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Topic: HRD Regular Board Meeting 
Time: February 11, 2025, 07:00 PM Pacific Time (US and Canada) 

Location:  Highlands Recreation Center, 1851 Lexington Ave., San Mateo, CA  94402 
 

Board meetings are held in-person, with a Zoom participation option provided to the public as a courtesy. Public 
comment is limited to (3) minutes per person per item. The public is encouraged to participate in whatever form they 

are most comfortable. If participating remotely via Zoom, see details below: 
 

Topic: HRD Regular Board Meeting 
Time: February 11, 2025, 07:00 PM Pacific Time (US and Canada) 

 
Join Zoom Meeting 

https://us06web.zoom.us/j/86897396127?pwd=ENb0lMPaCMhygsOg8RcBVV3XS2GppB.1 
 

Meeting ID: 868 9739 6127  
Passcode: 041879 

Find your local number: https://us06web.zoom.us/u/kPeuY2H5c 
 

1. Call to Order 
 

2. Review and approval of the minutes for the Regular Board Meeting on January 14, 2024. 
 

3. Public Forum: The public forum provides an opportunity for members of the public to speak on any item within 
the jurisdiction of the Board that is not on the agenda. When an item is not listed on the agenda, State law 
prohibits Board discussion or action. Board Members may only “briefly respond” to statements made and 
questions posed. For example, State law allows Board Members to ask questions for clarification and provide a 
reference for staff or other resources for factual information. Additionally, the Board may also direct staff to 
report back and/or place a matter on a future agenda for discussion. 

 
4. Manager’s Information Report  

a. Administration  
b. Programming 

 
5. Financial Information Report 

a. December 2024 Monthly Statement Memo 

b. January 2025 Monthly Statement (Preliminary) 

 
6. Old Business: 

a. Discussion/Motion: Transitional Kindergarten (TK) ASP Recommendation 
Report: Mike Koenig, K-8 Childcare Director and Julie Fernandez, Early Education Center Director 
Description: Consider final approval of the proposed plan for adding programming for 
Transitional Kindergarten (TK) children to the District's existing After School Program (ASP). 
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7. New Business: 

a. Discussion/Motion: Board Strategy Session Meeting 
Report: Board Member Ranya Francis (prepared by Tamsen Burke) 
Description: Identify and finalize a date for the rescheduled Strategy Session in March 2025. 
 

b. Discussion/Motion: Personnel Committee and Budget Committee Meetings 
 Report: Tamsen Burke 
 Description: Identify and finalize dates for the Personnel and Budget Committee 

 meetings. Refer to 2025-2026 Budget Schedule and Memo presented BOD meeting 

 11/4/2024. 

 
c. Discussion: Fiscal Year 2025-2026 Budget Assumptions 

Report: Tamsen K. Burke, General Manager 
Description: Presentation of the preliminary Budget Assumptions for FY 2025-2026 in 
preparation of the operational budget for organization and its departments. 

 
8. Upcoming Meetings:   

a. Board of Director Strategy Session 1:  

b. Board of Directors: March 11, 2025 – April 8, 2025 – May 13, 2025 

9. Review and Payment of Bills 
a. Action: Motion to approve Expenditures 

Report: Bea Robertson, Bookkeeper 
Description: This is a routine item of the itemized bills for Board review and approval.  
Recommendation: Approve the Expenditures for January 2025 

 
10. HRD Board of Directors Announcements  

 
11. Adjournment  

  
Written public comments can be submitted to the District prior to the meeting by emailing 
generalmanager@highlandsrec.ca.gov.  Written comments received by email prior to 3 pm on the day of the 
meeting will be forwarded to the Board prior to the meeting, made a part of the public record, and be available for 
public review at this link: https://highlandsrec.ca.gov/hrd-board-meetings. 

 

Oral public comments will be taken on each agenda item during the meeting, subject to a limit of three (3) 
minutes per person per item. To comment orally in real time during the meeting, you may raise your hand if you 
are participating in person or use the Zoom “raise hand” function on your computer screen or the *9 function 
on your phone.  Please note that the District provides a Zoom participation option to the public as a courtesy in 
order to facilitate participation. The District cannot, however, guarantee the adequacy of the audio/video 
quality or that meeting participation will be uninterrupted via Zoom. If technical difficulties arise relating to the 
Zoom participation option, the Board meeting may continue with public attendance in person only. 

 
Board Meetings are accessible to people with disabilities. Individuals who need special assistance or disability-related 
modification or accommodation (including auxiliary aids or services) to participate in this meeting; or who have a 
disability and wish to request an alternative format for the agenda, meeting notice, agenda packet or other writings 
that may be distributed at the meeting, should contact the Board Secretary at generalmanager@highlandsrec.ca.gov. 
Notification in advance of the meeting will enable the District to make reasonable arrangements to ensure 
accessibility to this meeting and the materials related to it. Public records that relate to any item on the open session 
agenda for a regular board meeting are available for public inspection. Those records that are distributed less than 72 
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hours prior to the meeting are available for public inspection at the same time they are distributed to all members, or 
a majority of the members of the Board. The Board has designated the office of the Highlands Recreation District, 
located at 1851 Lexington Ave, for the purpose of making those public records available for inspection. The agenda, 
meeting notice, agenda packet and other writings distributed to the Board in connection with this meeting are also 
available for public review at this link: https://highlandsrec.ca.gov/hrd-board-meetings. 
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Topic: HRD Regular Board Meeting 
Time: January 14, 2025, 07:00 PM Pacific Time (US and Canada) 

Location:  Highlands Recreation Center, 1851 Lexington Ave., San Mateo, CA  94402 
 

Board meetings are held in-person, with a Zoom participation option provided to the public as a courtesy. Public 
comment is limited to (3) minutes per person per item. The public is encouraged to participate in whatever form they 

are most comfortable. If participating remotely via Zoom, see details below: 
 

Topic: HRD Regular Board Meeting 
Time: January 14, 07:00 PM Pacific Time (US and Canada) 

 
Join Zoom Meeting 

https://us06web.zoom.us/j/81157335580?pwd=NUgMTjgALMcpWXNGizsu2IMfFeFHvR.1 
 

Meeting ID: 868 9739 6127  
Passcode: 041879 

Find your local number: https://us06web.zoom.us/u/kPeuY2H5c 
 
Board Members:     Staff: 
Pam Merkadeau (President)    Tamsen Burke (General Manager) 
Andrew Aquino (Vice President)    Meg Catmull (Assistant General Manager) 
Chris Carlos      Nic Robinson (Aquatics Supervisor) 
Uy Ut       Mike Koenig (K-8 Childcare Director)  
Ranya Francis        
 

1. Call to Order 

The meeting was called to order at 7:00 pm by President Aquino.  
 

2. Review and Approval of Minutes  
Board Member Merkadeau made a motion, Board Member Ut second, to approve the Regular Board Meeting 
Minutes from 12/10/2024. The motion passed unanimously. 
Vote: AA - Y; CC - Y; PM – Y; UU – Y; RF – Y 

 
3. Public Forum:  

Public comments were received.  
 

4. Manager’s Information Report  
a. Administration 
b. Programming 

 
5. Financial Report 

a. November 2024 Monthly Statement (Final) 
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b. December 2024 Monthly Statement (Preliminary) 

c. 2023-24 Special District Financial Transactions Report (SCO) 

**For the good of the order, President Aquino moved agenda item #7.c after Financial Reports** 

6. Old Business 
a. Discussion/Motion: Holiday Schedule 2025 

i. No motion was made and the item was tabled.  
 

b. Discussion/Motion: EAP (Emergency Action Plan)  
i. Board Member Francis made a motion, Board Member Merkadeau second, to approve the new 

EAP. The motion passed unanimously.  
Vote: AA - Y; CC – Y; PM – Y; UU – Y; RF – Y 
 

7. New Business 
a. Discussion/Motion: Consider approving O’Connor and Company Engagement Letter for 2024 Audit 

Services. 
i. Board Member Carlos made a motion, Board Member Francis second, to approve O’Connor and 

Company Engagement Letter for Audit Services for the fiscal year ending 2024. The motion 
passed unanimously.  
Vote: AA - Y; CC – Y; PM – Y; UU – Y; RF – Y 

 
b. Discussion/Motion: Changed Requirement for Board of Directors Remote Participation Limits 

i. No motion was made.  
 

c. Discussion/Motion: Landslide 
i. For the good of the order, President Aquino moved agenda item #7.c after Financial Reports.  

ii. No motion was made.  
 

d. Discussion/Motion: Staff Compensation Review and Plan  
i. No motion was made, and the item was tabled for the January 19, 2025 Strategy Session 

(Special Meeting).  
 

e. Discussion: IIPP Staff Training Cost  
 

h. Discussion/Motion: Standing Committees per Bylaws Section C.2 
i. Noticed as a second agenda item #7.c; for the good of the order, President Aquino 

relabeled item as #7.h. 
ii. President Aquino announced a new standing Budget Committee comprised of Board 

Members Aquino and Carlos.  
 

f. Discussion: 457 Plan  
 

g. Discussion/Motion: Approve General Manager as Highlands Recreation District as Special District 
Fiscal/Financial Officer for Signature with Assistant General Manager as Designee 

i. Board Member Ut made a motion, Board Member Carlos second, to approve General Manager 
as Highlands Recreation District as Special District Fiscal/Financial Officer for Signature with 
Assistant General Manager as Designee. The motion passed unanimously.  
Vote: AA - Y; CC – Y; PM – Y; UU – Y; RF – Y 

 
8. Upcoming BOD Meetings:  

a. Board of Director Strategy Session 1: January 19, 2025, 9:00am-1:00pm  
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b. Board of Directors: February 11, 2025 – March 11, 2025 – April 8, 2025 

c. Personnel Committee:  

d. Budget Committee:  

 

9. Review and Payment of Bills 

a. Action: Motion to approve Expenditures 
i. Board Member Francis made a motion, Board Member Ut second, to pay the bills. The motion 

passed unanimously. 
Vote: AA - Y; CC – Y; PM – Y; UU – Y; RF – Y 
 

10. HRD Board of Directors Announcements 
 

11. Adjournment  
Board Member Ut made a motion, Board Member Carlos second, to adjourn the meeting. The motion passed 
unanimously.  
Vote: AA - Y; CC – Y; PM – Y; UU – Y; RF – Y 

 
The Meeting adjourned at 9:14 pm. 

 
Respectfully Submitted, 

 
Megan Catmull 
Board Secretary 
 
 
Board President or Vice President:  _________________________________________________ 
 
Signature:  _________________________________________________ 
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                                   MEMORANDUM 
Date:  February 11, 2025 

To:   Board of Directors 

From:   Tamsen Burke, General Manager 

Re:   General Manager Report 

 

 
ADMINISTRATION 
 
UPDATES  

• Project Updates 
o Highlands Recreation District slide repair improvements project (north of bathrooms) 

• BKF Opinion of Probable Construction Costs for proposed improvements 

associated with the Highlands Recreation Center slide repair improvements 

project. Information regarding existing conditions was taken from a field survey 

conducted by BGT Land Surveying. This Opinion of Probable Construction Costs 

is a preliminary cost estimate of the possible comprehensive improvements 

including site grading, storm drainage, earthwork, and drilled pier retaining 

wall construction associated with the Highlands Recreation Center Slide Repair 

Improvements Plans, dated 11/22/2024. Documents are ready to submit 

County Permit to the County of San Mateo. 

o Employee Breakroom 

• Painting, floor repair, and relocation of the ice machine near completion. The 

tables and chairs that were previously purchased will be installed with a ready-

to-use date of February 17, 2025 

o Administration Office Refresh (12/2025) 

• Preliminary assessment of project scope, timing, and developing RFP for 

project.  

• In addition, the review of the alternate work-space plan for displaced staff and 

equipment has been discussed. 

o Cal OES 2022-2023 Early Winter Storm Disaster (FEMA DR 4683) Application  

• Completed open projects and/or project completions and certificate to close 

with CalOES.  
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• Completed SAM Registration Renewal - HIGHLANDS RECREATION DISTRICT to 
close Document Request: DR 4683 Highlands Recreation District 081-91067 
AMD 149 PW 262-0 from October 12, 2023. 
 

• Financial 

o San Mateo Sustainability Department, notice of proposed increase to Garbage and 

Recyclable Collection Service Rates effective January 1, 2025. 

o Develop and present BOD cost allocation and plan for shared services/expenses; 

(3/2025)  

o Directors/Supervisor Reviews / Training in preparation of FY 2025-2026 Budget  

•  Developed Capital Project List needs - Short (within 12 months); Long 

term (2-3 years) for specific departments and HRD facility/complex.  

•  Reviewed Chart of Accounts and Ledgers as a budget preparation 

exercise to review account codes and items expensed to each account.  

 Recommended changes will be presented to the Budget Committee for 

greater consistency and operational effectiveness. 

o Administrative Business (Ongoing) 

• Review of HRD Compliance Policies as scheduled in AMG report. 

• Develop procedures for policies for business, human resources, and other 

operational practices. 

• Review of all HRD contracts and renewal dates (ongoing) 

o Independent Contractor policy and current agreements; including 

instructors. 

o Vendor / Service Contracts 

o Rental Contracts  

o Completed audit on W9 compliance with each contract. 

• Develop a master template for contracts for HRD in consultation with 

attorney.  

• HR Compensation / Salary Schedule  

o Reviewing current position qualifications, essential skills based on 

similar Parks and Recreation Industry standards (Completed) 

o Complete Job Hazard Analysis for every position (Ongoing) 

o Work with Directors on updates Position (Job) Descriptions 

(Ongoing) 

o Review HRD compensation, research market value, cpi 

considerations, and develop 3–5-year salary schedule (Ongoing) 

 Community Engagement 
o Informal meet and greet with pool members, swim team parents, EEC and ASP parents 

and teachers, Tennis/Martial Arts instructors to better understand satisfaction and 
needs to support program and services to our community. 

o Meet with EEC parents (zoom) on January 23, 2025, to discuss TK and current state of 
decision making and recommendations. Received feedback about timing and process for 
efficiency and communication improvements on TK decision making. Informed parents a 
final proposal/recommendation will be made to the BOD in February and all invited to 
attend. In addition, a follow-up email will be sent to ensure all parents are informed of 
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the next steps. An annual EEC survey was requested, and this information will be shared 
with the EEC Director.  

o Inform. conversation with HCA president to identify gaps and connect HRD to the 
community. A scheduled meeting is being prepared. 
 

• Important Updates regarding CARPD’s Legislative Advocates and our Legislative Committee: 
 

• CPPG (formerly RPPG) Legislative Advocate Update: As some may have heard, Alyssa 
Silhi, recently accepted a new position with Ford Motor Company and is no longer with 
our advocacy firm, CPPG. We are deeply appreciative of Alyssa’s efforts these past two 
years and wish her the best of luck in her new role. We will be continuing to work with 
the great CPPG team on our lobbying efforts at the Capitol and will be utilizing their 
wealth of experience and expertise to protect the interests of our CARPD members. We 
look forward to working with Dane Hutchings and know his background in local 
government affairs and experience advocating for the League of California Cities will be 
of great benefit to our association. 

 

• Expansion of CARPD Legislative Committee: As our Legislative advocacy program has 
grown over the past several years, so has the level of engagement and participation 
from the membership. These contributions have helped us develop legislative priorities, 
identify emerging issues/bills, and obtain expert feedback from our group of elected and 
professionals from every corner of the State. As a result of this growing participation in 
legislative matters, the CARPD Board recently voted to increase the size of the 
Committee and expand eligibility to include non-CARPD Board Members. 

o Currently, we are soliciting interest in CARPD Legislative Committee membership for 
2025-2026. Note -- Employees and/or Board Members of CARPD Member Districts are 
now eligible to serve as voting members on the Committee.  

 

• Upcoming CARPD Legislative Committee Meetings: Next month we will be circulating 
the 2025 Legislative Committee Calendar, but with the Committee composition changes 
– we are going to cancel our December 5th meeting. You will be receiving the 
cancellation here shortly. 

 

• Important Updates regarding California Special Districts Association  
 

o Judges place Temporary Restraining Order for Recent OMB Directive on Federal Funding 
Currently, as part of the review, there is no federal guidance regarding the decision-making 
process. However, because federal funding plays a crucial role in supporting special districts 
that provide essential services-including water, fire protection, healthcare, transportation, 
and other critical infrastructure-our association is closely engaged on this issue. While some 
additional guidance has also been released, there's still considerable uncertainty about the 
directive's full implications. That said, Paragon's memo provides the latest analysis of the 
situation and outlines the potential impacts based on the information currently available. 

 
o This transition period brings uncertainty for Special Districts that rely on federal funding 

which supports infrastructure improvements, emergency response and recovery efforts, 
and other community services. The National Special Districts Association (NSDA) will 
continue to closely monitor developments and share updates as we learn more on our 
website and through our Alert System. 

 
BOD Directives Schedule  
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The General Manager has created a schedule to record Board of Directors requests for additional 
information or action by General Manager from each meeting to be complete or provide a status report.  
Attached is a time stamp response/action for record keeping (see attached). 
 
BOARD OF DIRECTOR DIRECTIVES 
MEETING 1.14.2025 
General Manager – Tamsen Burke 
Assistant General Manager – Megan Catmull 
 

Tasks- Directives Responsible Updates / Completion Notes 

1. Director Reports    

a. Records Retention  Meg Catmull 2/7/2025 – 1-1 Meeting Discussion. Update placed in 
AGM Report 

b. Chart of Enrollment 
for Early Education 
Center 

Tamsen Burke 
and Julie 

Fernandez  

2/11/2025 – Email Correspondence with EEC 
Director.  Chart placed into EEC Director Report 

2. Compensation 
Discussion 

Tamsen 
Burke 

Moved to Strategy Session (March)  

3. Board Strategy Session – 
Rescheduled Doodle 

Tamsen Burke 1.21.2025, No date identified in February, Sent new 
doodle – 2/5/2025 for March 

4. Identify Industry 
Standard Comparable 
for Business, 
Compensation/Benefits, 
etc. 

Tamsen Burke Ongoing 

5. Landslide (BKF) RFP 
Review  

Tamsen Burke Ongoing, March BOD meeting presentation 
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                               MEMORANDUM 

Date:   February 11, 2025 

To:   Tamsen Burke, General Manager 

From:  Meg Catmull, Assistant General Manager 

Re:  Assistant General Manager’s Staff Report 

 

Human Resources & Staff Engagement: 

• Employee Handbook: 
o The General Manager and Paylocity HR Representative are reviewing the employee 

Handbook.  
• Recruiting: 

o The District currently has the following open positions: Swim Team Coach and 
Administrative Assistant. 

o Applicants per position: 
▪ Swim Team Coach: 12 
▪ EEC Teacher: 25 (reposted 1/10/2025)  
▪ Administrative Assistant: 9 
▪ Head / Lifeguards - part-time and seasonal lifeguards. 
▪ Swim instructors 
▪ At the time of this report, two new lifeguards are scheduled to start in February. 

• Hiring: 
o Offers have been extended to two EEC Teacher candidates.  
o The District offered the After School Coordinator position to Jennifer Spencer, which 

was accepted. Start date was January 29, 2025. 
o Updates have been made to internal recruitment and hiring processes including 

standardized requests to recruit and request to hire forms for directors. 
o Developed an exit interview survey to identify organizational needs and develop 

retention strategies.  

Operations: 

• Recreation Programming Software: 
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o The draft contract with RecDesk is being reviewed by management to address contract 
language with year over year escalating fees. Staff have been in touch with RecDesk’s 
team to set up training and system implementation.  

• Records Retention Policy & Project: 
o Accomplished thus far: 

▪ 2024 Records Retention Policy passed by BOD. 
▪ Corodata boxes requested to confirm inventory details. The inventory was 

confirmed and select Corodata boxes were destroyed per IGM/BOD approval.  
▪ Staff have compiled all District Resolutions in one physical folder. 
▪ Staff have reviewed the contents of unmarked boxes and labeled them 

according to the 2024 Policy.  
▪ “Documents - Records Retention” folder structure has been set up for digital 

records retention.  
▪ Based on IT security measures, only the Assistant General Manager and General 

Manager have access to the Records Retention folder structure.  
o Upcoming Project Phases: 

▪ Staff have begun the process of digital recording and retaining District 
Resolutions. Resolutions Index and Scans to be completed by March 1.  

▪ Index of onsite physical records boxes to be completed by March 15.  
▪ Recommendation to GM for destruction of any onsite records boxes overdue for 

destruction, to be completed by March 31.  
▪ Remaining records boxes to be sent to Corodata for digitization or storage 

depending on record category, to be completed by April 14.  
▪ Digital folder tree completed with retention categories and outlined destruction 

dates, to be completed by April 30.  
▪ Staff data dump into digital records to then be moved to restricted access file, 

May 2025.  

Grounds, Facilities, and Maintenance: 

o Completed maintenance tickets from January include:  
▪ Repaired diving well underwater mounted light 
▪ Pressure washed walkway next to EEC classrooms. 
▪ Hung shelf in EEC classroom 
▪ Patched, sanded, and painted Monkey’s classroom.  
▪ Repaired EEC diaper table lock 
▪ Repaired EEC utensil drawer lock 
▪ Replaced fluorescent light next to the social room door. 
▪ Replaced broken pool tile. 
▪ Employee Breakroom to be completed by February 14, 2025 

Compliance: 

• 2025 Updated Planned Policy Reviews 

January  
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o Safety Committee Meetings 
▪ Resumed quarterly meetings on 1/23/2025, next meeting scheduled for April 

2025 
o CERT and HRD Employee Training/Compliance (1/2025) 
o Update Hazard Communication Program (HCP) (1/2025) 

▪ Draft completed, being implemented as an internal operational plan/program 
after chemical inventory is completed. 

February  

o Update Workplace Violence Policy, Log, and Training (In progress 2/2025) 
o Create ADA and Accommodations policy and grievance form (In progress 2/2025) 
o Create/update Cyber-security policy (2/2025) 

▪ Draft in progress.  
o Update Blood Borne Pathogens/Exposure and Control Plan (BPP)  

▪ Draft completed, being implemented as internal operational plan/program. 
o Performing an audit of Simple IRA and 457(b) retirements plans, and 529 plan related to 

IRS rules and other compliance requirements. Staff will consult with plan brokers, CPAs, 
and a tax attorney during this internal audit.  

March  

o Review and update Employee Handbook  
▪ The draft is being reviewed by GM/Paylocity HR Rep with addition of new 2025 

laws. 
▪ First read by BOD 3/2025 

o Heat and Related Illness Guide (3/2025) 
o COVID and RSV Plans (3/2025, BOD 3/2025) 

▪ Preliminary research in process will be implemented as an internal operational 
plan/program. 

o Complete updated ADA assessment (3/2025) 
o Improvements to HRD Service Agreements and Property Rental form’s language  

o Implement functional capacity exams for full-time new hires. 
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                                   MEMORANDAUM 

Date: February 11, 2025 

To: Tamsen Burke, General Manager  

From: Mike Koenig, K-8th Child-Care Director  

Re: ASP/IC Program Update 

 

PROGRAM/DEPARTMENT OVERVIEW 

• The program is currently in the final tier of the registration process for the 2025-2026 school 
year. At the time of this report, ASP is at 98% of licensing capacity (capacity=86 kids) and In-
Crowd is at 69% of capacity (capacity=14 kids). For reference, at this time last year ASP was at 
94% and In-Crowd was at 100%. This was due to an abnormally large 5th grade class.  

• Spring Camp is approaching fast. Registration for Spring Camp is currently in progress. Flyers 
went out to the school district on February 1 so staff anticipate registrations will begin to pick 
up. The camp will be visiting Santa Cruz Beach Boardwalk on April 3. 

• Summer Camp registration will begin March 10 for residents and March 17 for non-residents. 
The program will begin advertising in March. Summer camp will run from June 16 through 
August 8 (8 weeks total).  

 
STAFF UPDATES 

• Staff completed the interview process for the ASP Coordinator position and staff were able to 
identify a new Coordinator. Internal candidate, Jennifer Spencer, began in official capacity on 
January 29. Jen has worked in ASP for five years and holds a BA in Communication. Jen is excited 
to start her new role.          

• ASP staff Jennifer Spencer celebrated her 5-year work anniversary with the Highlands Recreation 
District on January 27. Staff thanked Jen for her service and dedication to the program.  

 

FINANCIAL  

• For January, revenue is tracking as it should be at 58% of the fiscal year. Numbers were not 
available at the time of this report.  

 

COMPLIANCE UPDATES 

• The social room has its annual fire inspection on January 23. Hue & Cry tested the horns/strobes 
in the social room and the gym. Everything is in working order and the inspection passed. 
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• Program staff will be renewing their AB-1207 mandated reporter training this month. This 
training is a licensing requirement and must be updated every two years. 

 

UPCOMING EVENTS 

• ASP/IC 2025-2026 registration (continued)  

• Spring Camp scheduling/advertising/planning 

• Summer Camp scheduling/advertising/planning/staffing  
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   MEMORANDUM 

Date: February 11, 2025 

To: Tamsen Burke, General Manager 

From:  Nicolai L. Robinson, Aquatics Supervisor 

Re:  Aquatics Report  

Program/Department Overview:  
I am currently acclimated to the Highlands Recreation and Aquatics Department. My focus 
is on gaining a comprehensive understanding of the organizational culture within the 
Aquatics while reviewing existing standards and procedures. The objective is to ensure that 
all compliance and regulatory frameworks are consistently updated and, where applicable, 
newly established for operational effectiveness and consistency. We will be 
communicating changes to our community in weekly updates as well as posting signage at 
the entry of the pool. 
 

Key Highlights: 
o Identifying risk and safety through SOP and EAP discovery. 
o Providing continuous communication with the Swim Team. 

 
Due to limited staffing during mornings and afternoons, changes to the schedule were made with 
minor adjustments to allow the Supervisor and Coordinator to focus on program communication, 
growth, recruitment strategies. Changes included eliminating 11:00am- 3:00pm due to minimal 
use of the pool; expanded Saturdays and Sundays to accommodate private lessons and more 
recreation/family swim time. In addition, a 10-minute break for the guard before the start of each 
hour (50 - 00 to provide a rest break minimize employee fatigue for surveillance and safety. 
 
Lap Schedule Change: Going into effect on 2/10/2025 

- Mon Tue Wed Thur Fri Saturday and 
Sunday  

Lap 
Swim 

8:00am-
12:00pm 

9:00am-
12:00pm 

8:00am-
12:00pm 

9:00am-
12:00pm  

8:00am-
12:00pm  

9:00am- 
4:00pm Lap 

Swim 
4:00pm-
7:30pm 

4:00pm-
7:30pm 

4:00pm-
7:30pm 

4:00pm-
7:30pm 

Rec 
Swim 

- 4:00pm-
6:00pm 

4:00pm-
6:00pm 

4:00pm-
6:00pm 

 12:00pm-
4:00pm 
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Programming: 

• Group Lessons - Occurs on Saturdays (Working with members to consolidate classes.) 
• Private Lessons - To maximize the pool for learning opportunities and swim team focus, 

and recruitment of swim instructors, the private lessons program has been restructured 
to weekends. This will be revisited for Spring and Summer schedules. 

• Swim Team –   
o Reviewed and responded to program gaps between coach, coordinator, and 

parents.  
o Responded quickly to complaints and concerns from parents with 

ownership/responsibility and outlined what they can expect moving forward.  
o Established a weekly newsletter to parents on Sports Engine (Swim Team 

website) to update coach status, program update and upcoming meets 
registrations. 

o Identified areas for correction (1) prioritized communication with parents in 
timely manner (12-24 hours), (2) established consistency in scheduling swim 
team practices and meet announcement and registration/attendance, and (3) 
established recruitment goals for new swim team members. 

o In review of roles and responsibilities, meet with both the coach and 
coordinator to set expectations for coaching, communication, and engagement 
through transition to placement of a permanent coach. 

o Rectified internal errors related to Swim Meet registration / cancellation. 
 
Rentals: 

• A new fee structure for pool rentals is being reviewed by the General Manager for rentals 
beginning in Spring and Summer 2025. For pool rentals, we have updated HRD Aquatic 
webpage efficiency to accept requests online. 

 
• Metrics and Data: 

o Winter 2025 Program Stats   
o Private Lessons: 86 / 86 (100% Filled) 
o Group Lessons: 39 / 120 (32% Filled) 

• Status: The Aquatic Coordinator (Janelle) and I are reviewing and 
updating lesson curriculum for progression skill acquisition and swim 
instructors’ consistency in teaching outcomes. 

o Swim Team: 57 Swimmers 
• Status: (see above under programming) 

 
• Financials: 

o Membership and Program Fee: $25,598.70 
o Swim Team generated $8,987.70 in January 2025 

 
• Staff Updates: 

o 7 Active Lifeguards / 4 Active Swim Instructors 
• Shared with HCA President in related conversation with GM, the need 

for lifeguards, she will put out a message to parents whose children 
guarded last summer we are hiring. 
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• HRD Letter Board (entrance to parking lot) advertising for open position 
and monthly newsletter. 

o Head Swim Coach - Reviewed (3) Applicants, utilizing a targeted recruitment strategy to 
post the position with CARPD, local and regional organizations. 

o Lifeguards – 1 New Hire / 2 Interviews Schedules.  
o Swim Instructor – Position description completed and recruiting for position.  

 
• Challenges/Concerns:  

o Hiring – during the nonpeak season continues to be a challenge.  
• Working on recruiting and retaining current team members. 
• Due to limited lifeguard availability, Janelle and I are in zone lifeguarding (50% of 

our workday) to provide service to the community.  
o Safety – Reassessment and reorganization of the current aquatic’s standards and 

employee expectations. This initiative aims to enhance operational efficiency and 
ensure that our standards are aligned with the best practices in the industry. 
Implementing these changes will contribute to a more effective and safety-focused 
environment for both staff and participants.  
 

• Maintenance/Operations Updates: 
o Pump Room and Pool Lights – Working with the vendor(s) on proposal and approval to 

complete the projects. 
 

• Compliance Updates: 
o Developing Aquatics SOP and EAP. 
o Working with Cintas on quotes for upgraded AEDs for HRD and Aquatics due to age 

product and replacement parts/pads are no longer available for model/brand.  
 

• Future Goals and Plans:  
These initiatives are designed to ensure the safety and efficiency of our programs while 
enhancing the overall experience for our community.  
 

o Safety and Risk Management Initiatives 
• Safety and skill level of our Lifeguard and Swim Instructors by providing 

comprehensive training that aligns with the latest American Red Cross 
procedures.  

• Collaboration with General Manager on the Strategic priorities for the 
department is ongoing. 

o Program Development: 
▪ Swim Lessons 
• We are in the process of implementing the American Red Cross Swim 

Program. 
o Swim Team Operations 

• We are optimizing our use of Sports Engine to its full capacity and are in 
the process of hiring a Head Coach. 

o Rental Management** 
• Aquatic Rentals will be moved to oversight and management by the pool 

(Aquatics). 
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• A proposal has been shared with the General Manager for a fee 
increase. 
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                               MEMORANDUM 

Date: February 11, 2025 

To: Tamsen Burke, General Manager 

From: Julie Fernandez, EEC Director 

Re: EEC Director Report 

Key Highlights: 

o Picture day went well with children. Photo links have been sent to families, and we 
are receiving great feedback with this new photographer, as the one previously used 
in the past was no longer available.  

o Nancy Chavez recently celebrated 4 years as one of our Monkey teachers in the 
EEC. 

o Re-registration information for the 2025-2026 school year has been sent to families. 
We also outlined the age groupings for the classrooms to go back to what they once 
were pre-covid: 

▪ Monkeys: 3 months – 2 yrs 

▪ Chameleons- 2 yrs – 3 yrs 

▪ Tigers 3 yrs-5.5 yrs 

Metrics and Data: 

• Current Enrollment 
o Monkeys 8/8 enrolled. 
o Chameleons 12/18 enrolled. 

▪ A new family will start in April. 
o Tigers 13/18 enrolled.  

• Enrollment projection for 2025-2026. *note this is an estimate based on my current data 
and does not include potential families who will be leaving at the end of the school year for 
Kindergarten and TK 

o Monkeys: 2 of 8 
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▪ We have begun enrolling for the next school year, as well as openings 
coming in the next few months due to transitions and expect this class will 
be full 7/1/2025. 

o Chameleons: 8 of 18 
o Tigers: 11 of 18 

▪ This includes the new family that will be starting with us this April 
• By enhancing the curriculum and providing more intentional learning, organizing the groups 

by age and development will create a more effective learning environment. The teaching 
staff have already made significant efforts in creating a more fulfilling early education 
center for the children.  
 

Financials: 

o For December (per most current budget reports received), revenue is tracking at 
43% of the fiscal year due to lower enrollment. However, expenses have also been 
operating at a lower percentage, except for line item 596627 Staff Development, as 
80% of the allotted budget was used at the beginning of the year for Reggio training. 

o Upon a thorough review of our current enrollment and financials, I recommend 
maintaining our current enrollment rates for the 2025-2026 school year. This 
decision is based on our stable financial situation and the need to provide 
continuity for our families.  

Staff Updates: 

o We received three qualified applicants for our open teacher positions. At the time of 
writing this report, we are hopeful to extend offer letters to them soon.  

o During our recent Staff Professional Development Day, we engaged in a thoughtful 
and productive discussion about the role of diversity, equity, and inclusivity (DEI) in 
our early childhood classrooms. This conversation was essential as we continue to 
prioritize creating an environment where every child feels seen, heard, and valued. 
We explored strategies for promoting respect and understanding across diverse 
backgrounds, abilities, and experiences, ensuring that all children can see 
themselves reflected in the learning space. This includes incorporating a variety of 
cultural celebrations, diverse books, activities, and visual representations that 
foster a sense of belonging for all children. This ongoing commitment to DEI 
strengthens our school’s foundation as a place where differences are respected 
and celebrated, ensuring that every child feels like a valued member of the EEC 
community. 

Challenges/Concerns: 

o We are still waiting to hear back from licensing regarding the application to add a 
toddler option to our preschool license.  

Future Goals and Plans: 
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• February 7: Early closure staff meeting 
• February 14 Classroom Valentine’s Day Celebrations 
• February 20 Presidents’ Day EEC Closed 
• February 28: Re-registration of current families complete. 
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                                MEMORANDUM 

Date:   February 11, 2025 

To:   Megan Catmull, Assistant General Manager 

From:  Julia Fior, Recreation Coordinator 

Re:  Seasonal Programs and Rentals Update – February 2025 

 

PROGRAM/DEPARTMENT OVERVIEW 

• Seasonal Programs are currently in our Winter season, which is in effect through April 4, 2025. New 

classes will begin each month, to give more families options and opportunities to register. Fifty-one 

students are registered for the Highlands Theater: Beauty and the Beast production, which typically leads 

to lower enrollment numbers for other programs. 

• The Recreation Coordinator is working on Spring/Summer 2025 Activity Guide production. This Guide is 

the biggest advertisement that the district produces, covering programs and events for April – late August 

2025. Distribution is set for early March, with registration opening March 10 for Highlands Residents and 

March 17 for Non-Residents. 

• December rentals totaled eighty-five rentals between pool rentals and other facility rentals. This is an 

increase from December rentals as Odyssey School and Sunday morning Gym rentals returned from 

holiday break. 

KEY HIGHLIGHTS 

• The next HRD event is “Eggstravaganza,” which is scheduled for Saturday, April 19. This event hosts 

families for breakfast, Spring themed crafts, and egg hunts. 

o Eggs for the event have already been pre-ordered, to ensure the lowest price and availability. 

o Last year, class contractors were invited to come and showcase their upcoming classes to boost 

overall registrations. Once Spring and Summer classes are fully confirmed, the Recreation 

Coordinator will collaborate with vendors to set up a space where they can showcase their 

upcoming offerings.  

o This year, the breakfast portion of the event will be held in the Gym to account for potential rain. 

Contractors will be set up between the MPR and the Sports Court. Eggs hunts will be held in the 

EEC play yard, the grass section next to the MPR, and the playground. 

• The Highlands Senior Network hosted an early Chinese New Year celebration by catering a Chinese food 

lunch in the MPR on Thursday, January 16. While the attendance was lower than most HSN potlucks at the 

Rec, the HSN were elated to be together. 

• During January, the Recreation Coordinator worked with the new Aquatics Supervisor to transition the 

responsibility of pool rentals/parties back to Aquatics. The Aquatics Supervisor is expected to oversee pool 

rentals beginning in February, and the Recreation Coordinator will assist with those transitions as needed. 
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o Last year, 13 out of 17 weekends were fully booked for pool parties and rentals. It is expected 

that this upcoming summer will be just as high of a demand. 

METRICS AND DATA 

• There are 11 classes beginning in February, most of them having start dates of February 15 or later. 

Updates on those enrollment numbers will be provided in March’s Report. 

• The Highlands Theater Program began January 7 and will run through the end of April. This program is one 

of the largest seasonal programs Rec offers with fifty-one students enrolled. 

o Given that theater is four days per week, this often leads to lower enrollment numbers in other 

enrichment classes. 

STAFF UPDATES 

• Currently, the rental department has two Rec Leaders working as building attendants. For the current 

demand for weekend rentals, this is suitable. The Recreation Coordinator fills in for rentals as needed on 

weekends, especially during Guide production as more time is needed to complete the project. 

• Once we begin to enter Spring and Summer, the Recreation Coordinator will collaborate with the ASP 

Director and Aquatics Supervisor to gather interest from seasonal staff to cover any uptick in rental 

requests. 

CHALLENGES/CONCERNS 

• Overall, with enrichment class registrations low, there is a big push to ensure Spring and Summer classes 

have higher enrollments. 

o Being intentional about the classes that are offered and when they are offered is key. Given that 

theater will run through the end of April, it is better to focus on offering classes geared toward 

younger students (Kindergarten and younger) in April. 

o Gathering community feedback, where possible, would be the best next step to ensure we are 

offering classes that align with overall community needs and interests. 

o Most enrichment class enrollments come from ASP and EEC students. We are considering a 

survey for families to complete on what types of enrichment classes they would like to see would 

allow for the Recreation Coordinator to find contractors that fit those needs. 

• A District-wide media/communication schedule and media request form was finalized and distributed to 

supervisors in January. Supervisors have begun implementing the new process of requesting media 

through the form. 

o The goal of the media/communications schedule is to have a clear understanding of media needs 

year-over-year, to allow for early creation and distribution. 
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                                   MEMORANDUM 
Date:  February 11, 2025 

To:   Tamsen Burke, General Manager 

From:   Bea Robertson, Bookkeeper 

Re:   Bookkeeper Report 

 

 
Update on December 2024 Financial Statements 
 
Revisions to the financial statements for December 2024 following the receipt of the County of San 
Mateo Activities of Account report on January 10, 2025. The updated figures reflect additional 
transactions that were processed in QuickBooks after the Board had received the preliminary December 
financial reports. Below are the key changes that have been incorporated into the final reports: 
 

1. Additional Revenue 
• Ledger Item - Property Tax Revenue (GL Code 102100):  

o Original: $287,387.27 

o Revised: $291,182.43 

o Increase: $3,795.16 (County of San Mateo Additional Net Property Tax 

Revenue) 

2. Additional Expense 
• Other Office Expense (GL Code 519307):  

o Original: $830.83 

o Revised: $3,164.83 

o Increase: $2,334.00 (County of San Mateo FY24-25 Property Tax 

Administration Costs) 

 

3. Net Impact on Financial Statements 
 As a result of the revisions above, the net impact to our Profit & Loss for December 2024 is as 

follows: 
• December 2024: 

o Original Net Income: $270,889.98 
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o Revised Net Income: $272,351.54 

o Increase in Net Income: $1,461.16 

• FYTD thru December 2024: 

o Original Net Income: $287,867.01 

o Revised Net Income: $289,328.17 

o Increase in Net Income: $1,461.16 
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                               MEMORANDUM 

Date:  February 11, 2025 

To:   Tamsen Burke, General Manager 

From:   Mike Koenig, K-8th Child-Care Director and Julie Fernandez, EEC Director 

Re:   Expansion of ASP to Include 4-year-olds / EEC Pre-Kindergarten Half Day Curriculum 

 

I. Current ASP Program  

The K-8th after-school program is currently licensed for children ages 5-12 years old with a 

maximum capacity of 86 children. The program operates Monday-Friday, 12:00-6:00pm, at 1851 

Lexington Ave. San Mateo, Ca. 94402.  

II. Department Of California Social Services Licensing And Compliance  

The Highlands Recreation District After School Program operates under the direction and 

guidance of the Department of Social Services, Child Care Licensing, Office of Legislation and 

Regulations, Title 22 with the core mission of the Child Care Licensing Program is to ensure the 

health and safety of children in care. The Child Care Licensing Program strives to provide 

preventive, protective, and quality services to children in care by ensuring that licensed facilities 

meet established health and safety standards through monitoring facilities, providing technical 

assistance, and establishing partnerships with providers, parents, and the child-care community. 

III. Licensing Requirements  

A. Location / Facilities Requirement for Highlands Recreation District After School program  

1. 35 square feet of indoor activity space per child based on our 86-child 

capacity. This means we are required to have 3,010 sq. ft. in total. 

HRD ASP has 3,040 sq. ft which includes (social room & gym combined). 

2. 1 toilet and 1 sink for every 15 children based on our 86-child capacity.  

a. HRD ASP must have six toilets and 6 sinks in total dedicated to 

children only.  

b. In addition, the program must have one additional toilet and sink in 

direct vicinity for use by staff, children that are ill, and emergency 

use (family restroom).  

3. Rooms designated as school age child-care space must include a non-

accessible food preparation area, a monitored fire alarm system, furniture 

scaled to the size of children, and a water fountain in the immediate vicinity.  

B. Staff Requirement for Highlands Recreation District After School  

1. Ratio: (14:1)  
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2. Current Payroll - $509,471 

C. Other Requirements  

1. Additional Staffing  

a. Transportation - School pickups and chaperoning enrichment 

activities (i.e., school pickup, tennis, swimming lessons, theatre, 

etc.)  

b. Positions required within ASP- lessons staff, bathroom monitor, 

floater, theatre pickup.  

 

IV. Expansion Of Asp Beyond 86 Children 

A. Location / Facilities Requirement for After School Program expansion  

1. Space- 35 square feet of indoor activity space per child based on a 15-child 

capacity. This means we would need to have 525 sq. ft. with additional 

space for cabinets/toy storage.  

2. Bathrooms – 1 additional bathroom and sink dedicated to ASP children only. 

3. HRD would need to identify 525 sq. ft of additional space which includes 

one bathroom containing 1 toilet and 1 sink to be used exclusively by 

children.  

4. The MPR (768 sq. ft.) is the only available space that meets these 

requirements. Transitioning the MPR to a childcare room would require 

controlled access, walls, play based indoor space, etc. Estimate cost: $100-

110, 000. 

B. Staff Requirements 

1. Rec Leaders – Additional cost for two staff (RNE-III) – additional $99,052 

payroll. Example - (rate/annual hours/benefits, $24/hour*1560 = 

$39,000 plus benefits of $10,526 = Whole Compensation = $49,526 per 

staff 

 

V. Transitional Kindergarten (ASP) Alternatives Consideration  

A. Continuation in the Highlands Recreation District Early Education Center full day 

program which currently provides childcare for this age group (4–5-year-olds) through 

an interest play-based learning curriculum. 

B. As mentioned in my last TK memo, the program can seek to expand the age range 

within the current capacity of 86 kids per day. 

1. Adding 4-year-olds in exchange for 5–10-year-olds. This would come with its 

own set of challenges which include safety, transportation, additional 

staffing expenses and overall quality of care as previously outlined. The 

program would need to hire two additional staff that have more head 

teacher qualifications.  

2. This represents an overall expense upward of 50K (if availability stays 

consistent and they do not have any school obligations). This number could 

be significantly higher if we must use RNE-III staff due to availability.  

3. Additionally, if the number of 4-year-olds declines in the future, the district 

will still have additional staffing expenses until the employee departs. 

Expanding the age range of the ASP children is not an impossible task but it 

creates additional expense, risk and hardship for a program that currently 

operates at capacity year over year.  
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4. As a reminder, both transitional kindergarten and kindergarten are optional 

grades, children are only required to attend school in California once they 

turn 6. Although a financial hardship for some families, HRD currently offers 

care.  

C. Expansion of ASP beyond 86 children (maximum 15) – see notes above on financial and 

facility impacts and improvements required. Estimated - $200,000 increase in budget 

expenditure. 

 

VI. Recommendation to the Board of Directors - Introduction of an EEC Half Day Pre-Kindergarten 

Program  

   

A. The EEC Full Day Preschool Program will continue to be offered year-round, full day 

(7:30am-6:00pm) childcare for children ages 3 months through 5.5 years as a priority. In 

addition, a consistent year-over-year methodology for decision-making to ensure a 

maximum enrollment of 18 per classroom is consistent with current policies and 

procedures.  

B. The re-registration of full-time enrollees will be the priority. 

1. Re-registration for full-time enrolled children will be February 1 to February 

28 annually. 

2. If spaces are available, the half-day afternoon EEC Pre-Kindergarten 

Program will be provided to support the HRD Community. 

C. A Half Day Afternoon EEC Pre-Kindergarten (12:30pm-6:00pm) childcare will be 

introduced with the following new procedures and metrics for enrollment. 

1. Children who are prior EEC enrollees who wish to introduce their child (3.5 

years old) to the transitional kindergarten half day program at the Highlands 

Elementary School will be eligible to enroll their child in the EEC Half Day Pre-

Kindergarten afternoon program to achieve a full day of childcare. 

2. The EEC Pre-Kindergarten classrooms will continue to provide a Reggio-Emilia 

inspired, play based program that is focused on creating a positive, safe, and 

nurturing environment for children to ensure fluidity of learning 

environments. 

3. Children enrolled in the half-day Pre-kindergarten program will be subject to 

the existing EEC program yearly calendar, which will include but not limited 

to days closed for professional development days, school closures, and early 

closures for staff meetings and special events.  

i. Separate fees may apply during elementary school closures; i.e. 

Spring Break, Fall Break, Summer, etc. to allow half-day children 

to attend for the full day.  

4. Registration:   Half-day Pre-Kindergarten enrollment spaces will be made 

available March 3, 2025, utilizing a lottery format for available spaces. 

5. The lottery format will be used as a standard practice for EEC/ASP and similar 

childcare programs. This will be based on a tiered enrollment format as 

outlined in the parent handbook and EEC website. 

a. Siblings of currently enrolled EEC children 

b. Highlands District Residents 

c. Students of siblings enrolled in HRD after school program. 

d. Non-resident families 
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D. Half day EEC Pre-Kindergarten program costs are determined based on operating costs 

to the program. 

1. Note: 6 half-day enrollees are needed for a break-even budget. 

2025 - 2026 EEC Monthly Rates*  
 

Highlands Resident 
Fees 

Non-Resident Fees 

Preschool Program: Chameleon 
and Tiger Classroom 

Full Day - $2,720 Full Day - $2,992 

ONLY Offered in the Tiger 
Classroom   

Half Day - $1,632 Half Day - $1,795 

 *These half-day rates are based on the 2024 - 2025 School Year EEC Monthly Rates. At 

this time, fee increases are not recommended for the 2025-2026 school year; however, 

if the regular increase is no more than 5%, the half-day rate will also reflect the pricing 

structure. 

 

E. Registration will take place in March 2025 for the new school year beginning in August 

2025. 

 

Footnotes:  

1 Office of Regulations Development 

Office of Regulations Development (ORD) Mission: To ensure the appropriate processing of regulations in accordance 

with the requirements of the California Administrative Procedures Act (APA); provide access to regulatory information 

to California citizens and businesses; and facilitate public participation in the Rulemaking process. The Department's 

regulations are divided in two groups, the Manual of Policies and Procedures (MPP), which include all the social 

service programs regulations, and the California Code of Regulations (CCR), Title 22, Divisions 2, 6, and 12, which 

include the Adoptions Program Regulations and the Community Care Licensing Regulations.  The MPP is published in-

house and the CCR is published by Barclays, the state's official publisher of the California Code of Regulations. Note 

that Title 22, Division 15 expired on May 16, 2019. 
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                               MEMORANDUM 

Date:   February 11, 2025 

To:   Board of Directors 

From:   Tamsen Burke, General Manager 

Re:   Preliminary FY 2025-2026 Budget Assumptions 

 

I. General Assumptions 

A. Develop operating expenses and income with a zero-based budgeting 

methodology. 

B. Review and assess prior 24-month trend analysis to develop budgeted self-earned 

revenues and operating expenses. 

 

II. Compensation and Benefits 

A. Operating at full capacity with an assumed turnover rate of 9% 

B. Implement General Manager recommendations for FTE compensation model after 

market survey has been completed, potential impact to salaries and organizational 

structure. 

1. Full-Time Permanent Wages, Salaries, Benefits 

a. Minimum 4.5% COLA, for all employees Longevity and Vacation pay. 

b. Increase in CalPERS premium cost of 11% for 2026 (2024 rate 9% 

increase) 

c. Full-Time Benefits - % burden rate is being determined by year over 

year review of expenses including workcomp, SS, medicare, 

unemployment, vacation/longevity payout, and other employee 

expenses. 

d. Budgeted rates are based on the WCI rate for the type of work each 

department. 

2. Full-Time Non-Exempt Wages and Benefits (RE Classification) 

3. Full- Time Non-Exempt (RNE 1 Classification) 

4. Full- Time Non-Exempt (RNE 2 Classification) 

5. Part-Time Non-Exempt working 30+ hours/week (RNE 3 Classification) 

6. Part-Time Non-Exempt (Part time Classification) 

C. Employee Training Requirements - $ Annual Cost: $3,370.80 

III. Facilities-related maintenance and projects/requests  

A. Liability and personal property insurance rates increase of 18% and 12% 

respectively. 
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IV. Service Agreements (IT, Phones, Janitorial, Audit, Legal, Waste)  

A. An approximate 5% increase in service fees based on market value will be included 

in the budget based on details. 

B. Maintain placeholders for service and materials, and subject to change during 

midyear forecast process if agreement is executed. 

C. Contracted labor costs and prevailing wages for projects will increase in 2025-2026. 

V. Programs 

A. Budget for estimated revenue and expenses may include a chargeback for overtime 

hours for labor and custodial services provided. 

B. Projected 1-3% increase is user fees for events, special events.  

C. Independent contracted program providers contracts are being reviewed for 

percentage split of revenue fees vs. contract pay for services. 

 

VI. Fees 

A. Enrollment 

1. ASP Enrollment Fees will increase by 5% based on market value and year-

over-year operating expenses.  

2. EEC Enrollment Fees will remain the same as 2024-2025 for Full-time 

program. A recommendation to the BOD of a Half day Preschool 

enrollment price structure for approval and additional  

B. Rental – Pool  

1. Will be increased to break-even operating expenses.  

2. Pool (lane, dive well, full pool - non-operating hours)  

a. Private/for Profit increase 38% (from $15-$180 to $70-$250) 

b. Nonprofit (NP) and Reoccurring Fees increase 18% - (RF) NP$15-

RF$190 to $NP40/RF$50 - $NP200/RF$225, respectively. 

3. Birthday Party – Resident – 37% increase $200 Resident / $225 Non-

Resident to $275 Resident / $350 Non-Resident 

4. Specialized Camps – per student/ day - $8 - $15 to $15 -$20 

C. Membership - Pool 

1. Day Use – Resident and Non-Resident - $3 increase  

2. Membership 10 punch – Resident & Non-Resident - $2.50/visit increase  

3. Membership 20 punch - Resident & Non-Resident - $2.50/visit increase 

D. Swim Lesson – Resident $7.50/lesson increase; Non-Resident $15/lesson increase. 

 

VII. Departments  

 Based on Department Goals and Objectives led by BOD strategic direction. Current areas of 

growth in review and expansion. 

A. Vision and priorities for After School Childcare  

a. To be added. 

B. Vision and priorities for Aquatics (Pool)  

a. Facility Refresh of area including replace rotten wood 

walls/doorframes and paint; aging equipment; sandblast deck and 

resurface; address safety concerns with slide, ADA ramp, fixed 

guard charges, fencing into pool area and mechanical/pump rooms.  
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b. Re-envision direction of pool for lap swim and programming to co-

exist with minimal impact or overlap. 

C. Vision and priorities for Early Education Center 

a. Add a toddler option to our preschool license. 

b. Half-day Preschool program for toddler enrollment 

D. Vision and priorities for Other (Administration) 

a. Identify with HCA opportunities for greater collaboration and 

support of community engagement and service delivery. 

E. Vision and priorities for Rentals and Seasonal 

a. Identify opportunities to increase and enhance student engagement 

while meeting financial needs of program and growth. 

a. Roadmap of events to display mutual contributions. 

VIII. Income  

 Based on Department Goals and Objectives led by BOD strategic direction.  

1. Develop Foundation for revenue generation for HRD Capital Planning 

2. Year over year Property tax income actuals 

IX.  Fixed Assets – Structural / Improvements 

 Based on Department Goals and Objectives led by BOD strategic direction.  

3. Develop plan for F&E, repair, and replacement plan. 

4. Develop Plan for designated reserves. 

5. Facility Refresh (exterior and interior, paint/flooring) 

X. Long-Term Planning and Development of Highlands Recreation District  

Based on Department Goals and Objectives led by BOD strategic direction.  
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                               MEMORANDUM 

Date:   November 4, 2024 

To:   HRD Board of Directors 

From:  Tamsen Burke, General Manager 

Re:  2025-2026 Budget Planning Schedule 

Background: 

After reviewing the process for the development and adoption of the Highlands Recreation 
District 2024-2025 Budget in compliance with the procedures outlined in the Government 
Code Title 6 Districts, Division 3 Community Service Districts, Part 3. Purposes, Services 
and Facilities Chapter 2, Finance (61100-61226.5), I am making a recommendation to the 
Board of Directors to adopt an operating budget schedule methodology and practice. 

What Is a Budget Planning Calendar? 
A budget planning calendar is necessary for the creation of complex budgets used by 
organizations and requires valuable data from departments to develop a comprehensive 
operating budget for fiscal year planning. In preparation of the schedule, the reference to 
CA Government Codes for Districts Finance below outlines preliminary budget processes 
which conform to generally accepted accounting and budgeting procedures for special 
districts.   
 

How a Budget Planning Calendar Works 
The budget planning calendar schedule outlines specific dates, roles and responsibilities 
of contributors/approvers, and deliverables in the preparation of an operating budget.  
 

Purpose of the Operating Budget Planning Cycle 

The purpose of the budget planning schedule is to provide directions, timing, and 
workflows for the Board of Directors, the General Manager, and Department Directors in 
the preparation of the operating budget for Board of Director approval on an annual basis. 
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In addition, to establish the methodology for determining and mapping out an 
organization’s short- and long-term financial goals and to mitigate budget challenges in the 
future to ensure the organizational success. The following are considerations outlined in 
the schedule for teams to navigate through the process. 

1. Determine operating budget planning process based Zero-based budget, static 
or incremental, performance-based budget, an activity-based budget, and a 
value proposition budget decisions for fund allocation and revenue goals. 

a. Provides opportunities to set realistic strategic direction of the Highlands 
Recreation District and aligns internal goals.  

b. Ensure financial stability for a balanced budget with operating expenses 
and revenue goals met. 

c. Establish funding priorities and identify revenue sources such as tuition, 
programs/rentals, and a foundation.  

d. Establish cost allocation for direct cost and indirect for cost recovery of 
shared resources/expenses. 

e. Establish resource prioritization for projects, deferred maintenance, on 
owned buildings, structures, and related HRD property. 

2. Develop key financial assumptions to forecast operating budget and 
deliverables. 

a. Property Tax, Grants, EARF   
b. Revenue Assumptions 
c. Fixed Cost - Workforce investment (compensation, and health care) 
d. Future growth, financial impacts, and uncertainty (inflation, emergency 

provisions), and  
e. Establish contingency planning and strategies to bridge budget gaps. 

3. Develop designated balances for short term obligations, capital infrastructure, 
catastrophic events, and reserves for economic uncertainty. 

4. Assess Financial Health including assets and liabilities, tax planning and 
strategies.  

5. Board of Director and newly elected members training on strategic direction and 
goals of the organization, financial planning, and compliance requirements for 
District Finance.  

Important Compliance Points: 

1. The Board of Directors adopts a preliminary budget that conforms to generally 
accepted accounting and budgeting procedures for special districts. 
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2. On or before July 1 of each year or, for districts using two one-year budgets or a 
biennial budget, every other year, the board of directors shall publish a notice 
stating all the following: 

a. Either that it has adopted a preliminary budget or that the general manager 
has prepared a proposed final budget which is available for inspection at a 
time and place within the district specified in the notice. 

b. The date, time, and place when the board of directors will meet to adopt the 
final budget and that any person may appear and speak regarding any item in 
the budget or regarding the addition of other items. 

c. The Board of Directors shall publish the notice at least two weeks before the 
hearing in at least one newspaper of general circulation in the district 
pursuant to Section 6061. 

d. 61113.  The board of directors shall adopt a resolution establishing its 
appropriations limit, if any, and make other necessary determinations for the 
following fiscal year pursuant to Article XIII B of the California Constitution 
and Division 9 (commencing with Section 7900). 

e. 61115.  The board of directors may, by resolution or ordinance, do the 
following: 

i. Establish rates or other charges for services and facilities that the 
district provides. 

ii. Provide for the collection and enforcement of those rates or other 
charges. 

3. On or before September 1 of each year or, for districts using two one-year budgets or 
a biennial budget, every other year, the board of directors shall adopt a final budget 
that conforms to generally accepted accounting and budgeting procedures for 
special districts. The general manager shall forward a copy of the final budget to the 
auditor of each county in which the district is located. 

 
Conclusion 
The Highlands Recreation District must articulate the practices and methodologies utilized 
in determining annual budgets which should result in justifiable distribution of cost and 
anticipated revenue on an annual basis through planning, preparation, and transparency 
through the planning and approval process. 

 

References: 
Government Code – GOV. TITLE 6. DISTRICTS [58000 - 62312] CHAPTER 2. Finance  
Attached: Budget Schedule for 2025-2026 
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Highlands Recreation District 

Budget Schedule Timeline 2025-2026 
 

Role & Responsibilities: 

1. Role of the Management Team (General Manager/Asst. GM) - Develop Budget 

timeline, assumptions, narratives; conduct budget review sessions with 

Directors/Supervisors and recommend edits to budget requests; prepare the annual budget 

according to the HRD Bylaws and budget policies; recommend changes to the Finance 

Committee and Board of Directors. 

2. Role of the Department Directors and Supervisor - Prepare preliminary and annual 

budget requests. Work with the Management Team to review and edit annual budget 

requests. 

3. Role of Bookkeeper - Prepare Mid-Year Forecast. Work with Management Team to 

review and implement approved budget for accounting purposes.  

4. Role of the Finance Committee - Review and recommend budget schedule, allocations, 

policies, and annual budget to the Board of Directors. Conduct budget review sessions 

with General Supervisors and recommend edits to the budget requests. 

5. Role of the Budget Committee & Board - Approve the budget schedule, budget 

assumptions, policies, and annual budget. 

 

Schedule: 

November 2024  Management Team: Draft budget development timeline. Approve 

manager budget templates. 
 

November 2024  Board of Directors and/or Finance Committee: Review budget 

schedule timeline, guidelines for budget development, and budget 

compliance policies per Government Code Title 6 Districts, 

Division 3 Community Service Districts, Part 3. Purposes, Services 

and Facilities Chapter 2, Finance (61100-61226.5). 

December 2024  Board of Directors: Approve budget development timeline, 

guidelines for budget development, and budget policies. 

 Departments Directors & Supervisors: Approved budget 

development schedule is sent to all Directors & Supervisors. 

January 2025  Department Directors & Supervisors: Identify milestones, 

review budget assumptions, develop narratives and contingency 

plans, and review budget template and procedures. 
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 Departments Directors & Supervisors: Submit forecast for 

2024-2025 end of year to General Manager. 
 

 Management: Present 2024-2025 department goals status, 

forecast for end of year, and preliminary budget assumptions for 

2025- 2026 budget and recommended organizational changes not 

limited to fees, operations, programs, services to the Board of 

Directors.  
 

New Board members budget training  

 
February 2025  Management: Distribute annual budget 2025-2026 request 

templates to departments.  

 *Personnel Committee - 1st Read - Discuss compensation, Salary 

surveys and recommendations, project CPI, and anticipated 

benefits expenses. *Moved to March with reschedule BOD 

Strategy Session. 

 Departments Directors & Supervisors: Annual budget 2025-

2026 requests due to General Manager. 

March 2025  *Personnel Committee - 1st Read - Discuss compensation, Salary 

surveys and recommendations, project CPI, and anticipated 

benefits expenses. *Moved to March with reschedule BOD 

Strategy Session. 

 

 Management Team & Budget Committee: Presentations of 

departmental budget requests.  
 

 Departments Directors & Supervisors: Provide responses to GM 

inquiries to the Management Team. 

 Management Team: Review final requests and adjust budget 

April 2025 Budget & Personnel Committee: 1st Read - Discuss annual 

budget requests, capital, equipment, and reserve expenditures and 

recommend edits.  

 Board of Directors: 1st Read - Distribute annual budget, budget 

narrative, capital, equipment, and reserve expenditures 

recommendations to the Board for review.  
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May 2025 Budget & Personnel Committee: 2nd Read - Approve annual 

budget recommendation and forward to the Board. Approve 

capital, equipment and reserve expenditures and forward to the 

Board.  

 Board of Directors: 2nd Read - Approve annual budget 2025-2026 

as well as approve capital, equipment, and reserve expenditures.  

June 2025  Board of Directors: Adopt resolution establishing appropriations 

limits, if any, and make other necessary determinations for the 

following fiscal year pursuant to Article XIII B of the California 

Constitution and Division 9 (commencing with Section 7900) for 

audit. 

 

 Management Team: Prepare budget summary pages, signature 

pages, and complete packet. Prepare an action memo and list 

significant changes from 2025-2026. 

  

Bookkeeper: Prepare Budget Accounting (Quickbooks) 

  

July 2025 Management: 2025-2026 Budget Cycle Begins  
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