Trailer Estates Park and Recreation District
Board of Trustees Workshop

April 1, 2025
9:30AM Mark’s Hall
1903 69" Avenue West
Bradenton, FL 34207
Call to Order
Roll Call

Public Comment (Limit 3 Minutes on Workshop Agenda Items Only)
Reports from Standing Committees
Clubs & Organizations
Budget - Public Hearing April 15, 2025
Discussion Items Presented by Board & Staff (PP38)
1. Continuing Rec Trustee Duties PP11 Update

2. Remove Forms from Policies & Procedures
3. Reorganization - Staff - Discussion

Trustee Reports

Violation Report - Start Reporting April 15, 2025

Park Manager Comments

Unfinished Business

Adjournment

Trailer Estates broadcasts its Meeting live on Channel 732 inside the Community.

Zoom Meeting Access:
https://us02web.zoom.us/j/87604746837?pwd=BpSj39t95VSzUJLnaidir7 FdxjOMIA.1

Meeting ID: 876 0474 6837
Passcode: DMFTk8

One tap mobile
+13052241968,,876047468374#,,,,*566156# US
+16469313860,,876047468374,,,,*566156# US

Meeting ID: 876 0474 6837
MobilePasscode: 566156

Pursuant to Section 286.0105, Florida Statutes, should any person wish to appeal a decision of the Board with respect to any matter considered at this meeting, he or she will
need to ensure that a verbatim record of the proceedings is made, including the testimony and evidence upon which the appeal is to be based.

Pursuant to Section 286.26, Florida Statutes, and the Americans with Disabilities Act, any handicapped person desiring to attend this meeting should contact TJ Miller at 756-

7177, at least 48 hours in advance of the meeting, to ensure that adequate accommodations are provided for access to the meeting.



TRAILER ESTATES PARK AND RECREATION DISTRICT
BOARD AGENDA ITEM FORM PP 38

DUE IN OFFICE 6:00 AM. TUESDAY PRIOR TO MEETING THAT YOU WISH TO BRING ITEM FORWARD.

Agenda CONtinuing Rec Trustee Job Description
For Upcoming Meeting—Date Apr" 1, 2025
Type of Meeting (check one): Workshop V.|| Board Meeting I .

*It is recommended that Board Meeting Motions be an agenda item on a Workshop prior to the

Board Meeting and the date or dates of the workshop discussions be included in the motion.

Rationale (for workshops)/ MOTION (for board meetings):
To discuss the proposed changes to the existing job description of the Continuing

Recreation Trustee

Costs/Estimated Costs: (Required if agenda item includes spending district money.)
None

Attachments: (Please attach any diagrams or pertinent information concerning this

Agenda Item. Please list the attachments.)
The current job description from the TE website and the proposed job

description.

Trustee Kathleen Gregory
Date Submitted March 20, 2025

Chairman/Designee
Office Manager/Designee: Date Posted Initials
Form Approved: 3/ 3/ 2008, Rev. 4/7/ 2008; 1/19/ 2009, 2/7/11, 2/7/11, 12/21/20, 11/6/23, 12/18/23 Page 1 of 1

Policy Adopted April 7, 2008, Revised August 3, 2009, 2/7/11, Revised 5/2/16; 11/2016




TRAILER ESTATES PARK AND RECREATION DISTRICT TRUSTEE DUTIES PP1

DUTIES OF THE CONTINUING RECREATION TRUSTEE

The Continuing Recreation Trustee Shall:

1. Prepare for and attend regular scheduled Board Meetings and Workshops; and Special

8.
9.

or Emergency meetings as required.

Work with the other assigned Recreational Trustee to develop the yearly district
recreational calendar of activities and complete /submit the required room reservation
forms for all district recreational activities.

Plan all events that fall within the summer months (May through October) for the
residents.

Plan additional activities that occur during the seasonal months (November through
April) for the residents.

Submit the continuing recreation budget when requested.

Complete all financial responsibilities including counting all the money collected from
ticket sales and money taken at district events, completing the required forms and
depositing all money to the office.

Arrange and provide materials as needed for various continuing activities within the pre-
approved spending of $500.00 as outlined in the budget (special line item in budget).
The activities include supplies for Bingo, cards, etc.

Purchase supplies needed for continuing recreation events.

Work with maintenance staff to ensure event set up is completed.

10. Coordinate volunteers as needed per event.

11.Ensure all contracts are correctly completed and filed in the office.

12. Complete all check requests prior to the date of the contracted performance.
13. Publicize all events so residents are kept informed.

14. Provide updates on continuing recreational events during board meetings.
15. Serve as a back-up to the other Recreation Trustee as needed.

16. Sign checks as requested.



TRAILER ESTATES PARK AND RECREATION DISTRICT
TRUSTEE DUTIES PP1I

DUTIES OF CONTINUING RECREATION TRUSTEE

THE CONTINUING RECREATION TRUSTEE SHALL.:

1. Prepare for and attend regular scheduled Board Meetings and Workshops; and Special
or Emergency meetings as required.

2. Work with other assigned Recreational Trustee to develop the yearly district

recreational calendar of activities and complete/submit the required room
reservation forms for all district recreational activities.

3. Arrange and organize 3" Tuesday night Potlucks.

4. Arrange and provide materials as needed for various continuing activities with
pre-approved spending of $500.00 as outlined in the budget (special line item

in budget):
* Bingo
e Cards,
» Etc.

5. Plan and implement district Coffee Break program during season.

6. Arrange and organize all continuing activities that may occur (picnics, beach party,
Showtimes, etc.) during off season.

7. Arrange to do summer movies.
8. Serve as a back-up to the other District Recreation Trustee as needed.
9. Arrange for the hiring of all bands for summer Saturday Night Dances.

10. Sign checks as requested.

Revised 11/17/08; 1/19/09; 8/3/09; 4/12/10; 11/19/12; 11/2016, 12/5/16, 12/19/16, 1/16/17,
2/20/17, 3/20/17, 12/18/17, 3/20/23, 4/3/23, 1/2/24 Page 1 of 1



TRAILER ESTATES PARK AND RECREATION DISTRICT
BOARD AGENDA ITEM FORM PP 38

DUE IN OFFICE 6:00 A.M. TUESDAY PRIOR TO MEETING THAT YOU WISH TO BRING ITEM FORWARD.

Agenda Remove All Forms From Policies & Procedures

For Upcoming Meeting—Date 04/01/2025
Type of Meeting (check one): Workshop v .I Board Meeting I

*It is recommended that Board Meeting Motions be an agenda item on a Workshop prior to the

Board Meceting and the date or dates of the workshop discussions be included in the motion.

Rationale (for workshops)/ MOTION (for board meetings): | ° discuss moving
all forms from the Policies and Procedure and making them available on the website

under a "FORMS" heading (similar to how the current Policies & Procedures appear).

The list is attached; however, PP37A and PP38A are the policies for completing the

forms PP37 & PP38 respectively. We need to discuss how those are handled separately.

Costs/Estimated Costs: (Required if agenda item includes spending district money.)
None .

Attachments: (Please attach any diagrams or pertinent information concerning this

Agenda Item. Please list the attachments.) List of current PP forms

Trustee Lori Dalton

Date Submitted 03/19/2025

Chairman/Designee

Office Manager/Designee: DatePosted ~~~ Initials

Form Approved: 3/ 3/ 2008, Rev. 4/7/ 2008; 1/19/ 2009, 2/7/11, 2/7/11, 12/21/20, 11/6/23, 12/18/23 Page 1 of 1

Policy Adopted April 7, 2008, Revised August 3, 2009, 2/7/11, Revised 5/2/16; 11/2016




PP25 — Verification for Boat Slip Rental

PP25A — Verification Form for Storage Lot Rental

PP25B — Waiting List Verification For Slip/Lot Rental

PP26 - Application for Prospective Purchase or Title Transfer or
Renter(s)

PP27 - Owner Information Form

PP27A - Keyless Security System (FOBS)

PP27B — Accident and Incident Reporting Form

PP27C - Estoppel Program

PP28 - Agreement of Responsibility Renter Resident

PP29 — Age Verification Data

PP31 — Application for In-Home Caregiver

PP32 - Complaint Policy

PP33 - Deed Restrictions Building Request
PP34 — Satellite TV Antenna Dish Request
PP35 - Parking Permit

PP36 — Sunset Park Walkway Commemorative Brick Order Form

PP37 - Reservation for Function

PP37 - Reservation for Function - Fillable

PP37A - Reservation for Function (Rules)

PP38 — Board Agenda Item Form

PP38 — Board Agenda ltem Form (fillable)

PP38A — Board Meeting Agenda ltem Form Policy
PP39 — Club/Group Purpose & Contact Information

PP40 — Annual Application for Keeping of Emotional Support/Service

Animal as an Accommodation for Resident’s Disability




TRAILER ESTATES PARK AND RECREATION DISTRICT
BOARD AGENDA ITEM FORM PP 38

DUE IN OFFICE 6:00 A.M. TUESDAY PRIOR TO MEETING THAT YOU WISH TO BRING ITEM FORWARD.

Agenda Reorganization - Staff - Discussion

For Upcoming Meeting—Date April 1, 2025
Type of Meeting (check one): Workshop v -I Board Meeting II

*It is recommended that Board Meeting Motions be an agenda item on a Workshop prior to the

Board Meeting and the date or dates of the workshop discussions be included in the motion.

Rationale (for workshops)/ MOTION (for board meetings): 1 n€ Requirements

of the Office Staff has changed considerably over the past 20 years. We have more

oversight from numerous State agencies and it requires us to change our procedures

and staffing in order to be compliant. There are significantly more regulations in

respect to Governmental accounting procedures that we must adhere to. To meet the

challenges internally and externally, | propose the following changes for discussion.

Costs/Estimated Costs: (Required if agenda item includes spending district money.)

Attachments: (Please attach any diagrams or pertinent information concerning this

Agenda Item. Please list the attachments.) Reorganization Outline

Trustee Chairman Trotter
Date Submitted 3/23/2025

Chairman/Desi gneg @ /

Office Manager/Designee: Date Posted Initials

Form Approved: 3/ 3/ 2008, Rev. 4/7/2008; 1/19/ 2009, 2/7/11, 2/7/11, 12/21/20, 11/6/23, 12/18/23 Page 1 of 1
Policy Adopted April 7, 2008, Revised August 3, 2009, 2/7/11, Revised 5/2/16; 11/2016




Trailer Estates Park & Recreation District

Staff Reorganization Plan
Date: March 24, 2025

1. Introduction

This reorganization plan aims to improve operational efficiency, streamline roles, and enhance
overall management within Trailer Estates. The restructuring will optimize workflow; while taking
on additional responsibilities, reduce redundancies, and improve resident services.

Current (Staffing/Duties May 2023-Present)

Office Manager (Full-Time): Manages Daily Work, Helps Residents at Window,
Bookkeeping, Board Agendas, Public Record Requests, Public Recordkeeping, Storage Lot
Billing/Payments, Marina Billing/Payments, Phones, Computer/Data Management, FOBs,
Mailings

Office Assistant (Full-Time) (Kristin): Editor of the Tribune, 732 Slide Creation &
Management, ESA, Park Manager Assistant, Help Residents at Window, Phones, Database
Management in Paxton, Resident Files, AR & Payroll, Mailings, FOBs

Maintenance Supervisor: Manages all Repairs, Landscaping, Maintenance Tasks,
Supervises Maintenance Staff, Directs Daily Assignments, Responsible for all District
Owned Buildings and Facilities.

Maintenance Staff: Conducts Daily Maintenance, Emergency Repairs, and Upkeep Tasks.

Park Manager: Administer/Supervise Daily Operations, Communicate with Board, Attend
Board/Workshop meetings, Prepare Agenda ltems, Develop, Implement, Modify and
Supervise Overall Charter, District Policies and Operating Procedures, Contracts
Management, Insurances, District Finances, Follow Florida Statues for Districts, Annual
Budget/Assessment, Audit, Banking, Purchasing Agent, Hire, Manage, Supervise Staff,
Supervise Maintenance Team.

¢ Develop position descriptions, performance evaluations and conduct performance
reviews.

¢ Motivate a team environment through training and development.

¢ Evaluate pay scales against market and recommend adjustments for budget
assumptions.

2. Staffing Recommendation

Park Manager: (See Above)

Office Manager (Full-Time): Delete Classification



Office General (Part-Time) (TJ): New Classification
Helps Residents at Window, Public Record Requests, Public Recordkeeping, Park Files,
Phones, FOBs, ESAs, Mailings.

o 3 Days Per Week: Off-Season
e 4 Days Per Week: In-Season

Office Assistant (Full-Time) (Kristin): Park Manager Admin, Editor of the Tribune, 732 Slide
Creation & Management, Board Agendas, Meeting Attendance When Applicable, Database
Management in Paxton, Park Files, AR & Payroll, Help Residents at Window, Phones,
Mailings, FOBs

e Within 45-60 Days: Scheduling of Facilities (From Trustee)
Accounting/Bookkeeper - Barbara Baker Business- Contractor/1099: Governmental

Bookkeeping & Accounting, Accounts Payable/Receivable, Audit, Reporting, Banking
Account Reconciliation

3. Succession Planning - Park Manager: Manager’s Contract Expires May, 2026
A. Extend Manager’s Contract - 18 Months Through November 2027

B. No Changes to Contract Language

4. Expected Outcomes:

« More Efficient Workflow and Reduced Redundancies

o Improved Resident Satisfaction

e Increased Staff Productivity

e Enhanced Financial Oversight and Administrative Efficiency
o Fewer Errors

e Year-Round in-Office Scheduling Responsibility

¢ Adherence to Governmental Accounting Standards

e More Efficient Spend of Staffing Budget in Office

5. Financial Considerations

1. Convert TJ from Salary to Hourly at a lower rate
2. Increase Kiristin slightly to account for added responsibilities



