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EXECUTIVE / COUNCIL SUMMARY

A year ago, Council approved a plan to “Develop a code enforcement program reflective of City
values” (Goal #8 of the 1999-2000 Workplan). Since that time, Staff has developed the policies
and procedures that will guide the program and issued an interim Policy & Procedure Manual on
December 15, 1999. Council had an opportunity to comment on the interim manual at a
workshop session in February of this year. in the six months since the manual was issued, Staff
has revised and expanded several of the chapters (see Attachment A for the list of major
revisions) and now presents the final version of the Code Enforcement Policy & Procedure
Manual (Attachment B) for Council’s information. Staff recognizes that future revisions to the
manual will be necessary as the program continues to mature.

Following the release of the manual, training of CRT, Planning & Development Services, and
the Police has been completed. For the last 6 months, staff has used the policies and
procedures in the enforcement of code cases. Attachment C shows the current code
enforcement case load with more than half of all open cases at the Strike One level (68 cases)
and approximately one-third at the Strike 2 or 3 level (31 cases). The 31 cases currently at
Strike 2 & 3 represent more than half of the 56 cases that have been referred since the program
was implemented.

Since January of this year, an average of 9 cases have been referred each month for Strike
2/Strike 3 action. During that same period, only 4 cases were resolved each month (on the
average). Cases at the Strike 2/Strike 3 leve! usually take at least 3 months and approximately
6 hours of code enforcement staff time to close. In contrast, the Customer Response Team
estimates that approximately 3 hours of staff time is spent on a Strike One case. The result is
that the caseload at Strikes 2 and 3 continues to grow as new cases are referred more
frequently than they are resolved. Especially complex cases require even more time. Take, for
instance, the case that required the city to abate the numerous junk vehicles and debris and
took more than 90 hours of code enforcement staff time. Or the sub-standard housing case that
has demanded 72 hours of code enforcement staif time to date, plus 35 hours of other P&DS
staff time, plus 48 hours of the City Clerk’s office, plus 50 hours of the City Attorney and remains
unresolved, That represents approximately $23,370.00 worth of staff time spent on one case.
Fortunately, those cases are fairly infrequent.

In addition to code enforcement staff time, other P&DS staff often spend significant time on a
code enforcement case, both in consultation and in research. Technical assistance is frequently




needed from planners and plans examiners to identify possible solutions to code enforcement
problems. For example, there are currently 14 Strike Three cases that were initiated with a Stop
Work Order for projects started without the necessary permits. Many of these projects don’t
meet minimum codes and require re-designing the project. One such recent case involved a
Stop Work Order posted for a project along a stream corridor that involved the expansion of an
existing building and construction of a new structure, without any building permits. [n addition to
the 10 %2 hours spent by code enforcement staff, a plans examiner, a building inspector, the
SEPA Official and Project Engineer spent another 10 12 hours with the subject of this case,
before the permit application was even submitted. Hence, a large amount of staff time is spent
working with the customer to explain, educate and advise them so that they can apply for the
permits and complete their project. Because a Stop Work Order triggers double the building
permit fees, some of those costs in staff time will be recovered.

As a community friendly approach to educating those homeowners who begin a project without
realizing that a permit is required, staff has designed a new form, the “Stop Work Lite” (see
page 46 of the Policy & Procedure manual). This form notifies the homeowner that their project
requires a permit and requests that they contact the City and discontinue the project until they
secure a permit. By posting the Stop Work Lite instead of a full-blown Stop Work Order (which
triggers the formal Notice and Order) on a residential site, staff gives the homeowner the benefit
of the doubt, and an opportunity to voluntarily comply with city codes. The Stop Work Lite is
intended for homeowners working on their own projects, and is not appropriate for commercial
projects, hazardous conditions, or for projects that involve a contractor,

The final phase of the development of the code enforcement program involves building
proactive projects to solve community problems. In order to identify the issues that are
perceived as the biggest problems, Staff has elicited feedback from the community, staff, and
other service agencies (primarily Police and Fire) and examined current and past code
enforcement case loads. As one would expect, the results of the community survey seem to
mirror the code enforcement caseload. Attachment D shows which problems are reported the
most, which issues tend to require Strike 2 or 3 enforcement, and what the community
perceives as targets of opportunity for enforcement (from the code enforcement survey that
requested each person to identify the top three code issues in Shoreline).

A closer look at five of the categories (see Attachment E) shows which are potential proactive
projects. For example, 20% of all code enforcement requests are categorized as
debris/garbage complaints, the community survey also identified debris as a problem, but few of
those cases make it to Strikes 2 or 3. This means that the majority of the debris/garbage
violations are resolved by CRT at Strike 1 and the issue would not necessarily be a good
candidate for a proactive project. On the other hand, Building and Vehicle violations are often
reported, the community survey indicates these issues as being problems, and many of the
cases require Strike 2 or 3 enforcement. These issues would be excellent candidates for a
proactive project. Notice also, that while violations within a sensitive area have rarely been
reported, those surveyed frequently identified environmental issues as being one of the top
three issues (second most frequent answer).

The following is a list of problems identified as potential proactive projects:
Building
- e Work without a permit {makes up more than half of the code enforcement cases

at Strike 3).




Vehicles
¢ Junk and abandoned vehicles (both on the public right-of-way and on private
property}.
Parking on the grass {pervious surface).
Excessive vehicles on the site (often spilling out onto the right-of-way).

Sub-standard Housing
¢ Rental houses and apartment complexes

Sensitive Areas
o  Work without a permit or vegetation management plan

Noise
s |dentified as a problem by the survey and by the Palice.

While staff has identified those categories that offer the most potential for proactive projects, it
would be difficult, if not impossible, to develop and implement any projects given the current
workload. At the present rate of referral and case resolution, at least five cases are added to
the backlog each month. Currently, the options for reducing the backlog are to triage incoming
cases s0 that issues in the “routine level priority” classification (see page 6 of the manual) are
put at the bottom of the list and resolved as time allows, and/or to reduce the level of service. A
reduction in the level of service would mean spending less time working with customers to
resolve violations, less time following up to assure compliance, and more time handing out
letters of violations {or citations). That is the approach that King County used, with limited
success. This issue will be further considered during the discussion of the 2001 budget.

ATTACHMENTS

A - Summary of Changes to the Manual

B - Code Enforcement Policy & Procedure Manual
C - Graph showing current case load

D - Graph showing categories of cases

E — Graph showing a close-up of 5 categories

RECOMMENDATION

This report is presented for Council’s information only. No formal action is required at this time.

Approved By: City Manager /_]5_ City Attorne




Attachment A

Summary of Changes to the Manual

The following reflects the major changes to the Code Enforcement Policy & Procedure
manual following its issuance as the interim manual on December 15, 1999. Technical
corrections are not listed in this summary.

Chapter 1: Introduction

Definitions have been expanded to include additional terms commonly
used in code enforcement. Those that are from the Development Code
reference the specific SMC.

Code of Ethics (from American Association of Code Enforcement) has
been added.

The Authority section has been added.

Chapter 2: Administrative Process

Priority level “lmportant” has been expanded to include additional
violations; wetlands viclations have been added to both the “Urgent” and
“Important” levels (depending on the degree of impact).

The visual model of the process has changed 1o reflect the additional
tools.

The section on Case Files, particularly that of the electronic files has been
revised so that all of the code enforcement case files are under one
directory, with all documents and photos related to a specific case stored
in an individual folder with the case number.

The section on Digital Photos has been expanded to standardize the way
photos appear in the case file and to reduce the amount of network space
used for their storage.

Procedures for Junk Vehicles have changed to reflect the ability of the
Code Enforcement Officer to certify junk vehicles.

A new section entitied “Work without a permit’ heips to determine the
proper level of response for work without a permit and includes a new
form (see Stop Work Lite, Chapter 4).

The policy for compliance letters has been changed to reflect Council’s
suggestion that anyone receiving a written notice of violation should also
receive a written notice of compliance.

Chapter 3: Investigations

This chapter has had no major changes.
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Chapter 4: Enforcement

Strike Two actions now include the Stop Work Lite, which was designed to
be a more “community friendly” approach to educating homeowners who
may not have realized that a permit was required before beginning their
project (see Chapter 4 for details).

Strike Three actions now include the Notice of Civil Infraction (included in
the new Enforcement Chapter of the Development Code). The civil
infraction (similar to a speeding ticket) carries a $250.00 penalty, payable
to and appealed through Municipal Court.

A Letter of Extension was developed tc document any extension of a
compliance period set by a Notice and Order.

Chapter 5: Legal

Appeal procedures, including a new form (Hearing Memorandum) are
included.

An Officer's Report form was developed for requesting a criminal
complaint from the police.

Chapter 6: Operations

The only change to this chapter was the addition of the requirement that a
staff alert be sent via email to CRT, Planning & Development Services,
and to the Management Team when any crime has occurred against an
investigator.

Chapter 7: Forms and Letiers

Additions to this chapter include:

Hearing Memorandum
Letter of Extension
Notice of Civil Infraction
Officer's Report

Photo Template

Stop Work Lite




Attachiment B

Planning & Development Services

Policy and Procedure Manual

Code Enforcement Program

AVAILABLE AT KACOMMONFORMS\CODE ENFORCEMENT\POLICY & PROCEDURE MANUALPOLICY & PROCEDURE MANUAL DOC

ISSUED 12/15/1999
UPDATED 06/08/2000
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Chapter

INTRODUCTION _

Mission Statement

intent

Scope

The mission of the City of Shoreling’s Code Enforcement Prdgram is to provide quality,
professional enforcement of City codes, reflective of community values, in order to
improve the quality of life in Shoreline.

The goals of the code enforcement program are to:
= Protect the health and safety of Shoreline residents, businesses, and visitors
®  Support efforts to protect the environment and minimize environmental impact
s Enhance property values

m  Work in partnership with community members, organizations and other agencies
to solve problems

m  Buid frust, confidence and respect with the citizens of Shoreline

= [mprove education about city codes

It is the intent of the City of Shorefine to achieve code compliance by education and
prevention as a first step. Where voluntary compliance and wamings fail, enforcement
through civil and criminal penalties should be used for remedial purposes as needed to
sffect code compliance. Abatement or remediation may be pursued when appropriate
and teasible, and mitigation considered where remediation is either impossible or
unreasonably burdensome,

The scope of laws and ordinances enforced by the code enforcement program include,
but are not limited to the following:

= SMCS5.10 Cabarets and Adult Entertainment

= SMCS5.15 Panoram Devices

= SMCTitle12 Streets, Sidewalks and Public Places
= SMCTitle 13 Utilities

= SMCTitle 14 Environment
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» SMC Tile 15 Buildings and Construction
= SMCTitie™X Development Code
Code of Ethics (from American Association of Code Enforcement)

e | will uphold the constitutional property rights of all citizens to ensure due
process with faimess and consistency.

+ | will seek to improve the quality of iife within my jurisdiction by enforcing all
laws in an exemplary mannar.

+ | will strive to inspire public confidence and trust in my profession by
pertforming my duties with honor, integrity, truthfulness and faimess.

¢ | will carefully avoid conflicts of interest, or appearance of impropriety, and wilt
not accept, nor offer, any form of gift for the performance of my dufies. -

« | will stive to become more knowledgeable of my profession through
continuous training and education.

| will not permit personal feelings, prejudices nor influences (political or
otherwise) to interfere, prohibit or delay the process of enforcement.

Confidentiality
Disclosure of Public Records

It is the policy of this program to maintain the confidentiality of code enforcermnent case files
and computer records, including the identity of the reporting party, to the extent legally
possible. This confidentiaiity is important for assuring effective investigation and
enforcement of code violations. 1In addition, some reporting parties do not want their
names disclosed to the alleged code violator for fear of retaliation. Reporting parties
should request to have their name exempted from public disclosure at the time of filing.
However, it may be necessary, in some cases, for the reportting party to be identified and
to testify in court for successful prosecution and enforcement. Additionally, code
enforcement files are subject to state statutes govemning public records and disclosure.
Any requests for disclosure of code enforcement case files should be directed to the City
Clerk’s office. In cases where the City cooperates with, or defers to another county, state,
regional, or federal agency for enforcement, the contents of the file may be disclosed, as
necessary to the other agency.

Definitions

Referto ¢, Development Code for other specific definitions.

An act or omission contrary to: (a) Any ordinance of the City, or state or federal laws that
regulate or protect the public health orthe use and development of land or water, whether
or not such law or ordinance is codified; and/or (b) The conditions of any pemnit, notice -
and order or stop work order issued pursuant {o any such law or ordinance.
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TS

Director (SMC.x)
This refers to the Director of Planning and Development Services and hissher designee,
Enforcement Officer

This refers to the Code Enforcement Officer and his/her designees.

All putrescible material including animal and vegetable waste that is not contained as
functioning compost. . '

Investigator
This refers to anyone doing official investigation on a code enforcement case on behalf of
the city. May include CRT, building, right-of-way, and fire inspectors, the code

enforcement officer, etc. '

Junk Vehicle (S

A vehicle certified under RCW 46.55.230 as meeting at least three of the iollowing
requirements: (a) Is three years old or older; (b) Is extensively damaged, such damage
including but not fimited to any of the following: A broken window or windshield or missing
wheels, tires, motor or transmission; (¢} Is apparently inoperable; (d) Has an approximate
fair market value equal only to the approximate value of the scrap in it.

Nuisance Vegetation (SMC x)

_ Includes the following: (a) Any trees, plants, shrubs, vegetation or parts thereof, which
overhang any sidewalk or street or which are situated on the property or on the portion of
the street or sidewalk abutting thereon, in such a manner as to obstruct or impair the free
and fuil use of the sidewalk or street, including the interruption of interference with the
clear vision of pedestrians or person operating vehicles thereon, or interfering with
sidewalks, streets, poles, wires, pipes, fixtures or any other part of any public utility
situated in the street. (b) Shrubs, brush, vines, trees or other vegetation growing or which
has grown and died, and organic debris, which constitutes a fire hazard, or provides a
harborage for rats, rodents or horticultural pests.

Public Nuisance (SMC x)

Code violations detrimental to the public health, safety and'environment; any violation of
any City land use and development ordinance, public health ordinance, or violations of
Sec inctuding, but not limited to:

1. Any accumulation of garbage or refuse; except for such yard debris that is properly
contained for the purpose of composting. This does not apply to material kept in
garbage cans or approved containers maintained for regular collection;

Nuisance vegetation; _ ,

The discarding or dumping of any material onio the public right-of-way, waterway, or
other public property '

@ P
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Refuse (SMCX)

Includes, but is not limited to, all abandoned and disabled vehicle parts, all appliances or
parts thereof, broken or discarded fumiture, matiresses, carpeting, all old iron or other
scrap metal, glass, paper, wire, plastic, boxes, old lumber, old wood and all other waste,

garbage or discarded material.
Authority

Authority for code enforcement is granted by city ordinances, and by state and federal law.
Authority for the posting of Stop Work Orders, Notice to Vacate, and other Notice and

Orders is granted by the Director.
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ADMINISTRATIVE PROCESS _

Initiation of Code Enforcement

Cases may originate from the following:

Recording

Complaint from customer

Referral from City Council or City employee
Referral from outside agency

Review of permit conditions

Routine Inspections

Observation

Compliance mon.iton'ng

Proactive Project with the approval of the Director

Any complaints' requiring investigation must be recorded in the electronic file system. Unless
otherwise specified in this manual, any references to the Code Enforcement (CE) case file include
both the electronic and hard copy files. All referrals from other agencies and departments, legal
documents, enforcement actions, correspondence, photos, etc. should also be recorded in both
the electronic and hard copy files. Investigators are responsible for ensuring that the CE case file
is kept up-to-date, especially the electronic file. With fow exceptions, new requests should go
directly to the Customer Response Team (CRT) for input and initial investigation. New requests
received by anyone other than CRT should be written on a CE Referral (CER form, page 30) and
given to CRT. Any new requests that are to begin at enforcement level Strike Two or above should
be referred to the enforcement officer (see Referrals, page 14).

Priotity Level Guidelines

The following guidelines were established to help guide the initial response times, as well as the initial
enforcement actions. Because each case will likely be unique, investigators must use their best
judgement to combine all factors and determine an appropriate response and level of enforcement.
The priority may be adjusted following initial research because of additional information, factors
revealed during field inspection, or the development of exigent circumstances. Generally speaking, the
greater the threat to public health and safety, and to the environment, the higher the priority.
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Urgent Levgl Priority (hazardous)

Violations that present an imminent threat to public health and safety, including hazardous
conditions

Violations that present an imminent threat to the environment

Violations affecting rivers, streams and/or adjacent riparian areas, and wetlands violations with
significant impact :

lilegal dumping in progress
Violations of Stop Work Order or Notice to Vacate

Requests for immediate assistance from other agencies

Important Level Priority

Violations of permit conditions, remediation or mitigation requirements
Major accumulations of junk and debris and attractive nuisances to children
Woetlands violations with minimal impact

llegal dumping with suspect information

Violations of Stop Work Lite

Substandard housing not presenting an imminent threat

Extensive ilflegal.auto repair activify

Junk vehicles ({repeat offense or 3+ vehicles)

Land use violations with major impact

Repeat viclations

Violations of permitted activities

Proactive projects

Referrals ffom City Council, City employees or outside agencies

Remedial monitoring

Routine Level Priority (non hazardous)

Minor accumulations of junk and debris
Land use violations with minimum impact
Sigh complaints

Sidewalk abstructions
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* Fence complaints

= Setback violations

Overview of Process

Generally speaking, the Customer Response Team (CRT) will be responsible for complaint intake
and recording, and the initial investigation (akthough CRT may refer the file to another agency or
department for initial investigation, if appropriate). CRT will then complete the notification required
in enforcement level Strike One (page 19) and monitor the case for compliance. If compliance is
not achieved, they will transfer the entire case file to the enforcement officer for Strike Two (page
20). The enforcement officer will complete the notification required in enforcement level Strike Two
and monitor the case for compliance. If compliance is not achieved, the enforcement officer will
initiate enforcement level Strike Three {page 21). This may involve transferring the file to the City
Aftorney for prosecution or other legal action.
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Visual Modet of Process
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Case Files

The purpose of individual case files is to track the history of similar incidents at any given address
with the same responsible party. Therefore, before opening a new CE case file, the electronic files
should be queried for past incidents at the address. If the address, responsible party and incident
are the same as the new incident, the prior CE case should be re-opened. If there is no prior
history of the same type of incident, a new case file should be opened under a new incident
numbser,

Physical Files

Code Enforcement case files should be started in brown, letter-sized folders with fasteners. Files

~ should be organized with the most recent information on the top, with one incident number per
case file, and filed in drawers according to address. Minimum retention for case files and
associated correspondence is 6 years.

Organization of CE case files
® @ @ ®
Legal Documents CRT History prini-out
Vioiation Letters Photos, maps, drawings
Stop Work Orders Police Reports (relevant)
Stop Work Lite Letters or emails
Notice & Order to Correct Property information
Notice 1o Vacate Copies of referrals
Declaration of Service Inspection reports
Compliance Letters Other documentation
—> This side contains all => This side contains all
official correspondence other relevant infor- Incident # Last Name
from the City to the mation with most recent Address
responsible party with on top (CRT print-out
most recent on top. always on top) Label of CE case file

The minimum information contained in a case file (both physical and electronic) should be:

v Responsible party's name, physical and mailing addresses, home and work phone
numbers (in the case of rentals, this will usually be the property owner) '

v Other responsible party's name, address, and phone numbers (e.g. property managers,
occupants of rental properties, etc.)

v Address, parcel number, enforcement history (if applicable — should cross-reference other
related incident numbers), and ownership inforration for location of violation

¥ Reporting party’s name, address and phone numbers
Additional information as needed:
v"  Business owner's names and phone numbers

v" Information for other responsible parties {e.g. occupant or tenant information on a rental
property) '
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v’ Licensing infonﬁation
¥ Property characteristics
v" Permit history/information
v Plat map
v"  Photos

Electronic Files

Electronic files are divided into 3 categories: Customer Request Program (CRT), Photos, and
Letters (including Orders, etc.). With the exception of the CRT files, all electronic files related to a
code enforcement case will be kept on the network under G:\DeptiCode Enforcement. A folder wil
be created for each individual case and will be labeled with the case number and the responsible
party’s iast name (e.g. 51234 Smith). All electronic files for that specific case should be saved in
the appropriate folder. Documnents should be named with the case number first, then the type of
document and finally the date :

DW—&WM Enforcemeant

B3 Exploring - Code Enfercement
' EAs51422 5223
¥ 43008 £ 51432 3052335
| 3949858 3 51458 2352335
29 43915 £9 51504 ROW 71 52404
50052 £3 524044
50183 952418 :
A 50189 #A52448 Pablico
5 50256 8 51540 Shoreline Community College (3 52450 B
350311 tasiea &9 52475
) 50355 (33 51705 Nicholas 3 52547
- {7350358 {1 51728 Johnson (3 52584
- 3|71 50406 £¥1 51750 Delgri Auto 152670
51 50560 4 51756 Goldies (F) 52887
5 50576 {#3 51762 Gichrist 552690
457 50505 Anad & 518m &a 82707
173 50845 Wanner 51930 ) £ 52713
147 50853 Wiborg £A52010 52714
157 50801 {2 52082 Shdo 52715
S 50945 g&52117 £3152722 Madden |
13150948 €51 52118 Tumer {E52727 Engart
: ) 50957 Hammermeister 50 £ 52735 Maxwel
| BS2 Syson Ty har () 129 50997 Hammer &3 G 52820
- B SpsonTiy halK) 51006 33 52222 Watson (3 52839
; ig mﬁ“ﬂﬁ g} 23 51082 (63 52254 Taglor £33 52847 tin
E____E Sys on City,_hal 2] 3 51110 Hadey O'Ned 695225 €9 52856
. L9 Cortrol Panel Asie8 (58 52257 Holst 952838
@] Pintess 173 51334 Peny & 52267 3 52308
: ] ga52307
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Contents of Folder for Code Enforcement Case #51762

2151762 Photas 63012000.doc
: 51762 Photos 04212000 doc
&9 51082 251762 Strke 2 03162000.doc *
8- 51110 Harey ONed .
B-E 51248

| (3 51334 Pary

! @ 5135

B3] 51422

8- 514R

E-Eq 51459

H {79 51904 ROW

@3 51510 VanVokenburg
- =263 51515

&3 51517

8- 51540 Shoreline Community
B3 51642 :
(2] 51705 Nicholas

| @ 51728Jchason
| @R 51760 Deigri Auto

&%) 52117
#-{83 52118 Tunet

35mm camera

Photos taken with a 35mm camera should be developed and stored in the CE case file. Photos
should have the date, approximate time of photo, CE incident number, name of photographer, and
any other pertinent information noted on the back. If the photos were taken by the police, their

" incident number should also be noted. As an altemative, photos may be scanned in and saved
according to the procedures for the digital camera.

Digital camera

Photos taken with a digital camera should be inserted into a Word document, using the Phoio
_Template (see page 42}, and saved in the appropriate case folder.

Procedures

1. Open the photo template as a new document
Double click on the header — correct the incident #, address, date & time_
the photos were taken, and name of person who took the photos.

3. Go to the pull-down menu item Insert and select Picture, From File

4. Lookin A}
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5. Select a photo from the directory

6. When the photo has been input into the document, right click on the
photo and select Format Picture

7. Choose the tab for Size and change the height to 3.5

8. Click OK _

9. Right click on the photo again and select Caption

10. Enter any narrative text after the Figure number and select OK

11. Repeat steps 3-10 until all photos are in the document (2 per page)

12. Go to the pull-down menu itern File and select Save As

13. Change the file name to Incident # “Photos” date.doc
example: 52118 Photos 02142000.doc

14. Save file in G:\DeptyCode Enforcement in the appropriate folder with the
case number

15. Print the file and add to the physical case file

Violation-specific Procedures

Some violations require specific procedures, which are outside of or in addition to the normal
process.

Junk Vehicles on public property

Any junk or unauthorized vehicles left on public property shouid be referred to the police to tag for
24-hour removal. Provide specific location of the vehicle, description of the vehicle (license
number and/or VIN, color, make and model), and reason you are requesting removal. Registered
owner information is also good to provide if possible.

Junk Vehicles on private property

The following procedures for the declaration of junk vehicles are designed to assist the landowner
with the removal of a vehicle that does NOT belong to them and has been left on their property. In
order to be considered authorized by the Department of Licensing to certify ‘junk vehicles”, one
must take the certification training offered by the Washington State Patrol.

Procedures

1.

2,

Inspect the vehicle to determine if it meets the RCW definition of “junk vehicle™.

Obtain registered owner and legal owner information {Note: if there is a report of sale, the new
owner information must be obtained from Department of Licensing Records at 360-902-4000).

A Junk Vehicle Verification, Notification & Affidavit form (see page 33) will be completed by the
person certitying the vehicle. Currently, those that may certify a junk vehicle within city limits
include: :

+  Sherri Dugdale — Code Enforcement Officer (206) 546-0783

« Washington State Patrol — Junk Vehicle hotline (425} 455-7750

Instruct the landowner to mail a copy of the form to both the registered and legal owners and
alfow 15 days for response.

Take photos of the vehicle for the case file.

Take a photocopy of the Affidavit for the case iile.
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7. Landowner should call tow company at the end of the 15-day waiting period to arrange for
vehicle removal. Once vehicle has been removed, they should call CRT to notify them of
compliance.

If the landowner is uncooperative, follow the pracedures for Notice and Order to Correct (see Strike .
Three, page 21),

Accumulations of Junk and Debris

For public nuisance violations, the Refuse/Debris Suhpiemental' Report (see page 44) may be
completed for the case file in order to help document the conditions that make up the nuisance.
This should be done in combination with photos of the site.

Critical Areas
To be completed in future revisions of the manual.
Work without a permit

Work without a permit is handled differently based on some specific criteria. The diagram below
shows an overview of the process. If the project has already completed, it is not appropriate for
either a Stop Work Order (page 23) or Stop Work Lite {(page 20).  Instead, a referral should be
made to CRT who will complete an investigation and initiafe enforcement actions if appropriate. if
the project is not yet complete, a decision must be made about whether to post a Stop Work Lite,
or a full-blown Stop Work Order. A residential project with no confractor and no immediate health
or safety issues is appropriate for a Stop Work Lite. if a contractor has been hired for the project,
there are immediate health or safety issues, or the property is commercial, a Stop Work Order
should be issued.

* Single family or duplex
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Consultations

When working on a case where there are others with expertise {e.g. planners, engineers, SEPA
Official, other inspectors, etc.} it is appropriate to request their advice regarding corrective actions,
compliance time limits, etc. Recommendations should be recorded in the CE case file.

Referrals

A referral is made when a case (along with the responsibility for monitoring compliance) is
transferred to another party. A case should be referred to the enforcement officer when attempts
to gain voluntary compliance are being met with resistance and the investigator feels that stronger
methods are needed to resolve the case. -

Internal

All internal referrals should be done on a Code Enforcement Referral {CER form), completing as
much information as is available and to include actions requested. i a CE case file has already
been started, that should also accompany the CER form. CRT, however, will print out the
electronic case history and refer that, along with the hardeopy case file to the enforcement officer or
other investigator (no CER form is needed),

External

External referrals should also be done on a CER form, completing as much information as is
available and to include background information and actions requested. Form may be mailed,
delivered, or faxed to agency, as appropriate. Electronic file should reflect the name, agency and
phone number that the case file was referred to. The person transferring the case file is
responsible for monitoring the file and ensuring that the case file has been updated.

Compliance Monitoring
When a violation has been repeated, or when, in the officer's opinion, is likely to be repeated,
compliance monitoring may be scheduled. The reason for compliance monitoring, as well as the
proposed schedule should be noted in the file (e.g. “Tenant does not pay for trash service and has
previously been wamed about garbage accumulations. Will monitor site every 2 weeks for a 6-
week period”). The file should remain in a pending status untit continued compliance is verified at

the end of the monitoring period. If no further violations are observed within the monitoring period,
the file may be closed. :

Closing a Case File

A CE case file should be closed in the following cases:
*  When no code violation is found after investigation
*  When voluntary compliance has corrected the code violation
= When legal action has compelled compliance and the code violation has been corrected

* When the case file has been transferred to another agency and investigation and
prosecution have been completed by the other agency

= When, in the Director's opinion, substantial compliance has successfully limited the
negative impacts of a code violation
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= When, at the end of a predetermined compliance monitoring period (see page 14), no
further code violations have been observed

* Whenitis determined by the Director that the code violation is not likely to be successfully
resolved within a reasonable amount of time, due to factors beyond City control

All closed CE case files will be maintained in a central location,

Compliance Letter
The enforcement officer should send a Compliance Letter (see page 30} when a complaint is
resolved and compliance achieved {Strike Two and above). Compliance letters may be sent by

CRT for Strike One depending on the case. Generally, if a written notice of a violation has been
sent to the responsible party, a written notice of compliance should be sent as well.
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Response Time

~ The following should be used as a guide for responding to requests for service. Generally,
the higher the priority and the greater the fisk to public heafth and safety, the more timely

the response. :
PRIORITY INITIAL RESPONSE
Urgertt Level Within 24 hours
tmportant Level Wihin 3 working days
Routine Level Within 5 working days

Inspections
Plain View

An investigator can make observations from those areas that are either open {o the public,
or are open to public view, where no reasonable expectation of privacy exists (e.g. streets,
sidewalks, open fields, parks, and alleys). Residential yards, however, are considered as
curtilage (that area surrounding a home where the property owners have a reasonable
expectation of privacy) and receive special protection if the owners have taken steps to
keep people out (e.g. construction of fences or posting of signs). Otherwise, an
investigator may enter those areas where there is no reasonable expectation of privacy,
for example, the sidewalk that leads to the front door. Inspections may also be done from any
adjacent public or city-owned property, or from neighboring property where the investigator
has received permission for access. Investigators should not, however, enter fenced areas, or
those marked * No Trespassing™ without consent or a search warrant.

Requiring access to private property

When an inspection requires access to private property, the investigator should first fry to
obtain permission from the owner or tenant. If the building is unoccupied, the investigator
should first make a reasonable effort to locate the owner or ather person having charge or
controf of the building. In the case of rental properties, an investigator should attempt to
obtain the consent of the occupant or tenant, as the Fourth Armendment protects the
person in possession of the property. The property owner generally cannot consent to the
search of leased premises unless they have an expressed right of entry. When possible,
inspections inside a residence should be done with a minimum of two investigators. When

the owner or tenant of a private property refuses 1o allow access for inspection, a Search
Warrant must be obtained through the courts (see page 25).
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Exception, exigent circumstances
If the investigator can articulate that conditions exist which create an imminent danger fo
the health, safety or welfare of the occupants or to the public, the investigator may enter
private -property without consent or a search warrant. Police should be requested fo
assist.

Research

Examples
v Business owner's names
v County Assessor’s records
¥ Enforcement History
v" Licensing Information
v Permits — information and history
v Platmap
v Property Characteristics

¥ Tenant name & phone number
Evidence
Examples
v Court Orders, Injunctions and Warrants
v Photographs
v Police Reports and Photos
¥ Vehicle owner information from Dept. of Licensing
v Statements from other agencies

¥ Prior sirnilar convictions
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The following actions should be used as a guide. when responding to possible code
violations. Generally speaking, education and voluntary compliance are sought over
forced compliance, however, some violations will be so grievous as to warrant stepping up
the enforcement actions 1o Strike Two or even Strike Three. The following fable shows
the recommended action based on the type of situation,

SITUATION INMAL ACTION RECOMMENDED

Violation - Urgent Leve! Priorily Strikes 2 or 3, as appropriate

Violation - important Level Priodity Stkes 1 or 2, as apgropriate

Violation - Routine Leve! Priority  Strike 1

Hepeat\fiolaﬁon(f"oﬂell'lse) Strike 2

Repeat Violation (37 offense) Strke 3

Victation of Notice & Orders Strike 3

Proactive Projects Strikes 1-3, as determined in Project Plan

Strike One

Once an investigation determines that a code violation has occurred, attempts at
education and voluntary compliance should precede other enforcement actions (unless
exigent circumstances exist). Reasonable attempts to personally contact the property
owner and/or occupant should be made prior to sending the violation notification letter.
Non-compliance with Strike One attempts moves enforcernent action to Strike Two and
triggers a referral of the case file to the enforcement officer (see Referrals, page 14).
When the case file is referred, CRT and the enforcement officer may do a joint referral
inspection of the site.

Timeline

Voluntary compliance should generally be achieved within 15-30 days from initial contact.
This should be used as a guideline as there may be instances when 2 weeks is not
necessary, or when 30 days is not enough. Investigators should use their judgement to
adjust the compliance period, considering such factors as the severity of the violation,
enforcement history, amount of risk to public health, property, or to the environment, the
impact on the neighborhood, ability of the customer to comply, etc. and come up with a
reafistic compliance date. The compliance date and any extensions granied must be
communicated to the customer and documented in the file.
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Violation Notification Letter - Strike One

It CRT has been unable to personally contact the owner/occupant within 7 days, the
Violation Notification Letter -- Strike One (see page 48) should be sent to the violator.
Before referring the case, this letter should be sent to the responsible parnty for
documentation purposes. It may also be used for documentation purposes when the
violation is complex and numerous corrections are required.

Strike Two

When attempts at education and voluntary compliance meet continued non-compliance,
or for higher priority of repeat offenses (2™ time), it is appropriate to begin Strike Two by
referring the file to the enforcement officer.

Timelne

Generally speaking, the time limit for compliance should not be longer than 15 days. The
compiiance date and any extensions granted must be communicated to the customer and
documented in the file.

Stop Work Lite

A Stop Work Lite (see page 46) is designed to be a more “community friendly” approach
to educating homeowners who may not have realized that a permit was required before
beginning their project. This documnent gives the homeowner an opportunity to voluntarily
comply with codes by identifying the problem, requesting that they discontinue work unti!
they have secured a permit, and sets a one business day fimit for contacting the city about
the project. If the homeowner continues to work without a permit, or does not contact the
city as requested, it is then appropriate to follow up with a Stop Work Order {see Stop
Work Order — page 23). The Stop Work Lite is not appropriate for hazardous conditions
(immediate health/safety issues) for commercial projects, or for projects that have already
been completed (refer to CRT). There are no formal service requirements as it is not an
Orde,r. . .

Procedures

« Obtain a case number from CRT by providing at least the address and
reason for posting

= Complete the Stop Work Lite, listing the specific activity that requires a
permit.

o Post the pink copy in a plastic sleeve in a conspicuous place, or give to
someone at the site (note the name and contact information).

e Take photos as part of the case file

» Distribute the remaining copies as follows: White to office staff who will
create a temporary permit file and flag the parcel ID number; Canary to CRT
for the CE case file.

Violation Letter - Strike Two

This letter (see page 49) refers to any contact made in Strike One, and any deadlines and
agreements made. The tone is stronger, outlines the violation(s), remedies required, and
‘wams of the penalties to be assessed in Strike Three. In the case of rental property, this
letter should be addressed to both the tenant and the property ownerflandlord and a copy
sent to any property management company.
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Named responsible party(ies);
The address, when available, or location of the code violation;
Legal description of the real property where violation occurred or is located;

A statement that the director has found the named person to have committed a
code violation and a brief description of the violation(s) found;

A statement of the specific provisions of the ordinance, resolution, regulation,
pubiic rule, permit condition, notice and order provision or stop work order that
was or is being violated,

The civil penalty assessed for failure to comply with the order;

A statement advising that the notice and order may be recorded against the
property in the King County office of records and elections subsequent to service;

A statement of the corrective or abatement action required to be taken and that afl
required permits to perform the corrective action must be obtained from the

proper issuing agency;

A statement advising that, if any required work is not commenced or completed

within the time specified by the notice and order, the director may proceed to
abate the violation and cause the work to be done and charge the costs thereof
as a lien against the property and as a joint and several personal obligation of all
responsible pames {should state specifically what actions will be taken by the

City);

A statement advising that, if any assessed penaity, fee or cost is not paid on or
before the due date, a director may charge the unpaid amount as a lien against
the property where the code violation occurmed and as 2 joint and several
personal obligation of all responsible parties;

A statement advising that any person named in the notice and order or having
any record or equitable title in the property against which the notice and order is
recorded may appeal from the notice and order 1o the hearing examiner within ten
days of the date of service of the notice and order;

A statement advising that a failure fo correct the violations cited in the notice and
order could lead to the denial of subsequent city permit applications on the

subject property;

A statement advising that a failure to appeal the notice and order within the -
applicable time Emits renders the nofice and order a final determination that the
conditions described in the notice and order existed and constituted a code
violation, and that the named party is liable as a person responsible for the code
violation; and

A statement advising the responsible party of his or her duty to notify the director
of any actions taken to achieve compliance with the notice and order.

Procedures — Distribution of copies

Director of Planning & Development Services
City Attorey
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Strike Three
Notice of Civil Infraction

A Notice of Civil infraction (page 41) may be issued by an enforcement officer when the
civil infraction occurs in the officer's presence. In most cases, the infraction will be
maintaining a public nuisance and standard bail amount is set at $250.00. The
enforcement officer issuing the notice shall request some reasonable identification,
including a driver’s license or identicard from the responsible party. The responsible party
receiving the notice of infraction is required by RCW 7.80.060 o identify themselves by
giving their name, address, and date of birth and producing the identification when
requested. The officer may detain those who are unable or unwilling to identify
themselves for a reasonable period of time in order to identify them for the purpose of
issting the civil infraction. if the responsible party refuses to identify themselves, a police
officer shall be requested to respond as they may be charged with Obstructing a Public
Servant (RCW 9A.76.020). :

Procedures

To be completed — will foliow in future updates of the manual.
Notice and Order to Correct

A Notice and Order to Correct (see page 39) is an enforcement action, and so is
considered a legal action, which requires following certain procedures for notification and
documentation. We must be ablg to show the courts that we have propearly nofified the
responsible parties of all required information, and that a reasonable afternpt to serve the
Notice and Order has been made. Issuance of a Notice and Order should be coordinated
through the enforcement officer who will consult with the City Attorney. A copy of the
Order, along with any other pertinent information should be given to the Director of
Planning & Development Services. If there is a related building pemit, the permit number
should be noted on the Order, and any enforcement actions should be noted in the
building permit systern. A copy of the Order shouild be filed in the permit filte. Service of a
Notice and Order shall be made on any responsible party by one or more of the following
methods: : :

* Personal service may be made on the responsible party

* Posting the Notice and Order in a conspicuous place on the property where the
violation occurred (preferably at the main entrance, if possible), and concurrently
mailing the Notice by both certified and regutar first class mail (see betow).

= Service by mail may be made by mailing two copies, postage prepaid, one by
ordinary first class mail and the other by certified mail, to the responsible party at
his or her last known address, at the address of the violation, or at the address of
their place of business. The taxpayer's address as shown on the tax records of
the county may be considered the proper address for the landowner of the
property. Service by mail is presumed effective on the third business day
following the day the Notice and Order was mailed.

The person serving the Notice and Order (either by mait or in-person) must complete a
Declaration of Service {pg. 32), which becomes part of the CE file. The Notice and Order
template should be used to ensure uniformity and completeness. All Notice and Orders
must include the following information: -

. Incidenl number and any associated permit number;
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¢ City Clerk's Office {note on the Order the last day for Appeal)
e (CEcasefile
+  Permit file {if applicable)

Stop Work Order

A Stop Work Order (see page 47) is an enforcement action and is also considered a type
of Notice and Order. Therefore, the notification and documentation required for the Notice
and Order to Correct applies to the Stop Work Order. Stop work order numbers are the
same as a CE case file number and are currently issued by CRT (incident #). Anyone
posting a stop work order will first obtain an incident # from CRT by providing at least the
address of the violation and reason for the posting. Photos of the site at the time of posting
(including one of the posted Order) should be taken as part of the file. The investigator
posting the Order will need to coordinate with the enforcement officer as a Notice and
Order to Correct letter must be mailed to the property owner and occupant {if applicable)
the same day as posting (see Service instructions for Notice and Order). The back copy of
the stop work order includes a declaration of service that must be signed by the
investigator that posted the Order. This copy, along with any photos should be given to
the enforcement officer. The Building Official should also receive a copy of the Stop Work
Order. The enforcement officer will monitor the case for compliance and must be notified
of any permit application and approval, or of any other activities associated with the Order.

Procedures

» Oblain a case number (Stop Work Order #) from CRT by providing at least
the address and reason for posting

» Complete the Stop Work Order, listing the specific activity that requires a
permit

=  Postthe hard fuchsia copy in a plastic sleeve in a conspicuous place

» Take photos as part of the case file (including one of the posted Order)

+ Complete the Declaration of Service (Pink copy), list any recommendation for
compliance period, and detail observations about the site (especially
hazardous conditions), the violation and any contact (especially contractors
or tenants) in the Notes field.

» Distribute the remaining copies as follows: White to office staff who will create
a temporary permit file and flag the parcel ID number; Canary to the Building
Official (for Building issues) or to the Planning Manager (for Right-of-Way
issues}), Pink with any photos to the Code Enforcement Officer for the CE
case file.

Notice to Vacate

This is considered an enforcement action and is also a type of Notice and Order. The
Notice to Vacate (page 33) is to be used when the building is structurally unsafe, or safe,
but with conditions that render the building or prernises unsafe to occupy (e.g. infestations,
lack of running water, sewer, or heat). The Notice shall be posted in a clear plastic sleeve
at or upon each legally accessible entrance and egress to the building. Photos of the site
at the time of posting (including one of the posted Order) should be taken as part of the
file. The person posting the Notice will need to coordinate with the enforcement officer as
a Notice and Order to Correct Letter must be mailed to the property owner and occupant
(it applicable) with a copy of the Notice to Vacate. The back copy of the Notice to Vacate
includes a declaration of service that must be signed by the investigator that posted the
Order. These documents should be served according to the procedures set forth for
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Notice and Orders, and a Declaration of Service completed and signed. The enforcement
officer will monitor the case for compliance and must be notified of any activities
associated with the Order.

Letter of Extension
A Letter of Extension (page 37) should be used when an extension of time is granted
under Strike Three, paricularly if a Notice and Order has been issued. Responsible

parties should show that they are making progress toward compliance in order to receive
an extension of time. '

32




These enforcement actions will generally be coordinated by the City Attorney, but will rely
on the investigation and previous enforcement actions documented in the CE case file.

Activity Nuisances

Civit actions to be prepared by the City Attorney or designated legal counsel. Some
examples include:

* Useand occupancy violations

» Licensing violations

Appeals of a Notice and Order will follow the rules of procedure for an open record hearing
listed in Exhibit A of Resolution No. 130. A Hearing Memorandum (see page 33} must be
submitted to the Hearing Examiner at least seven days in advance of the scheduled
hearing date. All correspondence with the Hearing Examiner must be routed through the
City Clerk's office. City Attomey will take the lead on Appeals, with support from the
enforcement officer. B

Civil Citations

Notice of Civil Infraction (see pages 21 and 41) may be completed by the enforcement
officer or by the prosecuting attomey.

Criminal Charges

Criminal complaint will be issued by a law enforcement officer or by the City Attomey or
other designated counsel. The enforcement officer will prepare an Officer's Report (see
page 42) and case background (including pictures and other evidence).

Search Wamants

The Affidavit will be completed by the enforcement officer and forwarded to the City
Altomey to obtain the warrant,
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Officer Safety

The safety of investigators is paramount and takes precedence over all other procedures.
All City employees should be aware and cautious when approaching a private residence
on official business. Any information received that would warrant a reasonable person io
be concermed for their safety should be noted in the CE case file as an officer safety alert.

Contact in the Field

When approaching a private residance where no prior contact with the ownerfienant has
been made, the investigator should drive past the residence and observe the residence for
anything that appears to be unusual (i.e. large amounts of junk, windows boarded up or
damaged, excessive vehicles, etc.). If conditions exist that would arouse suspicion in a
reasonable person, the investigator should either make the contact by telephone, or
request an escort by a second investigator or a uniformed police officer. If conditions
appear to be normal, the investigator may park in front of the residence and approach the
front door. Investigators on a code enforcement case should always use a city vehicle in
the field, instead of their personal vehicle. If at any time the investigator feels their
personal safety is at risk, they should back out and request an escort. Employees should
always identify themselves by name and position, and offer a business card.

Posting of Orders

With the exception of a Stop Work Order, the posting and/or service of other Orders
should be done with a minimum of two people.

Criminal Activity

Any investigators that encounter criminal activity while on-cluty shall make a report of the
activity to the Police Department. Investigators should note addresses, vehicle licenses,
names, and other pertinent information. Crimes in progress should be reported as soon
as it is safe to do so. '

Crimes against investigators

Any crimes against investigators {including threats that could likely produce bodily harm
presently or in the future} shall be reported to the police department and fo the
investigator’s supervisor. The police incident number and description of the incident
should appear in the CE case file and the file flagged with an officer safety alert. A staff
alert should be sent via email to CRT, Planning & Development Services, and to the
Management Team. :
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Clandestine Drug Labs

Signs of a meth {ab include:

Strong, unpleasant/chemical odors — especially ammonia (cat box), but also -

ether, chloroform, or other solvents
Presence of a considerable quantity of chemistry equipment

Bottles or jugs used extensively for other purposes (e.g. milk jugs or 5-gallon
buckets filled with unidentified liquids)

Broken or discarded chemistry equipment ~ (e.g. broken flasks, beakers, tubing,
or other chemical paraphernalia)

Large amounts of tinfoil, baking soda, or electrical cords

Unusually sophisticated weigh scales — (not necessarily an indicator by itself).

Dangers include:

Unknown and lethal chemicals often stored improperly
Contaminated broken glass, needles, and other paraphemalia
Booby traps

Risk of explosion or fire due to the flammable liquids used

Toxic vapors

If you find a suspected meth lab:

* LEAVE THE PREMISES IMMEDIATELY! Do not touch or move anything — get out
quickly.

= Wash your face and hands as soon as possible and check your physical symptoms.
if you have concems about symptoms you are experiencing, call your doctar, contact
an emergency room, or call a poison control center for advice.

*  As s00n as reasonably possible, take a shower and change your clothes.

*  Notify the police

= Inform supervisor

= Complele a city accident form

*  Record the incident in the case file

Radio Procedures

Public works has extra radios available for checkout, Refer to CRT’s radjo. procedures.

35




=
2
=1
2z
i
o
<

Forms and Letters

36



Code Enforcement Referral

Code Enforcement Referral
Confidential - for officlal use only CITY OF
Dater Referred by: Phone: Sﬁm
- el
Type of Requesi; Status of Case: Case Number;
O new
O3 Additional information g xz:d Pormit Number:
[ Change in Status
U Pending Order Number:

£ Referral

{1 urgent Leve! Priority
O orricer SaFeTy ALsny
Details:

[ tmoortant Level Pricrity

O Routine Leve! Priority

Lacation of Violation:
Address/Locafion;

Type of Propeny:

Parcef

Compiainant:
Name:

Agency/Dapt:

Addrese:

Horne Phone:

Work Phona:

How reported:
Other:

Property Ownor:
Name(s):

Address:

Home Phane:

Work Phoner

Other Responsible Party:
Name: -

3 Tenant £3 Other

Address;

Home Phona:

“Work Phone:

Incident Dotajls:

Referred to;
Narne:

Address:

AgencyfDept: . . Date:

Phona:

Reason:

Actions Taken/Requesied:

Additional Documentation:

Updated T2A81K

Avaidnbie at KAC FoemCoda E Code Enf Rt dos
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Compliance Letter

s

CITY OF _
SHORELINE City of Shoreline
g 17544 Midvale Avenue North
Shorehne, WA SE133.492 1

(206) F46- 1700 + Fax (206) 546-2200

DATE

NAME
ADDRESS
CITY, STATE, 211 -

Re, Incident #
Sitc Address:

Dear NanE;
Based on a recent inspection of the above site, we have fourd the site o be in compliaﬁcc with
Shoreline Municipal Codes regarding TVPE OF COMPLAINT. We appreciate your efforts in

bringing this mattcr 10 a successful conclusion.

Please be aware that i repeat violation could resull ia double or triple the civil penalties,
abaicment actions, andfor the filing of misdemennar charges.

If you have any questons or need additonal information, picase feel free W contact the
Custormer Response Team at (206} 546-1700,  Again, thank you for your cooperation,

Sincerely,

Shern Dugdale
Code Enforcement Officer
Planning & Development Services

Carnpliance Letter
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Dec_laration of Service

44

OF
SHORFLINE City of Shoreline
M’—' Phanning and Development Serviees
17534 Micdvale Avene Horth

Shaoreline, WA Y31335-4921
(203 346-1700 » Tax (206} $46-2200

DECLARATION OF SERVICE

I (prict aame)

thechure that Fam & citizen of the United States, am over 18 years of age and am currently
cmployed by the City of Shoreling, located in King County, St of Washington.

O s 81 .................. e ik}um. 1servad {aarne)
at
with the aliachied O Noticc and Order o Copreet . (numsben).
O Notice to Vacate ).
O Stop Work Order
I served the Ooder(s) by:

QO Posting at the sbove address ut

{3 Personal service to:

T Mailing one copy by ordinary first class mai] and another copy by certified mail
{eembers, TEIEM Totzipl rogquested,

both 10 the above gddress.

Under penalty of perjury under the laws of the State of Washingtoa. I centify and declare that the

foregoing is truc.

At Shoreline, Washington

Beclaration of Servige
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Hearing Memorandum

BEFORE THE CITY OF SHORELINE IIEARING EXAMENER

{Responsible Party) ,
Appellant,

LA

CITY OF SHORELINE,
Respondent.

Summary Informmation

Case Numbex:

Case Opened:
Address of Yiolation:
Zoning:

Property Size:
Property Oweer:
Date of Purchase:
Yiolations:

Background Inforntation

- Commeon Description of Property

Legal Bescription of Praperiy
Site Description

(Physicat description of the property)

Procedural History

{A bricf synopsis of the casc history)

Nidice aad Order 1o Correct No. (case #)

HEARING MEMORANDUM OF

CITY OF SHORELINE

Hearing Memarandum - page one
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Response to Appeal Issues

¢List the appeal item verbatim, and response)
Recommendation

Staff recommends thet the appeal be dismissed.
Attachmerts

{List of attachments)

Respectfully submitied this 20™ day of Aprif, 2000.

Sherss Dugdale _
Code Inforcement Officer

Ian R. Sievers
City Afiomney

Hearing Memorandum - page two
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Junk Vehicle Certification

L"snm:or v._'?mmcrov o JUNK VEHICLE
’csns’nc VERI#!CATI‘ON. NOTIFICATION AND AFFIDAVIT

To qualify as a “Junk'vnhida perRCWJG.S&.MO avehdsmlmlalmﬁﬂe(a)dmmwmz

'.Mustbetmammoumouw - Mustbemmnydamod R -uu&c‘mwlmb'
-Musthwea“F:;rMamvm oquduﬂywmpappmdmbvamednwmhlt
It the vehicle moets the sbove requirements, wm:wammmmmml

* Lt Ownex, T méa;csum.my.ﬁm;zfucm}

* NOTE: If ne Owner is found, enter "NONE™ in appraiiriate spaces. -

mro-rm«<: -

Jooonge

mor»z >0

Dow

PICKUP

{ have inspected the vehicle described above and cerlify that |l moets tho mqt.dm se! forth in RCW -(»8 55 010,

Cificers Printed Name . Officer's Tido Oﬂ‘scerahgency -

Radge of Personnal & .  Officer's Signature Date

TheDepa:lmentofbcmsinqhasapohwuf:xmu&mewalmsshﬁsm HMMBMWM&M@
(208) 902-3846 o TO (200) 664-8865.
TO4 M543 duird Vphivie Vi EHOMEATRE (W43 DR Pagu 1002

Front of Junk Vehicle Affidavit
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NOTIFICATION - Landownst: Plsass compiets hés sacton and ma & SOPY of o ENTIRE FORM o bt
) the R Qwimer(s} of the vehicle, fisied on the frontiof this o, 1 no Ownership was found,
roceed iy Section 3. . ' :

TO:
) o Régztored Tomora Name Teaal WhEr s Name

You are heroby notified, as of this date, . . 12 that tha vehicke, dsscribad on
the front of this form, may be disporad of, or fhe landowner, identified below, may sign en affiidavit of sale (Section 3) 1o be
tsed A3 a tite document for the purpass of aaling the vehicle. This is in accordance with RCW.46.55.230. )

fandoumer may dispose of e vehicle.or 5ign atyafidavit of sale, to be issed 282 file documert,

b.The Mﬁmmmmmm vehicie.is located, i§-entiiod 0 recovar, from tho vahicie's. owner,
i costs incwred in the ramoval of the junk vehidle. R S T Tt S I T LR

LANDOWNER AFFIDAVIT- Laridowriori the vehicie & not claimed witin fitaen days, of 3 voricts owner
was nit found, have the following Landewner Affidavit notsrizad, | may be-used as a itk document, o dispase of .
the vehicla, Ym'mwmgmcm_mmms_h remaval of the vehicte. -

i boreby claim the ight to s
PLEASE CHECK ONE:

[(] ! maited the Junk Véhicle
Aot rodoomed (he vehicie.:’

(] no Registered or Laga €(5). information could bo found. _ o,

f certity imat the information Gontained herein is accurate and complote and that the dispasition complies with the
requirements sot farth in RCW 46.55.230, Lo -

Signature of {,and_cmnel_":_;. e e G

fion fo the Rogistered and Legel Ownerta}of

NOTARY PUBLIC OR (GEISE | SUBSCIIBES ANG SWORN

o b E;-ot'mvus e DRYOF_____ _te__ ). .-
[4] FVEHICLEISSOLDBYLANDOWNER
Purchasers Nar and Adecs R
Signature of Purchaser: .ot i "Bite of Sale i i

o NOTE: I yau intend 1o operate this vehicie after completion of repalrs, .
this fom snd the vahiclo must ba tiken fo the Washington Stale Patro! for Inspectidh.
A saparate WSP inspection form must be Included with your tiie applicatian, (RCW 46.12.030)

TOAP ST uard, Viphliotet “Fpr il A {RMM e 2o}

Back of Junk Vehicle Affidavit
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Letter of Extension

SHORFIINE Planning and Development Services
"'_“’w 17334 Midvale Avenue North -
Shareline, WA 981334921
(206) S46-1811 & Fax {206} S46-R761
Date
Name
Addrass

RE: Notice & Qider fo Gomect #52450
Location:

Cear:

This lslter is in response to your request for an extension of the 30-day compliance
period set forth in the Netice and Order to Comrect. We find thaf you are making
satisfactory progress toward compliance and grant an extension of the compliance
pericd until DATE. This should provide enough time to finalize the restoration plan and
submit a compiete permit application package,

Thank you for your progress thus far. Piease do not hesitate to contact me at {206)
546-0783 with any further questicns you may have.

Sincerely,

Shetti Duilala
Code Enforcement Officer
Planning & Development Services




Notice to Vacate

Planning and Developmeni Services
17544 Midvale Avenue North
Shoreline, WA 98133-4921"
(206) 546-1700

45




Notice and Order to Correct .

<IEY OF . :
SHORELINE City of Shoreline
g 17344 Midvale Aveace North
Shovetioe, WA 951334921
(206) 546-1700 + Fax (206} 546-2200
NOTICE AND ORDER TO CORRECT
VIA CERTIFIED MAIL
HETURN RECEWPT #
Date
MNAME
ADDRESS _
City, STATE, TP
Re: incident #
Doar <NAME>;

1. You are hereby notified that the Director of Pianning and Developmant Services has
found you ta be the rosponsibla party for a code violation tocated at:

ADDRESS OF VIOLATION:

PARCEL

LEGAL DESGRIPTION OF PROPERTY:
This properly is being maintained as a public nuisance in violation of the provisions
of Chapter 16.25 of the Shoreline Municipal Code. The following are ¢onditions
which render the subjoct property a public nuisanca:

<CONDITIORS>

2. The Director has determined that the violations on the sub]f-‘ct property rust be
corrected with the jollowing actions:

<ACTIONS>
3. The requirad corrective actions must commence, and any required parmits to
perform the cofrective action must ba obtained from the propet issuing agency,

withins <COMMENCE TIME> and be completed within <COMPLETION TIMES from the
date of this Order,

Notive awd Order

Notice and Order — page 1
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4. Yau are further notified that if the required corrective aclions are not commencad
and/or completed within the specified time, the Director may:

{a) Assess civil penalties in the amount of $500.00 per violation for the tirst
fourteen-day period or porion thereof during which the violation is
committad, continued, parmitted or not corrected. The penalties for the nexd
fourtgen day period shall be one hundred fifty percent of the initial penalties,
and the penalties for the next fourteen day period and each such period or
portion thereatter, shall be doubls the arnount of the inilial penalties. Il any
assessed civil penally, fee or cosl is not paid on or before the due date, the
Director may charge the unpaid amount of the penalty as a lion against the
property where a code violation cccutred and as a joint and several personal
obligation of alf responsibie parties;

{b) Proceed to abate the violalion and cause the work to be done and charge
ihe costs thereof as a lien against the properiy and as a joint and separate
perasonal obhigation of all responsible parties;

{c) Submit this mattar o Superior Court for injunctive relief; and/or

{d} Recommend to the City Attomey the filing of criminal misdemeanor charges.

6. This.Notice and Order may be recorded against the property in the King County
Office of Records and Elections subsequant to servics.

6. Any pereon named in this Order or having any record or equilable {ille in the
property againsl which the Notice and Order is recorded may request an appeal of
the Notice and Order within ten days of the date of service of this Order. A Notice of
Appeal must be filed in writing with the City Clerk no tatar than 5:00 pm on the tenth
day followlng the service of this Order. An appeal fae of $350.00 is required at the

time of filing an appeal.

7. Failure to appeal within ten days renders the Nolice and Crder a final determination
thal the conditions described in the Notice and Order existed and constituted a code
viotation, and that the named party s lable as a responsible party.

8. As the responsible parly, It Is your duty to notify the Director.of any actions

taken to achieve compliance with the Notice and Order. You may requast a
compliance inspection by calling {206} 546-1700.

Sincerely,

Shetri Dugdale
Code Enforcemant Cllicar
Planning ancl-Development Servicas

Nuoticr and Order

Notice and Order - page 2
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Notice of Civil Infraction

TINFRACTION [ |TRAFFIC [ ] NON-TRAFFIC _

mTHe hoistricr  E Imuseoipal GOURT OF
O STATE DF WASHINGTOMN  FLANTHT VO Namw DELEHDANT
£} couniTy OF kM0
£F

W? i -000 %m!w

THE UNDERSIGNED csnmss AND SAYS THAT IN THE SYATE oF vusumcrm ™

Isnnﬂ. o rms Inw’a REN BT

<

= r’_ DID: ommz THE £ FOLLOWNG ummoma VEHICLE O A Puaue me&wav m )

ETYLF

2P GO,

.[V,er

T i

Dm Wi

T




Officer’s Report

Contact: Stwarf Dugcale 17544 Nichahs Averia P,
Cove Ersorvament Otica Shoreine, WA 991004521
Prona AFAROMK Fhons 205-040-1700

F SO S 40A30 Fax 200-548- 2200
Officors Report

Page 1of2

Officer's Report - page 1
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Officer's Report — page 2
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Photo Template

tncident #47031 Address/iocation; 14539 32 Ave. NE
Photos taken 01/27/00 at 1141 hours by Sherri Dugdale
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CITY OF

SHORFLINE
e

Refuse/Debris Supplemental Report

REFUSE/DEBRIS SUPPLEMENTAL REPORT

52
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AUTOMOTIVE PARTS ¥EHICLE BOOY PARTS EURNHIGHINGS APPLIANCGES

[ Akiernatos {1 Bumper (3 Bedframe Ll Alr condilionar

3 Axles 2 Carseats 0 GCabinsts O Dishwasher

) Carbureter 3 chroma siipping £ Carpaypan O Diyer

[0 Oibibuter {1 Dashdouard ) Chaire 3 Freazar

] Driveshah Q1 0Door panais L) Crib 0O Garboge compactor
) Engine bloek 3 Hood QO Dressednight stand L) Hestpump

0 Exhaustpipes 0 Garn O Lamps Q Oven

2] Gastanks Ll Hexdiights ad Matirecs 3 Roetrigaraar

) Hoszex O Guanar paneis O Shelves ) Smallsppliances
1 Manion Q Stweering column O Sinks Cl Siove

I Muftter O Steres componen O Sofas L) Swamp cootsr

J Radiator O Taitlights 0 Stares componenis T Washiag Machine
F1 Starter 3 Windowa sidofroat O Table Tl Watet hastar

F-) Tira rims O Windshiald O Talevision U
F3 Tios o - O Tollet |
‘K3 Transmission [ O Tublshower stal L
1 vaive covers Q o _ o L
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A . Qo __ . Qe L
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i1 Cardboecd O Compost a

£ Clothing 3 Concrote m}

1 Diampars O Conwalaer ampty) o

0 Food items C} Canainer flum o [
[ Gamasge - bagged £ Foncing a e
F] Garbage - joosn {J Firewocod L =
3 Geazs cligoings {0 Gravet [ — -
K1 tezves 0O tead pipes (] -

fd Hagazines 3 Plastic pipes [ - ————
i Mewspape:r 3 Sandg ] — -— ——
1 Papur Q3 Scrap lumbat a -

] Plazsc O scrap matat Q - -
i) Tree braaches O Serap waos - e
pd O sail m} -
%] O wood chips u — R
= I O Wood palleis Qa e
= a [ _ - -
EARALTTVE

updated 59115/89 Refues Supplamental Fepart.xls




Stop Work Lite

23




Stop Work Order

Pianning and Development Services
17544 Mid\_raie Avenue North

n, alteratlon,
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Violation Notification Letter — Strike One

CITY OF .
SHORELINE . City of Shoreline
E e 17544 Midvale Avense North
: Shoreline, WA 981133971
{206) 546-1700 ¢ Fax (206) 5462200
Erate
NaME
ADDRESS
oy, StTaTe, e
Re: Incident #

Boar NAME:

The City of Shareling has received 2 complaint regarding TYPE OF COMPLAINT. A recent
inspection has revealed the following violation(s):

DESCIUFTION OFVIOLATION:

CORRECTIVE ACTION REQUIRED:
As the persan responsible for this vielation. you are required 10 correct the violation by DATE.
Failure to do so may result in further énforcement actions, which may include civil penalties,
abaternent actions, and/or criminal misdemisanor charges.
Tor further clarfication and assistance in this matter, pleass contact the officer named below as
soon as possible in order to obtain any additional information you may need to make the

corrections, and o schedule a re-inspection. We appreciate your cooperation and prompt
atiention to this matier,

Sincercly,

Name
Cuswmer Response Team
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Violation Letter - Strike Two

CITY OF
SHORFELINE City of Shoreline
A . 17544 Midvale Avenus North |

Shoreline, WA 951334921
(206) S46-1700 ¢ Fax, (206} $46.2200

DATE
NAME
ADDRESS |
Crry, STATE, Z1p |

Re: Incideni #

Dear NAME:

On DATE, you were notified by the City of Shoreline that you were in vickation of Shoreline’s
city codes conceming TYPE OF COMPLAINT. Our records indicate that you were informed of the
nature of the violation, the action nooessary to correct the violatron, and that you were given
ample time 1o romedy the violation.

DESCRIPTION OF VIOLATION:

CORRECTIVE ACTION REQUIREND?

Another inspection was made of your property on DATE, which revezled that the necessary
comrective action had not been taken. This letrer is 1o notify you that unless you take action fo
comect this violation by NEW DATE, we will have no choice but to pursuc enforcemcnt actions,
which may include civil penalties, abatement actions, andfor ciiminal misdemeanor charges. In
order to avoid the possibility of these penafties, please tzke the corrective netion reguested.

For fusther clarification and assistance in this matter, plegse contact the officer named below as
soon 85 possible in order to obtain any sdditional information you may need to make the
corrections, and to scheditle a revinspection. We appreciste your coopesation and prompt
sitention o this maker.

‘ Sincercly,

. Sherri Dugdale
Cade Enforcement Officer
g Planning & Development Services
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Council Meeting Date: July 17, 2000 Agenda Item: 6(b)

CITY COUNCIL AGENDA ITEM
CITY OF SHORELINE, WASHINGTON

AGENDA TITLE: Budget and Capital Improvement Program (CIP) Plan Policies
DEPARTMENT: Finance

PRESENTED BY: Debbie Tarry, Finance Directory{

EXECUTIVE / COUNCIL SUMMARY
Attached are recommended Budget and Capital Improvement Program (CIP) Plan
policies to be adopted by the City Council.

Policies provide guidance for staff when developing work products and conducting City
business and help provide a roadmap for obtaining goals. In 1995 the City Council
adopted a set of Financial Management Policies that provided broad guidance in the
areas of budgeting, accounting and financial reporting, investments, fixed asset
management, and purchasing. Since that time the City's processes have matured and
as a result, the original policies need to be reviewed and updated. Over the next year
the Finance Department will be reviewing these financial policies and bringing
recommended revisions or enhancements to the City Council for adoption.

The City is in the initial phases of the 2001 budget process and therefore it is
appropriate to begin the policy update process with the Budget and Capital
Improvement Program (CIP) Plan policies (see Attachment A). These policies provide
overall guidance in the development of the City’s operating and capital budgets. The
policies are based on State Statute, recommended best business practices of the
Government Finance Officers Association (GFOA), and the recommended budget
practices of the National Advisory Council on State and Local Budgeting (NACSLB).

RECOMMENDATION
This item is for discussion purposes at the July 17, 2000 Council Workshop. With City

Council concurrence, staff would recommend the adoption of the Budget and CIP
policies at the August 28, 2000 regular City Council meeting.

Approved By: City Manager Q S City Attorney A;[A
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BACKGROUND / ANALYSIS

in 1995 the City Council adopted a set of Financial Management policies. These
policies provided overali guidance for financial practices related to budgeting,
accounting and financial reporting, investments, fixed asset management, and
purchasing. Since that time the City’s financial operations have matured and as a
result, the policies need to be reviewed and revised as necessary to provide policy
guidance for best financial business practices.

Since the City is in the initial phases of the 2001 budget process, it is appropriate to
begin the policy review with those related to budget and CIP planning. NACSLB defines
the budget process as activities that encompass the development, implementation, and
evaluation of a plan for the provision of services and capital assets. The goal of the
budget process is to help decision makers make informed choices about the provision
of services and capital assets and to promote stakeholder participation in the process.
NACSLB recommends that the key characteristics of the budget process inciude the
following:

» Long-term perspective;

» Linkages to broad organizational goals;

» Focus of budget decisions on results and outcomes; and
> Effective communication with stakeholders.

With these recommended characteristics in mind, the previously adopted policies were
reviewed and revised to develop the policies included in this packet. In addition, the
policies formalize much of the budget criteria and practices used by the City over the
last few years.

The following is a brief summarization of each of the broad categories of the policy
document itseif.

Financial Planning
The first policy statement states that the City intends to have long-term financial plans

and this financial planning will be for a six year planning horizon. This sets the stage for
balancing long-term financial stability with meeting the need for municipal services to
Shoreline’s citizens. The City has been following this practice.

General Budget Policies
General Budget policies include the basic criteria that staff will follow when developing

budget proposals for the City Council. The most significant criteria requires that a
balanced budget be submitied, and that operating expenditures will be supported by
operating (on-going) revenue sources. This policy provides that one-time unanticipated
additional resources will not be used to fund operating expenditures. In addition it
makes it clear that the budget will be adopted by the Council at the “fund” level (i.e.,
General Fund). This has been the past practice of the City, and it is important to make
this clear, as it determines at what level staff can adminisiratively make adjustments
within the budget structure. The remainder of this section formalizes the budget criteria
that staff has used in developing previous budgets.
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Formulation and Approval of Budgets
This policy statement outlines the required time frame for the budget development

process as provided by State law. To date, the City has used a more accelerated time
frame in budget development, than that mandated by the State. In addition this policy
provides for some of the basic components that should be included in the budget
document.

Budget Adjustment and Amendment Process
This policy differentiates between two methods of altering the City’s budget. An

adjustment is when changes are made within or between departments, but there is not
an increase in overall expenditures at the fund level (i.e., General Fund). Adjustments
may be made administratively with City Manager approval. Amendments, on the other
hand, are changes in expenditures at the fund level and require City Council approval
through the adoption of a budget amendment ordinance. In either case, if a proposed
change in budget were to change the overall budget program, prior City Council
approval would be required.

Reserve and Contingency Fund Policies
These policies formalize and enhance some of the general practices that the City has

followed in developing previous budgets. This policy specifically designates that the
City will maintain a Contingency Reserve and Unreserved Fund Balances in operating
funds. Council has had a policy of maintaining a General Fund Reserve of 10% of
operating revenues. As was shared with the Council in year 2000 budget submittal,
State Law (RCW 35.33.145) limits a contingency reserve to no more than 37.5 cents
per one thousand dollars of assessed valuation of property within the City. In 2000 this
would limit a Contingency Reserve to $1,278,952. To comply with the State law, the
City created a designated Contingency Reserve Fund, which is separate from any
undesignated General Fund balance. This new policy would suggest that the
combination of the Contingency Reserve and the undesignated General Fund Balance
be a minimum of 10% of the General Fund budgeted operating revenues. Other
operating funds should maintain a minimum unreserved fund balance of 5% of
budgeted operating revenues.

The year 2000 budget provided that for the General Fund the combination of the
Contingency Reserve, Unreserved Fund Balance, budgeted General Fund Operating
Contingency, and budgeted Insurance Reserve, were approximately 14% of budgeted
General Fund expenditures. Since the Contingency Accounts (Operating Contingency
and Insurance Reserve) are not reserves carried forward from year to year, but rather a
budgeted line-item, it is recommended that these accounts not be included in
determining adequate on-going reserve levels. The combination of the Contingency
Reserve and budgeted undesignated Fund Balance in the General Fund totaled 11.1%
of budgeted revenues in the year 2000 budget.

The policy also provides for budgeting an operating contingency and insurance
contingency line-items in the General Fund and a capital contingency in each of the
Capital Project Funds.

Capital Improvement Plan (CIP) Policies
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These policies outline the general process and criteria that will be used by staff in
developing the CIP for submission to the City Council. In addition it provides guidelines
for some of the financial aspects of financing of the CIP. Most importantly it recognizes
the CIP as an integral part of the City’s long-term financial and programmatic planning
and integrates the CIP as part of the budget process.

Some of the main components within the policies include:

> Establishment of Capital Improvement Plan Coordination Team. This is a cross
department team that will review and analyze proposed capital projects for the CIP
plan.

» General guidance for the CIP process including updates and amendments to the
CIP plan.

» General guidance for defining the types of projects included in the CIP document.

» Provision of maintenance and operational costs, associated with the CIP project, be

included as part of the CIP and that those costs be integrated into the City’s long-

term financial plans.

General guidance for the use of Local Improvement Districts (LID).

General guidance for the criteria in balancing the need for additional infrastructure

against the maintenance of the existing infrastructure and the inclusion of

appropriate costs in planning CIP projects.

> General guidance on financial matters relfated to the implementation of the CIP.

A2 74

RECOMMENDATION

This item is for discussion purposes at the July 17, 2000 Council workshop. With City
Council concurrence, staff would recommend the adoption of the Budget and CIP
policies at the August 28, 2000 regular City Council meeting.

ATTACHMENTS
A. Budget and Capital Improvement Program Plan Policies

FADEPT\FIN\Debbie\2000\8taff Reports\Budget and CIP Policies.dot
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ATTACHMENT A

CITY OF

SHORELINE

BUDGET
AND
CAPITAL IMPROVEMENT PROGRAM (CIP) PLAN POLICIES

i. Financial Planning Policies

tl. General Budget Policies
A. No Operating Deficit

B. Resources Greater than Estimates

C. Budget Adoption Level

D. Necessary to Implement City Council Goals Identified in Annual Workplan
E. Public Safety Protection

F. Degradation of Cutrent Service Levels

G. Investments that are Primarily funded by Additional Fees or Grants

H. Investments that delay Future Cost Increases

l. Investments that Forestall Adding Permanent Staff

J. Commitments that can Reasonably be Maintained over the Long Term
K. Overhead and Full Cost Allocation

L. Maintenance of Quality Service Programs

M. Distinguished Budget Presentation

Ill. Formulation and Approval of Budgets

IV. Budget Adjustment and Amendment Process
A. Adjustment
B. Amendment

V. Reserve and Contingency Fund Policies
A. Contingency Reserve

B. Unreserved Fund Balance

C. Budgeted Operating Contingency

D. Budgeted Insurance Reserve

E. Budgeted Capital Improvement Contingency.
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V1. Capital Improvement Program Plan Policies

HPAPUVOZEr A~ IEMMOUO WP

Relationship of Long-Range Plans to the CIP

Capital Improvement Plan Coordination Team

Establishing CIP Priorities

Types of Projects Included in the CIP

Scoping and Costing Based on Predesign Study

Required Project Features and Financial Responsibility

Predictability of Project Timing, Cost and Scope

CIP Maintenance and Operating Costs

Local Improvement Districts {LID)

Preserve Existing Capital Infrastructure Before Building New Facilities
New Facilities Should be of High Quality, Low Maintenance, Least Cost
Public Input at All Phases of Projects

Basis for Project Appropriations

Balanced CIP Plan

Use of Debt in the CIP

Finance Director’s Authority to Borrow

CIP Plan Update and Amendment

Usage of County-Imposed Vehicle License Fees

Formalization of Monetary Agreements

Applicable Project Charges
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FINANCIAL PLANNING POLICY

The City shall develop and maintain a 6-year financial forecast that estimates
resource and expenditure behavior for the five years beyond the current budget
period. This forecast will provide the City’s decision makers with an indication of the
long-term fiscal impact of current policy and budget decisions. This planning tool

- must recognize the effects of economic cycles on the demand for services and the

City's resources. To this end, the forecast should differentiate between revenue
associated with one-time economic activities and revenues derived as a result of
base economic growth. City financial planning should ensure the delivery of needed
services (many of which becorme more critical during economic downturns) by
assuring adequate reliance on ongoing resources in order to support continued City
services during economic downturns,

. GENERAL BUDGET POLICIES

These general budget policies are the basis on which staff develops budget
recommendations and establishes funding priorities within the limited revenues the
City has available to provide municipal services.

A. No Operating Deficit: Current revenues will be sufficient to support current
expenditures. Revenue estimates will be realistic and debt financing will not be
used for current operating expenses.

B. Resources Greater than Budget Estimates: Resources (fund balance) greater
than budget estimates in any fund shall be considered “one-time” resources and
shall not be used to fund ongoing service delivery programs.

C. Budget Adoption Level: Budget adoption by the City Council shall be at fund
level. Any changes in appropriations at fund level require City Council approval.

D. Necessary to Implement City Council Goals Identified in Annual Workplan: The
City Council identifies specific goals as part of its work-plan, and departmental
budgets should include adequate resources to accomplish those goals in the
expected timeframes.

E. Public Safety Protection: Public safety is a top priority, and as such, unmet
needs in this area should have a priority over other service areas.

F. Degradation of Current Service Levels: When increased service demands are
experienced over a sustained period of time, resources should be provided to
prevent service level degradation below an acceptable level.

G. Investments that are Primarily Funded by Additional Fees or Grants: Programs
and investments that are funded through a dedicated revenue source (i.e., non-
tax revenue), that meet the goals of the City Council, will receive priority
consideration.

H. Investments that Delay Future Cost Increases: When practical, resources should
be allocated for selective preventative investments that can be made to avoid
even larger costs in the future.

[ Investments that Forestall Adding Permanent Staff: Recognizing that personnel
related expenditures represent the largest portion of the City’s budget, methods
to increase efficiency and effectiveness of the delivery of City services through
technology improvements should receive priority funding if it can forestall the
addition of permanent staff.

J.  Commitments that can Reasonably be Maintained over the Long-Term: Funding
for new programs and services in operating funds should be limited to the extent
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that they can be reasonably funded over the near-to-long-term given the current
revenue stream.

K. Qverhead and Full Cost Allocation: Department budgets should be prepared in a
manner to reflect the full cost of providing services.

L. Maintenance of Quality Service Programs: The City of Shoreline will offer quality
service programs. If expenditure reductions are necessary as a result of
changing economic status, selective service elimination is preferable to poor or
marginal quality programs that are caused by across the board cuts.

M. Distinguished Budget Presentation: The City will seek to comply with the
suggested criteria of the Government Finance Officers Asscciation in producing a
budget document that meets the Distinguished Budget Presentation program
criteria as policy document, as an operations guide, as a financial plan, and as a
communication device.

FORMULATION AND APPROVAL OF BUDGETS

In accordance with RCW 35A.33, departments shall be requested by the Finance
Director to prepare detailed estimates of revenues and expenditures for the next
fiscal year by no later than the second Monday of September. Responses will be
due by no later than the fourth Monday in September, and by no later than the first
business day in October, the Finance Director will present to the City Manager a
proposed preliminary budget setting forth the complete financial program, showing
expenditures requested by each department and sources of revenue by which each
program is proposed to be financed.

Although the schedule outlined above meets the requirements of the Revised Code
of Washington, the Shoreline budget process usually follows an accelerated time
schedule. The Finance Director typically requests departments to prepare their
detailed estimates of revenues and expenditures for the next fiscal year in July, with
those responses due in August.

By no later than the first Monday in October, the City Manager will provide the City
Council with current information on estimates of revenues from all sources as
adopted in the budget for the current year. The City complies with this requirement
by providing the City Council with a quarterly report and a comprehensive overview
of the City’s current financial position at a summer Budget Retreat.

The administration will analyze program priorities and needs and recommend
funding leveis for each program in a proposed operating budget and six-year capital
improvement program, which will be submitted to the Council by no later than 60
days prior to the end of the fiscal year. The City Manager typically presents the
proposed budget to the City Council in late October.

As part of the budget document, a budget message will be prepared that contains
the following:

» An explanation of the budget document.

» An outline of the recommended financial policies and programs of the City for
the ensuing fiscal year.

> A statement of the relation of the recommended appropriation to such policies
and programs.
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» A statement of the reason for salient changes from the previous year in
appropriation and revenue items.
» An explanation of any recommended major changes in financial policy.

The operating budget proposal for the general fund will include a financial plan that
shows projected revenues and expenditures for at least the next five fiscal years.
The financial plan will provide an explanation of the assumptions used in projecting
future year expenditure and revenue levels, such as growth in tax revenues, inflation,
cost of services, and other factors that may impact the financial condition of the City.

The operating budget will be classified and segregated according to a standard
classification of accounts as prescribed by the State Auditor.

The Council will hold public hearings as required and approve operating and capital
budgets prior to the end of the fiscal year in accordance with State law.

. BUDGET ADJUSTMENT & AMENDMENT PROCESSES

Under the provisions of State law and the City's operating procedures, the operating
budget may be adjusted or amended in two different ways. Adjustment of the budget
involves a reallocation of existing appropriations and does not change the budget
“bottom line.” Amendment of the budget involves an addition to or reduction of
existing appropriations.

A. Adjustment
The City departmental expenditures and program goals are monitored throughout

the year. Certain departments may develop the need for additional expenditure
authority to cover unanticipated costs that cannot be absorbed within the budget,
while other departments may unexpectedly not require their full budget
authorizations. The Finance Department reviews and analyzes all department
and/or fund budgets to determine what adjustments are necessary and whether
the adjustments can be made within existing appropriation limits and within the
City Council and Departmental goals as provided in the budget. Necessary
adjustments are then reviewed with the affected department and/or fund
managers. When an adjustment is needed, the Finance staff will look first to
savings within the department and then consider budget transfers between
depariments. The Finance Director, in conjunction with the Department Directors
and the City Manager, reviews and decides if any specific budget reductions are
needed. No City Councii action is needed as State law allows budget
adjustments to be done administratively and approved by the City Manager. As
a matter of practice, staff will include any adjustments made between
departments with the quarterly financial information provided to the City Council.

B. Amendment
Amending the City's budget occurs whenever the requested changes from
departments and/or funds will cause the existing appropriation level for the fund
to change. This situation generally occurs when the City Council authorizes
additional appropriation. This is done by an ordinance that amends the original
budget and states the sources of funding for the incremental appropriations.
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V. RESERVE AND CONTINGENCY FUND POLICIES

A,

Contingency Reserve

It is the City's policy to maintain a contingency reserve in accordance with RCW
35A.33.040. The reserve will be available for unforeseen urgent or emergency
needs. The contingency reserve is intended to provide for unanticipated
expenditures or revenue shortfalls of a non-recurring nature. The maximum
allowable amount in the contingency reserve is 37.5 cents per thousand dollars
of assessed valuation.

Unreserved Fund Balance

it is the City’s policy to maintain a unreserved balance in each of the operating
funds of the City (i.e., General, City Streets) at a level sufficient to provide for
cash flow needs, a reasonable amount for emergent or unforeseen needs, and
an orderly adjustment to adverse changes in revenues, including termination of
revenue sources through actions of other governmental bodies. The Finance
Director, in conjunction with the departments and the City Manager, will analyze
fund balance requirements and recommend formal fund balance policies for each
of the principal City funds. Fund balance policies will be reviewed at least every
three years to ensure all relevant factors are being considered. Until such time
as a thorough analysis has been completed for each fund, the City's policy will be
to provide a minimum fund balance (combination of Contingency Reserve and
Unreserved Fund Balance) of at least 10% of budgeted operating revenues for
the General Fund and a minimum unreserved fund balance of 5% of budgeted
operating revenues for other City operating funds.

Budgeted Operating Contingency

In order to provide for unforeseen expenditures or new opportunities throughout
the year, the General Fund budget will have an operating contingency of
$250,000 that will be used only with City Council approval. Savings within
departmental budgets throughout the year will be the first source for funding
unforeseen expenditures or providing for new opportunities before the Operating
Contingency is accessed.

Budgeted Insurance Reserve

A separate insurance reserve account will be budgeted within the General Fund
budget to be used for potential substantial events (street damage, inverse
condemnation, etc.) and infrastructure repair not covered by insurance policies or
other sources such as FEMA. The budgeted amount should approximate 2% of
the City's assets (not including roads and surface water utilities).

E. Budgeted Capital Improvement Contingency

A separate capital contingency account will be budgeted within each of the three
capital improvement funds to be used for capital project adjustments and for
project acceleration. The amount to be budgeted in each of the capital
contingency accounts is equal to 10% of the total budgeted capital improvement
projects within each fund for that year or $200,000, whichever is less.

The City Manager may administratively approve expenditures from the

contingency fund for any project, without changing the project scope, regardless
of the percentage of the project budget, if the amount does not exceed $10,000.
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In addition, the City Council delegates the authority fo the City Manager to
administratively approve dollar adjustments to individual capital projects that do
not change the scope of project in an amount up to 10% of the project’s adopted
budget, not to exceed $50,000.

VI. CAPITAL IMPROVEMENT PROGRAM PLAN POLICIES
A number of important policy considerations are the basis for the Capital
Improvement Program (C1P) Plan. These policies provide guidelines for all financial
aspects of the CIP, and ultimately affect the project selection process.

A. Relationship of L ong-Range Plans to the CIP
The CiP will be updated annually as part of the City's budget process. The City
Council may amend the CIP Plan at any time as required.

Virtually all of the projects included in the CIP are based upon formal long-range
plans that have been adopted by the City Council. This ensures that the City's
Capital Improvement Program, which is the embodiment of the recommendations
of these individual planning studies, is responsive to the officially stated direction
of the City Council as contained in the Comprehensive Plan, Council work goals,
and supporting documents. Examples of these supporting documents:

Pavement Management System Plan and the Parks and Open Space and
Recreation Services Plan. There are exceptions, but they are relatively small
when compared to the other major areas of expenditure noted above.

B. CIP Coordination Team
A CIP Coordination Team is a cross-departmental team which participates in the
review and recommendation of the CIP program to the City Manager. The Team
will review proposed capital projects in regards to accurate costing {design,
capital, and operating), congruence with City objectives, and prioritize projects by
a set of deterministic criteria. The Public Works Director, or his/her designee, will
serve as the lead for the team.

C. Establishing CIP Prigrities
The City uses the following basic CIP project prioritization and selection process:

1. Each CIP program area establishes criteria to be used in the prioritization of
specific projects submitted for funding. These specific criteria are developed
by staff in conjunction with City Council pricrities and input from citizens,
associated City boards and commissions. The criteria is identified in the
City's budget document. The City has divided its CIP projects into the
following program areas: General & Parks Capital Projects, Roads Capital
Projects, and Surface Water Capital Projects.

2. Designated personnel within City departments recommend project
expenditure plans to the Public Works Department. The project expenditure
plans include all capital costs and any applicable maintenance and operation
expenditures along with a recommended funding source.

3. The CIP Coordination Team evaluates the various CIP projects and selects
those with the highest priority based on input from citizens, project
stakeholders, appropriate advisory committees, and City Council goals.
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4. A Preliminary CIP Plan is developed by the Public Works Department and is
recommended to the City Council by the City Manager along with the
operating budget recommendations.

9. The City Council reviews the Operating and Preliminary CIP Plan, holds a
public hearing(s) on the plan, makes their desired alterations, and then
officially adopts the CIP and establishes related appropriations as a part of
the City’s budget.

6. Within the available funding, the highest priority projects are then selected
and funded in the CIP.

D. Types of Projects Included in the CIP Plan
The CIP Plan will display, to the maximum extent possible, all major capital

projects in which the City is involved. It is difficult to define precisely what
characteristics a project should have before it is included in the CIP Plan for the
public's and City Council's review and approval. While the following criteria may
be used as a general guide to distinguish among projects which should be
included or excluded from the CIP Plan, there are always exceptions which
require management's judgment. Therefore, the City Manager has the
administrative authority to determine which projects should be included in the
CIP Plan and which projects are more appropriately contained in the City’s
operating budget.

For purposes of the CIP Plan, a CIP project is generally defined to be any project
that possesses all of the following characteristics:

1. Exceeds an estimated cost of $10,000;

2. Involves totally new physical construction, reconstruction designed to
gradually and systematically replace an existing system on a piecemeal
basis, replacement of a major component of an existing facility, or acquisition
of land or structures; and

3. Involves City funding in whole or in part, or involves no City funds but is the
City's responsibility for implementing, such as a 100% grant-funded project or
100% Local Improvement District funded project.

4. Involves the skills and construction needs beyond those needed for a general
repair and maintenance project.

These should be considered general guidelines. Any project in excess of
$25,000 meeting the criteria of (2), (3) and (4) above, or various miscellaneous
improvements of a like nature whose cumulative total exceeds $25,000 (i.e.,
street overlays) should be considered as part of the CIP process.

Program area managers are responsible for the cost estimates of their proposed
programs, including future maintenance and operations costs related to the
implementation of completed projects. :

E. Scoping and Cesting Based on Predesign Study
For some projects it is difficult to develop accurate project scopes, cost
estimates, and schedules on which no preliminary engineering or community
contact work has been done. To address this problem, some projects are initially
proposed and funded only for preliminary engineering and planning work. This
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funding will not provide any monies to develop final plans, specifications, and
estimates to purchase rights-of-way or to construct the projects. Future project
costs are refined through the predesign study process.

. Required Project Features and Financial Responsibility: If a proposed project will

cause a direct impact on other publicly-owned facilities, an equitable shared and
funded cost plan must be coordinated between the affected program areas.

. Predictability of Pr0|ect Timing, Cost and Scope: The predictability of timing and

costs of projects is important to specific private developments such as the
provision of street improvements or the extension of major sewer lines or water
supply, without which development could not occur. These projects generally
involve significant financial contributions from such private development through
developer extension agreements, LIDs, and other means. Once a project has
been approved by the City Council in the CIP, project scheduling is a priority to
maintain.

The City Council authorizes the City Manager to administratively approve the
acceleration of project schedules so long as they can be accomplished within
budgeted and any allowable contingency expenditures, with the understanding
that all controversial issues will be brought before the City Council. All project
additions or deletions must be approved by the City Council.

. CIP Maintenance and Operating Costs: CIP projects, as approved by the City
Council, shall have a funding plan for maintenance and operating costs identified
in the project description. These costs will be included in the City’s long-term
financial planning.

Local Improvement Districts (LID)
Examples of when future LIDs may be formed are as follows: 1) where old

agreements exist, committing property owners to LID participation on future
projects; 2} when a group of property owners wish to accelerate development of
a certain improvement; 3) when a group of property owners desire a higher
standard of improvement than the City's project contemplates; or 4) when a
group of property owners request City assistance in LID formation to fund internal
neighborhood transportation facilities improvements, which may or may not have
City funding involved. If City funding is proposed by the project sponsors
{property owners), they shall so request of the City Council (through the City
Clerk) in writing before any LID promotion activity begins. The City Manager shall
analyze such request and report his conclusions and recommendation to Council
for their consideration. The Council shall by motion affirm or deny the
recommendation. The Council's affimnative motion to financially participate shall
expire in 180 days, unless the project sponsors have submitted a sufficient LID
petition by that time.

In the event that the request is for street resurfacing in advance of the City's
normal street resurfacing cycle, the City's contribution, if any, will be determined
based on a recommendation from the Public Work's Department and a financial
analysis of the impact of completing the project prior to the City’s original
timeline.
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On capital projects whose financing depends in part on an LID, interim financing
will be issued to support the LID's portion of the project budget at the same time
or in close proximity to the issuance of the construction contract. The amount of
the interim financing shall be the current estimate of the final assessment roll as
determined by the administering department.

In the event that the project is 100% LID funded, interim financing shail be issued
either in phases (i.e., design phase and construction phase) or up front in the
amount of the entire estimated final assessment roll, whichever means is
estimated to provide the lowest overall cost to the project as determined by the
Finance Department.

The City will recapture direct administrative costs incurred by the City for the LID
project by including these in the preliminary and final assessment roles.

. Preserve Existing Capital Infrastructure Before Building New Facilities: It is the
City's policy to ensure that adequate resources are allocated to preserve the

City's existing infrastructure before targeting resources toward building new
facilities that also have maintenance obligations. This policy addresses the need
to protect the City's historical investment in capital facilities and to avoid
embarking on a facility enhancement program which, together with the existing
facilities, the City cannot afford to adequately maintain,

. New Facilities Should Be of High Quality, Low Maintenance, Least Cost: The

intent of this policy is to guide the development and execution of the CIP Plan
through an emphasis on lowest life-cycle cost. Projects should only be built if the
necessary funding to operate them is provided. Also, priority is given to new
facilities that have minimal ongoing maintenance costs so as to limit the impact
upon both the CIP and the operating budget.

. Public Input at All Phases of Projects: The City makes a serious commitment to
public involvement. The City's long-range plans are developed through an
extensive citizen involvement program.

. Basis for Project Appropriations: During the City Council's CIP Plan review, the
City Council will appropriate the full estimated project cost for all projects in the
CIP Plan. Subsequent adjustments to appropriation levels for amendments to the
CIP Plan may be made by the City Council at any time.

. Balanced CIP Plan: The CIP Plan is a balanced six-year plan. This means that
for the entire six-year period, revenues will be equal to project expenditures in
the plan. It is anticipated that the plan will have more expenditures than revenues
in single years of the plan, but this imbalance will be corrected through the use of
interim financing, if actually needed. Over the life of the six-year plan, however,
all planned interim debt will be repaid and all plan expenditures, including interest
costs on interim debt will be provided for with identified revenues. Any project
funding plan, in which debt is not retired within the current six-year plan, must
have specific City Council approval.

. Use of Debt in the CIP: The CIP is viewed as a long-term program that will
continually address capital requirements far into the future. As such, the use of
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long-term debt should be minimized, allowing the City to put money into actual
projects that benefit Shoreline residents and businesses rather than into interest
payments to financial institutions. There may be exceptions to this policy for
extraordinary circumstances, where voted or non-voted long-term debt must be
issued to achieve major City goals that otherwise could not be achieved, or
would have to wait an unacceptably long time. . Issuance of long-term debt must
receive City Council authorization.

Staff monitors CIP cash flow regularly and utilizes fund balances to minimize the
amount of borrowing required. Funds borrowed for cash flow purposes are
limited to short-term obligations. Projected financing costs are included within a
project in the administrative program area.

P. Einance Director's Authority to Borrow: The Finance Director is authorized to
initiate interim and long-term borrowing measures, as they become necessary,
as identified in the CIP Plan and approved by the City Council.

Q. CIP Plan Update and Amendment: The CIP Plan will be updated at least
annually as a part of the City’s budget process. The City Council may amend the
CIP Plan at any time if a decision must be made and action must be taken before
the next CIP review period. All project additions or deletions must be approved
by the City Council.

R. Usage of County-Imposed Vehicle License Fees: The City's share of the King
County-imposed Vehicle License Fees is a component of "Transportation
Funding" and can therefore be assumed to be part of the annual Transportation
Funding contribution to the CIP Plan as pursuant to State Law.

S. Formalization of Monetary Agreements: All agreements between the City and
outside jurisdictions, where resources are exchanged shall be in writing
specifying the financial terms of the agreement, the length of the agreement, and
the timing of any required payments (i.e., Joint CIP projects where the City is the
lead agency, grant funded projects, etc.). Formalization of these agreements will
protect the City's interests. Program areas shall make every effort to promptly
request any reimbursements that are due the City. Where revenues from outside
jurisdictions are ongoing, these requests shall be made at least quarterly, unless
alternative arrangements are approved by the City Manager or City Council.

T. Applicable Project Charges: CIP projects should reflect all costs that can be
clearly shown to be necessary and applicable. Staff charges to CIP projects will
be limited to time spent actually working on those projects and shall include an
overhead factor to cover the applicable portion of that person’s operating cost.
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