requirements, and evaluating potential GIS software and tools.

Responsible for developing, implementing, evaluating and administering personnel policies, programs, services and 

systems.   Responsible for ensuring organizational development principles are applied to employee practices, and 

serves as primary labor relations resource for management and supervisory staff.   Plans, organizes, controls and 

manages the HR operations and programs  including recruitment/selection, compensation/classification, 

training/development, labor relations, safety, personnel records, policy development and general management 

assistance.

Job Title/Job Description

Human Resources Manager

Paralegal/Public Records Officer

Under guidance from the City Manager responsible for assisting in planning, organizing, directing and evaluating the 

activities, operations, programs and services of the city.  Responsible for assisting in carrying out the policies and 

programs determined by the elected officials.  Ensures development and execution of strategic plans.
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213

Typically requires a Bachelor's degree 

and 5+ years of experience.

214

Typically requires a Bachelor's degree 

and 3+ years experience.

215

Typically requires a Bachelor's degree 

and 5+ years of experience.

301

Typically requires a Bachelor's degree 

and 5+ years of experience.

302

Typically requires an Associate's degree 

and 2+ years of experience.

Accounting Technician

Responsible for coordinating and managing the preparation of the annual financial report in compliance with state, 

federal and national accounting standards.  Responsible for supervising accounts payable, payroll, cashiering, 

business licensing and B&O taxation.  Responsible for general ledger code structure set-up and maintenance and 

monthly and annual general ledger close.

Information Technology Manager

Information Technology Specialist-Sr

Systems Administrator

Accounting Manager

Responsible for leadership, management and supervision of staff providing technical support, systems administration 

and GIS/mapping activities.  Responsible for the overall IT strategic planning, policies, computer applications support, 

operating systems support, network functionality, data security, budgeting, training, purchasing and consulting 

functions.  Administers and oversees maintenance of mixed-environment network and coordinates all day-to-day 

activities.

Responsible for providing technical support to the organization's technical infrastructure.  Ensures support of user 

needs with troubleshooting or training, hardware and software applications.  Designs, purchases, installs, supports 

and troubleshoots data and voice systems.  Responsible for managing and configuring third party applications to 

ensure integration and continued support within technical environment. 

Job Title/Job Description

Responsible for configuration control of the major software systems.  Responsible for organizing, coordinating, and 

performing systems software development and administration activities, as well as designing and maintaining system 

integrity, overseeing user permissions, maintaining customized features, and evaluating new systems.   Responsible 

for serving as a systems development resource for multiple systems interface requirements, expanded use of existing 

systems or programs, and implementation of new software subsystems or programs.  Responsible for developing 

organizational and system related policies and processes.

Responsible for receipt of cash, check, credit card, wire and ACH payments and the preparation of bank deposits.  

Responsible for reconciling payments, preparing daily and monthly reports and researching information requests.  

Responsible for assisting the public with business license applications and processing.  Maintains, updates and 

processes documents. 
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303

Typically requires an Associate's degree 

and 4+ years of experience.

304

Typically requires a Bachelor's degree 

and 5+ years of experience.

305

Typically requires a Master's degree and 

5+ years of experience.

306

Typically requires a Bachelor's degree 

and 5+ years of experience.

307

Typically requires an Associate's degree 

and 5+ years of experience.

308

Typically requires an Associate's degree 

with 5+ years of experience.

Accounting Technician-Sr

Budget Manager

Director Finance

Financial Analyst-Sr

Responsible for directing and controlling the technical operations of the department.  Responsible for financial 

management operations include developing and implementing procedures and policies for accounting, revenues and 

department administration.  Responsible for scheduling and monitoring the work of department personnel engaged in 

preparation of payroll, accounts receivable/payable, utility billing and revenues.  Assists in fiscal planning and 

implementation of the organization's budget.  

Job Title/Job Description

Responsible for processing of accounts payable invoices.  Coordinates account balancing, reconciliation and other 

proofing, audit and control functions.  Makes journal entries to the general ledger, clears outstanding checks and 

makes bank deposits.

Responsible for the development, maintenance and accurate reporting of the budget.  Responsible for accounting to 

ensure month and year end periods are properly closed and posted to the general ledger.  Responsible for evaluating 

budget requests, monthly budget data for fiscal impacts and trends.  Responsible for assisting with financial planning 

and analysis.  

Fiscal Specialist

Records Management Coordinator

Responsible for budget transfers and amendments, reports and spreadsheets, yearly preparation of budget book, 

sales tax reports, audits and utility billing.  Responsible for semi-monthly payroll processing, transmitting funds and 

taxes, vendor payroll, distribution of checks, quarterly reporting and year-end processing.

Responsible for providing financial research and analysis.  Responsible for performing accounting/financial analysis 

and research including operating and capital budget development and analyses, cost allocation, revenue forecasting 

and management reporting.  Responsible for preparing reports from central financial data base.  Responsible for 

serving as the primary confidential analytical support to the labor relations function. 

Responsible for the identifying, classifying, prioritizing, storing, securing, archiving, preserving, retrieving, tracking and 

destruction of records.   Responsible for preparing records and documents for storage in office or offsite.  Audits and 

reinventories storage boxes.  Prepares records that have met retention for destruction schedules.  Provides 

consultation to department on records management issues.
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401

Typically requires a Bachelor's degree 

and 5+ years of judicial management 

experience.

402

Typically requires a high school diploma 

or GED and 2+ years of experience.

403

Typically requires an Associate's degree 

and 2+ years of court experience. 

404

Typically requires an Associate's degree 

and 5+ years of court experience. 

501

Typically requires a Master's degree and 

5+ years of experience.

502

Typically requires an Associate's degree 

with 3+ years of experience.

Job Title/Job Description

Responsible for performing court related administrative duties by attending and monitoring court sessions, including 

accepting and recording documents, preparing court calendars and dockets, processing tickets, petitions for 

protection orders and payments of fines.  Responsible for scheduling hearings and coordinating dates with affected 

parties.  Responsible for posting notice of public hearings and preparing exhibit notebooks.

Responsible for leading and coordinating of the Judicial Specialist activities.  Responsible for performing court related 

administrative duties by attending and monitoring court sessions, including accepting and recording documents, 

preparing court calendars and dockets, processing tickets, petitions for protection orders and payments of fines.  

Responsible for scheduling hearings and coordinating dates with affected parties.  Responsible for posting notice of 

public hearings and preparing exhibit notebooks.

Judicial Specialist-Sr

Associate Planner 

Building Inspector/Plans Examiner

Responsible for land use and long range applications, including building permits, subdivisions, variances, shoreline, 

comprehensive plan amendments and critical area permits.  Responsible for assisting the public in understanding 

land use regulations.  Responsible for conducting studies, field/legal research and preparing reports.

Responsible for inspecting all levels of residential and commercial installations during construction for compliance 

with all building, mechanical and home codes.  Responsible for plan review of residential and commercial projects for 

commercial plumbing and mechanical plans.  Also coordinates and processes building permit applications.

Court Administrator

Court Security Specialist

Judicial Specialist

Responsible for directing and managing non-judicial administrative functions of the municipal  court.  Responsible for 

leadership, planning, budgeting, scheduling, case flow, daily court operations, jury  management, probation 

department management, records, coordination with judges, prosecutors, defendants, attorneys and others.

Responsible for maintaining order and security in the court facility and courthouse campus.  Responsible for 

performing a variety of courtroom duties to ensure the productive and efficient operations of the court.  Responsible for 

preparation of courtroom and facilities, including weapons detectors as well as controlling defendants and jurors, 

conducting security inspections, electric home monitoring, and reporting and recording all incidents that threaten 

security.
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503

Typically requires a Bachelor's degree 

and 5+ years of experience.

504

Typically requires a high school diploma 

or GED and 5+ years of experience.

505

Typically requires a Bachelor's degree 

and 4+ years of experience.  Requires a 

professional engineering license.

506

Typically requires a Master's degree and 

5+ years of experience.

507

Typically requires a high school diploma 

or GED with 3+ years of experience.

508

Typically requires a Bachelor's degree 

and 4+ years of experience.  Requires a 

professional engineering license.

Responsible for the independent review of all civil engineering components of permit applications.  Responsible for 

reviewing permits for compliance with applicable codes and design standards, contracting and managing 

independent traffic consultants, determining if an independent third party review is required for project approval and 

managing review with independent consultants.  Responsible for tracking changes to codes, design standards and 

evaluating current permit processing to improve and implement changes.

Job Title/Job Description

Permit Specialist

Plan Check Engineer-Sr

Responsible for providing technical permitting and development information to citizens, developers, builders, 

contractors, engineers and architects.  Performs administrative duties that support status of permit applications.  

Answers questions about building codes and provides copies of plans, maps, and other documents to customers.  

Responsible for verifying building permit documents meet all design requirements to ensure buildings are safe.  

Responsible for structural and architectural review of construction documents for compliance with all applicable codes 

and accepted structural engineering practices.  

Responsible for ensuring compliance with city, state, and federal regulations such as zoning, building, and critical 

areas through physical inspection and verbal and written communication.  Serves as chief negotiator and presents 

and testifies on non-compliant cases to hearing examiner and municipal judge.  Responsible for researching, 

reviewing and establishing violations of regulations.  Receives all citizen complaints.

Responsible for providing overall leadership and management of the planning department.  Responsible for 

developing and managing the department's work plan, implementation of process improvement, budget and staff.  

Serves as main liaison with the planning community, environmental groups, businesses, developers and other 

government organizations.  Responsible for interpretations of city codes when regulations are ambiguous or 

contradictory.

Development Engineer

Director Planning & Community Development

Building Official

Code Compliance Officer

Responsible for building, plumbing, mechanical, energy and grading permits for building and related inspections.  

Directs activities and staff of building department/division in inspection and review of buildings and plans.  
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Survey Job 

Code Minimum Qualifications

509

Typically requires a Bachelor's degree 

and 3+ years of experience. 

510

Typically requires a Bachelor's degree 

and 8+ years of experience. 

511

Typically requires a Master's degree and 

3+ years of experience. 

601

Typically requires a high school diploma 

or GED and 5+ years of experience.

602

Typically requires an Associate's degree 

and 5+ years of experience.

Planner

Responsible for managing any changes to land use related regulations or plans through the legislative process.  

Responsible for providing information and analysis to facilitate the review, discussion and decision.  Responsible for 

researching, analyzing and putting together policy and technical documents.  

Responsible for intake, processing, disposition and security of all property and evidence coming into the possession 

of the police department.  May also take custody of evidence at crime scene locations.  Prepares and maintains 

accurate, complete records for property/evidence received to satisfy local and state audit requirements and legal l 

standards; maintains property reports and other documentation associated with the chain of custody for all property.

Special Projects Planner

Job Title/Job Description

Planning Manager

Evidence Technician

Harbormaster

Responsible for enforcing navigation and safety, marine water quality, anchoring and mooring, public access and code 

enforcement and marina management.  Responsible for implementing the harbor management plan, coordinating 

with law enforcement, collecting moorage/impound/disposal fees, assisting with waterfront park and dock planning 

and grant acquisition. 

Responsible for ensuring that public service is accurate and consistent information is relayed by staff.  Responsible 

for assigning current planning projects, ensuring technical code interpretation and application and planning review of 

building permits.  Responsible for preparing ordinances, reviewing planning applications and reviewing building 

permits. 

Responsible for reviewing projects for compliance with codes, making project recommendations and assisting 

applicants to navigate through the permitting process.  Responsible for site visits and follow-up inspections on 

projects.  Responsible for researching and analyzing technical data to apply planning and zoning regulations to 

development, construction and land use issues. 
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Survey Job 

Code Minimum Qualifications

603

Typically requires a high school diploma 

or GED and 4+ years of experience.

604

Typically requires a Bachelor's degree 

and 10+ years of experience.

605

Typically requires a high school diploma 

or GED and 5+ years of experience.

606

Typically requires an Associate's degree 

and 6+ years of experience.

607

Typically requires an Associate's degree, 

be a commissioned police officer and 4+ 

years of experience.

Responsible for supervising the activities of sergeants and police officers, including planning, organizing, staffing, 

directing, training and coordinating the activities and operations. 

Responsible for planning, organizing, directing and controlling the efficient operation of the police department.  Serves 

as advisor to top management and staff on issues surrounding criminal justice matters and crime prevention 

activities.  Responsible for short-term and long-range planning, developing and implementing the budget. 

Responsible for performing field and office work related to the enforcement of parking ordinances, including 

maintenance of parking enforcement records.  Responsible for patrolling business and residential areas on foot or in 

a city vehicle to observe any illegally parked vehicles.  Marks vehicles in limited-time parking areas and returns at 

appropriate time intervals and issues citations as necessary, enforces additional parking limits such as those 

pertaining to carpool areas, no parking zones, disabled parking, blocking access and sidewalks.

Responsible for the maintenance, distribution, filing, and release of all police reports.   Responsible for coordinating 

information dissemination between federal, state and local law enforcement agencies, ensuring that criminal reports 

are provided to the courts.  Ensures that all applicable laws, codes and regulations regarding information 

dissemination for in custody prosecutions are followed.   Receives, sorts, organizes, and processes notices of 

infraction and citations. 

Responsible for leading, organizing, managing and coordinating the activities and personnel of the department, and 

provides highly responsible and technical staff assistance to the Police Chief.   Responsible for overall administrative 

operations and activities of the department. 

Police Chief

Police Clerk

Police Commander

Police Lieutenant

Job Title/Job Description

Parking Enforcement Officer
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Survey Job 

Code Minimum Qualifications

608

Typically requires a high school diploma 

or GED and police academy and 

department training.

609

Typically requires a high school diploma 

or GED and 3+ years of experience.

610

Typically requires a high school diploma 

or GED and 5+ years of experience.

Public Safety Administrative Coordinator

Responsible for performing a full range of field and office law enforcement work necessary to maintain public peace 

and order, to protect life and property, to prevent crime, to make investigations and to apprehend violators of the law.  

Police Sergeant

Police Officer

Job Title/Job Description

Responsible for planning and supervising the work of police officers in traffic and field patrol, investigations and crime 

prevention.  Serves as supervisor for an assigned shift, prepares and administers briefings and assigns patrol beats.

Responsible for performing a full range of administrative and clerical support for the Police Chief.   Responsible for 

facilitating departmental administrative services, scheduling, correspondence, special projects and monitoring and 

reporting on budget performance.  Maintains accounting records, codes and processes payables, manages petty cash 

funds and vendor accounts.
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Organization Location 'Job Code Title Job Match Exempt Union
EES 

Supervise
#EEs AvgBase RangeMin Mid RangeMax Our Grade

Sno-Isle Libraries Puget Sound Area '4.04 EXECUTIVE ASSISTANT Comparable Exempt 

Jobs

Nonunion 

Jobs

0 1 $39.01 $30.00 $35.63 $41.25 NA

Washington Health Benefit 

Exchange

Western Washington (excl. 

Puget)

'4.04 SR ADMINISTRATIVE ASST Comparable Exempt 

Jobs

Nonunion 

Jobs

0 8 $31.01 $0.00 NA NA NA

Port of Skagit County Western Washington (excl. 

Puget)

'4.04 EXECUTIVE ASSISTANT Greater Exempt 

Jobs

Nonunion 

Jobs

1 1 $32.43 $24.67 $28.99 $33.30 NA

King County Library System Puget Sound Area '4.04 ASSISTANT TO THE DIRECTOR Comparable Exempt 

Jobs

Nonunion 

Jobs

0 1 $30.30 $25.25 $27.78 $30.30 NA

Sound Transit Puget Sound Area '4.04 EXECUTIVE ASSISTANT Comparable Nonexem

pt Jobs

Nonunion 

Jobs

0 5 $26.84 $23.50 $29.38 $35.25 NA

Seattle Housing Authority Puget Sound Area '4.04 EXECUTIVE ASSISTANT Comparable Exempt 

Jobs

Nonunion 

Jobs

0 6 $32.04 $22.10 $31.65 $41.19 NA

Clallam County PUD Western Washington (excl. 

Puget)

'4.04 EXECUTIVE ASSISTANT Comparable Exempt 

Jobs

Nonunion 

Jobs

0 1 $33.88 $26.71 $32.29 $37.87 NA

Port of Bellingham Western Washington (excl. 

Puget)

'4.04 EXECUTIVE SECRETARY Comparable Exempt 

Jobs

Nonunion 

Jobs

0 1 $32.39 $26.82 $33.53 $40.23 NA

City of Vancouver Western Washington (excl. 

Puget)

'4.04 ADMINISTRATIVE ASSISTANT Comparable Nonexem

pt Jobs

Union 

Jobs

0 8 $24.90 $19.74 $22.49 $25.24 NA

Port of Anacortes Western Washington (excl. 

Puget)

'4.04 EXECUTIVE ASSISTANT Comparable Nonexem

pt Jobs

Nonunion 

Jobs

0 1 $29.17 $25.16 $27.17 $29.17 NA

Port of Seattle Puget Sound Area '4.04 EXECUTIVE ASSISTANT Comparable Exempt 

Jobs

Nonunion 

Jobs

0 1 $37.89 $28.83 $36.04 $43.25 NA

City of Seattle Puget Sound Area '4.04 ADMINISTRATIVE STAFF ASST Comparable Nonexem

pt Jobs

Nonunion 

Jobs

0 50 $30.95 $27.25 $29.51 $31.76 NA

City of Tacoma / Tacoma Public 

Utilities

Puget Sound Area '4.04 EXECUTIVE ASSISTANT Comparable Exempt 

Jobs

Nonunion 

Jobs

0 2 $37.60 $29.34 $33.48 $37.61 NA

Pierce County Puget Sound Area '4.04 ADMINISTRATIVE ASSISTANT Comparable Nonexem

pt Jobs

Nonunion 

Jobs

0 13 $28.00 $23.33 $26.21 $29.08 NA

City of Bremerton Western Washington (excl. 

Puget)

'4.04 EXECUTIVE ASSISTANT Greater Exempt 

Jobs

Nonunion 

Jobs

0 0 NA $31.30 $34.72 $38.14 NA

City of Bellevue Puget Sound Area '4.04 SR ADMINISTRATIVE ASST Comparable Nonexem

pt Jobs

Nonunion 

Jobs

0 0 NA $24.46 $29.11 $33.76 NA

City of Redmond Puget Sound Area '4.04 EXECUTIVE ASSISTANT Greater Nonexem

pt Jobs

Nonunion 

Jobs

1 1 $30.07 $27.87 $32.05 $36.23 NA

State of Washington Western Washington (excl. 

Puget)

'4.13 COMM CONSULTANT 3 Comparable Exempt 

Jobs

Nonunion 

Jobs

0 0 NA $19.41 $22.43 $25.45 NA

Port of Skagit County Western Washington (excl. 

Puget)

'4.13 COMMUNITY OUTREACH Comparable Exempt 

Jobs

Nonunion 

Jobs

0 1 $24.57 $24.57 $29.23 $33.89 NA

King County Puget Sound Area '4.13 COMMUNICATION SPEC III Comparable Exempt 

Jobs

Union 

Jobs

0 69 $25.53 $32.19 $36.50 $40.81 NA

Sound Transit Puget Sound Area '4.13 PUBLIC INFORMATION OFFCR Lesser Exempt 

Jobs

Nonunion 

Jobs

0 3 $40.97 $29.99 $37.49 $44.99 NA

Clallam County PUD Western Washington (excl. 

Puget)

'4.13 COMMUN/GOVT RELATIONS MGR Comparable Exempt 

Jobs

Nonunion 

Jobs

0 1 $43.18 $39.10 $47.28 $55.45 NA

City of Bellevue Puget Sound Area '4.13 DEPT PUBLIC INFO OFFICER Comparable Exempt 

Jobs

Nonunion 

Jobs

0 0 NA $32.95 $39.21 $45.46 NA

City of Tacoma / Tacoma Public 

Utilities

Puget Sound Area '4.13 COMM REL OFFICER Comparable Exempt 

Jobs

Nonunion 

Jobs

0 4 $39.46 $30.78 $35.12 $39.46 NA

City of Tacoma / Tacoma Public 

Utilities

Puget Sound Area '4.17 CITY CLERK Comparable Exempt 

Jobs

Nonunion 

Jobs

2 1 $41.96 $32.74 $37.36 $41.97 NA

City of Redmond Puget Sound Area '4.17 CITY CLERK Comparable Exempt 

Jobs

Nonunion 

Jobs

2 1 $52.28 $39.96 $46.12 $52.28 NA

Sound Transit Puget Sound Area '4.23 RECORDS MANAGER Comparable Exempt 

Jobs

Nonunion 

Jobs

2 1 $43.52 $34.72 $43.40 $52.08 NA

Port of Seattle Puget Sound Area '4.23 RECORDS PROGRAM MANAGER Comparable Exempt 

Jobs

Nonunion 

Jobs

1 1 $38.42 $28.83 $36.04 $43.25 NA

WA Public Employers Survey Combined 182 $34.43 $27.20 $33.34 $38.47

Bainbridge Survey 207 Communication Coordinator Comparable 17 $41.24

Bainbridge Survey 205 City Clerk Comparable 25 $43.50 

Survey Average $39.72 

City Clerk 
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Organization Location 'Job Code Title Job Match Exempt Union
EES 

Supervise
#EEs AvgBase RangeMin Mid RangeMax Our Grade

Mill Creek City Clerk 0.88 $30.27 $35.05 $39.83 Grade 18

0.93 $31.78 $36.80 $41.82 Grade 19

Survey Data

Mill Creek Data 0.97 $33.37 $38.64 $43.91 Grade 20

Compa-ratio Data
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Formal Salary Range Hours/ Number of Union Job

Jurisdiction Local Title Low Med High CR Min CR Mid CR Max Week Employees Status Match Pop

Bothell City Clerk 5,998 6,812 7,625 40 1 NU 2 41630

Edmonds City Clerk 6,569 7,686 8,802 40 1 NU 2 39950

Covington City Clerk/Executive Assistant 6,482 7,111 7,740 40 1 NU 2 18480

Kenmore City Clerk 5,351 6,371 7,390 40 1 NU 2 21370

Maple Valley City Clerk 5,915 6,760 7,605 40 1 NU 2 24230

Monroe City Clerk 4,504 5,127 5,749 40 1 NU 2 17660

Mukilteo City Clerk 5,013 5,553 6,093 40 1 NU 2 20540

Tumwater City Clerk 5,008 5,553 6,098 40 1 NU 2 18800

Lake Forest Park Municipal Services Manager 5,666 6,610 7,554 40 1 NU 2 12750

Woodinville City Clerk 5,937 6,758 7,578 40 1 NU 2 11240

5,644 6,434 7,223

Mill Creek Executive Assistant/City Clerk Grade 18 5,246 6,075 6,903 0.93 0.94 0.96 40 1 NU 2 18780

Grade 19 5,508 6,379 7,249 0.98 0.99 1.00

Grade 20 5,784 6,698 7,611 1.02 1.04 1.05

Grade 21 6,073               7,032                             7,991       1.08 1.09 1.11

Summary Job Description: Appointed city or town clerk. Provides responsible administrative and clerical work in support of the mayor, city council members and 

city manager/city administrator. Custodian for official city records and public documents. Prepares agenda and assembles supporting documents for city council 

meetings and ensures that appropriate records of the meetings are maintained. Prepares and posts legal notices. May supervise clerical support staff.

JOB TITLE: City Clerk JOB CODE: 120
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2014 Salary Data - Cities and Towns

Hours/ Number of Union Job

Jurisdiction Local Title Low Mid High CR Min CR Mid CR Max Week Employees Status Match Population

Arlington Public Works Director 8,262 10,021 11,780 40 1 NU 2 18360

Bonney Lake Public Works Director 9,327 10,436 11,544 40 1 NU 2 18520

Covington Public Works Director 9,470 10,389 11,308 40 1 NU 2 18480

Mountlake Terrace Public Works Director 8,002 8,905 9,808 40 1 NU 2 20530

Mukilteo Public Works Director 7,612 8,433 9,253 40 1 NU 2 20540

Tumwater Public Works Director 8,617 9,559 10,500 40 1 NU 2 18800

8,548 9,624 10,699

Mill Creek PW Director Grade 26 7,751 8,976 10,200 0.91 0.93 0.95

Grade 25 7,381 8,547 9,713 0.86 0.89 0.91

JOB TITLE: Public Works Director JOB CODE: 645

Summary Job Description: Plans, organizes, directs and controls the functions of the public works department. Develops and implements policies, procedures and practices to 

provide services in engineering, building inspection, equipment maintenance, street/roads and storm drainage maintenance, traffic control, and water and sewer treatment. May 

serve as city engineer. Typically requires a minimum of a four year degree and 5-8 years experience, including some management experience.

Formal Salary Range
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CITY COUNCIL MINUTES 

February 24, 2015 
15728 Main Street, Mill Creek, WA 98012  (425) 745-1891 

  
 

Pam Pruitt, Mayor  

Brian Holtzclaw, Mayor Pro Tem 

Sean Kelly 

Donna Michelson  

Vince Cavaleri 

Mike Todd 

Mark Bond  
 

February 24, 2015 

Regular City Council Meeting 

 6:00 p.m. 
   

CALL TO ORDER  

Mayor Pruitt called the meeting to order at 6:00 p.m. 

 

FLAG SALUTE 

Flag Salute was conducted. 

 

ROLL CALL 

Roll was called by the City Clerk with all Councilmembers present.  

 

AUDIENCE COMMUNICATION 

Erin Engen 

3016 135
th

 Place SE 

Mill Creek, Washington 98012 

 

Ms. Engen stated that she was addressing the Council about the Relay for Life event. She asked the 

Council for their support with this event.  The kick-off is at McCollum Park on May 30. 

 

Tom Pierce 

6930 144
th

 Street SE 

Snohomish, Washington  

 

Mr. Pierce spoke to the Relay for Life event.  He urged the Council to consider putting together a 

City/Council team. 

 

Jason Geveshausen 

14905 Bothell Everett Highway 

 

Mr. Geveshausen spoke to the Relay for Life event and shared a story about his wife who had cancer.  

He stated how passionate he is for this event and encouraged participation. 

 

Chuck Wright 

15907 24
th

 Court SE 

Mill Creek, Washington 98012 

 

 

AGENDA ITEM #C.

City Council Meeting Minutes of February 24, 2015 Page 90 of 102



Council Meeting Minutes 

February 24, 2015 

Page 2  

  
 
Mr. Wright thanked Council for adjusting the speakers in the Chambers.  He stated that he is able to 

hear the meetings much better now. 

 

STUDY SESSION 

Update from Colin Baezinger Regarding City Manager Recruitment via Telephone 

 

Colin Baezinger addressed the Council via telephone and provided an update on the City Manager 

recruitment.  He stated that so far there were 34 applicants.  He expects to receive 10 more by next 

Tuesday. Mr. Baezinger will provide another update on March 10 and the finalist names will become 

public on April 7. 

 

2015 Storm Pipe Repair Project 

(Scott Smith, City Engineer) 

 

The following agenda summary information was presented: 

In May 2014, staff made a presentation to the City Council on the findings from the 2012 CCTV 

inspection of the storm drainage system in the area between 35th Ave SE and Jackson High School.  

The City has a major infrastructure problem in this area, with a variety of issues.  Problems found 

include complete failure of concrete pipes, holes with loss of backfill, bad pipe splices, utility 

conflicts, misaligned joints that leak and pipe cracking.   

 

Many of the most severe pipe problems are located in the Silver Crest / Silver Glen areas where a 

resurfacing project is planned for this summer.  To avoid digging up a street that has recently been 

repaved, staff proposes to first complete any needed underground repairs.  Staff evaluated the defects 

and needed repairs in this area, and the scope of work primarily consists of digging up and replacing 

approximately 3,300 feet of pipe and 13 catch basins.  Most of the work is within the paved roadway 

area, but one section of pipe lining is also proposed on a storm line running down an easement 

between two houses. 

 

On July 1, 2014, the City Council awarded a design contract in the amount of $75,512.00 to the 

consulting firm of Perteet.  After completing the design and SEPA environmental review in January, 

the 2015 Storm Pipe Repair Project was advertised for bids in the Daily Journal of Commerce, the 

Everett Herald and by using the Municipal Research Service Center (MRSC) contractor roster.  

Eleven bids were received and opened on February 17, 2015.   

 

Rodarte Construction, Inc. submitted the lowest responsive and responsible bid in the amount of 

$603,375.00.  A copy of the summary result table and detailed bid tabulation sheet is attached.  The 

design engineer’s estimate for the project was $724,955.00.  Most bids were significantly under the 

estimated cost, likely due to the favorable early time of year for bidding. 

 

Rodarte Construction, Inc. is based out of Auburn and has worked for many local agencies in the 

south end, but has also done work for Mountlake Terrace, Marysville and on SR 9 for WSDOT.  City 

staff verified that the bid prices are correct, and that the contractor understands the job conditions, 

time restrictions, and can meet insurance and bonding requirements.  Work will likely start in late 

March or early April and be completed by June. 
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Funding for the 2015 Storm Pipe Repair Project is available in the Surface Water Utility Fund 401.  

Rodarte Construction, Inc. is the lowest responsive and responsible bidder, and staff recommends 

award of the construction contract in the amount of $603,375.00 for the 2015 Storm Pipe Repair 

Project.   

 

For the Council’s information, another round of CCTV inspection work was performed in 2014 on 

the storm pipe network in the oldest neighborhoods in the original Mill Creek, starting from the 

Springtree subdivision and continuing up Village Green Drive to Huckleberry and Fairway.   While 

numerous problems were discovered, it is not the same widespread level of “catastrophic failure” that 

was found in the area between 35th Avenue SE and Jackson High School. 

 

Many issues are blockages from roots or debris that can be addressed with special cleaning / cutting / 

jetting tools on a vactor hose instead of pipe replacement.  Staff is in process of prioritizing the next 

round of pipe repairs and cleaning, as well as additional CCTV work to further assess the condition 

of the City’s infrastructure. 

 

Discussion. 

Council and staff discussed the project.  This item is scheduled for action later in the meeting.  

 

2015 Pay Plan 

(Landy Manuel, Acting City Manager) 

 

The following agenda summary information was presented: 

Ordinance 2012-753 established a pay and classification system for regular non-represented 

employees and employees represented by AFSCME. The system includes a pay plan that places 

Council approved positions into pay grades and establishes a process for employees to advance 

through steps within the grades. 

The pay plan is automatically updated each January 1 to account for cost of living increases, 

calculated based upon a formula that averages the increases awarded by comparable cities and the 

CPIW-Seattle area first half index. This year, the formula resulted in an increase of 1.47%. 

Council approval is required when approved positions are added, removed or reclassified from one pay 

grade to another. The pay plan was last updated in Ordinance 2014-783, when the Council authorized 

a staffing reorganization that included new and revised positions. 

Additional changes are now necessary as a result of decisions made during last year's budget 

adoption process. The adopted 2015-2016 budget eliminated the contemplated Assistant City 

Engineer and Assistant City Clerk positions. Those positions are now removed from the 2015 pay 

plan. 

The 2015 pay plan also includes reclassification of a limited number of AFSCME represented 

positions that the Council authorized the previous City Manager to negotiate with the union to ensure 

those positions are paid competitively. The financial impact of the negotiated changes were included 

within the approved budget. 

The City Clerk position, which Ordinance 2014-783 reclassified from grade 18 to grade 21, is 
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reclassified to grade 20 in the 2015 pay plan. This change reflects the pay of similar positions in 

comparable cities and accounts for a reduction in public outreach, supervisory, and other enhanced 

duties that were contemplated to come with the addition of the now eliminated Assistant City Clerk 

position. 

The 2015 salary plan also includes the entry level maintenance worker that was previously discussed 

with Council. 

 

Discussion. 

Acting City Manager Manuel reported that the pay plan is brought to the Council on an annual basis.  

He explained the changes for 2015 including the City Clerk position going from 21 to 20 and a few 

other positions that were elevated as well as the creation of a Maintenance Worker 1 position.  

Council discussed the pay plan.  Councilmember Bond asked that the City Clerk position stay at a 21.  

After some discussion, the Council agreed to look at the comps for the City Clerk position at a future 

meeting before a decision is made. 

 

ESCA Update 

(Tom Gathmann, Public Works Director) 

 

The following agenda summary information was presented: 

The City of Mill Creek was one of the founding members of the Emergency Services Coordinating 

Agency (ESCA), the agency that provides emergency support services to Mill Creek and nine other 

cities.  On February 10, 2015, the Council was briefed on the history, role and recent changes that 

have taken place at ESCA.  To recap in a single sentence, ESCA is at a critical point in time where 

funding and staffing changes will force it to significantly change its mission, or dissolve. Two days 

after the Council briefing, the ESCA Board, Interim Director, ESCA volunteers and elected officials 

from member cities met with the Snohomish County Department of Emergency Management (DEM).  

The meeting was productive and focused on how DEM might provide a higher level of support 

services, which is a significant concern of ESCA member cities.  

 

Representing DEM at the February 12
th

 meeting were John Pennington, DEM Director, and six senior 

staff members. John was aware of the support concerns of ESCA cities and proposed a reorganization 

of DEM that would add four new positions for increased support.  Those positions would be funded 

by the additional revenue from the seven ESCA cities within Snohomish County joining DEM along 

with grant funds from the State that previously were allocated to ESCA.  It is premature at this point 

in time to know with certainty that the proposed changes will be implemented. It is likely that the 

staffing changes and corresponding budget increases will need to be vetted through the County 

Executive and County Council.  At the joint meeting Director Pennington stated that the revised 

DEM organization would have a target implementation date of January 1, 2016, which would be 

consistent with the next County budget cycle.  There are many details that must be worked out for the 

proposed changes to materialize, and it is necessary to maintain a healthy degree of caution about 

promises made at a single meeting.  But it should also be noted that the overall tenor of the joint 

meeting was very positive and constructive.   

 

It now seems more apparent than ever that ESCA will dissolve, with the main unknown being how 

soon it will happen.  The attached rough draft resolution was sent to the ESCA Board Chair and 

Interim Director on February 13
th

 to open discussion on the process and to ensure that dissolution is 
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done in an orderly and lawful manner.  It will be discussed at the next ESCA Board meeting on 

February 26
th

.  In essence, the resolution states the following: 

 The Board intends to dissolve ESCA and have the process complete by December 31, 2015 

 The Interim Director must develop and present a work plan for that process to the Board by 

the next Board meeting that addresses schedule, resources and costs 

 Authorizes the Interim Director to obtain legal and other professional services for the process 

with a not-to-exceed cap 

 Prohibits the Interim Director from incurring any new liabilities other than those necessary to 

maintain on-going essential services and the dissolution work plan 

 

Staff will continue to update Council on the status of ESCA and the potential impacts any changes 

will have on the City. 

 

Open Discussion 

(City Council) 

 

Mayor Pruitt reminded Council that the strategic plan will be discussed at the next meeting.  She 

asked Council to remember to bring their strategic plan books to the next Council meeting. 

 

CONSENT AGENDA 
 

A. Approval of Checks #53343 through #53410 and ACH Wire Transfers in the Amount of 

$1,018,354.48. 

(Audit Committee: Councilmember Todd and Councilmember Michelson) 

 

B. Payroll and Benefit ACH Payments in the Amount of $303,960.91. 

(Audit Committee: Councilmember Todd and Councilmember Michelson) 

 

C. City Council Meeting Minutes of February 3, 2015 

 

D. City Council Meeting Minutes of February 10, 2015 

 

Mayor Pro Tem Holtzclaw asked for the February 10, 2015 meeting minutes to be revised to include 

more detail on the Economic Development Committee recommendations that were discussed by 

Council. 

 

MOTION: Councilmember Todd made a motion to approve the consent agenda items A, B 

and C, Councilmember Michelson seconded the motion.  The motion passed 

unanimously.  

 

ACTION ITEMS 

Resolution Awarding the Construction Contract for the 2015 Stormwater Pipe Repair Project (If 

adopted, would take Resolution #2015-526) 

(Scott Smith, City Engineer) 
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MOTION: Councilmember Todd made a motion to approve Resolution #2015-526 Awarding 

the Construction Contract for the 2015 Stormwater Pipe Repair Project, 

Councilmember Cavaleri seconded the motion.  The motion passed unanimously.  

 

REPORTS 

Mayor Pruitt reported that she attended the EASC luncheon in Lynnwood.  She also reported that she 

will be meeting with the City’s legislative representatives in Olympia tomorrow. 

 

Councilmember Michelson reported on the need for signs for North Creek Trail.  

 

Mayor Pro Tem Holtzclaw reported that he will be attending the SCT steering committee meeting 

tomorrow. 

 

Councilmember Todd reported that he attended the AWC City Action Days conference in Olympia.  

 

Acting City Manager Manuel reported that the planning schedule has been passed out.  Also, an 

executive session has been scheduled for collective bargaining after the meeting concludes. 

 

City Attorney Moloney reminded Council that they could adjourn the meeting and then discuss 

collective bargaining for approximately 5 minutes. 

 

Community Development Director Rogers reported that the Planning Commission met last week.  An 

audio of the meeting is available on the website if Council is interested in listening to it.  

 

Public Works Director Gathmann reported that he met with the appraiser regarding the potential 

public works shop property.  

 

AUDIENCE COMMUNICATION 

Zach Anders 

 

Mr. Anders reported that Sno-Isle has volunteers that could help with the City’s records if anyone is 

interested. 

 

ADJOURNMENT 

With no objection, Mayor Pruitt adjourned the meeting at 7:25 p.m. 
 

___________________________________________ 

Pam Pruitt, Mayor 
 

___________________________________________ 

Kelly M. Chelin, City Clerk 
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CITY COUNCIL MINUTES 

March 3, 2015 
15728 Main Street, Mill Creek, WA 98012  (425) 745-1891 

  
 

Pam Pruitt, Mayor  

Brian Holtzclaw, Mayor Pro Tem 

Sean Kelly (Absent) 

Donna Michelson  

Vince Cavaleri  

Mike Todd 

Mark Bond (Absent) 
 

March 3, 2015 

Regular City Council Meeting 

 6:00 p.m. 
   

CALL TO ORDER  

Mayor Pruitt called the meeting to order at 6:00 p.m. 

 

FLAG SALUTE 

Flag Salute was conducted. 

 

ROLL CALL 

Roll was called by the City Clerk with all Councilmembers present except Councilmember Kelly and 

Councilmember Bond. 

 

Mayor Pruitt noted for the record that Councilmember Kelly had surgery and Councilmember Bond 

was called into work.  

 

MOTION: Councilmember Todd made a motion to excuse Councilmember Kelly and 

Councilmember Bond, Councilmember Cavaleri seconded the motion.  The 

motion passed unanimously.  

 

AUDIENCE COMMUNICATION 

Jeff Heckathorn 

153 153rd St SE 

Mill Creek, Washington 98012 

 

Mr. Heckathorn addressed the Council about what he believes is an unsafe intersection at 153rd St SE 

and Bothell Everett Hwy.  He urged the Council to make this intersection more safe. 

 

STUDY SESSION 

Information Technology Council Brief 

(James Busch, Information Systems and Technology Manager) 

 

The following agenda summary information was presented: 

In the past several years there have been many changes and improvements to the Information 

Technology infrastructure at the City of Mill Creek.  This document is a report on the larger projects 

that have already been completed, currently being worked on, and planned for the future.  The report 

does not cover the day-to-day tasks of ongoing network and server maintenance, staff helpdesk 
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support, and other non-project related responsibilities. 

 

Discussion. 

The Council discussed the various projects including live audio streaming of the Council meetings.  

IT Manager Busch will report back to the Council on the streaming project in the future. 

 

AWC Scholarship Selection 

(Mike Todd, Councilmember) 

 

MOTION: Councilmember Todd made a motion to appoint Zach Anders as the City’s 

candidate for the 2015 AWC Scholarship, Councilmember Michelson seconded 

the motion. 

 

Councilmember Cavaleri, Councilmember Michelson and Councilmember Todd were on the 

selection committee.  Each of them spoke to the great candidates that applied for this scholarship. 

 

MOTION VOTE: The motion passed unanimously.  

 

Coordinate Prevention Grant (CPG) for Outreach to Mill Creek Businesses to Reduce Solid Waste 

Fees 

(Tom Gathmann, Public Works Director) 

 

The following agenda summary information was presented: 

The new contract for solid waste and recycling collection services with Waste Management goes into 

effect on July 1, 2015.  The new contract rates are significantly lower for residential collection, but 

about the same for commercial accounts. However, recycling is provided at no additional fee in the 

new contract for commercial customers, which is not the case now.  This change provides a unique 

opportunity to undertake an education program directed at Mill Creek businesses to help them take 

advantage of the contract changes, utilize the new no-cost recycling service, and ultimately reduce 

their costs for garbage collection. Staff is proposing a two phased business outreach program.  The 

first phase will be conducted by Waste Management in May and June of this year immediately 

preceding the service changes.  This outreach work is included in their “transition plan,” which is a 

requirement of the new contract, and comes at no additional cost to City customers.  This will lay a 

good foundation explaining the advantages of recycling, but it is a one-time effort with very limited 

follow-up. The second phase will start in July and continue over a two year period.  It will focus on 

in-depth follow-up with businesses to help them get the most out of the free recycling service.  It will 

be led by a private contractor hired by the City, and will be funded through the Coordinated 

Prevention Grant (CPG) program available to the City through the Washington State Department of 

Ecology (Ecology).  

 

The Washington State Legislature authorized CPGs as a financial assistance program to local 

governments designed to minimize environmental contamination.  The program is funded by the 

Model Toxics Control Act.  This Act was passed by voter initiative in 1988 and it established a tax on 

hazardous substances. Subject to final Legislative and Executive approval, in the current 2015-2017 

grant cycle there will be about $29 million available state wide to the CPG program.  The funds are 

allocated on a per capita formula to the local solid waste planning authority, and the allocation for 

Snohomish County is about $2.2 million.  Snohomish County is one of the few planning authorities 
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that also share a portion of the CPG allocation from the State with the cities within the County.  If the 

full $29 million is made available state wide, Mill Creek is eligible for up to $35,557.  A 25% cash 

match is required, which would be $8,889 if the full grant amount is used, resulting in a net grant 

amount of $26,668. 

   

The City of Mill Creek has never applied for or used CPG funds.  A countywide CPG coordination 

meeting was held on February 17th and attended by City staff.  Other Snohomish County cities that 

are now receiving CPG funds and plan to submit applications for the 2015-2017 grant cycle include 

Arlington, Bothell, Edmonds, Everett, Lynnwood, Marysville, Stanwood and Sultan.   

  

Discussion. 

Council and staff discussed the proposal. This item is scheduled for action later in the meeting.  

 

 Strategic Plan Review 

(Tom Rogers, Community Development Director) 

 

The following agenda summary information was presented: 

On April 10, 2012, the City Council adopted its Strategic Plan.  The year-long planning process that 

preceded its adoption included an extensive public outreach program, which included a telephone 

survey, three open houses, and outreach at numerous community events.  At the time of adoption, the 

Plan represented the City’s medium-to long-term vision, and identified actions and a schedule to 

implement the vision.  The City Council has requested to review the adopted Strategic Plan to 

determine if the vision and actions identified in the plan are still valid. 

 

The most substantive sections of the Plan are Chapter 3 - Strategic Plan Vision, Chapter 4 -  Strategic 

Plan Framework, Chapter 5 - Goals, Objectives, and Implementation) and Appendix A: Fiscal 

Strategy.  As such, the Council has indicated that their review should focus on these portions of the 

Plan.   

 

Discussion. 

Council started with Chapter 4 and reviewed changes to the Assumptions, Issues, Priorities and Plan 

Responses through the Public Services section.  At the next Council session, review will begin with 

Fiscal Balance under Plan Responses on page 4.12 in Chapter 4.  Any edits made at this meeting 

were captured by staff and will be brought back to the Council at a later session.  Staff will present a 

2015 draft that will most likely contain annotations to the 2012 version at a future meeting. 

 

MOTION: Councilmember Michelson made a motion to extend the meeting to 9:00 p.m., 

Councilmember Cavaleri seconded the motion.  The motion passed unanimously.   
 

Open Discussion 

(City Council) 

 

ACTION ITEMS 

Authorize staff to submit an application to Ecology for the Coordinated Prevention Grant program for 

the State of Washington 2015-2017 fiscal budget cycle and provide the required 25% local match 

(Tom Gathmann, Public Works Director) 
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MOTION: Councilmember Michelson made a motion to authorize staff to submit an 

application to Ecology for the Coordinated Prevention Grant program for the 

State of Washington 2015-2017 fiscal budget cycle and provide the required 25% 

local match, Councilmember Todd seconded the motion.  The motion passed 

unanimously.  

 

REPORTS 

Mayor Pruitt reported that there was an email group that Council can subscribe to if they are 

interested in updates on the New World launch.  Also, there is a sympathy card being circulated for 

Chief Eastman’s family for Council to sign.  She also reported that she met with Senator Hobbs and 

Representative Harmsworth in Olympia and $4 million will be included on the state transportation 

project list for 35
th

 Avenue.  

 

Councilmember Cavaleri stated that he was happy to help and sit on the AWC Scholarship 

committee. 

 

Mayor Pro Tem Holtzclaw reported that he attended the last SCT Steering Committee meeting. 

 

Councilmember Todd reported on the PSRC report that was included in the packet. 

 

Acting City Manager Manuel reported that there will be an update on the City Manager recruitment 

at the next meeting.  Also, the finance department will be very busy in the next week with a major 

upgrade to the City’s Springbrook financial software. 

 

Community Development Director Rogers reported that the Planning Commission will be meeting on 

March 19 to review the critical area regulations. 

 

City Clerk Chelin reminded Council that there is a WCIA leadership forum at the Lynnwood 

Convention Center on March 19. 

 

AUDIENCE COMMUNICATION 

There were no comments from the audience. 

 

EXECUTIVE SESSION 

The meeting recessed to executive session at 8:47 p.m. to discuss the potential litigation per RCW 

42.30.110(l)(i) for approximately 10 minutes total. There will be no action. 

 

At 8:55 p.m., the executive session was extended to 9:00 p.m. 

At 9:00 p.m., the executive session was extended to 9:05 p.m. 

The regular session was extended to 9:15 p.m. 

 

RECONVENE TO REGULAR SESSION 
The meeting reconvened to regular session at 9:07 p.m. 
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ADJOURNMENT 

With no objection, Mayor Pruitt adjourned the meeting at 9:07 p.m. 

 
 

___________________________________________ 

Pam Pruitt, Mayor 
 

 

___________________________________________ 

Kelly M. Chelin, City Clerk 
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Arts & Beautification Board Meeting  

February 11, 2015 
 
Members Present: 

Marlene King Zach Anders  
Marla Nulph Judy Morrier 
Danielle Foushee Matt Buchanan  
Julie David  

Not Present: 
 Loyt Neiman   
Also Present: 

Lila Johnson Donna Michelson   
Scott Smith Kim Mason-Hatt  
 

I. ROLL CALL 
Members and staff present as noted above.  
 

II. APPROVAL OF MINUTES 
 

MOTION:  Member Zach Anders moved and Member Matt Buchanan seconded to 
approve the January 14, 2015 minutes, the motion passed unanimously.  

    
III. ELECTIONS 

Member Matt Buchanan nominated Member Zach Anders to be Chair, Member Judy 
Morrier seconded the nomination.  Zach accepted the nomination, the motion passed 
unanimously. 
 
Member Marlene King nominated Member Matt Buchanan to be Vice Chair, Chair Zach 
Anders seconded the nomination.  Matt accepted the nomination, the motion passed 
unanimously. 

 
IV. OLD BUSINESS 

A. Garden Tour:  Lila Johnson of the Garden Club gave an update to the Board about 
the upcoming Garden Tour.  Tickets will be sold online and at Artisan Custom 
Framing.  A program is being developed.  There will be 5 gardens on the tour. 

B. Mill Creek Art Trail:  The Ad Hoc committee made a presentation to the City 
Council.  It was went well.  Council is on board with the idea.  The next steps for the 
Art Trail will be community outreach which will include contacting TCBA, property 
owners, looking for corporate sponsors.  Other things needing to be addressed are 
insurance requirements and levels of liability. 

C. Art Walk:  The Call to Artists went out.  Next will be jurying and assignments. 
 

V. NEW BUSINESS 
A. Rotating Art Gallery:  Press releases were sent out and there has been interest.  New 

artists should be coming in for review soon. 
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VI. ADJOURNMENT 
The meeting was adjourned at 5:10 p.m. 

The next meeting is scheduled for 
March 11, 2015 at 4 pm City Hall Council Chambers 

  

Submitted by: 

 

         

 Kim Mason-Hatt, Administrative Assistant 
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