
   
Staff Report 

 

TO:  The Mayor and Members of the City Council 
 
DATE:  April 13, 2011 
 
SUBJECT: Study Session Agenda for April 18, 2011 
 
PREPARED BY: J. Brent McFall, City Manager 
 
Please Note:  Study Sessions and Post City Council meetings are open to the public, and individuals are 
welcome to attend and observe.  However, these meetings are not intended to be interactive with the 
audience, as this time is set aside for City Council to receive information, make inquiries, and provide 
Staff with policy direction. 
 
Looking ahead to next Monday night’s Study Session, the following schedule has been prepared: 
 
A light dinner will be served in the Council Family Room  6:00 P.M. 
 
CITY COUNCIL REPORTS 
1.   Report from Mayor (5 minutes) 
2. Reports from City Councillors (10 minutes) 
 
PRESENTATIONS 6:30 P.M. 
1. City of Westminster Document Management Retention Policy 
2. Resource Management Program for City Parks 

 
 
                       EXECUTIVE SESSION 

1. Review and discuss City facility security measures pursuant to  
WMC 1-11-3(C)(6) and CRS 24-6-402(4)(d) 

 
   INFORMATION ONLY ITEMS  
   None at this time 
 

Additional items may come up between now and Monday night.  City Council will be apprised of any 
changes to the Study Session meeting schedule. 
 
Respectfully submitted, 

 
 

 
J. Brent McFall 
City Manager 



 
 

Staff Report 
 

 

City Council Study Session Meeting 
April 18, 2011 

 
 
SUBJECT:   City of Westminster Document Management and Retention Policy 
 
PREPARED BY:  Tami Cannon, Legal Administrator 
   Linda Yeager, City Clerk 
 
Recommended City Council Action: 
 
Review the proposed Policy and the Resolution adopting a City of Westminster Document 
Management & Retention Policy, including retention schedules, and provide comments and direction 
to City Staff.   
Summary Statement 
 

• In addition to retention schedules, the Policy includes direction on official record office 
locations, permanent records, non-records, confidential records, litigation holds, certification 
for scanning or destruction of records, electronic media, and a glossary. 

 
• The proposed Policy was developed with input from each City department, utilizing 

terminology and acronyms unique to the City of Westminster.  
  
• The Colorado State Archivist and Attorney General approved the City’s proposed retention 

schedules on February 24, 2011.  
 
• The adoption of this Policy is expected to help protect and preserve the City’s history, adhere 

to statutory requirements regarding the retention and disposition of records uniformly, and 
assist with timely and efficient responses to open records requests.    

 
• Staff will attend the Study Session meeting to make a brief presentation explaining the 

proposed policy and will be available to answer questions. 
 

 
Expenditure Required: $0 
 
Source of Funds:  N/A 
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Policy Issue 
 
Should the City adopt its own Document Management and Retention Policy, including retention 
schedules? 
 
Alternative 
 
Do not adopt a City-specific Document Management and Retention Policy, including retention 
schedules, and continue to operate under the Colorado Model Municipal Records Retention Schedule.  
This is not recommended as the City of Westminster Document Management and Retention Policy, 
including retention schedules, provides greater clarity and direction to employees on the City’s 
document management and retention expectations and requirements.   
 
Background Information 
 
The City has been operating under the Colorado Model Municipal Records Retention Schedule since 
2002.  The Model Schedule is quite lengthy and, as its name implies, generic in nature.  Retention 
periods apply to the information contained within the record, regardless of the physical format of the 
record (paper, microfilm, computer disk or tape, optical disk, imaged records, email, voicemail, etc.)  
The City’s use of the Laserfiche document storage and retrieval system to electronically scan 
documents and the constraints of storage space for inactive files create an even greater need for a 
City-wide, consistent policy for document management and retention.  Furthermore, in 2007, the 
Federal Rules of Civil Procedures were amended to include an obligation to preserve electronically 
stored information and apply reasonable and good faith efforts to retain information that may be 
relevant to pending or threatened litigation.  Failure to do so can subject the City to sanctions imposed 
by the Court.  Per City Charter, the City Clerk is the official custodian of all public records.  Staffing 
resources in the Clerk’s Office do not include a records manager and workload precludes the sole 
internal responsibility for this function.  Additionally, Staff found that the current City-wide records 
management practices are inadequate.  Each department maintains separate filing systems, and 
duplication of records is common.  Gathering information to respond to a request for records can be 
costly and ineffective.   
 
Therefore, in 2007, a Task Force was formed to select a consultant and a Users’ Committee was 
created consisting of representatives from each department to develop an inventory of documents, 
oversee implementation, ensure quality control, consistency and compliance, and serve as the point of 
contact for future document retention and management.  City Council authorized the retention of 
Graham Information Management Associates to provide professional document management 
consulting services to assist with developing a City-wide document management policy and standards. 
 
In 2008, the consultant provided a proposed policy for the City, based on the Colorado Model.  After 
reviewing the proposed policy, the Task Force determined that improvements could be made, 
including collapsing several categories and streamlining the policy to make it more user-friendly and 
comprehensible.  Throughout 2009 and 2010, City Clerk Linda Yeager and Legal Administrator Tami 
Cannon again met with members of the Users’ Committee and proposed reorganizing the schedules 
into two main sections:  an “all” department category and separate sections for each department.  By 
doing so, each employee need only refer to two categories of documents for compliance, rather than 
sorting through hundreds of pages listing the entire City-wide inventory.  Retention periods were also 
collapsed and made as consistent as possible throughout the organization, “permanent” records were 
accounted for, and records with no “official record office” were assigned.    
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In order to address and manage the ever-growing volume of emails sent and received by City 
employees, the Information Technology Department purchased and implemented a program through 
Postini that retains all incoming and outgoing email automatically for a period of three years.  This 
system will significantly reduce the amount of time and effort employees would otherwise spend in 
manually managing and purging personal archive folders.  Additionally, the system will provide 
employees with direct access to search, read, reply and forward messages contained in their archive 
folder.   
 
The Department Head group was briefed on the proposed Policy and supports its adoption.  The State 
Archivist and Attorney General reviewed the City’s proposed document retention schedules and 
granted their approval in February 2011.  If Council supports the adoption of the proposed Policy, the 
Resolution will be scheduled for an upcoming City Council meeting.  Following Council adoption, the 
Policy will be made available to employees electronically on the City’s intranet and future trainings 
will be scheduled. 
 
A copy of the proposed Policy is attached for City Council’s review.  Staff did not include the 
retention schedules or official record office codes as these are very lengthy.  If any Council members 
wish to obtain a copy please contact Lynn Voorhees and a copy will be provided. 
 
A Document Management and Retention Policy supports City Council’s goal and objective of a 
“Financially Sustainable City Government Providing Exceptional Services” by providing efficient, 
cost-effective internal services.     
 
Respectfully submitted, 
 
 
 
 
J. Brent McFall 
City Manager 
 
Attachment:  Resolution adopting City of Westminster Document Management Policy 
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RESOLUTION 

 
RESOLUTION NO._____    INTRODUCED BY COUNCILLORS 
 
SERIES OF 2011     _______________________________ 
 

A RESOLUTION ADOPTING A CITY OF WESTMINSTER 
DOCUMENT MANAGEMENT & RETENTION POLICY 

 
 WHEREAS, the City of Westminster has been operating under the Colorado Model 
Municipal Records Retention Schedule since 2002; and 
 
 WHEREAS, a City-wide document management policy was developed that is geared 
exclusively toward City-specific records; and 
 
 WHEREAS, the proposed policy is intended to secure compliance with business and 
legal requirements on behalf of the City and its employees by establishing procedures and a 
document retention schedule to effectively and efficiently manage, maintain, and dispose of 
documents in an orderly, reasonable, efficient and lawful manner; and 
 
 WHEREAS, in addition to retention schedules, the policy includes direction on official 
record office locations, permanent records, non-records, confidential records, litigation holds, 
certification for scanning or destruction of records, electronic media, and a glossary; and 
 
 WHEREAS, the Colorado State Archivist and Attorney General approved the City’s 
proposed retention schedules on February 24, 2011; and 
 
 WHEREAS, the adoption of this policy is expected to help protect and preserve the 
City’s history, adhere to statutory requirements regarding the retention and disposition of records 
uniformly, and assist with timely and efficient responses to open record requests. 
 
 NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY 
OF WESTMINSTER that the City of Westminster hereby adopts the attached City of 
Westminster Document Management & Retention Policy 2010 and supplements incorporated 
therein and authorizes the City Clerk, as the custodian of records, to pursue and implement future 
amendments to such Policy as she deems necessary. 
 
 PASSED AND ADOPTED this ________ day of May, 2011.   
 
 
      _____________________________ 
      Mayor 
 
ATTEST: 
 
 
___________________________ 
City Clerk 
 

APPROVED AS TO LEGAL FORM: 
 
 
____________________________________ 
City Attorney 
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Staff Report 
 

 

City Council Study Session Meeting 
April 18, 2011 

 
 
SUBJECT:   Resource Management Program for City Parks 
 
PREPARED BY:  Richard Dahl, Park Services Manager 
   Jerry Magnetti, Park Supervisor 
 
Recommended City Council Action 
 
Provide feedback and support to Parks, Recreation and Libraries Staff on the proposed reallocation of 
resources for the purpose of maintaining the City’s parks system. 
 
Summary Statement 
 
The City of Westminster Department of Parks, Recreation and Libraries has prided itself on the 
highest quality of maintenance throughout the parks system since the Department was first established 
in 1974.  However, recent economic conditions have changed the reality of what can be accomplished 
with fewer staff and reduced operating budgets for the foreseeable future.  As such, the Park Services 
Division is proposing to initiate a tier maintenance program that better allocates resources, is 
sustainable and maximizes their effectiveness throughout the parks system. 
 
Staff will be in attendance at the Study Session Meeting to make a brief presentation explaining the 
proposed program and will be available to answer questions. 
 
Expenditure Required:  $ 0 
 
Source of Funds:   N/A 
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Policy Issue 
 
Should City Council direct Staff to manage its park operations based on a tier system that ranks park 
maintenance based on resource management, need and priority? 
 
Alternatives 
 
1) Continue with park maintenance operations as in years past and try to make do with staffing and 

existing budgets.  Staff does not recommend this approach as it is important to have a plan in 
place that is systematic in its approach so internal and external pressures do not lead to an 
incoherent and random resolution to the problem. 

 
2) Direct Staff to re-evaluate the maintenance plan and provide other alternatives for Council to 

evaluate.  This process could be time consuming especially with the upcoming maintenance 
season so close at hand.  Staff believes the approach set forth in this Staff Report will continue to 
provide a high level of maintenance for the City’s most visible and highly used parks, while still 
providing an appropriate level of maintenance for the remainder of the parks systems. 

 
Background Information 
 
With reductions in personnel and operating budgets, Park Services Staff was required to review goals, 
operating procedures and maintenance criteria to match the resources available to the Division.  As 
such, Staff has developed a plan (See attached maintenance area list/map) that established four 
different service levels for the City’s parks based on visitation, reservation availability, recreation 
programs and classifications including:  
 

• Facilities and citywide parks 
• Community parks 
• Neighborhood parks 
• Greenbelt/detention ponds and right of ways  

 
Staff is aware some park users or neighbors may be upset and may believe their favorite park or 
service has been singled out or that it is no longer valued.  This is not the case; however, given the 
resources available to the City, it is no longer possible to provide the same level of service as in years 
past.   
 
Listed below are the proposed Tier Service Levels.  These are meant to be general guidelines.  Staff 
will continue to use discretion to assure the upkeep and long term viability of the parks systems and 
other green spaces at City facilities. 
 
Tier 1 Service Level 
 

Description 
• All occupied city facilities: City Hall complex, fire stations, recreation centers, libraries 
• Citywide parks (51 to 250 acres - City Park is the only park in this category) 
• Parks with reserveable picnic shelters 
• High-use  parks 
• Formal sports/athletic fields 
• Parks with established City-sponsored recreation programs occurring throughout the year 
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Irrigation  
• Frequency and amount follows rainfall, temperature and turf demands 
• Turf is to look green and healthy  
• Irrigation cycles not to exceed four to six cycles per week at 100% of need 

 
Mowing 
• Mowing at least once per week (five working days) or twice, if necessary, based on turf 

growth 
• Edging and trimming as scheduled 
• Native or natural areas to be left in an un-mowed state except for perimeter mowing along 

fence lines - Mowing can be done if there is a fire hazard or as a mechanical means of weed 
control 

 
Shelter Maintenance 
• Clean and wash once per week or more if reservations require 

 
Fertilizer Application 
• Apply once per year as budget allows 

 
Litter/Trash Removal 
• Every day during the high-use season and three times per week during off season 

 
Weed Spraying/Control 
• Twice a year or as needed 

 
 
Tier 2 Service Level 
 

Description 
• Community parks (15 – 50 acres)  
• High to moderate use 
• Reserveable shelters 
• No programmed activities 
• No formal or regular scheduled use 

 
Irrigation  
• Four to six cycles per week at 80% of need 
• Park will look green and healthy if average rainfall is received 
• Mild stress areas will occur in hot, dry and windy conditions 

 
Mowing 
• Mowing at least once per week (five working days) or twice if necessary based on turf growth 
• Edging and trimming as scheduled 
• Native or natural areas to be left in an un-mowed state except for perimeter mowing along 

fence lines - Mowing can be done if there is a fire hazard or as a mechanical means of weed 
control 
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Shelter Maintenance 
• Check weekly  
• Clean and wash as necessary 

 
Fertilizer Application 
• Apply once per year as budget allows 

 
Litter/Trash Removal 
• Three times per week or as needed 

 
Weed Spray/Control  
• As needed 

 
 
Tier 3 Service Level 
 

Description 
• Neighborhood parks (0.5 – 14 acres) 
• Lower use 
• Not destination facilities  

 
Irrigation 
• Two to four cycles per week at 75% of need 
• Park will be green early and late in season with cooler weather 
• Park will show stress in hot and dry times 

 
Mowing 
• Mowing once per week.   
• Edging and trimming as needed  
• Native or natural areas to be left in an un-mowed state except for perimeter mowing along 

fence lines - Mowing can be done if there is a fire hazard or as a mechanical means of weed 
control 

 
Shelter Maintenance 
• Check weekly 
• Clean and wash as necessary  

 
Fertilizer Application 
• Once every two years (alternating with remaining tier 3 parks) 

 
Trash/Litter Removal 
• Two times per week 
• Additional service as necessary 

 
Weed Spray/Control 
• As needed spot spraying 
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Tier 4 Service Level 
 

Description 
• Greenbelts 
• Detention Ponds 
• Right of ways 
• Native or natural areas to be left in an un-mowed state except for perimeter mowing along 

fence lines 
 
Irrigation 
• Reduced to lowest levels based on moisture content - At designated sites, i.e., Mayfair 

greenbelt, Oakhurst detention pond, etc., irrigation may be completely turned off 
 
Mowing 
• Mowing can be done if there is a fire hazard or as a mechanical means of weed control 

 
Shelter Maintenance 
• N/A 

 
Fertilizer Application 
• None 

 
Trash/Litter Removal 
• As needed  
• Done by volunteers if possible 

 
Weed Spray/Control 
• Spot spray noxious weeds only 

 
The proposed Resource Management Program for City parks supports the City’s Strategic Plan goals 
of “Financially Sustainable City Government Providing Exceptional Services,” “Vibrant 
Neighborhoods in One Livable Community,” and “Beautiful and Environmentally Sensitive City.” 
 
Respectfully submitted, 
 
 
 
 
J. Brent McFall 
City Manager 
 
Attachment 



CITY HALL

RYAN PARK

DOVER PARK

CITY PARK 

RANCH PARK

SUNSET PARK

ENGLAND PARK
TERRACE PARK

KENNEDY PARK

OAKWOOD PARK

SQUIRES PARK

WINDSOR PARK

MAYFAIR PARK

CHELSEA PARK

AMHERST PARK

GARRISON  ROW
MTN VISTA ROW

SOMERSET PARK

FOXSHIRE PARK

FAVERSHAM PARK

TRENDWOOD PARK

HAMPSHIRE PARK

STRATFORD PARK

WOLF RUN PARK S

KINGS MILL PARK

OAKHURST PARK I

WESTBROOK PARK 

KENSINGTON PARK

MEADOWLARK PARK

SHERWOOD PARK  

OAKHURST PARK II

COUNTRYSIDE PARK

WILLOWBROOK PARK

TORRI SQUARE PARK

PROMANADE TERRACE

GREEN KNOLLS PARK

COTTON CREEK PARK

SHERIDAN CROSSING

SKYLAND VISTA PARK

BISHOP SQUARE PARK

CHRISTOPHER FIELDS

WESTMINSTER T-BALL

BIG DRY CREEK PARK

WESTVIEW REC CENTER

WAVERLY FENCE LINE 

QUAIL CROSSING PARK

CHEYENNE RIDGE PARK

HERITAGE GOLF COURSE

STRATFORD LAKES PARK

COURTS/MUNICIPAL PARK

WESTFIELD VILLAGE PARK

WESTMINSTER CENTER PARK

WESTMINSTER  HILLS PARK

IRVING STREETLIBRAY/ PARK

²1 inch = 6,000 feet

Tier Maintenance Level

   Level 1-                    21 properties

   Level 2 -                    11 properties

 Level 3-                       5329 properties

 Level 4 -                        3 properties

Contract Areas            75 properties

Westminster Parks 
Tier Maintenance Schedule

Total              169  Properties               

Tier I Tier III
Big Dry Creek Park Chelsea Park
Bishop Square Park (Shelter & BB Courts) Cheyenne Ridge Park
City Hall Cobblestone Park
City Park Oakhurst Detention Pond
Cotton Creek Park Dover Square Park
Countryside Little League Ball Fields Fireman's Park
Faversham Park Foxshire Park
Irving St Library/Park Garrison ROW
Courts/Municipal Park Green Knolls Park
Nottingham Park Hampshire Park
Oakhurst Park (1&2) Kensington Park
Skyline Vista Park Kings Mill Park
Squires Park Mayfair Park
Westfield Village Park Meadowlark Park
Westminster Center Park Oakhurst Triangle
Wolff Run Park - North Oakwood Park
Wolff Run Park - South
Promenade Terrace Park Quails Crossing Park
Armed Forces Tribute Garden Sensory Park
West View Recreation Center Somerset Park
Swim and Fitness Center Stratford Park

Stratford Lakes Park
Sunset Park

Tier II Terrace Park
Amherst Park Torri Square Park
Bishop Square Park (Softball Fields) Trailside Park
Countryside Park Trendwood Park
England Park Waverly Acres Park
Kennedy Ball Fields Westminster Hills Park
Ranch Park Willowbrook Park
Ryan Park
Sherwood Park

Westbrook Park Tier IV
Westminster T-Ball Waverly Acres Irrigation Fence Line
Windsor Park Mayfair Greenbelt

Mountain Vista ROW
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