
COMMISSION FOR ACCREDITATION OF  
PARK AND RECREATION AGENCIES 

 
NATIONAL ACCREDITATION 

STANDARDS 
 
 
 
 

 
 
 
 
 
 
  
  
 
  
 
 
 
 
 
 
 
 
  

 

 
- Fifth Edition - 

Revised April 2014 

 
 

Sponsored by  
National Recreation and Park Association 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Created by the  

Commission for Accreditation of Park and Recreation Agencies 
Revised April 2014 
 
 
Copyright © 1994, 1996, 1998, 2001, 2003, 2009, 2014 by the National Recreation and Park 
Association 



 

 
 

 

Table of Contents 
NOTE: Standards marked with a star () are fundamental standards, 

and are required of all agencies seeking accreditation. 
 
Introduction .................................................................................................................... 1-5 

Accreditation Process ................................................................................................................................ 1 

List of Fundamental Standards .......................................................................................................... 1-2 

Understanding Standards .......................................................................................................................... 2 

History of CAPRA Standards for National Accreditation ..................................................................... 2-3 

About the Commission .............................................................................................................................. 3 

Using this Publication ............................................................................................................................... 3 

Writing Guidelines ................................................................................................................................. 4-5 

Observable Standards ................................................................................................................................ 5 

Resources .................................................................................................................................................. 5 

1.0 – Agency Authority, Role, and Responsibility ................................................................. 6-10 

1.1 – Source of Authority  ......................................................................................................6 

1.1.1 – Approving Authority/Policy Body ............................................................................................ 6 

1.1.2 – Citizen Advisory Boards/Committees ...................................................................................... 6 

1.2 – Periodic Timetable for Review of Documents ................................................................................. 7 

1.2.1 – Document Approval Authority ................................................................................................. 8 

1.3 – Jurisdiction  ...................................................................................................................................... 8 

1.4 – Mission  ........................................................................................................................................ 8 

1.4.1 – Agency Goals and Objectives  ............................................................................................ 9 

1.4.2 – Personnel Involvement  ............................................................................................................. 9 

1.5 – Vision  .......................................................................................................................................... 9 

1.6 – Policies, Rules, Regulations, and Operational Procedures  .............................................................. 9 

1.6.1 – Administrative Policies and Procedures  ......................................................................... 10 

1.7 – Agency Relationship  ................................................................................................................ 10 

1.7.1 – Operational Coordination and Cooperation Agreements  ....................................................... 10 

2.0 – Planning ......................................................................................................................... 11-14 

2.1 – Overall Planning Function within Agency  .................................................................................... 11 

2.2 – Involvement in Local Planning   .............................................................................................. 11 

2.3 – Planning with Regional, State, and Federal Agencies  .................................................................. 12 



 

 
 

 

2.3.1 – Community Comprehensive Plan with Park and Recreation Component .............................. 12 

2.4 – Park and Recreation System Master Plan   ........................................................................... 12 

2.5 – Strategic Plan   .......................................................................................................................... 13 

2.6 – Feasibility Studies  ......................................................................................................................... 13 

2.7 – Site Plans  ....................................................................................................................................... 13 

2.8 – Historical and Cultural Resource Management Plans .................................................................... 13 

2.9 – Community Involvement   ....................................................................................................... 14 

2.10 – ADA Transition Plan  .................................................................................................................. 14 

3.0 – Organization and Administration ............................................................................... 15-19 

3.1 – Organizational Structure  ........................................................................................................ 16 

3.2 – Administrative Offices  .................................................................................................................. 16 

3.2.1 – Support Services ..................................................................................................................... 16 

3.3 – Internal Communication  ......................................................................................................... 16 

3.4 – Public Information Policy and Procedure  ............................................................................. 17 

3.4.1 – Public Information and Community Relations Responsibility ............................................... 17 

3.4.2 – Community Relations Plan  .................................................................................................... 17 

3.4.3 – Marketing Plan  ....................................................................................................................... 18 

3.4.3.1 – Marketing Responsibility  ............................................................................................... 18 

3.5 – Utilization of Technology  ............................................................................................................. 18 

3.5.1 – Management Information Systems  ................................................................................. 19 

3.6 – Records Management Policy and Procedures  ............................................................................... 19 

3.6.1 – Records Disaster Mitigation and Recovery Plan and Procedures  .......................................... 19 

4.0 – Human Resources  ........................................................................................................ 20-29 

4.1 – Personnel Policies and Procedures Manual  .......................................................................... 20 

4.1.1 – Code of Ethics  ................................................................................................................... 21 

4.1.1.1 – Staff Acceptance of Gifts and Gratuities  ....................................................................... 21 

4.1.2 – Recruitment Process ............................................................................................................... 21 

4.1.3 – Equal Opportunity Employment and Workforce Diversity  ......................................... 21 

4.1.4 – Selection Process  ................................................................................................................... 22 

4.1.5 – Background Investigation  ................................................................................................ 22 

4.1.6 – Employee Benefits  ................................................................................................................. 22 

4.1.7 – Supervision  ............................................................................................................................ 23 

4.1.8 – Compensation Plan  ................................................................................................................ 23 

4.1.9 – Performance Evaluation  ......................................................................................................... 23 



 

 
 

 

4.1.10 – Promotion  ............................................................................................................................. 24 

4.1.11 – Disciplinary System  ............................................................................................................. 24 

4.1.12 – Grievance Procedures  .......................................................................................................... 24 

4.1.13 – Termination and End of Employment  .................................................................................. 25 

4.2 – Staff Qualifications  .................................................................................................................. 25 

4.3 – Job Analyses for Job Descriptions  ......................................................................................... 25 

4.4 – Chief Administrator  ................................................................................................................ 26 

4.4.1 – Leadership Succession Procedure  .......................................................................................... 26 

4.5 – Workforce Health and Wellness Program  ..................................................................................... 26 

4.6 – Orientation Program  ...................................................................................................................... 26 

4.6.1 – Employee Training and Development Program  ..................................................................... 27 

4.6.2 – Professional Certification and Organization Membership  ..................................................... 27 

4.7 – Volunteer Management  ................................................................................................................. 27 

4.7.1 – Use of Volunteers  .................................................................................................................. 27 

4.7.2 – Volunteer Recruitment, Selection, Orientation, Training, and Retention  .............................. 28 

4.7.3 – Supervision and Evaluation of Volunteers  ............................................................................. 28 

4.7.4 – Recognition of Volunteers  ..................................................................................................... 28 

4.7.5 – Liability Coverage for Volunteers  ......................................................................................... 28 

4.8 – Consultants and Contract Employees  ............................................................................................ 29 

5.0 – Financial Management  ................................................................................................ 30-34 

5.1 – Fiscal Policy  .............................................................................................................................. 30 

5.1.1 – Comprehensive Revenue Policy  ...................................................................................... 30 

5.1.2 – Agency Acceptance of Gifts and Donations  .......................................................................... 30 

5.1.3 – Grants Procedures  .................................................................................................................. 31 

5.1.4 – Private, Corporate, and Non-Profit Support Procedures  ........................................................ 31 

5.2 – Fiscal Management Procedures  ............................................................................................. 31 

5.2.1 – Authority and Responsibility for Fiscal Management  ........................................................... 31 

5.2.2 – Purchasing Procedures  .................................................................................................... 32 

5.2.2.1 – Emergency Purchase Procedures  ................................................................................... 32 

5.3 – Accounting System  .................................................................................................................. 32 

5.3.1 – Financial Status Reports  ........................................................................................................ 32 

5.3.2 – Position Authorization Procedures  ........................................................................................ 33 

5.3.3 – Fiscal Control and Monitoring Procedures  ............................................................................ 33 

5.3.4 – Independent Audit  ............................................................................................................ 33 



 

 
 

 

5.4 – Annual or Biennial Budget  ..................................................................................................... 33 

5.4.1 – Budget Development Guidelines  ........................................................................................... 34 

5.4.2 – Budget Recommendations  ..................................................................................................... 34 

5.5 – Budget Control Procedures  ........................................................................................................... 34 

5.5.1 – Supplemental/Emergency Appropriations Procedures  .......................................................... 34 

5.5.2 – Inventory and Fixed Assets Control ....................................................................................... 34 

6.0 – Programs and Services Management  ......................................................................... 35-40 

6.1 – Recreation Programming Plan  ............................................................................................... 36 

6.1.1 – Program and Service Determinants ........................................................................................ 36 

6.1.2 – Participant Involvement  ......................................................................................................... 37 

6.1.3 – Self-Directed Programs and Services ..................................................................................... 37 

6.1.4 – Leader-Directed Programs and Services  ................................................................................ 37 

6.1.5 – Facilitated Programs and Services  ......................................................................................... 38 

6.1.6 – Cooperative Programming  ..................................................................................................... 38 

6.2 – Program Objectives  ................................................................................................................. 38 

6.3 – Scope of Program Opportunities  ................................................................................................... 39 

6.3.1 – Outreach to Diverse Underserved Populations  ............................................................. 39 

6.4 – Community Education for Leisure Process  ................................................................................... 39 

6.4.1 – Community Health and Wellness Education and Promotion  ................................................. 40 

6.5 – Participant and Spectator Code of Conduct  .................................................................................. 40 

7.0 – Facility and Land Use Management  .......................................................................... 41-46 

7.1 – Parkland Acquisition Procedures  .................................................................................................. 41 

7.2 – Areas and Facilities Development Policies and Procedures  ......................................................... 42 

7.2.1 – ADA Existing Facility and Site Access Audit  ....................................................................... 42 

7.3 – Defense Against Encroachment Procedures  ................................................................................. 42 

7.4 – Disposal of Lands Procedures  ....................................................................................................... 42 

7.5 – Maintenance and Operations Management Standards  ........................................................ 43 

7.5.1 – Facility Legal Requirements  .................................................................................................. 43 

7.5.2 – Preventative Maintenance Plan  .............................................................................................. 43 

7.6 – Fleet Management Plan  ................................................................................................................. 44 

7.7 – Agency-Owned Equipment, Materials, Tools, and Supplies Policies and Procedures  ................. 44 

7.7.1 – Building Plans and Specifications  ......................................................................................... 44 

7.7.2 – Land and Lease Records  ........................................................................................................ 45 

7.8 – Environmental Sustainability Policy and Program  ....................................................................... 45 



 

 
 

 

7.9 – Natural Resource Management Plans and Procedures  .................................................................. 45 

7.9.1 – Recycling and/or Zero Waste Plan ......................................................................................... 46 

7.10 – Maintenance Personnel Assignment Procedures  ......................................................................... 46 

7.11 – Capital Asset Depreciation and Replacement Schedule  ............................................................. 46 

8.0 – Public Safety, Law Enforcement, and Security ......................................................... 47-52 

8.1 – Codes, Laws, and Ordinances  ................................................................................................ 47 

8.1.1 – Staff Liaison to Law Enforcement Officers  ........................................................................... 48 

8.2 – Authority to Enforce Laws by Law Enforcement Officers  .................................................. 48 

8.3 – Law Enforcement Officer Training  ............................................................................................... 48 

8.4 – Public Information on Laws, Ordinances, Rules, Regulations, and Policies  ................................ 48 

8.4.1 – In-Service Training for Staff on Public Safety and Law Enforcement  .................................. 49 

8.4.2 – Handling of Disruptive Behavior Procedures  ........................................................................ 49 

8.4.3 – Traffic Control, Parking Plans, and Crowd Control  .............................................................. 49 

8.4.4 – Handling of Evidentiary Items Procedures  ............................................................................ 50 

8.5 – General Security Plan  ............................................................................................................. 50 

8.6 – Emergency Management Planning  ............................................................................................... 51 

8.6.1 – In-Service Training for Staff on General Security and Emergency Management  ................. 51 

8.6.2 – Emergency Risk Communications Plan  ................................................................................. 51 

8.6.3 – Care and Shelter Procedures  .................................................................................................. 42 

9.0 – Risk Management  ........................................................................................................ 53-54 

9.1 – Risk Management Policy  .............................................................................................................. 53 

9.1.1 – Risk Management Plan and Procedures  ........................................................................ 53 

9.1.2 – Accident and Incident Report Procedures  .............................................................................. 54 

9.1.3 – Personnel Involvement and Training  ..................................................................................... 54 

9.2 – Risk Manager  ................................................................................................................................ 54 

9.3 – ADA Compliance and Face-to-Face Resolution  ........................................................................... 54 

10.0 – Evaluation, Assessment, and Research  .................................................................... 55-58 

10.1 – Systematic Evaluation Processes  .......................................................................................... 55 

10.1.1 – Responsibility for Evaluation  .............................................................................................. 55 

10.1.2 – Staff Training on how to Evaluate Programs, Services, and Facilities  ................................ 56 

10.2 – Outcomes Assessment  ................................................................................................................. 56 

10.3 – Performance Measurement .......................................................................................................... 56 

10.3.1 – Level of Service Standards  .................................................................................................. 57 

10.4 – Needs Assessment  ....................................................................................................................... 57 



 

 
 

 

10.5 – Program and Services Statistics  .................................................................................................. 57 

10.5.1 – Recreation and Leisure Trends Analysis  ............................................................................. 57 

10.5.2 – Community Inventory  .......................................................................................................... 58 

10.5.3 – PRORAGIS  .......................................................................................................................... 58 

10.6 – Research Investigation  ................................................................................................................ 58 

10.6.1 – Quality Assurance  ................................................................................................................ 58 

 
 
 
  



 

 

The Comm
Accredita
complianc
departmen
independe
  
Every par
efficiency
services to
CAPRA a
commitm
  
Accredita
Accredita
achieve ac
the  ic
 
List of Fu

1
1
1
1
1
1
2
2
2
2
3
3
3
3
4
4
4
4
4
4
4
5
5
5
5
5
5
5
6
6
6

mission for A
ation provide a
ce with these 
nt staff, the ge
ently evaluate

rk and recreat
y and effective
o the quality o
accreditation i
ent to its emp

ation Process 
ation is based 
ccreditation, a
con in this pub

undamental St
.1  Source
.4  Missio
.4.1 Agenc
.5  Vision
.6.1  Admin
.7  Agenc
.2  Involv
.4 Park a
.5 Strateg
.9  Comm
.1  Organ
.3  Interna
.4  Public
.5.1  Manag
.1  Person
.1.1  Code o
.1.3  Equal 
.1.5  Backg
.2  Staff Q
.3  Job An
.4  Chief A
.1  Fiscal 
.1.1  Compr
.2  Fiscal 
.2.2  Purcha
.3  Accou
.3.4  Indepe
.4  Annua
.1  Recrea
.2  Progra
.3.1  Outrea

Accreditation o
an authoritati
national stan
eneral public 
ed against esta

tion agency, w
eness of its op
of life, each a
is a quality as

ployees, volun

on an agency
an agency mu
blication, and

tandards 
e of Authority
on 
cy Goals and O
n 
nistrative Poli
cy Relationshi
vement in Loc
and Recreation
gic Plan 

munity Involve
izational Stru
al Communic

c Information 
gement Inform
nnel Policies a
of Ethics 
Opportunity 

ground Investi
Qualifications
nalyses for Jo
Administrato
Policy 
rehensive Rev
Management

asing Procedu
unting System
endent Audit 
al or Biennial 
ation Program
am Objectives
ach to Diverse

Intr
of Park and R
ive assessmen

ndards of exce
and tax paye

ablished benc

whatever its fo
perations.  W
agency has an
ssurance and 
nteers, patron

y’s complianc
ust comply wi
d at least 85%

y 

Objectives 

icies and Proc
ips 
cal Planning 
n System Ma

ement 
ucture 
cation 
Policy and Pr

mation System
and Procedur

Employment 
igation 
s 
ob Description
r 

venue Policy
t Procedures
ures  

m 

Budget 
mming Plan 
s 
e Underserve

oductio
Recreation Ag
nt tool for par
ellence, CAPR
rs that an acc

chmarks as de

focus or field 
With the impor
n essential rol
quality impro

ns and commu

ce with the 15
ith all 37 Fun

% of the remain

cedures 

ster Plan 

rocedure 
ms 
es Manual 

and Workfor

ns 

d Populations

on 
gencies (CAP
rk and recreat
RA accreditat
credited park 
elivering a hig

of operation, 
rtance of park
le in the lives 
ovement proc
unity. 

51standards fo
ndamental Sta
ning 114 stan

rce Diversity

s 

PRA) Standard
tion agencies.
tion assures p
and recreation
gh level of qu

is rightfully c
k and recreatio

of the people
cess demonstr

or national ac
andards, whic
ndards (97).  

ds for Nation
  Through 

policy makers
n agency has 
uality. 

concerned wi
on programs a
e it serves.  
rating an agen

ccreditation.  T
ch are indicate

1 

nal 

s, 
been 

ith the 
and 

ncy’s 

To 
ed by 



 

2 
 

7.5  Maintenance and Operations Management Standards 
8.1  Codes, Laws, and Ordinance 
8.2  Authority to Enforce Laws by Law Enforcement Officers 
8.5  General Security Plan 
9.1.1 Risk Management Plan and Procedures 
10.1  Systematic Evaluation Processes 

 
CAPRA accreditation is a five-year cycle that includes three phases, development of the agency self-
assessment report, the onsite visitation, and the Commission’s review and decision.  The onsite visitation 
follows the agency’s development of its self-assessment report.  If accreditation is granted by the 
Commission at its meeting following the onsite visit, the agency will develop a new self-assessment 
report and be revisited every five years.  Within each of the four years between onsite visits, the agency 
will submit an annual report that addresses its continued compliance with the accreditation standards.  
The complementary publication, CAPRA Accreditation Handbook, sets forth in detail the accreditation 
process and procedures and can be found online at http://www.nrpa.org/CAPRA. 
  
Understanding Standards 
A standard is a statement of desirable practice as set forth by experienced professionals.  In evaluating an 
agency for accreditation, the standards are a measure of effectiveness using the cause and effect 
(“if...then”) approach.  If one acts in a certain way, then it is expected that there will be a certain outcome.  
In practice, if an agency complies with a given standard, then it is expected that the agency’s operations 
related to that standard will be positively affected.  Viewed holistically, if an agency complies with the 
vast majority of the standards (i.e., all fundamental standards and at least 85% of the remaining), then it is 
understood that the agency is performing a quality operation.  Standards enable evaluation by comparing 
what is found within an agency operation to what is accepted by professionals as desirable practices. 
  
These standards are not a quantitative measure of the local availability of funds, lands, personnel, etc. and 
should be distinguished from other types of standards which address specific elements, such as open 
space standards, which are population-based, and playground equipment standards, which are product-
based. These qualitative standards for accreditation are comprehensive, dealing with all aspects of agency 
operations. 
  
The standards provide an effective and credible means of evaluating a park and recreation agency’s 
overall system.  The standards apply to all park and recreation systems, inasmuch as they are considered 
to be the elements for effective and efficient operations.  Most agencies administer both park and 
recreation functions; however, some agencies only administer recreation programs and services, not park 
systems, and others only administer park systems, not recreation programs and services.  Additionally, the 
jurisdictional structure of agencies differs throughout the country, with many agencies operating under 
municipal authority, while others operate under county, park district, or other structures.  Further, the 
standards apply to agencies of all sizes in terms of personnel, budget, and population served.  It is 
recognized that each community is unique and may meet the standards in differing ways. 
  
History of CAPRA Standards for National Accreditation 
A forerunner of the CAPRA standards was a document titled, Evaluation and Self-Study of Public 
Recreation and Park Agencies, first issued in 1965.  The standards in the document were initially 
determined by leading professionals in the Great Lakes District of the then National Recreation 
Association.  Eight years later, in 1972, a statewide study in Pennsylvania encompassing thirty municipal 
park and recreation departments resulted in the document being updated and revised; and, after twenty 
years, it was replaced by the CAPRA standards. 
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The CAPRA standards were developed by a special committee initiated in 1989 by the American 
Academy for Park and Recreation Administration (AAPRA) and the National Recreation and Park 
Association (NRPA).  The standards and accreditation process were field tested at park and recreation 
agencies of varying characteristics.  In 1993, the Commission for Accreditation of Park and Recreation 
Agencies was established to implement and administer the accreditation program.  Since then, the 
CAPRA standards have been reviewed and revised several times, notably in 1996, 2001, and 2009.  
  
In 1998 work was begun to adapt the accreditation program to military recreation.  An Army version of 
the standards, developed by the Army, was approved in 1999 and a representative of military services was 
added to the Commission board.  In 2007, the Department of Defense proposed a revised set of military 
standards that applies to all military services; and was approved by the Commission in 2008 for use by all 
military services.  The military accreditation standards are available as a separate document. 
   
About the Commission 
The Commission for Accreditation of Park and Recreation Agencies is a thirteen-member board 
composed of representatives from: 

● American Academy for Park and Recreation Administration (4 representatives) 
● National Recreation and Park Association (4 representatives) 
● International City/Council Management Association (1 representative) 
● Council of State Executive Directors (1 representative) 
● American Association for Physical Activity and Recreation (1 representative) 
● National Association of County Park and Recreation Officials (1 representative) 
● Armed Forces Recreation Society (1 representative) 

  
The Commission is administratively sponsored by the National Recreation and Park Association, but acts 
with independence and under its own authority in determining accreditation standards and conferring 
accreditation of applicant agencies. 
  
Using this Publication 
This publication includes all of the CAPRA standards for national accreditation.  Standards are ordered 
numerically by section.  Each section covers a specific component of, or within, an agency’s operations.  
The numerical ordering of standards is hierarchical and the relationship of the standards is identified by 
the numerical order (i.e., 3.4.1.1 is a sub-standard of 3.4.1, which is a sub-standard of 3.4). 
  
A Suggested Evidence of Compliance section is included for each standard in order to identify acceptable 
means of demonstrating compliance with a standard. Agencies may have different evidence for standards 
depending on the size, complexity and diversity of the agency.   It is important to understand that these 
are only suggestions and that other evidence may be more appropriate for a given agency and standard.  
The burden of proof regarding compliance rests with the agency.  Where appropriate, an agency is 
encouraged to provide more than one example of evidence of compliance for some standards. 
 
For some standards, the Suggested Evidence of Compliance will include the visitation team being able to 
observe that the standard is being implemented by conducting site visits or tours and interviewing 
personnel.   
 
After each standard, the chapter and page reference from the Management of Parks and Recreation 
Agencies, 3rd Edition is noted in blue text.  
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Writing Guidelines 
Agency Self-Assessment 
A well-developed and executed self-assessment document is essential for reviewers to both determine 
agency readiness to proceed and enable the visitation team to do a thorough verification.  Lead and 
second reviewers, as well as the visitation team chair and team, will look for relevance to the standard, 
accuracy, specificity and completeness. 
 
When the agency provides evidence of compliance (EOC) with the self-assessment, the EOC must be 
correctly identified, thoroughly organized and referenced, and consistently presented throughout the self-
assessment to avoid ambiguity and vagueness. Without appropriate references, the EOC lacks credibility 
and significance. 
 
Text Format 

● Use the most current self-assessment template to help assure proper formatting and content.   
● Include a narrative for each standard that provides a focused, concise and complete explanation of 

how the agency meets the standard. 
● Correctly name and address references to electronic links and online documents. 
● Number pages in either the header or footer. 
● Place the full agency name at the top of each page, e.g. put in header. 
● Use 1.5 inch margins. 
● Use a simple font (e.g., Times New Roman, Calibri, Arial) in size 12-point font. 

 
Evidence of Compliance (EOC) Format 

● Present the narrative and documented EOC in a consistent format for each standard. Refer only to 
those documents for which there is evidence presented. Number and list each piece of EOC as it 
is mentioned in the narrative. Do not list documents if they are not referenced in the narrative. 

● When the EOC is an entire plan or manual, include only the title, date of publication, table of 
contents and, where required, the adoption or approval by the appropriate governing authority. 

● When the EOC is only part of a multi-page document, plan or manual provide the title, date of 
publication, and page or pages with the relevant passage marked or highlighted. The report 
narrative or embedded electronic link must direct the visitation team to the exact page, paragraph 
and line on which the evidence is referenced.  

● List all evidence in the self-assessment in the same order in which it is listed in the narrative to 
facilitate easy retrieval and review. The narrative should be a brief explanation of how the agency 
meets the standard. 

● Onsite files must be well organized to facilitate quick visitor access.  Documents must be 
available in hard copy or electronic format. 

● Electronic links and online documents must be named exactly as referenced in the corresponding 
narrative. 

● Focus on providing only the required EOC; do not  include extra materials that are not necessary. 
 
Writing Guidelines 

● Use proper grammar, syntax (sentence structure) and punctuation. 
● Eliminate all spelling errors. 
● Use abbreviations only after the abbreviation or acronym has been fully described, e.g. when the 

agency provides evidence of compliance (EOC) with the self-assessment, the EOC must be 
correctly identified. 

● Use succinct and factual sentences to produce a tightly-scripted document. 
● Refrain from using proper nouns when referencing individuals; use pronouns, where possible. 
● Write the self-assessment in a consistent “voice.”  Identify and correct shifts in verb tense. Use 

the active voice and when appropriate eliminate passages written in the passive voice. 
● Refrain from using overstatement and hyperbole.  
● Include titles, dates and page numbers in EOC references. 
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● Include, revision, adoption and approval dates for tracking purposes, e.g. revision of the 1995 
policy on encroachment was adopted on October 2, 2013. 

● Never cut and paste or copy word-for-word from any agency report or website, unless properly 
cited. 

  
Consequences for Failure to Follow Format and Writing Guidelines 

● If a self-assessment does not meet the above requirements, it will be returned.  
● The CAPRA Commission, at its discretion, may allow the report be resubmitted within a specific 

time period. 
 
Observable Standards 
A tour of the agencies parks and/or facilities must be granted to view the system to verify compliance 
with standards.  This is required as part of the visit. 
 
Resources 
More information about CAPRA national accreditation, including how to apply for accreditation, the 
current CAPRA Handbook, and the list of currently accredited agencies, is available online at 
www.nrpa.org/CAPRA.  An additional resource is the publication, Management of Park and Recreation 
Agencies, 3rd Edition.  This publication is based in part on the CAPRA standards and covers in detail best 
management practices for managing a park and recreation agency. This publication is available through 
the NRPA store at http://ipv.nrpa.org/store/ 
 
For questions or concerns, please contact: 

Commission for Accreditation of Park and Recreation Agencies (CAPRA) 
c/o National Recreation and Park Association 
22377 Belmont Ridge Road 
Ashburn, VA 20148 
Tel (703) 858-2195 
Fax (703) 858-0794 
Email CAPRA@nrpa.org  
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1.2 - Periodic Timetable for Review of Documents  
Standard:  All documents designated for periodic review shall be reviewed on a regular basis 

according to an established agency review schedule. For example, if the agency has determined 
that a document should be reviewed annually, the agency shall provide evidence that the 
document is reviewed annually and include a copy of the most recent annual review.  Several 
standards in the accreditation process require that adopted plans, policies and procedures be 
reviewed and updated at various intervals.  In those cases, the agency shall provide evidence 
that the document was reviewed and updates pursuant to the period specified in the standard.   

 
 Standards with a review requirement are: 

1.4.1 Agency Goals and Objectives 
1.6.1  Administrative Policies and Procedures 
2.4  Park and Recreation System Master Plan 
2.5   Strategic Plan 
3.4.2 Community Relations Plan 
3.4.3 Marketing Plan 
3.6  Records Management Policy and Procedures 
3.6.1 Records Disaster Mitigation and Recovery Plan and Procedures 
4.1  Personnel Policies and Procedures Manual 
4.1.2 Recruitment Process 
4.1.8 Compensation Plan 
4.3  Job Analyses for Job Descriptions 
4.5  Workforce Health and Wellness Program 
4.6.1 Employee Training and Development Program 
5.1.1 Comprehensive Revenue Policy 
6.1  Recreation Programming Plan 
6.2  Program Objectives 
6.4  Community Education for Leisure Proces 
7.1  Parkland Acquisition Procedures 
7.2  Area and Facilities Development Policies and Procedures 
7.5  Maintenance and Operations Management Standards 
7.5.1 Facility Legal Requirements 
7.9.1 Recycling and/or Zero Waste Plan 
8.5  General Security Plan 
8.6.2 Emergency Risk Communications Plan 
9.1  Risk Management Policy 
10.4  Needs Assessment 
10.5.1 Recreation and Leisure Trends Analysis 

 
Suggested evidence of compliance: Provide the agency review schedule for the document, program, 

policy or procedure referenced in the enumerated standards.  
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3.4.3 - Marketing Plan 
Standard: The agency shall have an established marketing plan, based on market research that is 

evaluated periodically for effectiveness. The fundamental principle of marketing is to gain an 
understanding of customer needs, wants, concerns and behaviors. The marketing plan 
addresses the appropriate mix of communications tools to promote agency programs, facilities, 
events and services and to provide accurate, timely and useful information to the various 
segments of the target audience.  

 
Suggested Evidence of Compliance: Provide the plan and latest evaluation.   The plan shall include:  

a. Marketing objectives; 
b. Situation assessment, to include: 

1. Examination of demographic trends 
2. Economic climate  

c. Market coverage by alternative providers; 
d. Segmentation, targeting, and positioning; 
e. Marketing mix;  
f. Marketing methods 
g. Evaluation criteria and methods.  

Research is important to support segmentation, targeting, and positioning. Common evaluation 
methods include surveys, focus groups, customer comment cards, and mystery shopping. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 15 – Public Relations, Marketing, and Customer Service, pp. 359-377. 

 
3.4.3.1 - Marketing Responsibility 
Standard:  A specific position shall be designated to direct the marketing function. Marketing 

functions shall be the responsibility of a permanent position of the agency that works closely 
with all agency units in developing, coordinating, and implementing the agency marketing 
plan.   

  
Suggested Evidence of Compliance: Provide the position description that includes responsibility for 

marketing.  
 
3.5 - Utilization of Technology 
Standard: Technology shall be used to enable the agency to operate more efficiently and effectively. 

The agency should  research and apply such resources progressively.  
 
Suggested Evidence of Compliance: Provide examples of progressive adoption, upgrade, installation, 

and/or use of technology. Examples could include but are not limited to communications and security 
systems, energy and records management systems, data management and sharing systems, lighting 
and irrigation systems, work orders and work assignment applications, financial systems, and class 
registration systems.  
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 14 – Information Technology Management, pp 305-345. 
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4.1.7 - Supervision 
Standard:  There shall be constructive and effective supervision of all personnel to help them grow 

professionally and improve programs and services. Supervision is an on-going and systematic 
process that is helpful for the well-being of the individual and agency.  Important 
characteristics of effective supervision are the ability to communicate expectations, delegate 
authority commensurate with the assigned tasks, provide feedback, and motivate. There should 
be supervisory processes, procedures, or tools that highlight staff orientation, staff coaching, 
mentoring and training, performance review, and human resource policies affecting 
supervision of staff such as those dealing with harassment and discipline.  

 
Suggested Evidence of Compliance: Provide examples of processes, procedures, or tools used to assure 

constructive and effective employee supervision.    
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 18 – Supervision of Personnel, pp 461-484. 

 
4.1.8 - Compensation Plan 
Standard:  There shall be an established compensation plan and that establishes equity of 

compensation among units within the agency that is reviewed periodically. The compensation 
plan for an agency shall take into account agency employment standards, agency skill needs, 
and compensation levels offered by other local employers. 

 
Suggested Evidence of Compliance: Provide the compensation plan and a copy of its most recent review 

or update. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 16 – Human Resource Employment, pp 414-422. 

 
4.1.9 - Performance Evaluation  
Standard:  There shall be a fair and systematic procedure for annual or periodic appraisal of job 

performance.  Personnel evaluation shall be utilized for the development and improved quality 
of the individual's performance on the job, as well as a basis for promotion, monetary 
increments, and dismissal. Although evaluation is a day-by-day process, there shall be periodic 
specific reviews with the employee. An employee's personnel file shall include a written annual 
evaluation.  

 
Suggested Evidence of Compliance: Provide the procedures and a sample of completed performance 

evaluations without identifying personal information.  
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp 445-448. 
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4.1.10 - Promotion 
Standard:  There shall be an established policy and procedures available to all employees defining 

the promotion process and the agency's role. The park and recreation agency may rely upon a 
state or local civil service commission, or other public or private external organization to 
administer one or more elements of the process in accordance with legal, professional, and 
administrative requirements.   

 
Suggested Evidence of Compliance:  Provide the policy and procedures, and indicate how they have been 

communicated to employees. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp 445-448. 

 
4.1.11 - Disciplinary System 
Standard:  There shall be an established disciplinary system based on the code of conduct and 

performance. The system shall specify the conduct expected of employees.   Prohibitions should 
be specific, whereas approved behavior may be stated in general terms (e.g., courtesy, 
punctuality).    

 
Suggested Evidence of Compliance: Provide the code of conduct and performance and the policies and 

procedures that guide the disciplinary system and how this information is communicated and made 
accessible to employees. Include copies of disciplinary action steps included in collective bargaining 
agreements, if applicable. This system shall address the following topics:  

a. Compliance with agency statements;  
b. Unbecoming conduct;  
c. Appropriate appearance;  
d. Use of alcohol and drugs;  
e. Acceptance of gratuities, bribes, or rewards;  
f. Abuse of authority; and  
g. Proper care and maintenance of equipment.  

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 16 – Human Resource Employment, pp 423-427. 

 
4.1.12 - Grievance Procedures 
Standard:  There shall be an established grievance procedure, available to all employees. The 

procedure shall identify matters that are grievable; establish time limitations for filing or 
presenting the grievance; establish steps and time limitations at each step in the grievance 
procedure; and establish criteria for employee representation.  Formal grievance procedures 
shall be written in clear, concise terms.   

  
Suggested Evidence of Compliance: Provide the grievance procedures and indicate how the procedures 

have been communicated to the employees. Include grievance procedures included in collective 
bargaining agreements, if applicable. 
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 16 – Human Resource Employment, pp 427-430. 
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4.6.1 - Employee Training and Development Program 
Standard:  There shall be a program of employee development, available for employees throughout 

the agency, based on needs of individual employees and future organizational needs that is 
evaluated and updated periodically.  The program must notify personnel of available and/or 
required training, maintain training records, and assure that required training programs are 
attended. The program should incorporate in-service training and succession planning to 
ensure the continued effective performance of the organization after the departure of key staff.  

 
Suggested Evidence of Compliance:  Describe the scope and components of the employee development 

and training program, provide an outline of training offered (mandatory and discretionary), and 
provide lists of participants for the prior calendar year, and last review. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp. 448-451. 

 
4.6.2 - Professional Certification and Organization Membership 
Standard: Professional staff shall be active members of their professional organization(s) and 

pursue professional certifications within their respective disciplines. "Active" means more than 
holding membership, including attendance at meetings, making presentations, participating in 
committee work, holding elected and appointed positions, and participation in educational 
opportunities.  

 
Suggested Evidence of Compliance: Provide a list of staff with professional certifications and also provide 

a list of staff that have actively participated in a professional organization during the prior calendar 
year, indicating the nature of participation. The following are examples for park and recreation 
professionals e.g. Certified Park and Recreation Professional (CPRP), Certified Park and Recreation 
Executive (CPRE), Certified Therapeutic Recreation Specialist (CTRS) for park and recreation 
professionals. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, p. 451. 

 
4.7 - Volunteer Management  
Standard:  There shall be a volunteer management function within the agency, including a 

comprehensive volunteer management manual that includes policies and procedures related to 
the management of volunteers.  

 
Suggested Evidence of Compliance: Provide the volunteer management manual.  
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp. 454-458. 

 
4.7.1 - Use of Volunteers 
Standard:  Volunteers shall be used by the agency in a variety of positions.   
 
Suggested Evidence of Compliance:  Provide list of functions in which agency volunteers are used, the 

extent of use, and examples of volunteer position descriptions. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp. 455-456. 
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4.7.2 - Volunteer Recruitment, Selection, Orientation, Training, and Retention 
Standard:  There shall be an on-going function within the agency for the recruitment, selection, 

orientation, training and retention of volunteers, including procedures on background 
screening. Background investigations shall be made for all volunteers who work routinely with 
vulnerable populations, especially youth, senior adults, and persons with disabilities.         

  
Suggested Evidence of Compliance:  Provide the agency’s recruitment, selection, orientation, training, 

and retention procedures.  Provide the agency’s background investigation procedures for volunteers 
and evidence of implementation. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp. 456-457. 

 
4.7.3 - Supervision and Evaluation of Volunteers 
Standard: Agency volunteers shall be monitored, shall receive supervisory visits, and be evaluated 

regarding performance. Supervision and evaluation of volunteers is important to ensure 
adequate training is provided and to verify satisfactory conduct and performance. The degree 
to which the agency supervises and evaluates volunteers may vary depending on the role of the 
volunteers.  

 
Suggested Evidence of Compliance: Provide written description of the monitoring system including 

current practices for supervisory visits, and examples of evaluations. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, p. 457. 

 
4.7.4 - Recognition of Volunteers 
Standard: There agency shall recognize volunteers for their contributions. Recognition may take 

many forms, depending on the nature of volunteer roles.  
 
Suggested Evidence of Compliance: Provide a description of the recognition program and recognitions 

given over the past calendar year. 
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp. 457-458. 
 

4.7.5 - Liability Coverage for Volunteers 
Standard:  Agency volunteers shall be covered for negligence liability.  
 
Suggested Evidence of Compliance: Provide documentation indicating coverage of volunteers for 

negligence liability. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, p. 458. 
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4.8 - Consultants and Contract Employees  
Standard:  The agency shall have policies and procedures regarding the use of consultants and 

contract employees.  
 
Suggested Evidence of Compliance:  Provide the agency’s policies and procedures regarding the use of 

consultants and contract employees.  
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 17 – Human Resource Management, pp. 458-459. 
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5.4.1 - Budget Development Guidelines 
Standard:   The agency shall   establish guidelines to inform the heads of organizational components 

of the essential tasks and procedures relating to the budget preparation process. The guidelines 
shall include instructions for preparing budget request documents and for providing adequate 
justification for major continuing expenditures or changes in continuing expenditures of 
budget items. Information should be included regarding operating impact. 

 
Suggested Evidence of Compliance: Provide the budget development guidelines. 
 
5.4.2 - Budget Recommendations 
Standard: Major organizational components shall provide recommendations, based on operational 

and activity analysis, for use in the development of the agency's budget.   
 

Suggested Evidence of Compliance: Provide examples of agency component recommendations and 
evidence of their consideration in the budgeting process. Recommendations shall include: 

a. Assessment of current and future personnel needs;  
b. Costs per program element; 
c. Line items. 

 
5.5 - Budget Control Procedures 
Standard:  The agency shall have procedures for budget control with periodic reporting of revenues 

and expenditures, and continuous management review. 
 
Suggested Evidence of Compliance: Provide the procedures for budget control within the agency and 

examples of periodic reports. 
 
5.5.1 - Supplemental/Emergency Appropriations Procedures 
Standard:  The agency shall have established procedures for requesting supplemental or emergency 

appropriations and fund transfers to meet circumstances that cannot be anticipated by prior 
fiscal planning efforts.  Mechanisms of adjustment may include transferring funds from one 
account to another and/or requesting that additional funds be granted for agency needs. 

 
Suggested Evidence of Compliance: Provide the supplemental/emergency appropriations procedures. 
 
5.5.2 - Inventory and Fixed Assets Control 
Standard:  The agency shall have established procedures for inventory control of property, 

equipment, and other assets to prevent losses and unauthorized use, and to avoid both 
inventory excesses and shortages.  There shall be a complete and current listing of agency 
assets.  

 
Suggested Evidence of Compliance: Provide procedures for inventory and fixed asset control.   
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6.1.2 - Participant Involvement 
Standard: The development of agency programs and services shall involve participants. 

 
Suggested Evidence of Compliance: Describe the process and provide examples of how the agency 

obtains and utilizes participant input. Participants shall have involvement in: 
a. Recommending policy;  
b. Planning activities;  
c. Conducting activities; and  
d. Sponsoring activities.  

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 9 – Program Services and Event Management, pp. 176-177. 

 
6.1.3 - Self-Directed Programs and Services 
Standard:  The agency shall offer self-directed recreation opportunities for individuals and groups 

to participate without leadership, under only general supervision.  Examples include picnic 
facilities, tennis courts, roadways in scenic areas, bridle trails, self-guiding nature trails, and 
open playgrounds.   
  

Suggested Evidence of Compliance: Provide examples of how the agency provides self-directed 
recreation opportunities, including a list of such opportunities. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 9 – Program Services and Event Management, p. 161. 

 
6.1.4 - Leader-Directed Programs and Services 
Standard:  The agency shall offer leader-directed recreation opportunities that provide recreation 

opportunities where participant involvement is directed by a leader, including skills instruction 
classes.  Examples include tennis, crafts, dance; synchronized swimming performance; creative 
dramatics for children.  

 
Suggested Evidence of Compliance: Provide examples of how the agency provides leader-directed 

recreation opportunities, including a list of such opportunities. 
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 9 – Program Services and Event Management, p. 161. 
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6.4.1 - Community Health and Wellness Education and Promotion 
Standard: The agency shall have policies, procedures, or programs to educate and promote health 

and wellness in the community. 
 
Suggested Evidence of Compliance: Provide the agency’s policies, procedures, or programs to educate 

and promote health and wellness in the community such as: 
a. Physical activity; 
b. Healthy food and beverage offerings; 
c. Nutrition education;  
d. Substance abuse prevention.  

Also provide examples of implementation. 
 
6.5 - Participant and Spectator Code of Conduct 
Standard:  The agency shall have “code of conduct” guidelines for appropriate participant and 

spectator conduct at programs and events, and the agency shall proactively inform and remind 
staff, coaches, participants and spectators about the code of conduct. 

 
Suggested Evident of Compliance:  Provide the code of conduct for participants and spectators and 

describe how program participants, coaches, and spectators are informed of the code of conduct. The 
agency should collaborate with affiliate groups providing training for youth and coaches to inform 
and educate about the participant and spectator code of conduct. 
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7.2 - Areas and Facilities Development Policies and Procedures 
Standard:  The agency shall have established policies and procedures for the development of park 

and recreation land and facilities that are reviewed periodically.  Policies and procedures 
should consider market projections, applicable open space and design standards and 
coordination with overall planning for the jurisdiction.  

 
Suggested Evidence of Compliance: Provide land development policies and procedures, with the last 

review. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 230-236. 

 
7.2.1 - ADA Existing Facility and Site Access Audit   
Standard:  The agency shall complete an access audit of all existing sites and facilities.   Pursuant to 

the US Department of Justice Title II regulation at 35.105, the agency must evaluate its existing 
facilities and sites against the most current final and enforceable Standard for Accessible 
Design.  

   
Suggested Evidence of Compliance: Submit completed checklists, digital images and site reports as 

evidence of completion of the access audit. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 226 and 236; Chapter 12 – Physical Resource 
Management, pp. 253 and 263; Chapter 13 – Management Operations, p. 288. 

 
7.3 - Defense Against Encroachment Procedures 

 Standard: The agency shall have procedures for protecting park and recreation lands and facilities 
from encroachment.   The procedures should include progressive steps to address escalated 
encroachment issues.  

 
Suggested Evidence of Compliance: Provide the procedures regarding defense against encroachment. 
  

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 208 and 224. 

 
7.4 - Disposal of Lands Procedures 
Standard: The agency shall have established procedures regarding the disposal of park and 

recreation lands to ensure that public recreational benefits are not diminished through the sale 
or transfer of parkland.  
 

Suggested Evidence of Compliance: Provide the procedures for disposal of park and recreation land. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 208, 210-213; Chapter 12 – Physical Resource 
Management, p. 250; Chapter 13 – Management Operations, pp. 286 and 290. 
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7.6 - Fleet Management Plan 
Standard:  The agency shall have an established fleet management plan comprised of an inventory 

of all vehicles, rolling stock and other major equipment and inspection and replacement 
schedules.  

  
Suggested Evidence of Compliance: Provide the fleet management plan. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 13 – Management Operations, pp. 296-297, 299-300. 
 

7.7 - Agency-Owned Equipment, Materials, Tools, and Supplies Policies and 
Procedures 
Standard:  There shall be policies and procedures for the management of and accountability for 

agency-owned equipment, materials, tools, and supplies, including procedures for purchase 
and distribution to authorized persons, proper training of appropriate personnel in use of 
equipment, safe and secure storage of equipment, and maintenance of all equipment in 
operational readiness and working order. Such property includes supplies, materials, tools, 
expendable items, vehicles, installed and mobile equipment, and personal wear items used by 
agency personnel. 

 
 Suggested Evidence of Compliance: Provide policy and procedures regarding agency-owned equipment 

and property. 
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 213, 217, 229, 236; Chapter 12 – Physical Resource 
Management, pp. 251, 253-255, 259-259, 261, 264; Chapter 13 – Management Operations, pp. 267, 
277-278, 282-284, 292-293, 295-300. 
 

7.7.1 - Building Plans and Specifications 
Standard: The agency shall have on file floor plans, specifications, and/or as-built drawings for 

major facilities constructed since 1965.  These records contain information necessary for 
efficient programming, quality facility maintenance and effective capital project 
programming. Projects funded with funds from governmental grant programs such as 
LAWCON and UPARR place restrictions on use and disposition.  

 
Suggested Evidence of Compliance: Provide evidence that plans and specifications for   facilities with 

greater than 10,000 square feet of indoor space constructed since 1965 are on file. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 8 – Recreation Program Planning, pp. 139-141; Chapter 12 – Physical Resource 
Management, pp. 239, 243, 250-256; Chapter 13 – Management Operations, pp. 267, 276-275, 278-
288, 299. 
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7.7.2 – Land and Lease Records 
Standard: The agency shall have records on file of all lands owned or property leased by or for the 

agency.  Each record shall include ownership, leases, legal description, and easements and 
covenants that restrict use or disposition.  The records shall also include date and manner of 
acquisition. The manner of acquisition can limit right to use and dispose of parkland, for 
example acquisitions funded with funds from governmental grant programs such as 
LAWCON and UPARR place restrictions.  Gifts and bequests often contain restrictive 
covenants that reflect the desires of donors.   

  
Suggested Evidence of Compliance: Provide evidence that land records for land acquired since 1965 are 

on file. 
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 208-213, 216-217. 
 

7.8 - Environmental Sustainability Policy and Program  
Standard:  The agency shall have an established policy on environmental sustainability that states 

the agency position on energy and resource conservation. The policy should address 
sustainable product purchasing; reduction and handling of waste; wise use and protection of 
land, air, water and wildlife; and sustainable design/construction of buildings and facilities.   

 
Suggested Evidence of Compliance:  Provide the agency’s environmental sustainability policy and 

examples of projects and initiatives that demonstrate the agency’s commitment to implementation. 
Examples include ecosystem and green infrastructure plans/programs, capital improvements utilizing 
green/sustainable designs, carbon footprint analysis and reduction goals, internal/external 
communication and outreach programs. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 210, 215-216, 226, 232-233, 236; Chapter 12 – 
Physical Resource Management, pp. 240, 247; Chapter 13 – Management Operations, pp. 286-295. 

 
7.9   Natural Resource Management Plans and Procedures  
Standard:  There shall be natural resource management plans for environmentally unique or 

sensitive areas such as valuable wetlands, riverbanks and woodlands and there shall be 
environmental protection procedures, such as for erosion control, conduct of nature studies, 
wildlife and habitat preservation, and protection of water supply reservoirs and water 
recharge areas.  Even if the agency does not own or control the natural resource, there shall be 
procedures to encourage and ensure environmental stewardship through volunteer steward 
programs and/or interpretive education and other learning opportunities.  The agency should 
work with other agencies to meet and promote environmentally sound maintenance and land 
management standards. 

 
 Suggested Evidence of Compliance:  Provide the natural resource management plan(s)and procedures and 

examples of outreach and education. 
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7.9.1 - Recycling and/or Zero Waste Plan 
Standard:  There shall be a recycling and/or zero waste plan for park and recreation facilities and 

administrative offices that is systematically monitored and periodically reviewed. The plan 
shall also include an educational component for both users and employees. The recycling 
and/or zero waste plan should include all major products suitable for recycling in the given 
region with an emphasis on making the recycling process easy and convenient for park and 
recreation users.  

 
Suggested Evidence of Compliance: Provide a description of the recycling and/or zero waste plan for 

facilities and administrative offices and provide the last review with statistics on the amounts of 
materials recycled or the percent of total waste recycled for the most recent reporting period. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 13 – Management Operations, pp. 290-292. 

 
7.10 - Maintenance Personnel Assignment Procedures 
Standard:  The agency shall have procedures for the assignment of competent personnel with 

clearly defined duties for routine maintenance, repairs, and improvement of areas, facilities, 
and equipment, including responsibility for general cleanliness and overall attractiveness.  
Effective maintenance of grounds and facilities requires the selection, training, and supervision 
of workers in a wide variety of tasks ranging from seasonal laborers to skilled trades.  
Supervisory staff must be able to focus on maintenance management, such as workload control, 
as well as supervise the technical details of maintenance work.  
  

Suggested Evidence of Compliance: Provide examples of methods used by the agency to assign staff. 
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 12 – Physical Resource Management, pp. 254 and 259; Chapter 13 – Management 
Operations, pp. 284 and 295. 

 
7.11 - Capital Asset Depreciation and Replacement Schedule 
Standard:  The agency shall have an established depreciation and replacement schedule for all park 

and recreation capital assets including buildings, facilities, and equipment that have 
predictable life cycles.  Schedules should identify the useful life of each element and the 
associated costs of replacement.  Capital asset depreciation and replacement schedules, 
including projected costs of replacement, should be reflected in the agency’s financial plan.  

  
Suggested Evidence of Compliance:  Provide the capital asset depreciation and replacement schedule. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 208, 213-215, 217-218, 220, 225-259, 231; 
Chapter 12 – Physical Resource Management, pp. 240 and 247; Chapter 13 – Management 
Operations, pp. 289 and 294. 
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8.4.1 - In-Service Training for Staff on Public Safety and Law Enforcement  
Standard:  Agency staff shall understand their role in public safety and law enforcement and 

relationships with law enforcement officers having jurisdiction within parks and recreation 
areas and facilities. The purpose of this training to ensure that staff understand where their 
authority ends and when an incident should be referred to law enforcement.  In-service 
training shall be extended to front line staff such as lifeguards and park attendants to assure 
they are fully prepared to respond to law-enforcement incidents.  

 
Suggested Evidence of Compliance: Provide documentation of most recent in-service training for agency 

staff, defining their role in public safety and law enforcement, including agendas and attendance 
rosters 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 22 – Law Enforcement and Security, p. 614. 

 
8.4.2 - Handling of Disruptive Behavior Procedures 
Standard:  There shall be established procedures for agency staff on response to disruptive behavior 

at agency areas and facilities.  Procedures shall identify the role of staff in   intervention when 
an incident occurs, documentation of behavior and delineation of law enforcement roles in 
handling behavioral issues.   

 
Suggested Evidence of Compliance: Provide current procedures regarding handling of disruptive behavior. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 22 – Law Enforcement and Security, pp. 620-624. 

 
8.4.3 - Traffic Control, Parking Plans, and Crowd Control 
Standard:  The agency shall coordinate with the official law enforcement agency having jurisdiction 

on large-scale events hosted or facilitated by the agency that require planning and 
coordination of traffic, parking and crowd control.  Plans shall specifically define the roles of 
the event sponsor, agency staff, and the law enforcement agency regarding traffic layouts at 
the venue, traffic routes and personnel assignments.   

 
Suggested Evidence of Compliance:  Provide a recent example of coordination with law enforcement on 

traffic control, parking plans and crowd control for activities and events hosted or facilitated by the 
agency. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 22 – Law Enforcement and Security, pp. 624-637. 
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8.6 - Emergency Management Planning  
Standard: The agency shall be aware of emergency operations planning within their jurisdiction 

and its role in emergency management systems.  Roles may vary depending on the scope of 
services provided by the agency and the location of its facilities.  Recreation agencies, having 
roles in emergency management systems within their local jurisdiction, shall be aware of the 
applicable operations plan. The agency’s specialized staff, buildings and equipment may be 
integral to the plan and may be deployed in the event of a large-scale emergency.  The U. S. 
Office of Homeland Security provides guidance and support for the preparation and 
maintenance of emergency management plans.   

 
Suggested Evidence of Compliance:  Provide the applicable emergency management plan with the most 

recent date of approval.  If, due to security concerns, the emergency management plan is not 
available for public review, provide the emergency management plan table of contents. 
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 22 – Law Enforcement and Security, pp. 634-637. 

 
8.6.1 - In-Service Training for Staff on General Security and Emergency 
Management 
Standard:  Through in-service training, agency personnel shall understand their role in ongoing 

security and emergency management.  In-service training should inform staff of their role in 
response to critical incidents and emergencies and provide specific procedures for routine 
operations.   

 
Suggested Evidence of Compliance:  Provide documentation of in-service training programs on general 

security and emergency management, including a dated outline of the presentation topics and a roster 
of participants. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 22 – Law Enforcement and Security, p. 636. 

 
8.6.2 - Emergency Risk Communications Plan 
Standard: There shall be a communications plan, that is reviewed and updated periodically, to 

accurately and effectively communicate with the public and experts during a catastrophic event 
that attracts significant media attention, such as a health emergency, terrorist attack, 
earthquake or storm. The crisis communication plan shall delineate individuals responsible for 
communicating with the press, chain of command on notifying proper people of the incident 
and communicating status updates.  

 
Suggested Evidence of Compliance: Provide a copy of the Emergency Risk Communications Plan and the 

most recent review. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 22 – Law Enforcement and Security, pp. 634-637. 
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8.6.3 - Care and Shelter Procedures 
Standard: There shall be procedures to coordinate with agencies designated to provide care and 

shelter to those in need during disasters or emergencies.   
 
Suggested Evidence of Compliance: Provide procedures to coordinate with agencies designated to provide 

care and shelter during emergencies. 
 

 

  



 

 

 
A compre
The agenc
of the age
method an
evaluated 
structure s
insurance
equipmen
 
In some c
by anothe
departmen
 
9.1 - Ri
Standard:

appr
the p

 
Suggested 

by th
 
Inform
Chap
 

9.1.1 - R
Standard:

that a
autho
opera
facili
appr

 
Suggested

prope
to sta

 
Inform
Chap

 
 
 

NOTE: St
a

ehensive risk m
cy shall imple
ency.  There is
nd tools used 
for effectiven

set in place to
, prevention) 

nt and facilitie

cases, the risk 
er government
nts and agenc

isk Manag
  The agency

ropriate auth
proper autho

d Evidence of 
e proper auth

mational refe
pter 21 – Risk

Risk Mana
:  The agency
are reviewed
ority that en
ational impa
ities/areas m
roaches to ma

d Evidence of 
er authority, t
aff.  The risk m

a. Identif
b. Respo
c. Manag

mational refe
pter 21 – Risk

9.0

andards ma
and are requ

management 
ement approa
s no prescript
will vary.  Ri
ness and adju
o implement a
and indirect c

es, failure to p

management
t authority. Sp

cies, private c

gement Po
y shall have a
hority for imp
rity.  

Compliance: 
hority.    

erence in the M
k Managemen

agement P
y shall have 

d periodically
compasses a

act for the ag
anaged for p
anage such in

f Compliance:
the most recen
management 
fication and a
nse strategies
gement plann

erence in the M
k Managemen

 

0 - Risk

arked with a
uired of all 

plan is essent
aches for ident
tive method f
isk managem

ustments made
an effective p
costs (time lo
provide servic

t plan and fun
pecial cooper
ontractors, an

licy 
a policy for r
plementing o

Provide the r

Management 
t, pp. 579-598

Plan and P
an establishe
y, accessible 
nalysis of ris
ency  The pl

personal inju
njury,   loss, 

: Provide the 
nt review, and
plan shall ref

assessment; 
s; and  
ing.  

Management 
t, pp. 583-596

k Mana

a star ( ) 
agencies see

tial to minimi
tification and

for identificati
ment is an on-g

e as appropria
lan. The anal

ost from work
ces and loss o

nction may oc
rative arrange
nd community

risk managem
operational p

risk managem

of Park and R
8. 

Procedure
ed risk mana
to all agency

sk exposure, 
an shall anal
ry and finan
and business

current risk m
d indication o
flect all three 

of Park and R
6. 

gement

are fundam
eking accre

ize legal liabi
d control of ris
ion of all risk
going process
ate.  Respons
lysis shall inc
k by injured em
of income).  

ccur outside th
ements should
y organization

ment that set
practices and

ment policy in

Recreation Ag

es  
agement plan
y personnel a
control appr
lyze the prog

ncial loss pote
s and operat

management p
of how the pla
phases of risk

Recreation Ag

t 

mental stand
editation. 

ilities and per
sks based on 

ks suitable for
s that must be
sibilities must
clude the direc
mployees, da

he park and r
d be in place w
ns.   

ts direction a
d procedures 

ncluding indic

gencies, (201

n and   opera
and approved
roaches and 
grams/servic
ential and id
tional impact

plan with app
an and proced
k managemen

gencies, (201

dards, 

rsonal injuries
the specific n

r all entities; t
e systematical
t be assigned 
ct costs (staff

amage to 

ecreation age
with other pu

and gives 
that approv

cation of appr

0), 3rd Ed., 

ating procedu
d by the prop
financial and
es offered an

dentify 
t. 

proval by the 
dures are avai
nt: 

0), 3rd Ed., 

53 

s.  
needs 
the 
lly 
and 

fing, 

ency 
ublic 

ved by 

roval 

ures 
per 
d 
nd 

ilable 



 

54 
 

9.1.2 - Accident and Incident Report Procedures 
Standard:  There shall be established procedures for accident and incident reporting and analysis of 

accident and incident reports. There shall be an accident/incident report form available to all 
employees. Data shall be obtained in an appropriate manner to support planned and 
coordinated accident prevention programs within the agency.  

 
Suggested Evidence of Compliance: Provide the accident/incident form(s) and the procedures for 

documenting and analyzing accidents and incidents.  The accident/incident form(s) shall include 
identification information (who), specific location of accident (where), and description of accident in 
terms of sequence of activity (what).   

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 21 – Risk Management, pp. 583-589. 

 
9.1.3 - Personnel Involvement and Training 
Standard: The agency risk management function shall involve and train personnel at all levels on 

risk management procedures.  
 
Suggested Evidences of Compliance: Demonstrate how personnel at all levels are involved and trained 

regarding risk management. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 21 – Risk Management, pp. 594-596. 

 
9.2 - Risk Manager 
Standard:  A specific position within the agency shall be designated with risk management 

responsibility and authority to carry out the policies established for risk management.   
 
Suggested Evidence of Compliance:  Provide the position description that includes responsibility for risk 

management.  
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 21 – Risk Management, pp. 582-583. 

 
9.3 - ADA Compliance and Face-to-Face Resolution 
Standard:    There shall be a policy or procedure available to all members of the public and staff 

which address issues pertaining to ADA compliance, either in a written or electronic format.   
 
Suggested Evidence of Compliance: Provide a written policy or procedure available to the public and staff 

that outlines the steps to resolve questions, concerns, or complaints of accessibility along with a 
reasonable timeline for completion and have a process for face-to-face meetings is in place.    

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 12 Physical Resource Management, p. 253; Chapter 13 – Management Operations, p. 287; 
Chapter 16 – Human Resource Employment, p. 400; Chapter 21 – Risk Management, pp. 584-588. 
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10.1.2 - Staff Training on how to Evaluate Programs, Services, and Facilities 
Standard:  The agency shall provide training on how to evaluate programs, services and facilities 

for personnel involved in managing facilities and delivering programs and services.   
 
Suggested Evidence of Compliance: Provide examples of recent evaluation trainings completed by the 

agency, including curriculum content, training dates and participant lists. Examples of training 
subjects could include but are not limited to qualitative and quantitative measurement, identification 
of applicable evaluation tools, data analysis and use of findings.   
 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 23 – Evaluation and Action Research, p. 644. 

 
10.2 - Outcomes Assessment 
Standard:  The agency shall use evaluation results to assess the outcomes of park and recreation 

programs, services, and facilities and assess the operational effectiveness of the organization. 
Outcomes show the relationship between resource inputs and the resulting impacts and 
benefits of the outputs. Outcomes are measurable changes in behaviors, attitudes, knowledge, 
conditions or skills.   

 
Suggested Evidence of Compliance: Provide examples of how evaluation results have been used to assess 

levels of performance and effectiveness in the organization and how evaluation are used to determine 
if specific programs, services or facilities are achieving planned or projected results. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 8 – Recreation Program Planning, p. 151; Chapter 9 – Program Services and Event 
Management, pp. 167-171; Chapter 23 – Evaluation and Action Research, p. 642. 

 
10.3 - Performance Measurement 
Standard:  The agency shall have a procedure for tracking and monitoring data trends and 

measuring performance against targets linked to achievement of goals and objectives.   
 
Suggested Evidence of Compliance: Provide performance targets and measurement in use by the agency. 

Describe the process and frequency of performance measurement and cite examples for how the 
results have been used by the agency to affect decisions. The measures may include data gathered 
from the following qualitative and quantitative sources: 

a. Recreation and demographic trends;  
b. Needs assessment; 
c. Community inventory;  
d. Surveys;  
e. Program and service statistics; 
f. Inspections; 
g. Customer feedback; 
h. Program evaluation; 
i. Risk management reports; and 
j. Budget and financial reports. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 222-224; Chapter 23 – Evaluation and Action 
Research, p. 656. 
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10.3.1 - Level of Service Standards 
Standard:  The agency shall have level of service (LOS) standards for provision of land, facilities 

and services within the jurisdiction.  LOS standards are a type of performance measure 
associated with equitable provision service, such as the number of facilities per 1,000 residents 
in a service area or facilities available within a designated travel distance or travel time, e.g. 
percent of population that have a park within a 10 minute walk. LOS standard can also 
address other dimensions of equitable access, such as connectivity, maintenance and 
affordability, e.g. percent of parkland connected to the trail network.  

 
Suggested Evidence of Compliance:  Provide the LOS standards and describe how LOS standards are used 

to establish facility and service priorities.  
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 223-224. 

 
10.4 - Needs Assessment 
Standard:  The agency shall periodically conduct an assessment of assets and needs to identify 

existing and projected gaps in service and determine land, facility and service priorities.  Need 
assessments are used to help determine priorities for developing services with the agency.  
Needs assessments can use a variety of methods to obtain input from the community, including 
focus groups, advisory boards, forums, and surveys.   

 
Suggested Evidence of Compliance: Provide the current needs assessment, describe the procedural steps 

in conducting the assessment, describe the frequency of updates, and describe the use of the 
assessment in agency planning. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 5 - Organization Structure and Administrative Operations, p. 107; Chapter 8 – Recreation 
Program Planning, pp. 133-134; Chapter 11 – Physical Resource Planning, p. 228. 

 
10.5 - Program and Service Statistics 
Standard:  The agency shall collect and analyze statistics on its programs and services for 

evaluation and future program and service development. 
 
Suggested Evidence of Compliance:  Provide examples of statistics collected, describe the frequency of 

updates, and describe how the agency makes use of the information. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 11 – Physical Resource Planning, pp. 226-227; Chapter 15 – Public Relations, Marketing, 
and Customer Service, pp. 370-372; Chapter 23 – Evaluation and Action Research, pp. 660-663. 

 

10.5.1 - Recreation and Leisure Trends Analysis 
Standard:  The agency shall assess periodically societal and local recreation and leisure trends and 

determine how those trends impact existing and projected user populations.  
 
Suggested Evidence of Compliance:  Provide trends analysis, describe frequency of updates, and describe 

linkage to agency goals and objectives. 
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 23 – Evaluation and Action Research, p. 644. 
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10.5.2 - Community Inventory 
Standard:  The agency shall compile a complete and current inventory of parkland and recreation 

facilities, programs and services in the service area, including those provided by the agency and 
those offered by schools and other alternative public, private, non-profit providers.   

 
Suggested Evidence of Compliance: Provide a complete and current inventory of parkland, programs and 

services available in the community, describe the frequency of updates, and describe how the agency 
makes use of this information.  

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 8 – Recreation Program Planning, pp. 129-130. 

 
10.5.3 - PRORAGIS 
Standard:  The agency shall create an online profile and enter operating data into PRORAGIS, the 

national park and recreation database. 
  

Suggested Evidence of Compliance: Provide a copy of the agency Custom Report from the PRORAGIS 
database. 

 
10.6 - Research Investigation 
Standard:  The agency shall conduct at least one experimental exploration or research investigation 

each year related to park and recreation operations.  These are demonstration or pilot projects 
where performance data are collected before and after the test to determine effectiveness.  

 
Suggested Evidence of Compliance: Provide a report on a current or recent experimental or demonstration 

research project designed to improve a product or to test a new process or procedure, including 
methods used and research findings; provide brief descriptions of other research investigations 
undertaken over the past five (5) years. 

 
Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 23 – Evaluation and Action Research, pp. 658-659. 

 
10.6.1 - Quality Assurance   
Standard:  The agency shall monitor and evaluate the quality of its programs, services and facilities 

from the user perspective.  Examples include but are not limited to customer comment cards, 
secret/mystery shopper surveys, user satisfaction surveys, program evaluations and focus 
groups.  

 
Suggested Evidence of Compliance:  Provide recent examples of methods used to collect, monitor and 

evaluate quality assurance data from users.   
 

Informational reference in the Management of Park and Recreation Agencies, (2010), 3rd Ed., 
Chapter 15 – Public Relations, Marketing, and Customer Service, pp. 370-372. 

 


