








Open Public Meetings Act 

Training for Members of 

City Advisory Groups



1. Purposes of  the OPMA.

2. General OPMA requirements.

3. Regular and special meetings, and public notice.

4. Rules on public attendance and conduct during 

meetings.

5. Serial and online meetings, email, and social 

media.  

Today’s Topics



Keep Yourself  Out of  the Headlines
Purposes of the OPMA

 People of  Washington don’t yield sovereignty 

to local governments and agencies.

 The people insist on remaining informed. 

 Public servants in the state exist to aid in the 

conduct of  the people’s business.

 It’s the intent of  the OPMA that the actions of  

public servants be taken openly and that their 

deliberations be conducted openly.



Keep Yourself  Out of  the Headlines
Three General OPMA Requirements3 General OPMA Requirements

1. All meetings of  the governing body must be 

open to the public

2. No secret ballots

3. Ordinances, resolutions, rules, regulations, 

and orders must be adopted at a public 

meeting or they are invalid



What is a Meeting?



“Action” Under the OPMA

 Includes discussion, deliberations, public 

testimony, review, and evaluations

 Includes, but isn’t limited to, final action

 Final action – a collective decision or voting on 

motions, resolutions, or ordinances



Other Types of Activities that 

Could be Considered a Meeting



Regular Meeting

 Recurring meetings held in accordance with 

a regular schedule. 

 The governing body must establish the date 

and time of  regular meetings by resolution, 

order, or rule.

 Limited notice requirements.

 The agenda can be amended and final action 

can be taken on items on the agenda (unless 

special requirements apply to a specific type 

of  action).



Keep Yourself  Out of  the HeadlinesWhat is a Special Meeting? 

 Any meeting other than a regular meeting, regardless of  

label.

 May be called by the presiding officer or a majority of  the 

members of  the governing body.

 Has special notice requirements.

 The meeting may be about more than one topic.

 However, no final action may be taken on a topic unless 

the topic was listed in the notice for the meeting.



Public Attendance and 

Conduct During Meetings 



Serial (or “Rolling”) Meetings



Telephone Tree



Practice Tips to Avoid OPMA 

Violations When Using Email 



The OPMA and Email – Practice Tips 

 Passive receipt of  information via email is permissible 

– but discussion of  issues via Committee email can 

constitute a meeting.

 It’s generally OK to email a majority or more of  the 

Committee only documents or factual information.

 For such information-only emails to other members of  

the governing body, have the first line of  the email 

clearly state: “For informational purposes only. Do not 

reply.”

 Except for information-only emails, don’t send an 

email to all or a majority of  the Committee, and don’t 

use “reply all” when the recipients are all or a majority 

of  the Committee. 

 Alternatively, have a designated staff  member email 

the documents or provide hard copies to each member 

of  the governing body. 



Closing Recommendations



Public Records Training 

for Members of City 

Advisory Groups



Today’s Topics

1.What are the penalties for violations of  records 

retention law and the PRA?

2.Complying with the PRA.

3.What is a public record?

4.Responding to a PRA request.

5.Use of  email for agency business

6.Exemptions and prohibitions.



Penalties

References: Chapter 42.56 RCW; chapter 40.16 RCW



PRA Penalties

 Per day penalties from $0 to $100

 Costs and fees

Also, as a committee member, the 
appointing authority (e.g., the City 
Council) has the authority to remove 
you from the committee based on a 
violation of  City policy.



Keep Yourself  Out of  the Headlines

Purposes of the PRA

• People don’t yield sovereignty to local 

government

• Maintain right to know

• People maintain control through access to 

information

• Fully protect public interest



Common Types of Public Records



What is a Public Record Under the PRA?

Prepared

Owned

Used

Retained

http://www.google.com/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&docid=BaRzCZrCDZbg-M&tbnid=MKxSZmchD88LJM:&ved=0CAUQjRw&url=http://deervalleyplumbingsurprise.com/surprise-plumber/surprise-plumber-l-keep-a-pitcher-of-water-in-the-refrigerator/&ei=7rvBU4O5AaX7iwLS3QE&bvm=bv.70810081,d.cGE&psig=AFQjCNFQ2wesmXEr3CgJh9nbCAkO2JZb5w&ust=1405291883931512


Keep Yourself  Out of  the Headlines
Key Concept

• Consider the content of  the record. 

• A record is a public record if  it relates to the 

conduct of  government or the performance of  

any governmental or proprietary function, and it 

meets one of  the POUR factors.

• A record is not a public record if  it relates solely 

to personal matters and not to agency business.



Using Email for Committee Business

 Use your City account for all committee business

 Use your City account only for committee business.

 If  you get a committee-related email message via 

your personal account, forward the email to your 

City account, and respond to the sender and indicate 

to them that all committee-related emails need to be 

sent to you via your City email address. 



Texts Related to Committee Business

 Do not send texts related to committee business.

 If  you receive a committee-related text message on your 

personal phone, use the following procedure:

1) Reply with a message stating that all written committee-

related communications must be through your City email 

address.

2) Forward both the original text and your response as an 

attachment to your City email account.

3) Include the date, sender & recipient name, and brief  

description of  the topic in the subject line of  the email.



Social Media and Committee Business

 Do not use social media for committee business.

 If  you receive a committee-related message on your personal 

social media account, use the following procedure:

1) Reply with a message stating that all written 

communication must be through your City email address.

2) Forward both the original message and your response as 

an attachment to your City email account.

3) Include the date, sender & recipient name, and brief  

description of  the topic in the subject line of  the email.



Social Media and Committee Business

 Every committee is encouraged to work with 

Kristen Drew, the City’s Communications 

Coordinator

 Kristen Drew, Communications Coordinator 

kdrew@bainbridgewa.gov                 

206.780.3741 (office)



Email, Text, and Social Media Recap

 Use your City email account for all committee 

business.

 Use your City email account only for committee 

business.

 Do not send texts related to committee business.

 Do not use social media for committee business.



Use of Personal Devices

 Personal Devices = Personal phone, laptop, tablet, 

etc. 

 To the extent possible, keep committee-related 

records separate from personal records. 

 Do not delete committee-related records without 

first forwarding them to your City-issued email 

account.



Use of Online Productivity/Collaboration Tools

 Examples: Slack, Trello, Asana, etc. 

 Do not use online productivity/collaboration tools.



Exemptions Under the PRA

 Exemptions are narrowly construed

 Exemptions are permissive rather than 

mandatory 



Closing Recommendations

Check out MRSC’s 

Public Records (and 

OPMA) Practice Tips 

and Checklists.



Aveterra Compost Facility
LEGISLATIVE REVIEW OF LAND USE REGULATIONS

SEPTEMBER 24, 2019
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Overview

 Applicant’s request

 About Aveterra

 Definition of Waste Transfer Facility

 Planning Commission considerations

▪ Code amendment options
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Applicant’s Request
The applicant requests a legislative review 

of land use regulations (aka “code 
amendment”) to:

 exclude the triangle property from a 

500’ setback that applies to waste 

transfer facilities, and

 to increase the allowed lot coverage 

from 10%
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Triangle property. 500’ 
setback from abutting 
B/I & R-1 zones 
encumbers area north 
of arrow.



About Aveterra:
what

 Phase I: Up to 12,000 tons annually, based largely on stable waste and green waste. (1-2 

years)

 Phase II: 16,000 tons annually, selection of clean waste streams to augment existing 
recipes.  E.g. pre-consumer food waste. (1-2 years) 

 Phase III: 20,000 tons annually, selection of more general waste streams. E.g. Potential to 

service the digestate of an anaerobic digestor

Our mission is to improve the quality of our waterways, soil, plants and food by taking in 

organic waste and creating high-quality Certified Organic soil products.

Aveterra is a community-based compost facility that will remove organic 

waste from the waste stream and create island-specific soil products
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About Aveterra:
how

1. Organic waste brought to the site, 

examined and placed on input pad 

before loading into system.

2. Auger based system works the 

material for 21-28 days.

3. Material is moved to the curing 

pad for final process. There 

it is prepared for sale – mixed, 

screened, bagged. 

*green area on image indicates pad 

size used for Phase 1 of operation.

5



About Aveterra:
impacts

 Leachate (runoff with a high nutrient content that can support algae blooms in waterways, 

and is hazardous if not treated property or prevented) 

 All organic material contained via pads on the ground and roofing

 Runoff from the site collected per DOE, Kitsap Health, and City requirements

 Noise

 Motors run 3-4 times per day for 20-40 minutes

 Motors do not generate noise that would be discernable off property

 Truck traffic for the most part already exists on the surrounding roads

 No more noise than existing conditions

 Odor

 The auger-based system, aeration, containment, and proper processing, recipe, and mixing 

prevents odors 

6



About Aveterra:
why the triangle property

 Used as industrial sand mine since 

1970’s

 Close proximity to the transfer station 

(~400 yards)

 On the existing truck routes to and 

from transfer station

 Surrounding properties include: fire 

station, power sub station, storage 
facility

 Property is for lease/sale

 Requires no tree clearing
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Definition of Waste Transfer Facility:

“waste transfer facility” means establishments that receive 

solid or liquid wastes from others for disposal on the site or for 

transfer to another location, uses that collect sanitary wastes, 

or uses that manufacture or produce goods or energy from 

the composting of organic material or processing of scrap or 

waste material. (BIMC 18.36.030 #272)
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Planning Commission Considerations:
code amendment options 

Waste-transfer 

facilities

Compost facilities Waste-transfer 

facilities on triangle lot

Compost facilities on 

triangle lot

The 500’ setback 

should be 

waived for…

n/a – This goes 
beyond the scope 
of the applicant’s 
request and the staff 

analysis. 

e.g. No waste transfer 
facility operation shall be 
conducted within 500 feet 
of a property located in 

any zone district other than 
the R-0.4 zone district, 
except for facilities or uses 
that manufacture or 
produce goods or energy 
from the composting of 
organic material.

e.g. No waste transfer 
facility operation shall be 
conducted within 500 
feet of a property 

located in any zone 
district other than the R-
0.4 zone district except 
on parcel number [xxx]. 

e.g. No waste transfer facility 
operation shall be conducted 
within 500 feet of a property 
located in any zone district 

other than the R-0.4 zone 
district, except for facilities or 
uses that manufacture or 
produce goods or energy from 
the composting of organic 
material located on parcel 
number [xxx]. 

This language could amend BIMC 18.09.030.G.3.a, the use-specific standards for waste transfer facilities.

An increase in lot 

coverage should 

be allowed for…

e.g. For waste-

transfer facilities lot 

coverage shall have 

a maximum of [30%]. 

e.g. For facilities or uses that 
manufacture or produce 
goods or energy from the 
composting of organic 
material lot coverage shall 
have a maximum of [30%]. 

e.g. For waste-transfer 
facilities located on 
parcel number [xxx], lot 
coverage shall have a 
maximum of [30%]. 

e.g. For facilities or uses that 
manufacture or produce 
goods or energy from the 
composting of organic 
material located on parcel 
number [xxx], lot coverage 
shall have a maximum of 

[30%]. 

This language could be a new footnote added to Table 18.12.020-2 Standard Lot Dimensional Standards for Residential Zone Districts.
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https://www.codepublishing.com/WA/BainbridgeIsland/#!/BainbridgeIsland18/BainbridgeIsland1809.html
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Planning Commission review

Public hearing on proposed code amendment with draft ordinance (note: 

indicate applicable code amendment option to staff)

Planning Commission written 

recommendation

Request additional information

(note: determine if proposed code 

amendment can otherwise be 

supported) 
SEPA environmental review

City Council review and action 
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Aquifer Information

 Code does not distinguish between different aquifer recharge areas

 Site contributes to shallow aquifer recharge

 More susceptible to groundwater contamination 

 Options: 

 Require hydrogeologic assessment (BIMC 16.20.100.B.3.b) to 

evaluate impacts to water quantity and quality

 Require aquifer recharge mitigation plan if adverse impacts 

identified 
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