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Chapter 1— AGENCY MISSION AND PURPOSE

Standard

Number Standard Management Book Reference Pages Compendium

Mission in relation to partnerships 66-67
Explanation of Mission & Vision 143-144
Mission reflection of formal structure 148

1 Mission, Vision, and Values | Mission statement in strategic planning | 183-189 | 6.2 Strategic Plan
Mission statement & programming 245
Mission reflected in budget 273-275
Mission used in marketing 293-295

2 Strategic Plan Strategic Plan Process 183-191 | 6.1-6.2 Strategic Plan
Public Policy Making 64-65
Agency Communication 182-183

3 Community Inv.olvemer?t in Programming input 243 &

Agency Strategic Planning 247-248

Marketing Plan input 310-31
Needs Assessment input 516

4 ,I’?\Zresr?(rzl;gltrl;tve c;l;;eg;aer?aii:g Strategic Plan Communication 182-183

Chapter 2 — ADMINISTRATION AND ORGANIZATIONAL RESOURCES

S":zr:;;:l Standard Management Book Reference Pages Compendium

Build Coalitions 54
. Participation in Policy Process 63-64 5.11 Policy and

1 é(cgl\rgsn(:gsiﬁrds and Policies Manual and processes 164-165 Procedure Manual
Participant involvement 240 Table of Contents
Decision makers 292
Leveraging non—profit partnerships 10
Manager’s role in partnership 19 3.3-3.9 Agreement
Partnerships 65-73 Examples

2 Agency Relationships Public Private Partnership Model 206-207 52,53, 14.26, and 14.27
Community Opportunities 246 Developing Friends
Program Goals and Objectives 250 Groups
Partnerships and Sponsorships 296-297




) Technology in community 253-254
3 Technological Resources 10.1-10.3 Technology
Chapter 10 Technology 319-335
Administration Support Services 168-169
Passwords 331-332
4 NEEEIEE L EEEIET Managing Personnel Records 453-454
Audits 472-473
ADA Legislation 32;31, & | 41 ADA Policy
Disabilities Section 42-43 7.4 ADA Checklist
Inclusion and Americans ADA Act for Natural Areas 230-231 End Tra|n5|t|on Plan
. L xample
5 g'th_D's?'l't'es@ﬁ: (ADA) ADA and Facilities 344 P
ervices Accessibili )
- Y Accessible Playgrounds 344 T1.5 Accessible
Compliance Playground Guidelines
ADA Audit 529
Internet Accessibility 548-549 | 1510 ADA Audit and
ADA Self-Studies on webpages 550 Transition Plan
Succession Planning 165
Disaster Plan for Technology Continuity | 333-337
o ; Human Resources Planning Steps 376-379
6 Continuity of Operations - 4e
Professional Development 427
Succession Planning 432-434
Leadership Succession Procedure 455

Standard
Number

Chapter 3 — COMMUNITY AND PARK PLANNING

Standard

Management Book Reference

Pages

Compendium

. Role of the Manager in Planning 179-180
1 Communlty and Park Other Planning Efforts 192
Planning Strategy
Planning and management team 258
Enabling Others to Act 13
Introduction 51-52
Advocacy 52-56 - |
Look for Allies 57-58 | o edovemnmenta
. . . greement
Planning with Regional, . . .
2 : Partnering with State or Federal Agencies | 68
State and Federal Agencies 3.4-3.9 Other
Outdoor Areas 107 o
Agreements
Decision Makers affect marketing 292
Conferences and Workshops 431
Alternative Sources of Funding 503
Comprehensive Master Plan 59
Capital Improvements 160
3 Parks and Recreation illgiDevelopment sets need for Master 218 7.1 Natural Area
System Master Plan . . . Masterplan
Align with thle Systemwide 218-219
Comprehensive plan
Master Plan 225-226
4 Feasibility Studies Business and Feasibility Planning 209-213
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Human and Cultural Impacts on Land 217-218
Site Development 218
) Integrate Access and Equity 220 7.2 Greenway
5 Site Plans
Walkshed or Proximity Analysis 220-221 | Development Plan
Site Research and Suitability Analysis 221
Other Planning Efforts 192
Action Plan Sustainability 189-190
Estat?lish and Collect Sustainability 221-222
Sustainability N EHES 117 Sustainable Park
6 and Environmental Master Plan 225 Blan ustainable Farks
Resilience Strategy Construction 230
Local Environmental Policies 232
Sustainable Practices (maintenance) 370-371

Standard
Number

Chapter 4 — HUMAN RESOURCES PLANNING, WORKFORCE DEVELOPMENT, AND CULTURE

Standard

Management Book Reference

Pages

Compendium

Leadership Framework 13 13.7a—c Employee
Human Resource Planning, | £nctions of a Manager 16-19 Orientation Form
1 Workforce Development, =
and Culture Human Resources Hiring 375-385 | 13.5 Personnel Personal
Professional Development 447 Improvement Plan
Policies and Procedures Manual 131-132 5.9 & 5.11 Table of
(Risk Mgmt) Contents and manual
5 Personnel Policies and Organizational Manuals 163 example
Procedures Manual Personnel Manuals 429-435 | 13.2 a—e Human
Resources Policy and
Managing Policies and Procedures 453-455 | procedure Manuals
Employee Compensation Salaries and 409-410 5.3 Salary Schedule
3 Compensation Plan Wages and Compensation
Salaries and Wages 410-419 |Plan
13.5 Personnel Personal
Improvement Plan
Employee Performance : B
4 Sl fnd SusErEen Performance Appraisals 439-443 13.6a-b Employee
Performance
Evaluations
Overall Orientation 285-286
Onboarding Processes . . . . 13.1a—c Employee
> (Orientation and Training) Maintenance Orientation 367-368 Orientation Form
Employee Onboarding 427-429
gontllnumg Education, Training, and 417-418
6 Employee Development and | P€velopment
Training Program Professional Development 427-429
Training and Development Programs 430-434
Competencies and Managerial
. 20-22
. I Frameworks for Parks and Recreation
Professional Certification
7 and Organization Certified Park and Recreation Executive | 22-23
Membership Professional Certification 431-432
External Standards 529-530
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Other Health and Employee Services

8 Workforce Health and Benefits 417-419
Wellness Program
Workforce Health and Wellness 454-455
Managing Volunteers 455
Volunteer Management Manuals 455-456
Volunteer Recruitment, Selection, B 13.8a—-b Volunteer
9 Volunteer Management Orientation and Retention 455-457 Manuals
Supervision and Evaluation of Volunteers | 457
Recognition of Volunteers 457-458

Standard
Number

Chapter 5 — FINANCIAL MANAGEMENT, RESPONSIBILITY, AND ACCOUNTABILITY

Standard

Financial Management,

Management Book Reference

Pages

Compendium

1 Responsibility and Financial Management Responsibility 466
Accountability
Legal Authority and Fiscal . 14.1 Describe Legal
2 Policy Legal Authority 200 Authority
3 Cor.nprehenswe Revenue Comprehensive Revenue Policy 596-500
Policy
Potential Revenues 211-213
4 Grants and Alternative Funding Sources 252 14.21-14.27 Revenue
Funding Strategies 9 Methods Examples
Sources of Funding 503-509
] 14.2 Fiscal
Accounting System 469-470 Accountability
5 Financial Statements 1410 Quarterly Finance
Audits 470-473 Report 1411 Audit
Management Letter
Fi P 244
inance (Programs) 14.5 Purchasing and
Petty Cash
6 Purchasing Policy Maintenance Equipment Purchase 369-371
14.6 Purchasing Policies
P
Fiscal Management Procedures 466-470 and Procedures
Independent Audit 469-470
7 Independent Audit
Independent External Audit 472-474
Linking the Budget to the Strategic Plan | 189-190 B Hlildng Bl’.ldQ.’Et
Requests to Mission
8 Annual or Biennial Budget | Budget Instructions and Policies 473-474 | Statement
Linking Operating Budget to Strategic 14.13 Instructions for
475 .
Plan Preparing a budget
Emergency Purchase or Rental 469
9 Supplemental/Emergency | Procedures 14.9 Emergency
Appropriations Financial Emergencies 488 Purchase Procedures
Policy Example 488
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10 Capital Asset Management

Development and Capital Costs 211-213
Capital Costs Contingencies 213
Bidding 229-230
:ﬁzilli?tgesl::ec:niqnliipment Depreciation 353-354
Capital Budgets 484-486
Capital Assets 490-491
Capital Improvement Plan 492
Special Assessment Taxes 494
Impact Fees 494

Capital Project Financing

500-508

Chapter 6 — PROGRAMS AND SERVICES MANAGEMENT

14.20 Capital Budget

S S Standard Management Book Reference Pages Compendium
Number
Recreation Program -
1 Responsibility and Role of the Programmer 243-244 | 81730 Description for
. Recreation Coordinator
Accountability
Program Definition 223-224
Program Basics 240
Phase 1: Determining Needs 244-245
Program and Service " o
2 Determinants (Components) Agency Guiding Principles 245-246
Constituent/Consumer-Centered Culture | 247-248
Experiences Desired by the Clientele 248
Needs Assessment 515-517
Program Definition 223-224 | 71 Natural Area Master
Program Basics 240 Plan
Recreation Program Planning Process 244-265 | 8.4 Program Plan
Phase 1: Determining Needs 244-245 | 14.22 Fees and Charges
3 Recreation Program Plan Policy
(RPP) Agency Guiding Principles 245-246 | 14.23 Fee Schedule
Constituent/Consumer-Centered Culture | 247-248 | 15.4 Park Inventory and
Assessment
Experiences Desired by the Clientele 248
15.5 Community Park
Needs Assessment 515-517 | audit Tool
Participant Involvement 240
Benefits of Recreation Programs 249-250
Program Evaluation — Program Goals and Objectives 250-251
4 Staff Training and Use i.n Phase 5: Wrapping Up 263-265 | 8-3 Program Evaluation
Informing Programmatic Survey
Decision Making Pre and Post 264-265
Outcome Assessment 519
Staffing the Evaluation Program 519-520
. . 3.3-3.9 Sample
5 Cooperatlvg Recreation Partnerships 65-73 Partnership
Programming
Agreements
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Piloting New Programs and
Services

Chapter 2 Our Constituents

29-46

Trend Analysis

247

Chapter 7 — FACILITIES AND LAND USE MANAGEMENT

Standard

Number Standard

Management Book Reference

Pages

Compendium

6.3 Parks, Recreation
Property and Acquisition 199-200 and Qpen Space
Planning
Facility and Land Use . 64 Cc?mprehenswe
e Natural and Cultural Resources Planning Planning Framework
1 Responsibility and 213-222
Accountabilit and Management
y 71 Natural Area Master
Plan
Site Development 218 72 Greenway
Development Plan
_ Property and Acquisition 199-206 _
2 FELI and Recreatlgn LEle Disposal of Lands and Buildings 206-209 75 Pleetigy DT rese]
Acquisition and Disposal Procedure
Business and Feasibility Planning 209-212
6.3 Parks, Recreation
and Open Space Plan
Natural and Cultural Resources Planning 213-218
and Management 6.4 Comprehensive
3 Park and Recreation Planning Framework
Property Development 7. Natural Area Park
Master Plan
Reinforce Other Planning Efforts 218-230
7.2 Greenway
Development Plan
Maintenance Chapter 341-371 111 Maintenance
Manual
Legal Requirements 342-344 | 1.7 Sustainable Parks
Plan
Maintenance and Operations . . .
4 Vehicle Management and Replacement | 353 11.8 Recreation Site
Management . .
Cleaning Guide
Maintenance Program Guidelines 358-362 | 11.9 Park Maintenance
Standards
Developing a Maintenance Plan 262-366 1110 Maintenance Plan
Facility Safety and Security 344-349
Vehicle Management and Maintenance | 353
Preventive Maintenance 357-358
Scheduled Improvements 358
5 Preventative Maintenance Gui.deline 5: Emphasize Preventive 360 ElZnSUStamable Parks
Maintenance
Guideline 10: Make Maintenance a
Primary Consideration During Design 361-362
and Construction
Preventive Maintenance 370
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Vehicle Management and Maintenance | 353 11.6 Fleet Management
6 Fleet Management P. i
Maintenance Equipment 369-371 | "oy
Natural and Cultural Resources Planning
213-218
7 Natural Resource and Management
Management
Natural Resource Management Plan 225-226

Chapter 8 — LAW, RISK MGMT, SAFETY, & SECURITY

Standard

Number Standard

Management Book Reference

Pages

Compendium

Who should Engage in Risk
91-92
1 Risk Management Management
Responsibility and Strategy | Adoption and Facilitation of the Risk 130
Management Plan
Maintain Data 130-131
Tort Law 82-87
5 Protection of the Public's Risk Assessment 90-91
Health, Safety, and Welfare | phase I: Risk Identification 92-96
Risk Reduction 102-105
Traffic Control and Managing Access 122-125
General Security 105-15
) Reduction of Criminal Opportunities N7-120 | 4.6 General Security
3 General Security Plan — -
Building Security 125-126 | Plan
Special Events 126-128
Liability of the Agency for the Acts of the
85-86
- Employees
4 Personnel Safety Training Personnel Risk Training 15-116
Reducing Crime 116-120
Code of Conduct 262
5 Disruptive Behavior Settling Disputes 120
Law Enforcement Procedures 120
6 Event Planning and Special Events (Risk) 126-128 | 4.7 Checklist for Event
Management Special Events(Planning) 256-260 | Security
) ) Organizational Data 96-97
7 Accidents/Incidents
Records Management 169
Staff Emergency Action Plan 103-104
8 Emergency Management Sislie Ermareney Acien e 104 4.374.3 Emergency
Plan Action Plan
Safety and Risk Management 260
9 Crisis Response Crisis Management 104-105 4.5 Local M|F|gatlon
Management Plan for Crisis

Chapter 9 — MARKETING, COMMUNICATIONS, AND COMMUNITY ENGAGEMENT

Standard

Number Standard

Marketing, Communications,
1 and Community
Engagement Responsibility

Management Book Reference

Why Misunderstood?

Pages

274-275

Specific Position Training

285

Compendium
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Marketing and Media Relations

259-260

Standard
Number

5 Marketing and Other Types of External Communication | 295
Communications — external Marketing Chapter 272-336
Marketing Plan 310-312
Customer-Centered: The Evolution of
. ) . 284-287
3 Internal Communications RE|at|0nSh|pS with Customers
Staff Communication 295-297
Communicating the Introduction 273
4 Essentialness and Impact
of Leisure Programs and Branding: The Ultimate Public
. L 292-295
Services Communication
Develop Relationships with Elected
L 57
Officials
_ Educate the Community 58
> Community Engagement Benefits of Recreation Programs 249-250
Relationships with “publics” 291-292
Enter the Benefits 293
6 Crisis Communications Crisis Management 104-105

Chapter 10 — EVALUATION, ASSESSMENT, AND RESEARCH

Standard

Management Book Reference

Pages

Compendium

Needs Assessment 515-518
Evaluation, Assessment and
Research Responsibility Influenges on Needs Assessment and 520-548
Evaluation Processes
8.3 Program Evaluation
Data Collection 538-539 | Survey
13.6 1-b Employee
Performance
_ i Evaluations
Unobtrusive Data/Document Review 539
15.1 Program Evaluation
2 Systematic Data Collection Rubric/Form
Surveys 539 15.3 Complete Parks
Indicators: A Systems
Approach to Assessing
Parks
Reliability, Validity, and Usability 543-544 | 15,5 Community Park
Audit Tool
Data Analysis 544-546 15.13 Evaluation Report
3 Systematic Data Analysis
d Acti 15.4 Park Inventory &
and Action Interpreting and Reporting the Analysis 546-548 | Assessment Y
Site Research and Suitability Analysis 221
Investigation and Evidence . L
4 Based Decision-Making/ Estat.>I|sh and Collect Sustainability 221-222 | 15.13 Evaluation Report
. . Metrics
Educational Projects
Marketing Research 312
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