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WELCOME 

 

The Si View Metropolitan Park District offers a variety of classes, workshops and activities. We would like 

to thank you for your interest in contributing your knowledge and expertise to enrich the lives of others in 

this community. Your participation and involvement will complement the diversity of our programming and 

contribute to the overall success of programs. We look forward to working with you! 

 

The intention of this manual is to provide you with useful information to get started as an instructor. It is 

important to Si View Metropolitan Park District and our patrons that you understand and are 

knowledgeable regarding policies and procedures. If you have any questions or concerns, please contact 

your Program Coordinator. 

 

 

ABOUT SI VIEW METROPOLITAN PARK DISTRICT 

 

The Mission of the Si View MPD is to work in partnership with the Community to preserve historic Si View 

Park and provide opportunities to enhance the quality of life through the facilitation of recreation programs 

and parks in Snoqualmie Valley. 

 

Hours of Operation: Programmed operating hours for the Si View Community Center are as follows - 

 

Monday – Thursday 6:30 am - 9:00 pm 

Friday   6:30 am - 6:30 pm (later by appointment) 

Saturday  8:00 am -12:00 pm (later by appointment) 

Sunday   Open for rentals only (or by appointment) 

 

Staff will be on duty at Si View Community Center during these hours. Hours for other District managed 

facilities vary. Si View MPD is closed for all federal holidays. Facility hours may vary due to rentals and 

special events. Current holiday schedule is available on the District website at www.siviewpark.org. 

 

Program Seasons: Classes are offered throughout the year in three seasons - 

 

Winter: January-April / proposals due October 1 

Spring/Summer: May-August / proposals due February 1 

Fall: September-December / proposals due June 1 

 

MPD Managed Facilities 

 

 Si View Community Center, Pool and Park: 400 SE Orchard Drive, North Bend 

 Tollgate Farm Park and Fields: 1300 West North Bend Way, North Bend 

 Torguson Park and Fields: 750 East North Bend Way, North Bend 

 North Bend Train Depot: 205 McClellan Street, North Bend 

 Meadowbrook Farm and Interpretive Center: 1711 Boalch Ave, North Bend 

 South Fork Landing Park: 14319 436th Ave SE, North Bend 

 Tennant Trailhead Park: coming in Spring 2024 

  

BECOMING A CONTRACT INSTRUCTOR 

 

If you are interested in becoming a contract instructor with Si View Metro Parks: 

 

Submit a course proposal form to the MPD Administrative office. This form can be found online: 

http://www.siviewpark.org/careers.phtml 

http://www.siviewpark.org/careers.phtml


 

A Recreation Coordinator will review your proposal. Experience, community need/fit, and facility 

availability will be determining factors as to whether your proposed class will be accepted. 

 

If the Coordinator approves the proposed program, they will schedule a meeting to review program 

details, our contract model, and program policies and procedures. 

 

Once you have been approved as an instructor, the following items are required before programming may  

begin: 

 

 Pertinent certifications/licenses: All Instructors must provide proof of current CPR/First Aid + AED 

certification. Additional certifications may be required for certain programs. 

 

 Background check: Contract Instructors are required to provide proof of a national background 

check prior to beginning instruction. Instructors are responsible for the associated cost. 

 

 Contract: All instructors must agree to, and sign, a contractual Agreement with Si View MPD for 

each season. 

 

 Insurance: Depending on the type of the program, Instructors may be required    to provide 

General Liability Insurance and name Si View Metropolitan Park District as an additional insured 

on their policy. Note: Contract Instructors are not covered by the District’s  insurance policy. 

 

 Promotional materials: District staff can work with you to generate program promotions. All 

promotional materials must be submitted to Si View MPD for review and approval prior to 

distribution to the public. 

 

 

SI VIEW METRO PARKS RESPONSIBILITIES 

 

Instructor Manual: Si View MPD provides this guide to familiarize you with the District’s policies and 

procedures. It is important to review this information and understand your contractual Agreement. Please 

keep a copy of this handbook for future reference. 

 

Agreement for Instructional Services: Your Program Coordinator is responsible for preparing an 

Agreement for Instructional Services and reviewing the document with you. Contract instructors will be 

expected to sign a new contract each activity season. 

 

Facilities: Si View MPD will provide instructors with a clean, safe facility to host in-person programs 

during agreed upon class times. District provided equipment may be available to instructors for certain 

programs; however, the District can only guarantee the use of tables and chairs.  Additionally, due to the 

number of instructors and limited space available, the storage of equipment for contract classes is 

approved by the Coordinator on a case-by- case basis only. 

 

Registration: Si View MPD is responsible for the collection of fees, issuance of refunds, cancellations, 

and all other related administrative responsibilities of contract classes. Only agreed-upon materials fees 

should be collected by instructors. Participants can be directed to enroll through Si View Metro Parks 

using one of three convenient ways to register: 

 

Online: www.siviewpark.org 

Phone: 425-831-1900 during normal business hours 

Walk-in: Si View Community Center and Pool 



 

Course registration generally opens minimum of 2 weeks prior to the beginning of each session. Full 

payment is due at the time of registration. Registration for enrollment only programs generally closes 48 

hours prior to start of class. Your program coordinator will keep in contact with instructors during 

registration window with updates on activity registration status and provide associated class rosters. 

 

Some programs accept drop-in fees, which do not require pre-registration. Class rosters will not be 

available for drop-in programs. 

 

Marketing: Si View MPD produces an informative brochure three times a year that is mailed directly to 

community resident and businesses, advertising special events, programs and fee-based     classes. 

Activities are also promoted on the District’s website, social media outlets, and via various other 

promotional materials. The Program Coordinator will work with instructors to determine mutually agreed 

upon dates, times, locations, and fees and ensure that the most accurate brochure is created for 

publication. 

 

Evaluation: Contract Instructors and their classes will be evaluated periodically by the District’s 

supervisory staff to continue to provide high-quality programming. Results of these evaluations will be 

discussed with each instructor. 

 

Emergency closures: In case of inclement weather, the Si View MPD will notify instructors of a closure 

and communicate facility closures to the public on the district website and on social media. In general, Si 

View MPD follows the Snoqualmie Valley School District Inclement Weather closures. Please refer to our 

website www.siviewpark.org for current inclement weather policy. 

 

Instructor payments: As a Contract Instructor, you will be paid when all fees have been received by the 

District and classes have been completed for the month or trimester, depending on how your class is 

operated. Si View MPD processes Professional Fees for instructors at the end of each month. 

Professional Fee requests are placed on a Blanket Voucher and presented to the Park Commissioners 

for approval. The Blanket Voucher is then forwarded to King County who will issue payments to MPD. 

Professional Fee payments will be available through your Program Coordinator. Additional fees may be 

deducted from gross pay for offsite class locations and/or supplies purchased by the District, any such 

fees are outlined in the Agreement for Instructor Services. The Si View MPD will not withhold money for 

social security or federal income tax. Annual payments to contract instructors from the MPD will be 

reported to the Internal Revenue Service. 

 

Scholarship awards: Financial need-based scholarships are offered for youth and people with 

disabilities based on proof of residency and income verification. These scholarships amount to 25%-75% 

of course fees. Instructors are compensated their normal percentage based on the amount of scholarship 

participant payment. For example, student receiving a 50% scholarship for a $100 class, instructor 

payment at the 70/30 split amounts to 70% of $50 = $35. 

 

 

INDEPENDENT CONTRACTOR RESPONSIBILITIES AND PROCEDURES  

  

 

Income: Si View Metro Parks does not withhold federal income tax but does report the Independent 

Contract Instructor’s income via form 1099. It is the Instructor’s responsibility to satisfy any taxes due by 

the contractor in an appropriate manner. 

 



Incidents/Accidents: In the event of an accident or incident, Contract Instructors must notify staff on site 

immediately or as soon as possible. Staff will help assess situation, and take appropriate action including 

completion of the appropriate reports. 

 

Instructor Compensation and Fees: Unless otherwise agreed upon, all registration fees will be split 

70% to the instructor and 30% to Si View MPD. This 30% is used to cover administration, facilities, staff 

time, and production of the class brochure. Class registration fees may be prorated with instructor 

approval for partial season registrations. Non-resident surcharge billed by the District for participants 

residing outside District boundaries is not subject to revenue share. 

 

Payments for punch pass sales are processed monthly. Passes sold that have been paid out to Instructor 

and deemed invalid due to termination of Instructor Agreement may be subject to Instructor issued refund 

to customer.  

 

Change in Contact Information: Instructors must notify the Program Coordinator immediately of any 

change in personal contact information written on the Agreement. 

 

Cancellation of Classes: If a class has not met minimum enrollment, it is up to the Instructor to 

determine if the class should be conducted, combined with another class or cancelled. Should an 

instructor choose to cancel an upcoming class, they must notify the Coordinator at least three business 

days prior to the scheduled class start date for Si View MPD staff to contact registered participants. 

Participants are be offered a full refund for cancelled classes. 

 

Changes in Schedule: It is important that classes start and end at the time which is advertised. Starting 

classes late or ending early can cause concern among participants and is a poor representation of the 

high quality of programs which Si View Metro Parks offers. Ending classes late can cause undue burden 

for other instructors or staff that have a schedule with which to comply. Any anticipated changes in 

schedule must be reported to the Program Coordinator immediately so that necessary arrangements can 

be made to accommodate participants and programs. 

 

Class Attendance: Si View MPD staff will provide a roster to instructors for monitoring participant 

attendance. Attendance should be taken daily. At no time should an Instructor allow a participant to 

attend who has not paid or registered. This may impact your compensations and may void your contract. 

 

Marketing: While the Si View MPD markets our contract class program as a whole, it is the Instructor’s 

responsibility to help develop and provide their individual promotional items and cultivate their programs 

participant base. Marketing materials created by Instructors will need prior approval from the Program 

Coordinator prior to distribution. 

 

Brochure: The Instructor is responsible for submitting correct class information to the Program 

Coordinator by each brochure the deadline. Proposals received after the brochure deadline are not 

guaranteed to be included in the upcoming season. Class titles, content, and descriptions are determined 

by the Instructor who will work with the Coordinator to establish mutually agreed upon dates, times, 

locations, and fees. New class ideas should be submitted via a Class Proposal Form to the Program 

Coordinator. New or expanded classes will be added only as space, time, and the market will allow. 

 

Instructor Absence: There may be emergency instances where you will need to miss class. If/when this 

occur, notify Si View staff immediately, be sure to speak with an employee, rather than leave a message. 

 

It is the Instructor’s responsibility to notify participants as soon as possible. 

 



Make-up classes must be approved and scheduled through the Program Coordinator. Once approved, 

participants should be notified by the Instructor. 

 

Substitute Instructors: If your class can be taught by a substitute instructor (so as not to disrupt the 

schedule), be prepared to supply the Program Coordinator with a list of approved substitutes. All 

substitute instructors must provide proof of national background check completion and a valid CPR/First 

Aid certification to Si View MPD prior to beginning instruction. It is your responsibility to arrange for 

substitutes for your class. Any compensation to substitutes is the responsibility of the contract instructor. 

 

Participant Absence: Si View MPD does not offer makeup classes if a participant misses a class for any 

reason. 

 

Supplies/Materials Fees: Any supplies needed for a class is the responsibility of the Instructor. 

Instructors may charge a reasonable materials fee for courses in which participants will be taking home 

an item from class (i.e. T-shirt, reference books, more substantial craft products, etc.) If a materials fee is 

required, the Instructor must provide this information in advance for it to appear in the program brochure. 

Instructors must inform staff of what the materials fees cover and obtain approval. Materials fees are to be 

paid directly to the Instructor. 

 

Facilities: Si View MPD is responsible for providing Instructors with a clean and clear facility in which to 

host their programs each day. At the end of each class, it is the responsibility of the Instructor to leave the 

room clean. It is important to inform staff of any facility or equipment issues that come to your attention 

while in MPD facilities. 

 

Refunds: Participants requesting withdrawal, or a refund should be directed to the Program Coordinator 

to make their request. Any refunds after the first day of class will be determined by the Program 

Coordinator and the Instructor on a case by case basis and at no time should instructors offer a refund to 

participants prior to approval. 

 

Participant Communications: While Si View staff fields incoming program questions, instructors are 

expected to provide contact information and be available for more in-depth participant questions and 

concerns. Instructors should work with the Program Coordinator on a communications plan to students to 

ensure consistent messaging, and provide information on topic such as entry requirements, personal 

equipment needed, course assignments, appropriate attire etc. Si View MPD can assist with delivery of 

course specific communications to students via email. 

 

Program Responsibilities: Contract Instructors are always expected to conduct themselves in a 

professional manner with the public and MPD personnel. As a Contract Instructor you are expected to: 

 

 Always ensure the safety of participants. 

 Teach only the classes you are contracted to teach. 

 Teach the class as described in the brochure. 

 Strive to accommodate participants of all abilities and skills levels. 

 Carefully train and monitor any sub-contractors, assistants or helpers, as they reflect your 

business and the District. 

 Accept constructive evaluation of your program and strive to improve based on feedback from 

participants. 

 Adhere to, and support, District policies and procedures. 

 Maintain a cooperative and working relationship with the District. 

 Leave all facilities and equipment in good condition after use. 

 Be thoroughly prepared for, and give full attention to, participants during class time. 



 

KEY CONTACTS 

 

Si View Metro Parks Administrative Office hours: 

Monday-Friday 9:00 am – 5:00 pm 

 

Travis James - Recreation Supervisor  

(425) 414-0766 │ tjames@siviewpark.org  

 

Tyler Burnett – Recreation Coordinator / Youth/Adult Sports, Special Interest Programs 

(425) 414-0761 │ tburnett@siviewpark.org  

 

Josh Conlee – Recreation Coordinator / Youth Programs 

(425) 414-0762 │ jconlee@siviewpark.org  

 

Zach Todd – Recreation Coordinator / Outdoor Recreation Programs 

(425) 414-0672 | ztodd@siviewpark.org  

 

Jill Rittenhouse – Recreation Coordinator / Special Events, Youth Dance 

(425) 414-0758 | jrittenhouse@siviewpark.org  

 

Sylvia Ketchum – Recreation Specialist 

(425) 414-0760 | sketchum@siviewpark.org 

 

Minna Rudd – Recreation Manger 

(425) 414-0768 | mrudd@siviewpark.org  
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