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The City of Logan 
Parks and Recreation Department 

Agency Profile 2009 

 
 Community Demographics (Source:  U.S. Census 2000) 
 

a. Population of tax jurisdictionééééé..éééééé.é...é..éééé. 47,660 
 

b. Population of metropolitan service area (Cache County)ééé..é..éé. 91,391 
 

c. Age profile of tax jurisdiction: 

¶ Median Ageéééééééééééééé...éééééé..é23.5 years   

¶ People 18 years of age or youngeréééééééé...éééé..(23.4%) 

¶ People 65 years of age and over éé.ééééé.éééééé... (7.1%) 
 
d. Income profile of tax jurisdiction: 

¶ Median household income éééé...ééééé.é...ééé..é.$30,778 

¶ Per Capita Income éééééééééé.....ééééé.ééé..$13,765 

¶ Percentage of people at or below the poverty lineéé...éé.....é..22.7%  
 

e. Racial diversity of the tax jurisdiction: 

¶ The Racial Diversity of the agency jurisdiction includes: 

¶ Non-Hispanic Whitesééééééééééééééééé..éé..88.9% 

¶ Hispanic / Latinoéééééééééééééééé..éé..ééé..8.2% 

¶ African Americanééééééééééééééééé..é.ééé..0.6% 

¶ Otherééééééééééééééééééééééééé..éé4.1%  
 

 Agency Characteristics 
 

         a.  Total operating budget (2009)ééééééé..ééééééééé.$5,027,610 
 

                  b.  Total capital budget (2009)é.ééééééé..é...é..éééééé. $209,754 
 

                  c.  Total full-time employeesé.éééééé..éééééééééé..éééé.35  
 

                  d.  Parkland Acresééééééééééééééé.é..ééééé 446.87 Acres  
 

e. Describe the predominant form(s) of government in your tax jurisdiction: 
 

¶ Mayor 

¶ City Council 

¶ City of Logan is the Center for County Government 
 

                  f.   Significant Agency Awards and/or Recognitions: 
 

¶ Outstanding Program Facility in 1993, Willow Park Complex 

¶ Outstanding Department of the Year, 1988 and 2002, Utah Recreation 
and Parks Association  
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¶ Tree City USA, 1991and  2009, Arbor Day Foundation 

¶ Platinum Healthier You Legacy Award, 2007, Utah Department of Health 

¶ City of Logan Named One of the Nationôs Top Ten Most Secure Places 
to Live, 2007, Farmers Insurance Group 

¶ City of Logan Listed as One of the Nationôs Top Three Best Places to 
Retire Young, 2007, Money Magazine 

¶ City of Logan Ranked Number One in Safety in United States Metro 
Area, 2007, City Crime Rankings 

¶ Professional Award,  (Director) 2008,  National Recreation and Park 
Association Pacific Southwest Regional Council 

¶ Outstanding Volunteer of the Year Award, 2009, Logan Parks and 
Recreation  Advisory Board Member, Utah Recreation and Parks 
Association 

¶ Park and Playground Professional Scholarship Award, 2009, Logan 
Parks and Recreation/ Parks Division, Parks Maintenance Supervisor, 
Great Western Park and Playground Professional Scholarship Award 

 

 Physical Characteristics 
 

  a.   Geographic size of tax jurisdictionéé...éééé.éééé18.4 square miles 
 

  b.   Describe significant rivers, lakes, mountain ranges, etc., which influence  
              your community: 

 

 The elevation of Logan is 4,529 feet, producing cold winters and cool summer 
nights. The nearby mountains, streams, and valleys offer sites for fishing, 
hunting, skiing, four-wheeling, hiking, and snowmobiling opportunities.  

 

 Cultural Characteristics 
 

  a.   Describe significant social factors and/or cultural institutions, which influence  
                      your agencyôs delivery of service: 
 

¶ Logan is Home to Utah State University: 
 

o As Logan Cityôs largest employer, Utah State University has 
between 5,000 and 7,000 employees  

 

o Approximately one-third of Loganôs population are students at 
Utah State University 

 

o 35% of Logan Cityôs population over age 25 have a bachelor's 
degree or higher 

 
o 12% of Logan Cityôs population over 25 have a graduate or 

professional degree 
 

¶ Lyric Repertory Theatre 
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¶ Ellen Eccles Theatre 
 

¶ Cache Valley Center for the Arts ï Cultural enrichment for the people of 
the extended Cache Valley Community 

 

¶ Utah Festival Opera Company ï Five week festival includes four grand 
opera productions at the 1100 seat Ellen Eccles Theatre 
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1.0  AGENCY AUTHORITY, ROLE AND RESPONSIBILITY 
 

          1.1    Legal Authority and Jurisdiction 
  

? 1.1.1 Source of Authority        
            ( X ) Met      (   ) Not Met 

 
The source of authority of and powers for the public recreation and park 
managing authority shall be clearly set forth by legal document. 
 
Suggested Evidence of Compliance:   
 
Provide legal citation and, if appropriate, date of resolution by local 
governing entity or legal authority, i.e., enabling act, charter, ordinance; if 
permissive state authority, provide charter. 

 
 Notations by Agency Regarding Compliance:   

 
The City Code of Logan, originally published by Book Publishing 
Company in 1989, has been kept current by regular supplementation.  
The City of Logan Municipal Code contains ordinances up to and 
including 07-50.  Code 2.02.020 C recognizes that the City of Logan has 
an executive branch headed by the mayor as the chief executive officer.  
Code 2.02.030 recognizes the Department of Parks and Recreation as 
an administrative branch of the government.  The Department 
Organizational Chart is attached showing the Director of Parks and 
Recreation directly under the Mayor.  Document can be reviewed in 
Logan Municipal Code Book (Exhibit A).  Logan City Website posts 
current information and can be accessed at www.loganutah.org. 
 
Documentation Provided: 

¶ Logan Municipal Code 2.02.020 Branches of City Government 

¶ Logan Municipal Code 2.02.030 Administrative Branch 
Departments 

¶ Municipal Code 2.02.410 Mayor; Powers and Duties 

¶ Parks and Recreation Department Organizational Chart 
 

 
 1.1.1.1    Public Authority / Policy Body                               
         ( X ) Met     (   ) Not Met 

  
The organizational authority structure should provide for one 
public authority responsible for policy-making functions. 

 

 

http://www.loganutah.org/
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Suggested Evidence of Compliance:  
  

Copy of organizational authority structure chart with narrative 
description; show relationship to city mayor, council, et al. and 
departments.  Distinguish this chart from staff organizational chart, 
3.1.1. 

 
Notations by Agency Regarding Compliance:  

 
Logan Municipal Code 2.02.030 B documents the legislative 
branch consisting of the municipal council with staff assistance to 
be furnished by the executive branch through the chief executive 
officer.  Article IV, Legislative Branch Code 2.02.380 describes the 
council role as the public authority / policy body.  Also attached is 
the current directory for the Logan Municipal council along with 
the Council Agenda Schedule.  

 
Documentation Provided: 

¶ City Organizational Chart (2008 CAFR Report Page 6) 

¶ Municipal Code 2.02.030 B ï Branches of City 
Government; Designated/ Legislative Branch 

¶ Municipal Code Article IV Legislative Branch/ 2.02.380 
Supplying Information to the Municipal Council and 
Individual Council Members 

¶ Municipal Code 2.02.390 Council; Regular Meetings 

¶ Municipal Code 2.02.400 Council; Special Meetings 

¶ City of Logan Website City Council Contact Information 

¶ City Council Agendas 2007-2008 

¶ City of Logan Municipal Council Updated January 2009 

¶ City Council Agendas 2008-2009 
  

 
1.1.1.2    Citizen Advisory Boards / Committees                             

                          ( X ) Met    (   ) Not Met 
 
 There should be citizen advisory boards/committees. 
 

  Suggested Evidence of Compliance:   
 

 Provide list of boards / committees with membership, functions 
 and duties, terms of office, frequency of meetings. 
 
 Notations by Agency Regarding Compliance 
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 The Parks and Recreation Advisory Board is recognized by Code 
 2.02.080 in the Logan Municipal Code. 
 

The eight (8) member Parks and Recreation Advisory Board 
meets on the third Thursday of each month.  The Board has a 
chair and a vice-chair as selected by the board.  The Director of 
Parks and Recreation, Parks Superintendent, and Recreation 
Manager are a part of this Board but are not considered voting 
members.  The Parks and Recreation Department provides a 
secretary to take minutes of the meetings.  A City Council member 
is appointed to be a liaison for this board representing the Council.  
The Board discusses issues relevant to policies that affect the 
agency and makes recommendations for its operation and the 
advancement of recreational programs and facilities throughout 
the community.  Board members are not compensated for their 
service.  Board members are appointed by the Mayor for three-
year terms.  Board members can serve for more than one term.    

 
The Logan River Golf Course has a nine (9) member Advisory 
Board.  Five (5) Board members are appointed by the Mayor.  The 
Menôs Association and the Ladyôs Association are represented on 
the Board by the current president and the past president of each 
association.  A Council liaison is appointed to serve on this Board.  
They meet on the second Thursday of each month.  They discuss 
issues relevant to the Logan River Golf Course.  They have been 
instrumental in making positive changes for the Golf Course.  
Board members are not compensated for their service.  See Golf 
Advisory Board Binder (Exhibit C) 

 
The Willow Park Zoo Board consists of five (5) citizens.  The Zoo 
Superintendent also sits on the board.  They work as an advisory 
staff and are committed to fundraising for the zoo.  See Zoo Board 
Binder (Exhibit E) 

 
Documentation Provided: 

¶ Golf Advisory Board Directory 

¶ Parks and Recreation Advisory Board Directory 

¶ Municipal Code 2.02.080 Parks and Recreation Advisory 
Board (Exhibit A) 

¶ Parks and Recreation Advisory Board Department Policy 
(Bylaws) ( Exhibit C1) 

¶ Golf Advisory Board Department Policy (Bylaws) 

¶ Zoo Board Bylaws (Exhibit C3) 
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1.1.2 Jurisdiction                         
                      ( X ) Met      (   ) Not Met 
 

The specific geographical boundaries of the Agencyôs jurisdiction should 
be set forth by geographical description and map. 
 

  Suggested Evidence of Compliance:   
 

 Provide copy of map with geographical boundaries of jurisdiction and 
 service areas, including location of facilities identified. 

 
 Notations by Agency Regarding Compliance:   

 
The City of Logan Geographic Information Systems Division keeps 
current maps of the City on the City Website: 
http://www.loganutah.org/Administration/Information%20Systems/GIS/index.cfm 
Interactive Map.  A copy of this map has been provided.  Additional maps 
include Trails, City Parks, City Owned Property, and Wetlands. 
 
The City of Logan Municipal Code Book Chapter 1.08, Code 1.08.010 
states that it is the duty of the mayor to have in the recorderôs office a 
plat or map describing the correct boundaries for the city.  (Exhibit A) 
 
Documentation Provided: 

¶ Map of City of Logan Boundaries 

¶ Map of City Owned Properties 

¶ Map of City Wetlands 

¶ Map of City Parks 

¶ Map of City Trails 
 

 

F   1.2    Mission                        
                ( X ) Met     (   ) Not Met 

 
 There shall be a written mission statement which defines the direction and 
 purpose of the Agency. 

  
  Suggested Evidence of Compliance: 

  
  Provide a copy of written statement. 
 

           Notations by Agency Regarding Compliance:   
 

The City Mission Statement was updated in 2006.  On file is a copy of an e-mail 
from the Executive Secretary (Secretary to the Mayor) Dated January 17, 2006,  
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stating that it was agreed upon by the Mayorôs Executive Committee that the 
City of Logan Mission Statement would be updated to the following: 

 
 City Mission  

ñThe mission of the City of Logan is to sustain and enhance the quality of life for 
the citizens of Logan.ò 
 

 The City Mission Statement is posted on the City Website:   
 www.loganutah.org. 

  
 Mayor Randy Watts presented the State of the City Address on January 6, 
 2009.  In that address he continues to embrace the City Mission as he stated 
 that the City of Logan would continue taking pro-active measures to growth and 
 strive to give its citizens a safe and continuing quality of life. 

 
 The City of Logan Parks and Recreation Department supports the Cityôs 
 mission of sustaining and enhancing the quality of life for the citizens of Logan 
 through the Department objective to serve the leisure and recreational needs of 
 the community. 

 
  Documentation Provided: 

¶ E-mail from Executive Secretary Documenting Mission Statement 

¶ Mayorôs Web Page listing Mission Statement 

¶ Parks and Recreation Department Web Page Supporting City Mission 
Statement 

¶ State of the City Address, January 6, 2009 

¶ Flyer that was distributed to Parks and Recreation Department Staff 
 
 

 1.3 Goals and Objectives      
 

? 1.3.1 Statement of Goals and Objectives  
  ( X ) Met       (  ) Not Met                            

 
There shall be written goals and objectives for the Agency and for each 
organizational component within the Agency.  Such goals and objectives 
shall be directed toward accomplishing the Agency mission, be updated 
annually, and distributed to all appropriate personnel. 

 
Suggested Evidence of Compliance:   

 
Provide a copy of goals and objectives for each organizational 
component. 

 
 

http://www.loganutah.org/
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Notations by Agency Regarding Compliance:   
 

The development and pursuit of written goals and objectives based on 
the Cityôs mission is a sound management practice.   

 
Written goals and objectives are developed following the annual 
Employee Performance Evaluation in August, presented to Division 
Managers and the Department Administrative Staff for input before 
publication and distribution to Department staff in September.  Goal 
progress by Division Managers and Administrative Staff is evaluated at 
the mid-year review in February with the Department Head.   

 
Status of Department Goals is reported in the annual Performance Now 
employee performance evaluation as well as the Department Annual 
Report in January, and presented to the Mayor and Department staff 
annually. 

 
Documentation Provided: 

¶ Statement of Goals and Objectives Memorandum initialed by 
Mayor and Human Resources Assistant Director. 

¶ Department Goals for 2007-2008 

¶ Goals Accomplished from 2007 

¶ Sample Performance Measures Goals 

¶ Memos and Directives from Human Resources 
 
 

1.3.2    Personnel Input             
                       ( X ) Met       (    ) Not Met 

 
There should be input from the various personnel levels within the 
Agency in the development of Agency goals and objectives. 

Suggested Evidence of Compliance: 

Provide examples of how input is obtained, e.g. memo, meetings, et. al., 
and communicated to all personnel explaining why their input is 
important and how to submit such information. 

Notations by Agency Regarding Compliance: 

Input from various levels of personnel within the City is requested and 
used to develop the City of Logan Parks and Recreation Departmentôs 
organizational goals.  The goals are utilized in the Departmentôs financial 
and operational goals as well as each divisionôs goals.  The Mayor meets 
with the Executive Committee each week to discuss issues related to the 
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well being of the City.  Information that is pertinent to the Parks and 
Recreation Department is then provided to staff for their input. 

The Parks and Recreation Department utilizes participation from staff in 
the development of individual goals.  At the close of each fiscal year, 
performance evaluations are conducted on each employee by their 
immediate supervisor.  During this evaluation, employees are given the 
opportunity to discuss current and future goals, as well as the evaluation 
scores they have received.  There is also a mid-year evaluation 
conducted for each employee in February or each year.  This gives the 
employee the opportunity to meet with the supervisor to assess the 
progress of the goal and make determinations on how the goal might 
better be achieved. 

The Director of Parks and Recreation meets with the Administration Staff 
and Division Managers on a weekly basis.  Agendas and minutes from 
the staff meetings conducted through August and September of 2008 
document solicitation from staff in determining goals to be set for the 
2009 Fiscal Year. The minutes from the Staff Meeting held on August 27, 
2008, state that that Director of Parks and Recreation requested input 
from staff over a two week period to provide input regarding the 
Department Goal.  For Goals that are individually based, it may be 
necessary to meet with the employee more frequently than twice a year. 

In addition, the Director of Parks and Recreation meets with the Mayor of 
the City of Logan on a regular basis.  Issues specific to the Parks and 
Recreation Department are discussed.  Feedback from these 
discussions is also relayed to Parks and Recreation Department staff to 
aid in determining goals that can be set to strengthen the Department.  
The Mayor worked with the Executive Committee in preparing the 2009 
Performance Expectations for City Employees.  The Performance 
Expectations were distributed to Parks and Recreation Department Staff 
with their paychecks on Friday, January 2, 2009. 

The Parks and Recreation Department meets twice per year for a 
Departmental Luncheon.  These meetings provide an opportunity for the 
Director of Parks and Recreation to provide information relating to goals 
to all levels of personnel.  A summary of Department Goals for 2009 was 
distributed to all employees at the Department Christmas Luncheon held 
in December of 2008. 

Documentation Provided: 

¶ Executive Committee Meeting Agenda 

¶ Sample Mid-year Evaluation 

¶ Staff Meeting Agendas 
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¶ Staff Meeting Minutes 

¶ 2009 Department Goals 

¶ 2009 Department Goal Summary Distributed at Department 
Luncheon 

¶ Directorôs Calendar Documenting Executive Meetings, Recreation 
Division Meetings, Weekly Meetings with Mayor 

¶ Mayorôs Performance Expectations 

¶ Parks and Recreation Department Annual Reports 
 
 

 1.3.3    Annual Evaluation              
            ( X ) Met     (    ) Not Met 

 
There should be a written annual evaluation stating the progress made 
toward the attainment of goals and objective submitted to the Agencyôs 
chief administrator by each organizational component.   

 
Suggested Evidence of Compliance:   

 
Provide a copy of last yearôs evaluation. 

 
Notations by Agency Regarding Compliance:   
 
Each department of the City of Logan develops yearly goals and 
objective (August) which are evaluated at the mid-year review (February) 
and reported to the Human Resources Department for the Mayor of the 
City of Logan.  In August, each Department Head is evaluated on 
performance including the progress and attainment of goals developed 
each year. 

 
Annual goals reflect the Cityôs mission.  The goals for each department 
have a score of 25% of total employee performance rating for calculating 
employee pay for performance compensation.  It is imperative that 
employees perform in such a manner to satisfactorily achieve desired 
results that may lead to increased compensation. 

 
Department Heads evaluate Division Managers and other Department 
personnel as their circumstances require.  Typically, Division Managers 
will evaluate subordinate division personnel within the Department. 

 
In addition to the annual review and mid-year review process, 
Department Heads meet with the Mayor monthly to address issues, 
concerns, and report on progress within the Department. 
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Performance Evaluations are conducted by using Performance Impact 
Workplace software.  Performance Evaluations conducted by the 
program are available to the visitation team upon request. 

 
Documentation Provided: 

¶ Annual Evaluation Memorandum initialed by Mayor and Human 
Resources Assistant Director. 

¶ Department Goals for 2007-2008 

¶ Review of Department Goals Accomplished in 2007 

¶ Year in Review (2008) 

¶ Memo outlining Individual Review Schedule 

¶ E-mail to staff regarding evaluations 

¶ Sample Performance Evaluation 

¶ Signed Mid-Year Performance Rosters 

¶ Mayorôs Meeting Schedule with Director of Parks and Recreation 
 

 
 1.4   Policy Formulation and Review 

 

?   1.4.1    Process for Formulating Policy  
              ( X ) Met      (   ) Not Met 

 
 A specific distinction shall be made among policies, rules and 
 regulations, and operational procedures. 
 
 Suggested Evidence of Compliance:   

 
 Give illustration of how this distinction is facilitated or carried out.  It 
 should be indicated how each type is established and administered. 
 
 Notations by Agency Regarding Compliance: 
 
 The formulation of policy for the City of Logan Parks and         
 Recreation Department is founded upon the following legal   

                       concepts: 
 

1. Legal Authority to Operate (reference Logan Municipal Code 
2.02.070) 

2. Constitutional Law 
3. Statutory Law 
4. Case Precedents (Common Law) 
5. Executive/Administrative Actions (Executive Policy) 
6. Operational Policies and Regulations 
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The Parks and Recreation Department formulates policy for the purpose 
of operating the Department, to provide direction for Department 
personnel, and for compliance to all City executive policies and all 
applicable common, statutory, and constitutional laws. 

 
1. Policy for the Parks and Recreation Department is categorized into 

the following management components: 

¶ Communications and Information Management 

¶ Fees and Charges 

¶ Human Resource Management 

¶ Department Staff Policies 

¶ Physical Resource Management 

¶ Information Systems Policies 
 

2. How Department Policy is Established and Administered: 
 

There are four procedures the Parks and Recreation Department follows 
to establish and administer policy: 

 
   I.   Approval Process for Establishing and Administering Department 
 Policy. 

When policy is to be implemented into the Parks and Recreation 
Department, it requires approval by the Director of Parks and Recreation 
(for internal Department policies not affecting the general public), and 
Mayor and Council approval for policies that involve updates or changes 
to City Code.  Other updates or changes to Department policies by way 
of executive or administrative action (Executive Policy), case precedents, 
statutory, or constitutional law is implemented as required with 
assurance by the Director of Parks and Recreation of its implementation. 

 
II.   Updating Previously Established Department Policy. 
Some policies within the Parks and Recreation Department were 
established years ago and continue to stand the test of time such as the 
Memorial Day Traffic Sign Policy (PRM 2-2010) which was established in 
2004.   Additionally, some policies are exclusive to the Parks and 
Recreation Department, such as the policy for Golf Instruction 
Compensation (FC 6-2009), while other policies are the result of 
executive or administrative action external to the Department such as the 
Grave Opening and Closing policy for the Logan City Cemetery (FC 6-
2009).  In some instances, Logan Municipal Council approval may be 
required.  Furthermore, changes in federal or state laws, case 
precedents, executive policies, or operational policies within the 
Department may require previously established policy to be updated.  In 
all cases, the updating of previously established policy is supported by 
written documentation signifying the change of Department policy. 
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III.  Creation of New Department Policy. 
Unlike updates, changes in Department operations such as the addition 
of a new facility, program, services, or changes in executive 
management which result in new administrative direction, changes in 
municipal ordinances, state, or federal laws may require the creation of 
new Department policy.  Again, Municipal Council approval may be 
required for some new policies. 
 
IV.  Notification of Policy Updates and Changes 
When approved Department policy is updated, changed, or new policy is 
implemented, the following parties may be affected: 

¶ General Public 

¶ Department Staff 

¶ City Organization 
 

Regardless of the affected party, the notification process for approved 
updated previously established department policy and the creation of 
new department policy involves the following: 

 

¶ Policy impacting the general public ï Notification through the 
local media, published on the Department website, and notices 
posted at affected Department facilities, Department Policy 
Handbook updated. 

 

¶ Policy impacting Department personnel ï written policy 
Notification distributed to staff, e-mail distribution, Department 
Policy Handbook updated.  This Notification process involves 
both internal and external policy updates as well as new policies. 

 
Each policy is formatted to demonstrate the effective date, the purpose 
of the policy, procedures to be followed, reference to any related 
information, and the responsibilities of the division manager, supervisor, 
and the employee.  The policy posts a review date, at which time the 
policy will be reviewed, updated or revised if necessary, and distributed 
to employees.   
 
Policies are formulated based on City Policy or Municipal Code by the 
Division Manager or by the Director of Parks and Recreation.   The 
source of the policy is identified on the policy as the owner.   All policies 
are approved by the Director of Parks and Recreation and when 
necessary other City Personnel with authority over a specific category, 
i.e. Fees and Charges, - Finance Director, Human Resource 
Management ï Human Resource Director, etc. 
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  Documentation Provided: 

¶ Signed Memo by Mayor Regarding Agency Authority 

¶ Job Description for Parks and Recreation Director 

¶ City-wide Procedures for Use of Volunteers 

¶ Parks and Recreation Department Volunteer Policy for Service 
Groups 

¶ Parks and Recreation Department Policy for Individual Volunteers 

¶ E-mail to Division Managers and Administration Staff distributing 
updated Department Policy 

¶ Memorial Day Traffic Sign Policy (PRM 2-2010) 

¶ Golf Instruction Compensation Policy (FC 6-2010) 

¶ Grave Opening and Closing Policy (FC 6-2009) 

¶ Department Policy Manual (Exhibit A1) 
 

 
  1.4.2   Policy Manual                         
                      ( X ) Met       (   ) Not Met 

 
  There should be a manual setting forth the Agency policies, which 
            is:    

 

¶ kept up-to-date 

¶ reviewed systematically, at least every five years, by the 
administration, and  

¶ made available to pertinent unit administrative and supervisory 
personnel. 

 
 Suggested Evidence of Compliance: 

 
 Provide a copy of Agency policy manual with cover letter indicating its 
 distribution and the review by the Board and administrators. 

 
 Notations by Agency Regarding Compliance: 
 
 The City of Logan Parks and Recreation Department maintains a 
 Department Policy Manual (Exhibit A1).  All Parks and Recreation 
 Department policies are in accordance with the policies that are outlined 
 in the City of Logan Employee Handbook.  (Exhibit B)   

 
 The policies in the Parks and Recreation Department Policy Manual are 
 based on City Policy and are provided for Parks and Recreation 
 Department Staff to offer added detail on those areas specific to the 
 Department.  Each policy is formatted to outline procedures and the 
 responsibilities associated with the policy. 
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 Policies are reviewed and updated as needed.  Before an updated policy 
 is committed to the policy manual the policy is e-mailed to Division 
 Managers who are expected to inform their staff of the update. 

 
 Policies are divided into the following management components: 

¶ Communications and Information Management 

¶ Fees and Charges 

¶ Human Resource Management 

¶ Department Staff Policies 

¶ Physical Resource Management 

¶ Information Systems Policies 
 

 The Policy Manual is available to employees upon request.  Each 
 employee is responsible for knowing and adhering to any applicable 
 policy. 

 
Documentation Provided: 

¶ Parks and Recreation Department Policy Manual 

¶ E-mail with accompanying attachments distributing policy update 
to division managers and administrative staff 

¶ Parks and Recreation Department Policy Manual (Exhibit A1) 

¶ Logan City Employee Handbook (Logan City Employee 
Handbook) 

 
 

F 1.5    Relationships                         
                              ( X ) Met      (   ) Not Met 
  
  There shall be an understanding of the roles of counterpart and complementary 
  agencies in the community. 
 
  Suggested Evidence of Compliance: 
  
  Provide illustrations of cooperative efforts, including MOAôs (Memoranda of  
  Agreements) and MOUôs (Memoranda of Understanding) 
 
   Notations by Agency Regarding Compliance: 
            

 The Logan City Parks and Recreation Department is committed to establishing 
 and maintaining effective channels of communication within our community. As  a 
 result, the Logan Parks and Recreation Department cooperates with numerous 
 organizations in an effort to facilitate the goals and objectives of the Department 
 and works with several counterpart and complementary agencies in the 
 community. Examples of these cooperative efforts include the following: 
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  Citizen Boards overseen by the Logan Parks and Recreation Department 

¶ Logan River Golf Course Advisory Board 

¶ Parks and Recreation Advisory Board 

¶ Willow Park Zoo Board 
 

           Community Committee Partnerships 

¶ No Child Left Indoors 

¶ Cache Valley Visitors Bureau Board (Travel Council Logan City 
Representative) 

 
            Special Events Programming Partnerships 

¶ Bryan Seeholzer Memorial Golf Tournament 

¶ Cache Celebrates New Yearôs Eve 

¶ Cache Community Connections  

¶ Independence Day Celebration 

¶ Pioneer Day Celebration 

¶ Cooperative Programming Partnerships 

¶ Alliance for Youth Partners-After School Programming 

¶ Logan City Parks and Recreation Department 

¶ Boys and Girls Clubs of Cache Valley 

¶ USU Extension-Cache County 4-H 

¶ Cache County School District 

¶ Logan City School District 

¶ Utah State University Financial Aid Office 

¶ Bear River Health Department 
 

            Financial  Partnerships 

¶ Cache County RAPZ Tax 

¶ State of Utah Government Purchasing Contract 
 

            Facility Partnerships 

¶ Bonneville Shoreline Trail 

¶ City of North Logan 

¶ Wasatch-Cache National Forest, Logan Ranger District 

¶ Logan Community Recreation Center 

¶ Logan High School/ Logan City School District 

¶ Logan Skate Park 

¶ Friends of Logan Skate Park 

¶ Pioneer Park 

¶ Cache Valley Gardeners Market 

¶ Willow Park Zoo 

¶ Utah Hogle Zoo 

¶ State of Utah Department of Community and Culture 

¶ Logan River Golf Course 
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¶ Utah Waterfowl Association  
 
                       Professional  Partnerships  

¶ NRPA (National Recreation and Park Association) 

¶ URPA (Utah Recreation and Park Association) 

¶ NURPA (Northern Utah Recreation and Park Association) 

¶ AZA (American Association of Zoos and Aquariums) 

¶ SSP (Species Survival Program) 

¶ SSP (Taxonomic Advisory Groups) 

¶ PMP (Population Management Plan) 

¶ ISIS (International Species Information System) 
 
             Recreation Program Partnerships 

¶ Bridgerland Youth Baseball Association 

¶ Cache Valley Pony League 

¶ Cache Valley Soccer League/Hispanic Soccer League 

¶ Cache Valley Tennis Association 

¶ Mt. West Volleyball 

¶ Options for Youth 

¶ Swim Utah 

¶ Utah Division of Wildlife Resources 

¶ Wasatch Front Football League 
 

Documentation Provided: 

¶ Agendas and Minutes (Exhibits C1-C11) 

¶ Policy Manual (Exhibit A1) 

¶ Agreements 

¶ Board Policies 

¶ Bylaws 

¶ Contracts 

¶ Relationships with Counterpart and Complementary Agencies in the 
Community Policy  

¶ ñUnited in Serviceò Mayorôs Brochure 

¶ Logan City Handbook Section 3-01 (2) Standards of Conduct 
 

 
 
1.5.1  Administrative-Legislative Functions 

                         ( X ) Met     (   ) Not Met                   
 

There should be written guidelines defining the relationships between the 
policy-making functions of the Board and the administrative functions of 
the chief administrator and staff. 
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 Suggested Evidence of Compliance: 
 
 Provide the written guidelines. 

 
 The Logan Municipal Code 2.02.410 recognizes the Mayor as the chief 
 officer of the municipality. (Exhibit A)  

 
 Article I 2.02.010: The city government shall be divided into three (3) 
 main branches: 

 
A. Judicial; 
B. Legislative; 
C. Executive 

 
  2.02.030 (B): The legislative branch shall consist of the municipal  
  council with staff assistance to be furnished by the executive branch 
  through the chief executive officer. 

 
 Article III 
 2.02.120 Department of Parks and Recreation Director: 
 The Department of Parks and Recreation and the division thereunder 
 shall have the following functions, duties, and responsibilities: 
 

   A. 
   1.  The division of recreation shall have the function of assessing the 
   current recreational needs of the city and of organizing and offering a 
   broad  range of recreational and leisure time programs for the citizens of 
   Logan.  In carrying out this function, it has the responsibility to coordinate 
   programming efforts with other existing agencies or entities in the  
   community.  It shall perform such other functions required by law. 
 
   2.  The manager of the recreation division has the function and duty to 
   assess, organize, and supervise the recreational and leisure time  
   programs of the City. 
 

 B. 
1.  The division of parks shall have the general function of maintaining 
and improving the parks and to supervise the planning and maintaining 
of trees and other plants on city properties, including alongside streets. 
 
2.  The manager of the division of parks shall be in charge of improving 
and maintaining all city parks, and all other city property assigned to their 
care 
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 C. 
 1.  The division of Cemetery shall have the general function to provide 
 the public with an adequate Cemetery, properly managed and 
 maintained, including the proper division and organization of the 
 Cemetery into lots and spaces and to sell lots, collect fees, manage and 
 supervise burials and placement of headstones and maintenance of 
 Cemetery. 

 
 2. The Cemetery shall be supervised by a sexton, who shall be   
 responsible for the daily operations of the Cemetery. 
 

 D.    
 1.  The curator of the zoo shall be the manager of the zoo division and  
 shall have the general function of maintaining and improving the Willow 
 Park Zoo and caring for and maintaining the birds and animals     
 therein. 

 
The City of Logan Human Resource Department has on file job 
descriptions for all City jobs.  A complete job description of the Parks and 
Recreation Director is included in file on site. 
 
Article IV. Legislative Branch 
2.02.380:  It shall be the policy of the city to provide the municipal council 
and the individual council members with complete and total access to all 
the records, documents, financial data and administrative reports of the 
city, and to this end: 

 
A.  Administrative officials shall upon request of the council or council 
members reasonably locate, copy and compile information or records 
concerning city operations. 
B.  The municipal council and individual council members may 
reasonably obtain copies of identified city records and documents free of 
charge. 
C.  Should administrative officials deem any such requests or a series of 
such requests unreasonable, the matter shall be submitted to the 
municipal council for a final determination of whether the request was 
unreasonable. 

 
Documentation Provided 

¶ City Code 2.02.410 

¶ City Code 2.02.120 

¶ Department of Human Resources Job Code 411 ï Parks and 
Recreation Department Director 
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1.5.2 Operational Coordination and Cooperation (Agreements)      
                      ( X )  Met      (   ) Not Met 

 
There should be written, established policies on cooperative use and 
maintenance of facilities and program operation, facility design, land 
development, finances, etc., with other agencies or organizations or 
individuals.  Agreements on operational cooperation should be in writing 
by and between the Agency and others involved. 
 

 Suggested Evidence of Compliance: 
 

 Provide a copy of the policies and any agreements. 
 

 Notations by Agency Regarding Compliance:   
 

 The City of Logan Parks and Recreation Department works 
 cooperatively with Independent Contractors as well as participating  in a 
 Joint Use and Operations with the Logan City School District.   

 
 The Logan Community Recreation Center and Logan High School are 
 participants in a Joint Use and Operations Contract.  An Oversight 
 Committee meets quarterly to discuss scheduling, maintenance 
 concerns, and other issues pertinent to facility use. (Exhibit C5) 

 
Documentation Provided 

¶ Hitsquad Inc. Lease Agreement 

¶ Logan Skate Park Maintenance Agreement 

¶ Utah Youth Soccer Association League 49 District 7 

¶ Logan Community Recreation Center Joint Use and Operations 
Agreement 

¶ Youth Baseball Field Use Agreement 
 

 
1.5.3 Interagency Relationships with Counterpart Agencies 

(Liaisons)                 
                      ( X ) Met     (   ) Not Met 

 
  There should be liaison with other park and recreation agencies in  
  adjoining jurisdictions or jurisdictions having concurrent authority in  the 
  Agencyôs service area. 

 
 Suggested Evidence of Compliance:  
 
 Provide examples of such liaison and provide letters of agreement, if 
 any. 
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Notations by Agency Regarding Compliance:   
 
The City of Logan Parks and Recreation Department works closely with 
the Utah State Department of Natural Resources and Utah Division of 
Wildlife Resources.   
 
In addition the City of Logan participates in an Interlocal Agreement with 
the City of North Logan for the Bonneville Shoreline Trail, Land and 
Water Conservation Fund, U.S. Department of Housing, and Utah 
Department of Transportation. 
 
Documentation Provided: 

¶ Challenge Cost-Share Agreement between USDA Forest Service, 
Wasatch-Cache National Forest, Logan Ranger District, and City 
of Logan Parks and Recreation Department 

¶ Utah State Department of Natural Resources / Utah Division of 
Wildlife Resources 

¶ City of Logan and City of North Logan Interlocal Agreement for the 
Bonneville Shoreline Trail 

¶ Land and Water Conservation Fund Contract with State of Utah 

¶ U.S. Department of Housing and Urban Development 

¶ Utah Department of Transportation 
 

   
   1.5.4.    Relationship with Complementary Agencies              

     1.5.4.1    Public and Social Service Agencies               
                             ( X ) Met     (   ) Not Met 

 
There should be liaison with appropriate community/civic 
organizations.  The services and resources available through 
other public and social service agencies should be identified in 
written form. 

 

            Suggested Evidence of Compliance: 

Identify staff with liaison responsibility and provide a listing or 
directory of other community public and social service agenciesô 
available services and resources.   

Notations by Agency Regarding Compliance: 

The Departmentôs staff serves as liaisons to numerous community 
and civic organizations that include the following:   
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Staff Title Community/Civic Organization Affiliation 

Director Cache Trails Committee 

Utah Recreation and Park Association Board of Directors 

Commission on Accreditation for Parks and Recreation 
Agencies, Commissioner 

2009 National Congress Local Host Committee Planning 
Group, Logistics Committee Chair 

Cache Valley Tennis Association, Member 

Alliance for Youth, Member 

Logan Lions Club, Board of Directors 

Cache Celebrates New Yearôs Eve, Member 

Recreation Division Manager EOC (Emergency Op Command) 

Multicultural Adventure Outdoors Committee 

Independence Day Celebration, Member 

Pioneer Day Celebration, Member 

Cache Celebrates New Yearôs Eve, Member 

No Child Left Indoors, Member 

Logan Community Recreation Center Oversight Committee, 
Member 

Cache Valley Tennis Association, Member 

Program Information Representative Cache Valley Visitors Bureau, Chair 

No Child Left Indoors, Member 

2009 National Congress Local Host Committee, Sign Chair 

Independence Day Celebration, Member 

Pioneer Day Celebration, Member 

Cache Celebrates New Yearôs Eve, Member 

Community Youth Coordinator Alliance for Youth, Member 

NUSAPT-Northern Utah Substance Abuse Prevention Team, 
Member 

Aquatic Supervisor Pioneer Day Celebration, Member 
 

Cache Celebrates New Yearôs Eve, Member 
 

Multicultural Adventure Outdoors Committee 

Recreation Center Supervisor Logan Community Recreation Center Oversight Committee, 
Member 

Cache Valley Tennis Association, Member 
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Golf Professional State of Utah Delegate 
 

Utah Golf Association, Member 
 

Utah PGA Awards Committee 

Zookeeper USU - IACUC 

 

Documentation Provided: 

¶ Community Resource Directory 

¶ Cache County Service Directory 
 
 

1.5.4.2 Local Government Agencies         
                    ( X ) Met      (   ) Not Met  

   
There should be a public Park and Recreation Agency liaison with 
official local governmental agencies such as zoning commissions, 
city councils, county supervisors, and school boards.   

Suggested Evidence of Compliance: 

Identify staff with this liaison responsibility and indicate how the 
liaison person has been functional, i.e. reports to director, board, 
or committees. 

  Notations by Agency Regarding Compliance: 
 

The Director of Parks and Recreation for the City of Logan is the 
Agency (Department) liaison and works in cooperation with the 
Director of Community Development (Community Development 
Department) pertaining to  planning that requires approval by the 
City Planning Commission.  Additionally, the Agency liaison 
communicates with the Director of Community Development on 
matters that refer to zoning and rezoning. 

 
At the request of the Mayor of Logan, members of the Mayorôs 
Executive Committee (Directors) may be requested to lead or 
assist in matters of importance to the City that involve other public 
agencies such as the Cache County Council, Logan City School 
Board, and so forth. 

 
   Currently, the Agency liaison maintains a productive,   
   working relationship with representatives from the   
    
   Logan City School District, Logan High School, and   
   elementary school faculty in addition to the Logan City  
   School board. 



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

26 

 
Additional evidence of compliance includes the Cityôs ongoing 
relationship with State and federal legislators and agencies.  A 
listing of legislative and agency contacts is provided as an 
attachment to this memorandum. 

 
  Documentation Provided: 

¶ City of Logan Community Development Department 
Application Process for Project Review 

¶ City of Logan Community Development Department  
Application for Project Review 

¶ City of Logan Planning Commission Projects ï Department 
Comments 

¶ Utah Department of Transportation Interim Evaluation 
Project F-0089(148)0 PIN:6153 

¶ Utah Department of Transportation Consultant Project 
Evaluation Form 

¶ Utah Department of Natural Resources Order of the State 
Engineer 

¶ U.S. Army Corps of Engineers Joint Application Form 

¶ U.S Army Corps of Engineers July 30, 2008 Regulatory 
Division Correspondence 

¶ Deseretnews.com News Article: 31-acre Switch OKôd in 
Wilds 

¶ City of Logan and City of North Logan Interlocal Agreement  

¶ Logan City School District Partner identification Form and 
Cost Share Worksheet 

¶ A Report on Future Considerations for the Logan 
Community Recreation Center 

¶ Policy and Procedures for Invoices and Expenditures 
Between the Parks and Recreation Department and the 
Logan City School District 

¶ City of Logan Mayorôs Executive Committee 

¶ Legislative Assistants, Federal Projects Liaison, 
Constituent Liaison 

¶ State and Congressional Legislator Directory 
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2.0  PLANNING 
 

 2.1    Trends Analysis             
                    ( X ) Met     (   ) Not Met 
 

  There shall be a system in place to assess societal and local trends. 
 
  Suggested Evidence of Compliance: 
 
  Provide a copy of the trends analysis process. 
 
  Notations by Agency Regarding Compliance: 

 
  The purpose for analyzing trends in the City of Logan Parks and Recreation 
  Department is to keep informed of current local, regional, state, and national 
  societal trends. The following process is used regularly to maintain valid,  
  date-sensitive information.  

 
Process: (Process Flow Chart on File) 
Step 1: Staff Discussions, Talk to Citizens 
Step 2: Research other organizations, agencies, internet, board members, 
others 
Step 3: Review evaluations, conduct surveys, customer comments, check 
message logs 
Step 4: Develop recommendations, apply cost/benefits analysis, practicality 
Step 5: Present recommendations to Department staff 
Step 6: Upon approval, develop marketing plan and budget plan, and apply 
program components  

 Step 7: Launch the decision to address the trend 
  

 Validating Decisions 
Once a decision to launch a service to address needs and issues has been 
implemented, it will be evaluated to ensure that staffôs decision was the correct 
decision.  The process to validate staffôs decision is based on the following: 

1. Collection of good data in order to make appropriate decisions 
2. Use best management practices in the data collection process   
      (Steps 1-4) 
3. Test the decisions made to ensure it was the correct decision by 

reviewing the program evaluation, program evaluations summary, citizen 
survey, documented comments, cost / benefits analysis of the most 
recently completed program session or service. 

 
The City of Logan Parks and Recreation 2006 Parks, Recreation, Trails, and 
Open Space Master Plan Update includes a Population Analysis and a Demand 
Analysis.  The Population Analysis is used to determine a long-range direction 
based upon the characteristics of the citizens of Logan and its service area, 
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including age, gender, education, and ethnicity.  The Demand Analysis 
proposes what local residents want; and what they do not want currently as well 
as in the foreseeable future. 
 
Documentation Provided 

¶ Process Flow Chart 

¶ Program Pricing from Comparable Cities 

¶ Electronic Copy of  Parks and Recreation Business-(February 2009 page 
40) 

¶ Completed Evaluation, Survey, and Customer Comment Card 

¶ 2007 Evaluation Analysis-Spring Indoor Soccer 

¶ Demand Analysis and Population Analysis from the 2006 Parks, 
Recreation, Trails, and Open Space Master Plan Update 

¶ City of Logan 2006 Parks, Recreation, Trails, and Open Space Master 
Plan Update (Exhibit D1) 

 

?  2.2    Community Planning                           
                               ( X ) Met     (   )  Not Met 
 

 The park and recreation Agency shall be a part of total community planning. 
 

 Suggested Evidence of Compliance: 
 

 Provide documentation, such as letters, minutes, cooperative agreements. 
 

 Notations by Agency Regarding Compliance: 
 

 Community planning occurs diametrically in the City of Logan Parks and 
 Recreation Department, both internally-originated and externally.  

 

¶ Internal Origination ï planning originating from within the Parks and 
Recreation Department that require community planning include new and 
renovated parks, facilities, trails, and purchases of land for recreational 
purposes and preserved open space.  Reference Parks Monthly Report 
for June 2005; Parks Division Report ï March 2006.  Parks Monthly 
Report ï February 2007; Parks Division Monthly Report ï March 2008.  

 

¶ External Origination ï planning that result from needs demonstrated by 
the citizenry of Logan and taken under consideration by the Parks and 
Recreation Department. Reference City of Logan Parks, Recreation, 
Trails and Open Space Master Plan Update, 1998, adopted May 6, 1998; 
Herald Journal news article, ñLogan OKs Recreation Bondò, May 20, 
1999; City of Logan general obligation bond fact sheet, August 3, 1999; 
Herald Journal news article, ñLogan Bonds Get High Fiveò, August 4, 
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1999; City of Logan Parks, Recreation, Trails, and Open Space Master 
Plan, adopted June 6, 2006. 

 

¶ Community Planning ï the Parks and Recreation Department conducts 
public review of its planning process that involves evaluation, update, 
and publication of the City of Logan Parks, Recreation, Trails and Open 
Space Master Plan Update.   This planning document was updated 
during 2005-2006.  It will be updated again in 2010-2011.  The planning 
elements work in concert with the Cityôs General Plan.  

 
Coordinated Planning 
The City of Logan coordinates its community planning throughout the 
jurisdiction of Logan by way of Project Reviews.   

 
Projects proposed in Logan are prepared by proponents and processed by the 
Community Development Department to an active distribution list representing 
departments in the City of Logan and related community planning organizations 
and associated institutions.  See the distribution list on the Department Project 
Review and Comment form. 

 
Upon completion of the review and comment period, the proponentôs project 
which includes Parks and Recreation Department projects is prepared for public 
comment through the Cityôs Planning Commission, citizens of Logan appointed 
by the Mayor of Logan authorized to take action on the projects presented 
before them.   

 
At these regularly scheduled meetings, the general public is provided the 
opportunity to respond to a proponentôs project.  Minutes of these proceedings 
are recorded in accordance with state law.  

 
Other Evidence of Compliance: 
City of Logan General Plan ï The Logan Parks and Recreation Department 
actively participates in the Cityôs General Plan process which is the over-
arching planning document for the City of Logan.  Within the Cityôs General 
Plan are important components that address open space, public parks, trails, 
and recreation, essential elements to the quality of life for the citizens of Logan.  
The Cityôs General Plan and the 2006 Logan Parks, Recreation, Trails, and 
Open Space Master Plan Document can be found on the City of Logan 
Website:  
http://www.loganutah.org/Community%20Development/Docs%20Codes%20and%20Reports/index.cfm 
  

Other community planning activities that include the Logan Parks and 
Recreation Department include: 

 

¶ Cache Metro Planning Organization (CMPO) ï Bicycle/Pedestrian 
Advisory Committee 

http://www.loganutah.org/Community%20Development/Docs%20Codes%20and%20Reports/index.cfm
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¶ Cache Trails Committee 

¶ No Child Left Indoors Community Planning Committee 

¶ Logan Recreation Center Task Force 

¶ Cache Valley Tennis Association (CVTA) 

¶ Logan-Cache Airport Planning 

¶ Envision Cache Valley Growth Summit 

¶ Donation of Property 

¶ UDOT Information Advisory 

¶ Resolution Supporting the Purchase of Land 

¶ Municipal Code Section 2.40 
 

Documentation Provided: 

¶ Parks Reports 

¶ External Origination Documentation 

¶ 2006 Parks, Recreation, Trails and Open Space Master Plan Update 
(Exhibit D1) 

¶ Logan General Plan (Exhibit O1) 

¶ Department Project Review and Comment 

¶ Logan Municipal Code (Exhibit A) 

¶ Cache Metro Planning Organization 

¶ Cache County Trails Coordination Committee Meeting 

¶ No Child Left Inside  

¶ Logan Community Recreation Center Task Force ( Exhibit C12) 

¶ Cache Valley Tennis Association  

¶ Logan-Cache Airport Planning  

¶ Envision Cache Valley 

¶ Donation ï Transfer Agreement 

¶ Resolution No-0098:  A Resolution Supporting the Purchase of Land 

¶ (UDOT) Information Advisory 
 

       

  2.2.1   Personnel Part of Community Planning Team 
                                             ( X ) Met      (   ) Not Met 

 

Professional park and recreation personnel should be a part of the team 
for total community planning, such as city planning, school planning, and 
regional planning. 

 
 Suggested Evidence of Compliance: 

 
Identify instances and personnel who have been part of a community 
planning team. 
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 Notations by Agency Regarding Compliance: 
 

The City of Logan Parks and Recreation Department is an integral part of 
the Community Planning Team for the City of Logan.  Examples of staff 
involvement include: 

 
Logan Planning Commission ï Department Project Review and 
Comment:  The City of Logan Community Development Department 
schedules Pre-Development Meetings at 9:00am on the first and third 
Wednesdays of each month.  All conditions, uses, boundary changes, 
zone changes, etc. are reviewed.  City Departments submit their project 
comments to the Planner II in the Department of Community 
Development.  Russ Akina, Director of Parks and Recreation participates 
in the Department Project Review and Comment process.  Sample 
Project Review Documentation includes: 

¶ Old Anderson Building (Design Review) 

¶ Sierra Estates (Subdivision) 

¶ Scentinel Candle LLC. 

¶ Greenline Scooters (Conditional Use) 

¶ Second East Subdivision  

¶ Thompson Pointe (Design Review) 
 

Recreation Center Task Force ï The City of Logan Parks and Recreation 
Advisory Board and the Logan City School District joined forces in forming 
a task force to identify and discuss issues related to public access, 
cooperation, safety, and usage of the jointly owned and operated Logan 
Community Recreation Center.  Along with members of the Parks and 
Recreation Advisory Board, Logan High School Staff, and School District 
representatives, the following Parks and Recreation Department Staff 
participated with the Task Force in developing a recommendation: 

¶ Russ Akina, Director of Parks and Recreation 

¶ Mark Johnson, Recreation Manager 

¶ Shelley Compton, Recreation Supervisor 

¶ Launa Murdoch, Administrative Secretary 
 

Trail and Park Planning ï The Parks Division oversees nearly 356 acres of 
parkland and 11.5 miles of public trails.  The public skate park, two nature 
preserves, and a variety of parks are included in the park system.  As 
indicated on the Parks  Superintendent Job Description, the City of Logan 
Parks Superintendent, Ed Stephens, is responsible for reviewing 
operations for compliance with State and Federal regulatory agency 
requirements; coordinating joint projects with other state federal, and local 
agencies; participating in the master planning of parks, park areas, and 
trail development; and attending related various public and community 
meetings.  Current park and trail development projects include: 
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¶ Boulevard Project ** 

¶ Gateway Project 

¶ Bonneville Shoreline Trail 

¶ Northwest Park 

¶ Trail Construction in the Deer Crest Drainages* 

¶ Olsen Corner Park Construction * 

¶ Jones Park Construction* 

¶ 1800 South to 1000 West Trail Construction* 

¶ Boardwalk at Southwest Gateway Project* 

¶ Majestic Mountain Meadows Park Construction* 

¶ Kilowatt Park Trail / 400 South Trail Head / South Campus* 
 

           ** Currently being funded through RAPZ.  
           * Proposed RAPZ Application Projects for 2009 Consideration. 

 
Program Development ï Recreation Division Staff participate in program 
development and evaluation as stated in the Recreation Manager Job 
Description.  The Recreation Manager, Mark Johnson, oversees program 
coordination for department-sponsored events, programs, and services 
that benefit the community. 

 
Cache Valley No Child Left Inside ï Debbie Harvey, Program Information 
Representative, sits on the Cache Valley No Child Left Inside 
Committee.  The mission of this program is to re-connect children and 
families with nature in the areas in which they live, work, play, and learn, 
to ensure their personal health and fitness and the health of natural eco-
systems.   

 
Aging Advisory Council ï Debbie Harvey, Program Information 
Representative, is a member of the Aging Advisory Council.  The Aging 
Advisory Council consists of representatives from Box Elder County, 
BRAG Staff, Cache County Members, Rich County Members, and Senior 
Center Directors.  As a group, they work together to address the needs 
and concerns of the senior population.  The primary focus of the group 
this year is to be an advocate for Congregate Meals, Meals on Wheels, 
and Support Services.  The group meets every other month in the Bear 
River Association of Governments from 1:00 to 2:30pm.   

 
Documentation Provided: 

¶ Department Project Review and Comment Forms 

¶ Recreation Center Task Force Recommendation, Agendas, 
Minutes 

¶ Planning Personnel Job Descriptions 

¶ Planning Personnel Position Profiles 
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¶ Parks and Recreation Advisory Board Minutes Documenting 
Parks Planning 

¶ Proposed RAPZ Application Projects for 2009 Consideration 

¶ No Child Left Indoors Staff Involvement 

¶ Aging Advisory Council Staff Involvement 
 

 

2.2.2    Involvement in Community Planning Groups  
            ( X ) Met     (   ) Not Met 

 

The public park and recreation Agency should be regularly involved in 
and a part of community planning groups for recreation, such as a 
Recreation Council or Division for the city, and of community planning 
allied to recreation, such as Council of Social Agencies, social planners. 
 

Suggested Evidence of Compliance: 

Identify instances and personnel who have been part of a community 
planning group.   

Notations by Agency Regarding Compliance: 

The Logan Parks and Recreation Department is involved in a variety of 
community groups who address recreation planning.  The extent of 
participation varies from long term commitments to advisory positions to 
informal meetings. Examples of staff involvement include: 

 

Community Planning Group Agency Staff Involvement 

Alliance for Youth 
This is a collaborative effort by organizations that deal with 
youth programs in Cache County, Utah. They meet on a 
monthly basis to discuss existing programs and potential 
collaborations. The Alliance consists of Logan Parks and 
Recreation, Mt. Logan Middle School, Logan City Schools, 
Cache County School, Cache County 4-H, Utah State 
University, and Boys and Girls Clubs of Cache Valley 

Community Youth Coordinator, 
Recreation Division Manager 

Cache Trail Coalition 
The purpose of this coalition is to facilitate and promote trail 
development and also to provide technical assistance and 
resources to local trail committees. 

Director, Parks Division 
Superintendent 

Cache Valley 
Visitors Bureau 
A board comprised of community recreation and tourism 
representatives. Their mission is to enhance the economic 
vitality of Cache County through increased tourism. 

Program Information 
Representative 
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Community Development 
General Plan Update 
Title 10, Chapter 9 of the Utah Code stipulates that each 
municipality shall prepare and adopt a comprehensive, long 
range plan. The code states that this plan should address the 
present and future needs of the municipality as well as plan for 
effective growth and development of the land within the 
municipality. 

Agency Staff as Needed 

Dry Canyon Park Flood  
Mitigation Project 
Watershed improvement project involving Dry  
Canyon Park 

Director, Parks Division 
Superintendent 

Healthier You  
Legacy Award 
This awards program is a collaborative effort of the Utah 
Department of Health and community partners. The program 
recognizes the efforts of communities, schools, and worksites to 
increase opportunities for their constituents to participate in five 
health-enhancing areas: nutrition, physical activity, healthy 
behaviors, safety, and preventative services. 

Program Information 
Representative, Recreation 
Division Manager 

Logan City Project  
Review Committee 
Comments and review issues are requested from each City 
Department and affected entities to aid in forming the 
recommendations, conditions, and modifications for each 
project. 

Director, Parks Division 
Superintendent 

Logan Schools Foundation 
Logan Schools Foundation is committed to enhancing 
educational opportunities for all students of the Logan City 
School District by connecting resources with needs to help 
teachers teach and student learn. 

Agency Staff as Needed 

Neighborhood Improvement Division 
Neighborhood Council 
Neighborhood Improvement fosters neighborhood pride and 
helps residents solve matters affecting where they live and to 
ensure that limited resources of the City are directed to the 
highest priorities of the neighborhoods, by coordinating the 
various City departmentsô responses to neighborhood problems 
and requests for assistance. 

Agency Staff as Needed 

No Child Left Indoors 
The mission of this group is to re-connect children and their 
families with nature in areas where they live, play, learn, and 
work to ensure their health and fitness and the health of natural 
eco-systems. 

Program Information 
Representative, Recreation 
Division Manager  

School Community Councils Agency Staff as Needed 
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Documentation Provided 

¶ Healthier You Legacy Award 

¶ Neighborhood Council Bylaws 

¶ School Community Council Sheet 

¶ Pre-Annexation Meeting Memo 

¶ Agendas and Minutes ( Exhibits C7 and C10) 

¶ General Plan Update 

¶ http://www.loganutah.org/Community%20Development/Docs%20Codes%20and%20Reports/index.cfm 
 

 

  2.2.3  Community Planning Agencies   
                                  ( X ) Met     (   ) Not Met 
 

The public park and recreation Agency should have a working 
relationship with professional recreation state organizations, state 
legislative committees and state and federal agencies concerned with 
aspects of community planning and operations. 
 
Suggested Evidence of Compliance: 

 
Identify instances and personnel who have worked with state/federal 
agencies on community planning issues. 
 
Notations by Agency Regarding Compliance: 

 
The following instances and personnel have worked with state and 
federal agencies on community planning issues: 

 
I. State Comprehensive Outdoor Recreation Plan (SCORP) 2003 ï 

Russ Akina, Director of Parks and Recreation, participated in the 
public input, trails system planning, and the Land and Water 
Conservation Fund project reporting process for the Utah Department 
of Natural Resources Division of Parks and Recreation SCORP Plan. 

 
II. Utah Department of Transportation ï Logan 200 East Community 

Advisory Committee ï Russ Akina, Director of Parks and Recreation, 
participated on the comprehensive community planning committee to 
develop strategies for public open house forums regarding the 
transportation issues related to 200 East Street in Logan. 

 
III. National Trails Training Partnership ï Goals from Cache County ï

wide Trail and Parkway Master Plan ï Russ Akina, Director of Parks 
and Recreation in partnership with Tim Watkins, Cache County Trails 
Coordinator, furnished City trails planning to the Cache County 
comprehensive trails master planning group comprised of the Cache 
Trails Committee. 
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IV. U.S. Department  of Homeland Security/Utah Department of Public 

Safety ï City of Logan ï Emergency Operations Center Coordination 
Group ï Russ Akina, Director of Parks and Recreation; Ed Stephens, 
Parks Superintendent; Mark Johnson, Recreation Division Manager; 
Development of City Emergency Operations Plan and Table Top 
Training under the framework of the National Incident Management 
System. 

 
V. U.S Forest Service/Scenic Byways/Utah Department of 

Transportation/Stakes Nature Center (Non-Profit Organization) ï Site 
Planning for Second Dam Park and Relocation of Stokes Nature ï 
Russ Akina, Director of Parks and Recreation; Ed Stephens, Parks 
Superintendent; Others  

 
Documentation Provided: 

¶ State Comprehensive Outdoor Recreation Plan 2003 

¶ Logan 200 East Community Advisory Committee Binder 

¶ National Trails Training Partnership / Goals from Cache 
County-wide Trail and Parkway Master Plan 

¶ Cache County-wide Trail and Parkway Master Plan (DRAFT) 

¶ Emergency Operations Center Coordination Group 
Agendas/Information 

¶ Second Dam Follow-Up Meeting Agenda 

¶ Land Use Training Session Notice 

¶ Logan Emergency Operations Plan (Exhibit N-2) 
 
 
 2.3    Strategic Planning                  
                    ( X ) Met       (   ) Not Met 

   

  An Agency should have a strategic plan approved by the board, stating how the 
 Agency will achieve its mission and its goals and objectives. 
 
 Suggested Evidence of Compliance: 
 
 Provide a copy of the Agencyôs strategic plan and date of approval by board; 
 indicate progress being made in implementing plan. 
 
 Notations by Agency Regarding Compliance: 

 

 The Logan Parks and Recreation Department has established a strategic 
 approach or plan to achieving goals established in 2009 by the Mayor, goals 
 developed by citizens from the 2006 Parks, Recreation, Trails, and Open Space 
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 Master Plan Update, the Parks and Recreation Capital Improvement Plan, 
 citizen advisory boards, and from Department staff. 

 
Utilizing the Cityôs Mission Statement, the Department Vision Statement, and 
core values, the Parks and Recreation Department Strategic Plan incorporates 
objectives and tactics as a means to measure the Departmentôs progress.   

 
Short-Term and Long-Term Goals 
To manage its progression, the 2009 Strategic Plan is arranged into short-term 
and long-term goals.  Short-term goals span a time line of three to four years 
from 2009 to 2012.  Long-term goals are projected over a seven-year period 
from 2013 to 2020. 

 
The 2009 Strategic Plan is a managerial tool that helps the Parks and 
Recreation Department to target specific mile markers or goals on the road 
ahead while providing a broad periphery to see the big picture.  This approach 
provides flexibility to Department staff to adjust accordingly should goals 
change over time. 

 
Projected Annual Maintenance Costs 
Associated with the short-term and long-term goals in the Strategic Plan are 
annual maintenance costs.  Included are costs that involve the development of 
physical facilities or physical assets.   

 
Objectives, Tactics, and Funding Strategies 
Each goal is comprised of objectives, tactics, and funding strategies (where 
applicable).  In some instances, the tactics for accomplishing goals are time-
based.  For example, goals that are projected to cover periods of time longer 
than twelve months will be reviewed annually by Department staff and re-
adjusted as needed.  The Department will report the progress of goals in the 
Parks and Recreation Department Annual Report.  The ability to adjust over 
time helps the Department to accommodate changes as needed while 
preserving its intended strategic direction. 

 
Looking Ahead 

 As the 2009 Strategic Plan moves forward, the Parks and Recreation 
 Department will need to begin planning to determine how to fund the 
 2010-11 Parks, Recreation, Trails, and Open Space Master Plan which is  the 
 departmentôs comprehensive master plan.  This is the department planning 
 document that will supersede the current 2006 Parks, Recreation, Trails, and 
 Open Space Master Plan Update. 

 
Documentation Provided: 

¶ City of Logan Parks and Recreation Department 2009 Strategic Plan 
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?  2.4   Comprehensive Planning                 
                              ( X ) Met     (   ) Not Met 

 
There shall be a comprehensive park and recreation system plan, which is 
basically an inventory of existing conditions and recommendations for future 
programs and services, acquisition and development of areas and facilities, and 
administration.  The plan shall be officially adopted by the appropriate 
governing body, updated regularly, and be linked with a capital improvement 
budget and a phased development. 

 
Suggested Evidence of Compliance: 
 
Provide a copy of the current Plan, with date of official approval; describe 
linkage to the Agencyôs capital improvement budget and a phased 
development. 

 
Notations by Agency Regarding Compliance: 

 
The City of Logan 2006 Parks, Recreation, Trails and Open Space Master Plan 
Update, is the comprehensive parks and recreation plan which encompasses 
the Agencyôs goals and objectives, projected capital improvements, supply and 
demand.   

 
The current City of Logan 2006 Parks, Recreation, Trails and Open Space 
Master Plan Update was presented to the City Council on June 10, 2006, at 
which time it was officially adopted. 

 
Included in the plan is a section devoted to costs and funding: Capital 
Improvements Costs (page 53); Estimated Capital and Operations Costs for 
Short-term Needs - 5 years (page 54); and Operations Cost of Select Programs 
(page56).  

 
The Action Plan and Timeline lists phased development plans for Projects, 
Programs, Policies and Funding that the Department will be working toward in 
the short term - 2 years (page 60), medium term - 5 year (page 62), and long 
term -25 years (page 63). It is important that the City continues to make 
progress in each of these time frames in order to keep up with demand and 
changing interests.  

 
The City of Logan 2006 Parks, Recreation, Trails and Open Space Master Plan 
Update is also integrated into the Cityôs General Plan in the following sections: 

¶ Section 5 ï Growth vs. Land Availability 

¶ Section 6 ï Resource Sustainability 

¶ Section 7 ï Economic Sustainability 

¶ Section 8 ï Community Design 
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¶ Section 10 ï Neighborhood Districts 

¶ Section 11 ï Recreation 

¶ Section 12 - Transportation 
 

 The Comprehensive Planning Labor Analysis ï Amendment to The City of 
 Logan 2006 Parks, Recreation, Trails, and Open Space Master Plan 
 Update anticipated Personnel Levels 2008-2013, addresses specifically the 
 departmentôs anticipated personnel growth over the next four years. By 
 looking at the labor demand, the Department can determine labor levels for 
 the future and consider how much of the labor can be done by: 

¶ The private sector 

¶ Contracted out 

¶ Volunteers 
After evaluating this information, the Department can then determine how much 
of the remainder of work can be done by staff and plan accordingly.  

 
Documentation Provided: 

¶ The City of Logan 2006 Parks, Recreation, Trails, and Open Space 
Master Plan Update (Exhibit D1) and Resolution of Adoption  

¶ City General Plan (Exhibit O1) and Resolution of Adoption  

¶ Comprehensive Planning Labor Analysis ï Amendment to the City of 
Logan 2006 Parks, Recreation, Trails, and Open Space Master Plan 
Update, Anticipated Personnel Levels 2008-2013  

 
 

2.4.1  Recreation Programming Plan     
                       ( X ) Met     (   ) Not Met 
 

A long-range recreation program plan (3 to 5 years or more) should be 
developed and periodically reviewed, as well as a current year plan, 
which includes implementation procedures and priority listings of 
recreation programs. 

 
Suggested Evidence of Compliance: 
 
A copy of long-range and current-year recreation program plans. 
 
Notations by Agency Regarding Compliance: 
 
The City of Logan Parks and Recreation Department Recreation 
Programming Plan is comprised of thirteen components.  The 
compilation of components comes from various resources and forms of 
documentation, some developed within the Parks and Recreation 
Department for the Recreation Programming Plan.  The plan begins with 
a Community Database which contains information about Logan, citizen 
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needs, an environmental scan illustrating demographic data, social 
issues, physical resources and resource impact, economic data, 
technologic advances to the Department, environmental quality, and the 
political atmosphere. 

 
The Recreation Programming Plan also contains an assessment of the 
community as to the citizenôs relationship to services.  Logan Parks and 
Recreation offers services that can be categorized as entrepreneurial 
(recreation as a commodity/fee-for-service), human services (recreation 
as a means to address societal concerns), and as a leisure experience 
(where recreation is an activity for self-enrichment or enjoyment).  In 
addition to the community assessment, the plan also addresses 
programs/services performance evaluation basics: levels, publics, 
timelines, utilization, criteria, and dimensions. 
 
The Recreation Programming Plan contains goals and objectives for the 
Parks and Recreation Department and specifically for the Recreation 
Division.  Goals and objectives are grounded in the Cityôs mission: To 
sustain and enhance the quality of life for the citizens of Logan. 
 
There is a critical issues segment of the plan that addresses the 
sustainability of services desired by the citizenry of Logan and the plan 
identifies what the current critical issues are for the Department. 
 
The Recreation Programming Plan identifies basic premises the Parks 
and Recreation Department operates by as part of its justification for 
existence as a taxpayer funded agency.  These premises are 
foundational and reflect the Departmentôs purpose as indicated in the 
municipal code.  Likewise, the plan addresses the Departmentôs 
adherence to generally accepted practices and national standards 
wherever applicable. 

 
The plan also identifies the operational database of the Department.  
This includes an inventory of physical assets, human resources, program 
opportunities, statistical information on costs, attendance, demographic 
breakdown, and user satisfaction survey data used to assist Department 
staff in the ever-important process of decision making of public services 
for constituents.  Likewise, the plan addresses program service 
segmentation by analyzing collected data and separated by age, gender, 
activity type, facility type, and by geographic region.  Program 
segmentation assists Department staff and elected officials in identifying 
important trends that will help in managing limited resources for its best 
use. 
 
Contained within this plan, too, are program projections that are 
assessments by Department staff in preparing and positioning for the 
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future.  The program projections help staff in preparing on-going capital 
improvement plans and future budget trends.  Coupled with the program 
projections are the resources needed for implementation.  The 
Recreation Programming Plan addresses current resources for services 
in operation now as well as projected resources needed for future 
service implementation.  The planning horizon for these projections is 5 
years. 
 
The Recreation Programming Plan also addresses the current use of 
cooperative partner-shipping where services that benefit the citizens of 
Logan are delivered by others.  The plan identifies where these valued 
relationships currently exist with the Parks and Recreation Department 
as well as where the Department would like to focus its energy and 
attention in regards to future relationships based on up and coming 
trends. 

 
The Recreation Programming Plan then establishes procedures for 
Department staff to follow for setting priorities for recreation 
programming.  Programming budgets are set based on these priorities.  
Timelines become critical to the implementation of these services that 
have been prioritized due to marketing functions and other related 
information disseminating activities that need to occur in a timely 
manner.  The timelines for recreation programming assist Department 
staff with delivery of services as expected by the citizens of Logan. 
 
Finally, the Recreation Programming Plan is linked to the Departmentôs 
annual plan review schedule.  Since the plan comprises dated material, 
goals, objectives, trends, and projections that may change over time, the 
Recreation Programming Plan is reviewed every twelve months by 
Department staff and updated and revised as needed.  Once the final 
plan has been revised, it is published for public access. 
 
Documentation Provided: 

¶ Recreation Programming Plan 
 
 
2.4.1.1   Community Study    
              ( X ) Met      (   ) Not Met 
 
A comprehensive community study based on population shifts and 
changing social and economic conditions should be made at least 
every five years with interim up-dating. 
 
Suggested Evidence of Compliance:  
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Provide a copy of the latest community study and an indication of 
its use in Park and Recreation Agency planning.   

 
Notations by Agency Regarding Compliance:   

 
The City of Logan 2006 Parks, Recreation, Trails, and 
Open Space Master Plan Update, which is the 
Departmentôs Comprehensive Plan, contains a community 
study comprised of: 

 

¶ Population Trends 

¶ Changes in Social and Economic Conditions  

¶ Social and service statistics 
 

The study was based on population analysis; the 
demographics of Logan in 2004; analysis of population by 
age, ethnicity, school population and income levels.   
 
The study is updated every 5 years by the Parks and 
Recreation Department and presented to the Mayorôs 
Parks and Recreation Advisory Board for consent before it 
is presented to the Mayor and City Council for approval by 
the resolution.  In an effort to reduce costs, the Parks and 
Recreation Department updates the Community Study 
annually and it is included in the 2006 Parks, Recreation, 
Trails, and Open Space Master Plan Update) 

 
Documentation Provided: 

¶ Population Trends (Table 3 on Page 5 of Exhibit D1 
The City of Logan 2006 Parks, Recreation, Trails, 
and Open Space Master Plan Update ) 

¶ Changes in Social and Economic Conditions (Pages 
4 and 5 of Exhibit D1- The City of Logan 2006 
Parks, Recreation, Trails, and Open Space Master 
Plan Update) 

¶ Analysis of Population by Age, Ethnicity, School 
Population, and Income Levels  

 
 

2.4.1.2    Community Inventory    
               ( X ) Met      (   ) Not Met 

 
There should be an inventory of program elements and services 
and physical resources in the community to determine overlapping 
areas, areas of insufficient activity, areas of omission or 
inadequacy, and potential safety hazards. 
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Suggested Evidence of Compliance: 

 
Provide a copy of the analysis of the inventory of programs and 
services and the physical resources of the community.   

 
Notations by Agency Regarding Compliance:   
  
The City of Logan 2006 Parks, Recreation, Trails, and Open 
Space Master Plan Update (Exhibit D1), which is the 
Departmentôs Comprehensive Plan, has a complete inventory of 
elements and services. The Master Plan Update was presented to 
the Logan Municipal Council on May 18, 2006, at which time it 
was officially adopted by resolution.   
 
The Master Plan is used as an effective physical resource to 
determine overlapping areas, areas of insufficient activity, areas of 
omission or inadequacy, and potential safety hazards.   

 
A Supply Analysis is included in the Master Plan on page 20 of 
Exhibit D1.  An updated Supply Analysis was compiled by the 
Parks and Recreation Division Managers on March 5, 2008.   
 
Caroline Shugart, USU Wellness Coordinator, has compiled a 
Wellness Options Matrix which provides information on Wellness 
Options that are available throughout the community.  The matrix 
is published in the 2009 Spring and Summer Leisure Guide. 

 
Documentation Provided: 

¶ Resolution to accept the City of Logan 2006 Recreation, 
Trails, and Open Space Master Plan Update 

¶ Agenda listing ñLabor Analysisò as a point of discussion in 
Staff Meeting 

¶ Inventory of Elements and Services (Exhibit D1 Pages 
10,12,16, 17, and 20) 

¶ Overlapping areas, areas of Insufficient Activity (Exhibit D1 
Pages 15, 17, 21) 

¶ Supply Analysis (Exhibit D1 ï Page 20) 

¶ Wellness Options Matrix 

¶ 2009 Spring and Summer Leisure Guide, Page 14 
 
 

 

 2.4.1.3    Needs Index       
                          ( X ) Met     (   ) Not Met 
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A ñneeds indexò for determining priorities for development of 
services within the community should be established within the 
comprehensive plan. 

 

Suggested Evidence of Compliance: 

Provide a copy of the ñneeds indexò within the comprehensive 
plan.   

Notations by Agency Regarding Compliance: 

The Logan Parks and Recreation Department retained the 
services Architectural Nexus to update our comprehensive plan 
which is referred to as the Logan 2006 Parks, Recreation, Trails 
and Open Space Master Plan Update.  

Contained within the Master Plan are the Supply Analysis and 
Demand Analysis that comprise the agencyôs Needs Index.  

The Departmentôs Needs Index is also supplemented with routine 
program evaluation data to assist the Department with current 
needs. 

 Documentation Provided: 

¶ Section 4 Supply Analysis from the City of Logan 2006 
Parks, Recreation, Trails, and Open Space Master Plan 
Update 

¶ Section 5 Demand Analysis from City of Logan 2006 Parks,  
Recreation, Trails, and Open Space Master Plan Update 

¶ University of Utah Recreation Needs Index Survey 

 

2.4.1.4 Types of Programs   
                ( X ) Met      (   ) Not Met 
 

The total community plan should encompass cooperative 
programming among the public, commercial, and nonprofit 
entities. 
 
Suggested Evidence of Compliance: 
 
Provide description of cooperative programming with examples of 
Memoranda of Understanding (MOU), Memoranda of Agreement 
(MOA), partnering, or outsourcing. 
 
Notations by Agency Regarding Compliance: 
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The Parks and Recreation Department works closely with outside 
agencies and organizations to develop and coordinate leisure and 
recreation opportunities for the community.  Examples include the 
following: 

 
Logan School District:  The City of Logan Parks and Recreation 
Department partners with Logan School District to provide 
numerous opportunities for the community.  The Logan 
Community Recreation Center is a joint agreement project 
between City of Logan and Logan School District. The objective of 
the agreement is to enhance the educational and recreational 
opportunities for the citizens of Logan.  The After School Program 
depends on access to the Logan School District Elementary 
Schools to conduct the program.  

 
Utah State University Basketball Team:  The City of Logan Parks 
and Recreation Department partners with the Utah State 
University Basketball to provide a youth camp that focuses on 
basketball fundamentals. 

 
Logan High School Football Team:  The City of Logan Parks and 
Recreation Department partners with the Logan High School 
Football team to provide youth football camp for the community. 

 
Aquafina Major League Baseball:  The City of Logan Parks and 
Recreation Department partners with Aquafina Major League 
Baseball to provide a baseball skills competition that targets boys 
and girls, ages 7 to 14.  The competition focuses on pitching, 
hitting, and running skills.  

 
Willow Park Zoo Programs:  The Willow Park Zoo offers outreach 
presentations to local elementary schools. 
 
Welcome to Fishing:  The Logan Parks and Recreation 
Department and the Division of Wildlife Resources sponsor a 
community fishing program. 
 
Junior Jazz:  The Parks and Recreation Department offers a 
Junior Jazz Youth Basketball Program to teach kids the basic 
fundamentals, positions, skills, and sportsmanship. 

 
Documentation Provided: 
¶ Logan Community Recreation Center Joint Use and  
     Operations Agreement 
¶ Memorandum of Understanding/Partnership Agreement  
      Logan City School District and Logan Parks and Recreation      
      Department 
¶ Utah State University Basketball Camp Flyer 
¶ Logan Grizzly Youth Football Camp 



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

46 

¶ Aquafina Major League Baseball Host Agreement  
      E-Mail 
¶ Aquafina Major League Baseball Hit, Pitch, and Run  
      Competition Flyer 
¶ Willow Park Zoo Programs Information 
¶ Fishing Program Flyer 
¶ Junior Jazz  Flyer 

 
 

 2.4.2 Resource Management and Land Use Planning     
 
 2.4.2.1   Feasibility Studies     
                         ( X ) Met     (   ) Not Met 
 

Where deemed advisable or required by law, there should be 
special or feasibility studies prior to construction to determine the 
appropriateness of certain special facilities (community centers, 
fitness centers, golf courses, swimming pools, zoological parks, 
etc.). 
 

 Suggested Evidence of Compliance: 
 

 Provide copies of studies.  
 
 Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department has 
contracted with private agencies to conduct studies prior to 
construction on several projects.  Although not required by law, 
the Department will use feasibility studies where deemed 
appropriate for the project at hand.  Some studies, such as the 
Gateway Project Environmental Assessment and Deer Pen 
Environmental Site Assessment are to be used as feasibility 
studies since they provide the same supportive data. 

 
  Feasibility Studies: 

 
                                 Willow Park Feasibility Study 

¶ Willow Park Feasibility Study documents the potential uses 
of the nine acre parcel located west of the County 
Fairgrounds.  The use of this facility relates to the 
community needs and desires.  The study analyzes how 
the property can be utilized in association with the entire 
Willow Park Complex with its diverse elements and uses. 

 
              



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

47 

 Logan Municipool Feasibility Study 

¶ Logan Municipool Feasibility Study was requested by the 
City of Logan Parks and Recreation Department.  The 
purpose of this study was to determine the condition and 
viability of this facility, an indoor public pool located in 
Logan.  With the need of major changes to the existing 
aquatic facility, this study also determines future 
recommendation options.  The Municipool Feasibility Task 
Force reported this study to the City Administration and the 
Logan Municipal Council. 

 
    Golf Course Financial Feasibility Study 

¶ Golf Course Financial Feasibility Study was requested by 
the City of Logan to study the Cityôs proposed golf course.  
This assessment included:  projected future demand for 
golf in the Logan market area, potential sources of golf 
course revenue, operating costs, and potential debt service 
requirements.  

 

¶ Planning for Closure of the Logan City/Cache County 
Landfill and Surrounding Landscape 
was prepared for the City of Logan Environmental Health 
Department.  Research was conducted to identify the 
significant issues related to planning for the end-use of the 
current Logan Landfill after it reaches capacity in 18-20 
years along with the associated lagoons and wetlands.  
Besides proposing a landfill closure plan it also suggests 
selected potential alternative end-uses.  

 
             Minor League Baseball 

¶ Reports were done to introduce and propose the 
development of minor league baseball stadiums in 
numerous areas.  Reports are shown for Lancaster 
Stadium, Ogden Stadium, and Rancho Cucamonga in 
California.  A Logan survey was handed out from the City 
of Logan Parks and Recreation Department to collect 
responses regarding the possibility of having a minor 
league professional baseball team in Logan.  

 
   Gateway Project Environmental Assessment 

¶ In 2007 Bio-West Inc. arranged for Sagebrush Consultants, 
L.L.C. to conduct a Class III Cultural Resources Survey for 
the proposed South Logan Gateway Project in Cache 
County, Utah.  
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     Deer Pen Environmental Site Assessment 

¶ Bio-West Inc. was contracted by the City of Logan Parks 
and Recreation Department to prepare a Phase I 
Environmental Site Assessment for the Deer Pen Property 
located in Cache County, Utah.  This assessment included 
seismicity and location of the East Cache Fault Zone, as 
well as soil types, and characteristics and limitations of 
soils associated with the subject property. 

 
Documentation Provided: 

¶ Feasibility Studies (Exhibit E-1) 

¶ Minor League Baseball, Prospects for Stadium Operation 
(Exhibit E-2) 

 

 

   2.4.2.2    Master Site Plan    
                       ( X ) Met     (   ) Not Met 

 
There should be a master site plan for areas and facilities.  As 
with the comprehensive plan, it should be officially adopted by the 
appropriate governing body. 
 
Suggested Evidence of Compliance: 

 
Provide copies of the various master and site plans with some 
indication that supporting operational staff have been involved in 
the planning process and that the plans have been officially 
adopted. 

 
Notations by Agency Regarding Compliance: 

 
The officially adopted master site plans originate from the City of 
Logan 2006 Parks, Recreation, Trails, and Open Space Master 
Plan Update which is the Parks and Recreation Department 
comprehensive plan.  The following projects involve the Parks 
Superintendent and the Parks Division Supervisor for the Logan 
Parks and Recreation Department. 
 
The Parks and Recreation Department maintains a binder (Exhibit 
D4); which includes aerial maps, plat maps, and title deeds for 
parks. 
 
Future park development is included in the Capital Improvement 
Plan; which is reviewed annually according to the Department 
Plan Review Schedule. 
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Annual operating costs projections are determined and based on 
the average costs per acre, total expenditures, assets inventory, 
operating costs, operating expense to value, parks equipment, 
cost of mowing, and the expenditure budget. (Exhibit L3) 

 
Deer Crest Sidewalk and Landscape 
Design and construction plans for sidewalk, landscape strip 
development, irrigation, tree plantings, trail development in five 
natural drainages located on the northeast bench of Logan.  
Drainage trails planned to connect nearby Lundstrom Park to the 
Bonneville Shoreline Trail above the Deer Crest subdivision.  
Plans, officially adopted documents, and annual operating cost 
projections attached.  

 
Northwest Park 
Design and construction plans for a 9.5-acre youth baseball 
complex and a 7-acre public park located in the northwest area of 
Logan.  Plans, officially adopted documents, and annual operating 
cost projections attached. 
 
Boulevard Trail 
Design and construction plans for approximately 2,600 linear feet 
of public trail and park way development on the Boulevard 
between 200 East and 600 East in Logan.  

 
Southwest Park (Gateway) 
Design and construction plans to develop a 7.25-acre park as the 
main gateway to the City.  The site plan includes locations for 
visual enhancements (welcome monument location), developed 
and restored wetlands, a boardwalk with walkway connections to 
nearby subdivisions, and landscaping.  Plans, officially adopted 
documents, and annual operating cost projections attached. 
 
Documentation Provided: 

¶ City of Logan 2006 Parks, Recreation, Trails, and Open 
Space Master Plan Update (Exhibit D1) 

¶ Master Site Plans (Exhibit M2): 
Á Deer Crest (Deer Pen) 
Á Northwest Park 
Á Boulevard Trail 
Á Southwest Park (Gateway) 

¶ Annual Operating Cost Projection 

¶ Parks:  Aerial Maps, Plat Maps, Title Deeds (Exhibit D4) 

¶ Operational Costs for Parks and Facilities (Exhibit L3) 

¶ 2007-2013 Capital Improvement Plan 

¶ Parks and Recreation Department Plan Review Schedule 
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2.4.2.3   Resource Management Plan  
   ( X ) Met     (   ) Not Met 

 

A resource management plan should accompany the master land 
use plan of a resource-based park. 

 
Suggested Evidence of Compliance: 

 
Provide copies of both plans with evidence that supporting 
operational staff has been involved in the planning process and 
that the plans have been officially adopted. 

 

Notations by Agency Regarding Compliance: 
 

The City of Logan Parks and Recreation Department Resource 
Management Plan is comprised of the following components that 
have been officially adopted separately: 

 
1. Supply Analysis of the Parks and Recreation Department (City 

of Logan 2006 Parks, Recreation, Trails, and Open Space 
Master Plan Update ï adopted May 6, 2006): This analysis 
contains the Cityôs public recreation and park inventory; 
service areas; trails inventory; like services provided by others; 
comparison of supply to national standards; supply 
comparison to population; supply shortage and surplus 
analysis. 

 
2. Logan Parks and Recreation Natural Resource Management 

Plan: The Parks and Recreation Department Natural Resource 
Management Plan addresses the Departmentôs approach to 
development and maintenance of its natural resources with 
special attention to protection and preservation of sensitive 
land and water areas. 

 
3. City of Logan General Plan ï adopted December 9, 2007: The 
General Plan is the Cityôs foundational planning document and 
the City of Logan 2006 Parks, Recreation, Trails, and Open 
Space Master Plan Update is an appendage of the General 
Plan.  Contained within the General Plan is a Future Land Use 
Plan to help City leaders and citizens plan for long-term 
community growth. 

 
4. City of Logan Land Development Code - August 2, 2005: The 

Land Development Code contains regulatory requirements 
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pertaining to zoning and development and ensures that code 
standards apply to all improvements and development. 

 
5. City of Logan Land Development Code Map (2005): Map 

illustrates all zoning designations for land in the City of Logan. 
 

6. City of Logan 2006 Parks, Recreation, Trails, and Open Space 
Master Plan ï adopted May 6, 2006: This document serves as 
the Parks and Recreation Department Comprehensive Master 
Plan that encompasses the public resources pertaining to that 
which is managed and maintained by the City of Logan.  The 
master plan components include goals, objectives, population 
analysis, supply analysis, demand analysis, goals and 
recommendations, costs and funding, action planning, and 
associated documentation. 

 
7. City of Logan Parks and Recreation Department City Park 

Inventory: The inventory contains all of the Cityôs parks, trails, 
and open space properties and assets in the City of Logan. 

 
8. City of Logan Parks and Recreation Resource Management 

Planning Group: This is an organizational chart depicting 
participation by the Division Managers in the Parks and 
Recreation Department and the connection of resource 
management to the Cityôs Executive Committee and the Mayor 
of Logan.  In addition to participation by Division Managers, 
division personnel also assist managers in the resource 
management planning process. 

 
9. Division Operations Maintenance Plans: The Parks and 

Recreation Department has published operations plans for 
each division in the Department, namely the Cemetery 
Division, Golf Division, Parks Division, Recreation Division, 
and Zoo Division.  These operational maintenance plans were 
developed by Division staff and are the key to maintaining and 
protecting the viability of the City resources and assets 
assigned to the Parks and Recreation Department for the 
benefit of the citizens of Logan. 

  
Documentation Provided: 

¶ Natural Resource Management Plan (Exhibit S1) 

¶ Logan Parks, Recreation, Trails and Open Space Master 
Plan ( Exhibit D1) 

¶ Logan General Plan (Exhibit O1) 

¶ Land Use Plan, Logan General Plan (Exhibit O1) 

¶ City of Logan Land Development Code (Exhibit M1) 
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¶ City Park Inventory (Exhibit S4) 

¶ City of Logan Resource Management Group 

¶ A Resolution to Accept the City of Logan 2006 Parks, 
Recreation, Trails, and Open Space Master Plan Update 

¶ An Ordinance Adopting the General Plan 
 

 
2.4.2.4   Competent Planning Personnel 

    ( X ) Met      (   ) Not Met 
 
The foregoing resource management and land use plans and 
studies should be prepared by a park planner, landscape 
architect, or other design professional, depending upon the nature 
of the project. 

 
Suggested Evidence of Compliance: 

 
Provide documentation of competency of planning personnel, staff 
or contractor. 

 
Notations by Agency Regarding Compliance: 

 
The Logan Parks and Recreation Department utilizes planning 
resources (personnel) from within the City organization as well as 
contract landscape architects, and other design professionals as 
needed. 

 
The Parks and Recreation Department will coordinate with the 
Cityôs Community Development Director on certain planning 
projects.  Coordination typically involves the description of the 
project and determination of planning needs.  An example of this 
is the Second Dam project involving various stakeholders 
including the Community Development Department.   
 
Documentation Provided: 

¶ City of Logan Community Development Webpage Contact 
Information 

¶ Director of Community Development Resume 

¶ Community Development Planner II Resume 

¶ Community Development Director Job Description 

¶ Community Development Planner II Job Description 

¶ Lythgoe and Steinbach ï West Property Feasibility Study 

¶ Landmark Design, Inc. ï City of Logan 2006 Parks, 
Recreation, Trails, and Open Space Master Plan Update 

¶ VCBO Architecture ï Logan Municipool Feasibility Study 
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¶ Design West Architects ï Boulevard Landscape Design 
Plan 

¶ BIO-WEST, Inc. ï Conceptual Landscape Plan Proposal 
for Deer Pen Property 
 
 

2.4.2.5    Citizen Involvement   
     ( X ) Met    (   ) Not Met 

 
Planning should include total citizen involvement in the planning 
process to best meet their needs and gain their support. 

 
   Suggested Evidence of Compliance: 

 
Describe how the interest groups representing the cultural 
diversity of the community were involved. 

 
Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department routinely 
monitors itself to ensure appropriate attention is given to citizen 
involvement when planning for its citizens.  This monitoring helps 
the Department recognize trends related to the cultural make up 
of Logan and the planning efforts performed. 

 
 Logan Demographics 

  The Parks and Recreation Department uses available  
  demographic data to help identify its cultural diversity   
  and plan for the delivery of services.  Supporting data   
  also comes from the Logan City School District.   

 
  Logan Parks and Recreation Fee Reduction/ Fee   
  Waiver Program 
  The Parks and Recreation Department also    
  offers a Fee Reduction/ Fee Waiver Program to assist  
  eligible participants.  The qualification criteria for the   
  program is based on the Logan City School District   
  Free and Reduced Lunch Program eligibility.      
 
  City of Logan 2006 Parks, Recreation, Trails and Open  
  Space  Master Plan Update 
  As part of the most recent comprehensive plan, the   
  Parks and Recreation Department included surveys   
  and citizen input meetings for the Hispanic/Latino   
  residents.  These meetings included Spanish    
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  translators and printed material written in    
  Spanish.   
 
  Logan Parks and Recreation Advisory Board 
  The Parks and Recreation Advisory Board is a Mayor   
  appointed, citizen, volunteer Board that advises Department  
  staff on matters pertaining to the citizens of Logan, including  
  cultural needs.  The Board meetings are public meetings.   
  The provided agendas under this heading address various  
  needs and concerns.  Agendas are published in the Herald  
  Journal to inform the public about the meeting. (Exhibit  
  C1) 
 
  Willow Park Zoo Board 
  The Willow Park Zoo Board meets on a monthly basis to  
  plan Zoo events, fundraisers, and other issues pertinent to  
  the Zoo.  (Exhibit C3) 
 
  Logan River Golf Advisory Board 
  The Logan River Golf Advisory Board is a Mayor appointed,  
  citizen volunteer Board that advises the Department on  
  matters pertaining to the Logan River Golf Course.  The  
  Board meetings are public meetings.  Agendas are   
  published in the Herald Journal to inform the public about the 
  meeting. (Exhibit C2) 
 
  Field Use Agreement for the Hispanic Soccer League 
  The Parks and Recreation Department annually plans  
  for and executes use agreements with the Hispanic   
  Soccer League to permit organized leagues to    
  use selected City parks for the Hispanic adult soccer   
  program.  The field use agreement is a result of the   
  planning needs of the Hispanic residents of Logan.     
 

Direct Correspondence 
  From time to time, the Parks and Recreation    
  Department will also receive inquiries from the    
  community regarding perceived needs regarding   
  parks and recreation.  Such correspondences may be  
  referred to in the planning process when addressing   
  needs and is  considered part of the citizen    
  involvement process.  (Letter addressed to   
  Manuel Carias, dated March 19, 2007 on file) 

 
Documentation Provided: 

¶ Spanish Survey from Master Plan Update Process 
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¶ Hispanic Meeting Minutes from Master Plan Update 
Process 

¶ Public Input Summary 

¶ Neighborhood Focus Group Reports 

¶ Survey Report 

¶ Parks and Recreation Advisory Board Agendas / Minutes 

¶ Hispanic Soccer League Field Use Agreement 

¶ Direct Correspondence Letter 

¶ Cache County Demographic and Economic Profile 

¶ News Paper Article Reporting Racial Breakdown in Local 
Schools 

¶ Fee Reduction/Fee Waiver Application 

¶ Willow Park Zoo Board Binder (Exhibit C3) 

¶ Logan River Golf Advisory Board Binder (Exhibit C2) 

¶ Parks and Recreation Advisory Board Binder (Exhibit C1) 
 

 
2.4.2.6    Phased Development  

       ( X ) Met     (   ) Not Met 
 

The overall physical plan should have phased development 
(prioritization), with a capital improvement budget for each phase.  
The plan should provide for flexibility due to changing conditions. 

 
Suggested Evidence of Compliance: 

 
Provide a copy of phases of physical plan with a capital 
improvement budget for each phase. 
 
Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department is currently 
managing two phased projects.   

 
I.  The Deer Crest Sidewalk and Landscape Project Final Draft 
Technical Specifications state that ñThe Work shall be conducted 
in two (2) phases in the following order, with each phase 
substantially complete before beginning the next phase: 

 
1. Phase One (1) or Base Bid 1:  Irrigation system and plant 

material for park strip along 1500 North and Aspen Drive, 2 
ravine trails, ravine plantings, and seeding of disturbance 
as shown on plans.  Work of this phase shall be 
substantially complete within 60 calendar days after Notice 
to Proceed. 
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2. Phase Two (2) or Bid Alternate 2:  Remaining irrigation 

system and plant  material for park strip along Aspen Drive, 
1 ravine trail, ravine plantings, and seeding of disturbance 
as shown on plans.  Work of this phase shall be 
substantially complete within 60 days after Notice to 
Proceed for Phase 2, approximately 365 calendar days 
from Phase 1. 

 
II. The Northwest Park Project is divided into two Phases: 

1. Northwest Park Phase I (Logan Youth Baseball Complex) 
 

2. Northwest Park Phase II 
 

Documentation Provided: 

¶ Logan Deer Crest Property Final Draft Technical 
Specifications 

¶ Fiscal Year 2008 and Fiscal Year 2009 Capital 
Improvement Budget for Deer Crest 

¶ Northwest Logan Park Contract Documents 

¶ Construction Grant from U.S. HUD 

¶ Construction Grant from State of Utah 

¶ Northwest Park Phase II Fiscal Year 2009-2010 

¶ Phasing Plan, Northwest Logan Park 

¶ Capital Projects Budget Fiscal Year 2008 

¶ Land and Water Conservation Grant 
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3.0 ORGANIZATION AND ADMINISTRATION 
 

 3.1    Organization 
 

F 3.1.1   Staff Organization                              
                                 ( X ) Met      (   ) Not Met 
     

 The Agency shall establish a staff organizational structure, specifying in 
 detail the interrelationships of the system from the highest authority to all 
 staff positions. 

Suggested Evidence of Compliance:  

Provide a copy of a staff organization chart which shows 
interrelationships. 

Notations by Agency Regarding Compliance: 

The City of Logan organizational chart shows how the Logan Parks and 
Recreation Department fits into the City structure. The Departmentôs 
organizational chart further breaks down the positions within the 
Department. 

 
 Documentation Provided: 

¶ Logan Parks and Recreation Department Organizational Chart  

¶ City of Logan Organizational Chart  
 

 

3.1.2  Delineation of Responsibility             
            ( X ) Met      (   ) Not Met 
 
The Agency should have a written purpose for each organizational 
component and for the duties and responsibilities of each job assignment 
with each component, which should be available to all personnel. 

 Suggested Evidence of Compliance: 

Provide a copy of written purpose and indicate how it is distributed to 
personnel. 

            Notations by Agency Regarding Compliance: 
 

The Logan Municipal Code (Exhibit A) describes the powers and duties of 
the Mayor (§2.02.410) 

 
A. The Mayor being the chief administrative officer of the municipality 

shall have powers and duties as specified by the optional forms of 
municipal government act as it may be amended from time to time 
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and such other duties as may be required by law not inconsistent 
with the act. 

 
B. The Mayor shall furnish the municipal council with a monthly report 

setting forth the amounts of all budget appropriations, the total 
disbursements to date from those appropriations and the amount of 
indebtedness incurred or contracted against each appropriation, and 
the percentage of the appropriations encumbered to date.  The 
monthly report shall be due to the council from the Mayor on the third 
Thursday of each month for the prior monthôs expenditures and 
revenues. 

 
C. The Mayor shall also submit to the municipal council at the end of 

each quarter a Statement of income and expenditures of each utility 
fund reflecting their operation to the date of the statement for the 
current year and comparing the period with the operating results for 
the same period during the preceding year.  This statement of 
income shall be due from the Mayor to the municipal council on the 
third Thursday of the month following the end of the preceding 
quarter.  (1989 Code:  prior code §2-1-6) 

 
The Logan Municipal Code (Exhibit A) outlines the Department of Parks 
and   Recreation and the functions, duties, and responsibilities thereunder 
(§2.02.110) as follows: 

 
A. 1.  The division of recreation shall have the function of assessing 

the current recreational needs of the city and of organizing and 
offering a broad range of recreational and leisure time programs for 
the citizens of Logan.  In carrying out this function, it has the 
responsibility to coordinate programming efforts with other existing 
agencies or entities in the community.  It shall perform such other 
functions required by law. 

 
2.  The manager of the recreation division has the function and duty 
to assess, organize and supervise the recreational and leisure time 
programs of the city. 

 

B. 1.  The Division of Parks shall have the general function of 
maintaining and improving the parks and to supervise the planning 
and maintaining of trees and other plants on city properties, 
including alongside streets. 

 
 2.  The manager of the Division of Parks shall be in charge of 
improving and maintaining all City Parks, and all other City property 
assigned to his or her care. 
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C. 1.  The division of the Cemetery shall have the general function to 
provide the public with an adequate Cemetery, properly managed 
and maintained, including the proper division and organization of 
the Cemetery into lots and spaces and to sell lots, collect fees, 
manage and supervise burials and placement of headstones and 
maintenance of the Cemetery. 

 
          2.  The Cemetery shall be supervised by a sexton, who shall be 
          responsible for the daily operation of the Cemetery. 

       
D. The Curator of the Zoo shall be the manager of the Zoo Division 

and shall have the general function of maintaining and improving 
the Willow Park Zoo and caring for and maintaining the birds and 
animals therein.  (Prior code § 2-1-2(f)(3)) 

 
A copy of the Division Duties and Responsibilities as included in the 
Parks and Recreation Department Annual Report along with the 
information included in the Logan Municipal Code, and job descriptions 
for all full-time benefited positions in the Parks and Recreation 
Department has been compiled into a binder entitled ñDelineation of 
Duties and Responsibilitiesò and is available upon request for 
employees to review (Exhibit B2).  Job descriptions are also available 
in the Human Resource Department and can be viewed upon request.  
Job descriptions for part-time, seasonal employees are also included.  

 
The Parks and Recreation Department holds a weekly staff meeting.  
Those who attend this meeting include the Director of Parks and 
Recreation, Division Managers, and Administrative Staff.  This meeting 
is generally held each Wednesday at 9:00am in the Logan Community 
Recreation Center Conference Room.  The Director of Parks and 
Recreation reports to staff information received at the Mayorôs 
Executive Meeting.  The Division Managers then report this information 
at their regularly scheduled Division Meetings. 

 
The written purpose of each division within the City of Logan is outlined 
each year in the Annual Report.  The Annual Report is posted on the 
Website which can be easily accessed by employees.   

 
Documentation Provided: 

¶ Contents in Delineation of Responsibility 
o Job Descriptions 
o Municipal Code 2.02.410 Mayor Powers and Duties 
o Municipal Code 2.02.110 Director of Parks and Recreation 
o Organizational Chart 

¶ Agenda Noting Discussion on Delineation of Responsibility 

¶ E-mail Stating Delineation of Responsibility for Distribution 
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F 3.1.3    Administrative Manual     
                     ( X ) Met       (   ) Not Met 

 

There shall be an administrative manual encompassing policies, rules 
and regulations, and operational procedures relative to programming, 
including fiscal forms, permits, uses of areas, charges and fee 
procedures, rentals, system of requisition, inventories, availability of 
material and supplies, and safety considerations. 

 
Suggested Evidence of Compliance: 

 
Provide a copy of the administrative manual. 

 
Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department Administration 
Division provide and maintain an Administrative Manual that is readily 
available for reference by Parks and Recreation Department personnel. 

 
The Manual is divided into two sections to address specific policies 
related to the everyday operational procedures of the Parks and 
Recreation Department. 

 
The Department Administrative Manual Part A includes the following 
information: 

¶ Staff Training Procedures 

¶ Blue Warrant Procedures for Staff Reimbursement 

¶ Refund Policies 

¶ Payroll Instructions for Staff 

¶ Right of Way Permit (Public Works) 

¶ Special Event Permit (Business Licensing) 

¶ Special Events Contingency Planning 

¶ Recreation Programming  

¶ Reservation Policies 

¶ Department Fees 
 
Part B of the Administrative Manual includes the following information: 

¶ Copies of PowerPoint Training Presentations 

¶ Emergency Operating Procedures  

¶ Facilities Management Information 

¶ Operations Procedures 

¶ Building Security Plans 
 
The Administrative Manual is a live document and is added to and 
updated as needed to include current and up to date information. 
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Documentation Provided: 

¶ Administrative Manual Part A (Exhibit AA ï 1) 

¶ Administrative Manual Part B (Exhibit AA ï 2) 

¶ Plan Review Schedule 
 

 

3.2     Administrative Facilities 
    

3.2.1    Administrative Offices                               
                       ( X ) Met     (   ) Not Met 

 
 There should be adequate administrative space and equipment to 
 perform the Agencyôs functions and responsibilities. 

 
 Suggested Evidence of Compliance: 

 
Provide a check list of the types of space indicated in the community with 
qualitative annotation of adequacy.   

 
 Notations by Agency Regarding Compliance: 

 
The Parks and Recreation Department consists of five divisions in 
addition to the Administration Division.  

 
The Cemetery Division office is located on site at the Cemetery located 
at 1000 North 1200 East, Logan, Utah. 
 

Cemetery Division 

Cemetery Sexton Cemetery Office  350 Sq. Ft. 

 
The Golf Course buildings consist of the pro shop located at 550 West 
1000 South, Logan, Utah.  There is also a golf course maintenance 
building that houses the office for the Golf Course Superintendent as well 
as a break-room that is utilized by golf course support staff located at 
575 West 1000 South, Logan, Utah.  
 

Golf Division 

Golf Professional Pro Shop Office 400 Sq. Ft. 

Support Staff Customer Service 2,220 Sq. Ft. 

Golf Course Superintendent Golf Course Maintenance Bldg. 300 Sq. Ft. 

Maintenance Support Staff Golf Course Maintenance Bldg. 1,600 Sq. Ft. 
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The Zoo Superintendentôs office is located in the Zoo Main Building.  
There is also a break room located in the building for zoo support staff.  
In addition to the Main Zoo Building, there is a newly constructed Wildlife 
Learning Center located at 419 West 700 South, Logan, Utah.    
 

Zoo Division 

Zoo Superintendent Zoo Main Building 119 Sq. Ft. 

Support Staff Break Room Zoo Main Building 141 Sq. Ft. 

Zoo Education Coordinator Wildlife Learning Center 306 Sq. Ft. 

Education Classroom Wildlife Learning Center 1,378 Sq. Ft. 

 
During the summer season, the Logan Aquatic Center located at 451 
South 500 West, Logan, Utah, provides office space for the Aquatic 
Supervisor.  There is also a classroom that is utilized to provide training 
for part-time seasonal staff. 
 

Logan Aquatic Center 

Aquaticôs Supervisorôs Office Logan Aquatic Center 182 Sq. Ft. 

Aquaticôs Cashier Area  Logan Aquatic Center 319 Sq. Ft. 

Aquatic Center Training/Break  Room Logan Aquatic Center 333 Sq. Ft.  

Aquaticôs First Aid Room Logan Aquatic Center 120 Sq. Ft. 

Aquaticôs Concessions Area Logan Aquatic Center 247 Sq. Ft. 

 
The Parks Support staff has a Meeting/Break Room located in the City of 
Logan Service Center located at 950 West 600 South, Logan, Utah.  This 
room is used for Parks Division Staff Meetings and breaks for Parks 
Support Staff. 
 

Parks Maintenance 

Parks Staff Meeting/Break Room Service Center 264 Sq. Ft. 

Parks Maintenance Supervisor Service Center 212 Sq. Ft. 

 
 All other Parks and Recreation Department Offices are located in the  

Logan Community Recreation Center located at 195 South 100 West, 
Logan, Utah. 

 

Administration, Par7ks Superintendent, Recreation Division 

Director of Parks and Recreation Recreation Center 221 Sq. Ft. 

Parks Superintendent Recreation Center 182 Sq. Ft. 

Administrative Secretary Recreation Center 176 Sq. Ft. 

Division Secretary III Recreation Center 125 Sq. Ft. 

Program Information Rep Recreation Center 176 Sq. Ft. 

Community Youth Coordinator Recreation Center 216 Sq. Ft. 

Recreation Manager Recreation Center 230 Sq. Ft. 

Recreation Coordinator/Sports Supervisor Recreation Center 189 Sq. Ft. 
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Recreation Center Supervisor Recreation Center 104 Sq. Ft. 

Front Desk Staff Recreation Center 400 Sq. Ft. 

Lobby Recreation Center 882 Sq. Ft. 

Copy Room Recreation Center 66 Sq. Ft. 

Supply Closet Recreation Center 77 Sq. Ft. 

Laundry Room Recreation Center 66 Sq. Ft. 

Classroom (Capacity 29) Recreation Center 616 Sq. Ft. 

Conference Room (Capacity 22) Recreation Center 484 Sq. Ft. 

 
 Documentation Provided: 

¶ Pictures of Buildings Listed 
 

    

 3.2.2    Support Services      
                        ( X ) Met     (   ) Not Met 

 
 Adequate support staff and services should be provided to enable the 
 professional staff to perform their appropriate functions. 

 
 Suggested Evidence of Compliance: 

 
Provide a listing of both support staff and services with qualitative 
annotation of adequacy. 

 
 Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department has qualitative 
support staff for each of the five divisions within the department as well 
as support staff for the Administrative Division.  Support staff includes 
the following: 

Administration: 

¶ Full-time Administrative Secretary 
¶ Full-time Division Secretary III 
¶ Three-quarter time Program Information Representative 

Golf Course Division 

¶ Full-time Assistant Golf Professional 
¶ Full-time Golf Course Superintendent 
¶ Full-time Golf Course Mechanic 

Parks Division 

¶ Parks Maintenance Supervisor 
¶ Parks Maintenance Crew Chief 
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¶ 2 Full-time Equipment Operators 
¶ 3 Full-time Parks Irrigation Specialists 
¶ 3 Full-time Grounds Maintenance Workers 
¶ 1 Full-time Grounds Maintenance Worker split position with Zoo 
¶ 1 Full-time Facilities Maintenance Tech 

Recreation Division 

¶ Full-time Aquatics/Sports Supervisor 
¶ Three-quarter time Community Youth Coordinator 
¶ Full-time Recreation Center Supervisor 
¶ Full-time swing-shift Custodian 
¶ Full-time Custodian 

Cemetery Division 

¶ Full-time Equipment Operator 
¶ Three-quarter time Grounds Maintenance Worker 

Zoo Division 

¶ Full-time Education Coordinator 
¶ 2 Full-time Zoo Keepers 

Job responsibilities for the City of Logan Parks and Recreation 
Department Administrative Staff are listed on the City Website: 
http//www.loganutah.org/parks_and_rec/contact_us/index.cfm under the 
Parks and Recreation Department Staff Directory and Profiles. 
 
In addition to the positions listed, the Parks and Recreation Department 
employs additional part-time temporary seasonal staff for added support 
during spring and summer seasons to accommodate the additional 
workload that comes with the aquatic center and parks and grounds 
maintenance. 
 
Equipment support includes: 
All office buildings, i.e, Zoo, Cemetery, Golf Course, and Recreation 
Center have access to adequate computers, fax machines, telephones, 
printers, and copiers.  The majority of employees have access to 
GroupWise, the City E-mail Program, as well as technical support from 
the City Information Systems Department.   
 
Documentation Provided: 

¶ Position Profiles of Support Staff 

¶ Organizational Chart 
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? 3.3    Public Information, Community Relations,  and Marketing                                                  
           ( X ) Met     (   ) Not Met  

 
There shall be a written statement regarding the role of public information, 
community relations, and marketing functions in the community. 
 
Suggested Evidence of Compliance: 

 
Provide the written statement.   

  
Notations by Agency Regarding Compliance: 
 
In 2009 the City of Logan Parks and Recreation developed a Public Information, 
Community Relations, and Marketing Component Functions Plan that includes 
the following written statements regarding the role of public information, 
community relations, and marketing functions in the community: 

 
Public Information: The City of Logan Parks and Recreation Department is 
committed to informing the residents of Logan, the Mayor and Council, the 
business community and the local media of events, activities, services, 
programs, facilities, future projects and recognitions involving the Department.  
It is the Departmentôs policy that information will be provided in a timely, 
accurate and objective manner with equal access to all interested parties.  
Department information on official projects or events is openly disseminated to 
the public and media with the exception of information deemed to be ñprivateò or 
ñprotectedò. 2009 Public Information, Community Relations, and Marketing 
Component Functions Plan, @ p. 2 

 
Community Relations:  The Logan Parks and Recreation Department places a 
very high priority on the development of good community relations with 
department partners and residents within the department jurisdiction.  
Numerous methods are used by the Logan Parks and Recreation Department 
to keep the Cityôs residents informed, engaged, and to address the needs of the 
community.  2009 Public Information, Community Relations, and Marketing 
Component Functions Plan, @ p. 7 

 
Marketing Functions: The City of Logan Parks and Recreation Department is 
committed to developing and implementing effective marketing goals, research, 
and strategies that result in a variety of customer driven programs, which meet 
or exceed the customerôs expectations for stated program outcomes, price, 
convenience, scheduling, and customer service. 2009 Public Information, 
Community Relations, and Marketing Component Functions Plan, @ p. 9. 
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Documentation Provided: 

¶ City of Logan Parks and Recreation Department Public Information, 
      Community Relations, and Marketing Component Functions Plan 

¶ Program Information Representative Job Description 

¶ Media Communication Policy CIM 11-09 

¶ Leisure Guide 

¶ News Release Examples 

¶ www.loganutah.org 
 

 

3.3.1     Public Information  
     ( X ) Met     (   ) Not Met 
 

   A written statement states that the Agency is committed to informing the 
 community and the news media of events within the public domain that 
 are handled by or involve the Agency and sets forth sets forth policies 
 that govern what information should be released, when it should be 
 released, and by whom it should be released. 

 
 Suggested Evidence of Compliance: 

 
 Provide the written statement. 

 
 Notations by Agency Regarding Compliance: 

 
City of Logan Parks and Recreation Department Written Statement 
The City of Logan Parks and Recreation Department is committed to 
informing the residents of Logan, the Mayor and Council, the business 
community and the local media of events, activities, services, programs, 
facilities, future projects and recognitions involving the Department.  It is 
the Departmentôs policy that information will be provided in a timely, 
accurate and objective manner with equal access to all interested 
parties.  Department information on official projects or events is openly 
disseminated to the public and media in compliance with the Access to 
Public Records Act. 

 
Local news media typically contact the Department when pursuing a 
story or following an event.  All inquiries are directed to the Director of 
Parks and Recreation or his designee (i.e. the Public Information 
Representative or appropriate Parks and Recreation Division Manager 
for comment).  This is not to restrict access of the media to any public 
employee, but to ensure that the information provided is as accurate and 
reflective of the most current City policy on the issue as possible.  

 

http://www.loganutah.org/
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The Department has identified numerous avenues, in which information 
is disseminated, by whom, frequency, target audience, and timeline for 
dispersion.  

 
The Media Communication Policy identifies department procedures and 
lists what type of information, by job title, can be released. 

 
In addition, the Parks and Recreation Department follows all public 
notice provisions identified by public notice laws. 

 
Documentation Provided: 

¶ City of Logan Parks and Recreation Department Public 
Information, Community Relations, and Marketing Component 
Functions Plan 

¶ Media Communication Policy CIM 11-09 

¶ Media Contact List/Email Hispanic Health Coalition 

¶ New Release Examples 
 
 
3.3.2     Community Relations      
              ( X ) Met     (   ) Not Met 

 
The Agency should be committed to establishing close ties with the 
community and responding to its needs and to this end should establish 
a community relations plan.   

 
Suggested Evidence of Compliance: 

 
Provide the community relations plan. 

 
Notations by Agency Regarding Compliance: 

 
The Logan Parks and Recreation Department places a very high priority 
on the development of good community relations with department 
partners and residents within the Department jurisdiction.  Numerous 
methods are used by the Logan Parks and Recreation Department to 
keep the Cityôs residents informed, engaged, and to address the needs 
of the community.   
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         COMMUNITY RELATIONS PLAN SUMMARY 
 

Method Owner Frequency Audience Distribution Timeline Other 

Brochures Program 
Information 
Representative, 
Program 
Coordinator, 
Facility Manager 

As Needed Public, 
Media, 
Employees 

Hardcopies, 
PDF Links, 
Display Rack 

21 Days No Cost, 
Printed in-

House 

Cache Valley 
Radio Group  

Program 
Information 
Representative, 
Program 
Coordinator, 
Facility Manager 

As Needed Public Fax 14 Days No Cost, 
Trade 

Department 
Traveling Display 

Program 
Information 
Representative 

As Needed Public Event 21 Days No Cost 

E-mail Blasts 
 

Program 
Information 
Representative  

As Needed 
 

Employees 
  

E-mail 
 

7 Days 
 

No Cost 
 

Flyers 
Program 
Information 
Representative 

As Needed Public, 
Media, 
Employees 

Hard Copies, 
PDF Links, 
Display Rack 

14 Days 
No Cost, 
Printed In-
House 

Herald Journal, 
Paid 
Advertisements 

Program 
Information 
Representative, 
Division 
Managers 

As Needed Residents Subscribers 14 Days Cost based 
on Size 

Jennie 
Christensen 
Show 
Leisure Guide 

Program 
Information 
Representative, 
Program 
Coordinator, 
Facility Manager 
Program 
Information 
Representative 

As Needed 
Winter 
(February) 
and 
Summer 
(July) 

Public, 
Residents 

Radio 
 

28 Days 
 

No Cost 
 

Leisure Guide Program 
Information 
Representative 

Winter 
(February) 
Summer 
(July) 

Residents Insert in 
Herald 
Journal, 
Library, 
Chamber, 
Visitors 
Bureau, 
Welcome 
Wagon 

28 Days $2,287 for 
Distribution 
to 26,000 
Homes 

Logan City 
School District 
Flyer 

Program 
Information 
Representative, 
Program 
Coordinator 

Fall and 
Spring 

Students 
and 
Parents 

Sent to 
Homes 
through Class 
Rooms 

14 Days No Cost, 
Printed In-
House 
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Main Street 
Banners 

Program 
Information 
Representative 

As Needed Public Drive-By 1 Year No Cost 

News Releases 
 

Program 
Information 
Representative, 
Program 
Coordinator, 
Facility Manager 
 

As Needed 
 

Media, 
Public 
 

E-mail, 
Website, Fax 
 

14 Days 
 

No Cost 
 

Permanent 
Displays 

Program 
Information 
Representative 

As Needed Public Lobby, 
Hallways, 
Windows 

21 Days No Cost, 
Printed in-
House 

Posters Program 
Information 
Representative, 
Recreation 
Division Manager 

As Needed Public Local 
Businesses 

60 Days $150 per 150 

Special 
Promotional 
Items 

Program 
Information 
Representative 

As Needed Media, 
Public 

Traditional 
Hands On 

28 Days Varies on 
Product 

The Valley 
Channel, Cache 
Valley Today 

Program 
Information 
Representative, 
Program 
Coordinator, 
Facility Manager 

As Needed Public Cable TV 28 Days No Cost, 
Printed in-
House 

USU Statesman, 
Paid 
Advertisements 

Program 
Information 
Representative, 
Program 
Coordinator, 
Facility Manager 

As Needed USU 
Students 
and 
Employees 

Display Rack 14 Days Cost based 
on Size 

Utility Bills Program 
Information 
Representative, 
Recreation 
Division Manager 

As Needed Residents Mail 1 Year No Cost 

Website Program 
Information 
Representative 

Ongoing Public, 
Media 

Ongoing 14 Days No Cost 

 
 

Focus groups and/or public meetings are assembled for specific projects 
such as the review and update of the Logan Parks, Recreation, Trails, 
and Open Space Master Plan and a multitude of capital improvement 
projects. These groups help Parks and Recreation staff makes decisions 
about the size and scope of the projects, set priorities, determine the 
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best funding sources and create community support and excitement for 
the projects.   
 
Logan Parks and Recreation Department staff is available to give 
presentations or speeches before college, community, and civic groups 
as requested.  Normally, staff members representing the Department are 
invited to speak at civic and special Interest groups each year.  These 
meetings allow staff to provide information about programs, services, 
activities and special events.    

 
The City of Logan uses the public access government channel (i.e. 
Channel 17) very effectively to inform and involve its citizens.  City 
Council meetings are shown live.  Included in these meetings are many 
informative briefings on parks and recreation issues, accomplishments 
and programs.  The Parks and Recreation Department programs and 
events are included in almost every City Council meeting agenda and 
workshop agendas as needed.      

 
Documentation Provided: 

¶ City of Logan Parks and Recreation Department Public 
Information, Community Relations, and Marketing Component 
Functions Plan 

¶ Hispanic Health Coalition Focus Group Documentation 

¶ Community Focus Groups and Public Forums Documentation 
o Hispanic Health Coalition Focus Group 
o Gateway Project Public Hearing Ad 
o Master Plan Update Public Meetings 
o Neighborhood Meetings of Deer Pen Property Plan 
o Logan Youth Sports Community Meeting/Minutes 
o Public Input on the Future of the Logan Municipool 
o Boulevard Multi-Use Trail System Meeting 
o Public Input Concerning Dog Parks 
o Public Information on the Proposed Parks and Recreation 

Bond 
o Skate Park Public Meeting 
o Community Park Project-Northwest Park 
o Logan Dugway Public Scoping Meeting/Minutes 
o RAPZ Tax Coalition Information Meeting 

¶ Community News Releases 
o Willow Park Zoo Master Plan Update 
o BMX Bike Park Public Input Meeting 
o Soccer Organizers Interested in Using Logan City Parks 

Meeting 
o Bonneville Shoreline Trail Update 
o Fairgrounds Needs Assessment Public Meeting  
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o Fairgrounds Needs Assessment Written Comment 
Invitation 

o Canyon Road Service Project 
o Cache in 2001 
o 2002 Olympic Torch Relay Community Celebration 
o Litter-Free Logan Campaign 
o Lights on After School Celebration 
o After School Reflections Night 
o Bryan Seeholzer Memorial Youth Scholarship Golf Fund-

raiser 

¶ USU Introduction to Parks and Recreation Class PowerPoint 

¶ Media Contact List/Email Hispanic Health Coalition 

¶ Meeting Agendas and Minutes (Exhibits C1, C2, C3, C4, C5, C6, 
C7, C8, C9, C10, D1) 

 
 

 3.3.3     Coordinator                                   
             ( X ) Met      (   ) Not Met 

 
  There should be a person in the Agency responsible for the public  
  information and community relations functions. 
 
  Suggested Evidence of Compliance: 
 
  Provide the position description which reflects responsibilities for  
  such functions. 
 
  Notations by Agency Regarding Compliance: 
 
  The Program Information Representative is responsible for all  
  flyers, news releases, brochures, Leisure Guide, radio, and cable  
  shows relating to Logan Parks and Recreation Department. The  
  position also promotes facilities, services, programs, and events. All 
  Department staff serves as ambassadors within the community. In  
  addition, citizens who serve on advisory boards for the Department  
  provide important community relations functions.  
      
  Documentation Provided: 

¶ Program Information Representative Job Description 

¶ City of Logan Parks and Recreation Department Organizational 
Chart 

¶ City of Logan Parks and Recreation Department Public 
Information, Community Relations, and Marketing Component 
Functions Plan 

 
 



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

72 

                     3.3.4   Marketing  
           

                        3.3.4.1     Marketing Component Functions, Plan        
                                      ( X ) Met     (   ) Not Met  

    

The Agency should have a marketing component with specified 
functions and a written plan, which includes annual evaluation of 
the whole marketing component. 

 
                       Suggested Evidence of Compliance: 

 
          Provide a copy of the written plan and latest evaluation. 

 
          Notations by Agency Regarding Compliance: 

 
The 2009 Marketing Component Functions Plan defines 
philosophy, goals, strategy, and management responsibilities. The 
Programs Information Representative meets annually or as 
needed with the Director of Parks and Recreation, Program 
Coordinators, and Division Managers to identify marketing and 
promotion strategies for their area of responsibility. This 
information is incorporated into the Program Information 
Representatives Communications and Marketing Calendar.  

 
Scheduled quarterly 2009 evaluation dates are: 

¶ Wednesday, March 11 

¶ Wednesday, June 24 

¶ Wednesday, September 30 

¶ Wednesday, December 16 
 

Documentation Provided: 

¶ City of Logan Parks and Recreation Department Public 
Information, Community Relations, and Marketing 
Component Functions Plan 

¶ City of Logan Parks and Recreation Department Plan 
Review Schedule 

¶ Communications and Marketing Calendar 

¶ Staff Comments 

¶ Staff Development Meeting Agenda and Minutes 

¶ Recreation Division Meeting Agenda and Minutes 

¶ Logan Parks and Recreation Advisory Board Agenda and 
Minutes 

¶ City Employee Performance Expectations 
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3.3.4.2      Marketing Research      
             ( X ) Met        (   ) Not Met 

 
There should be a marketing research component in the 
marketing plan.  
 
Suggested Evidence of Compliance: 
 
Copies of collected and summarized research as described in the 
marketing plan.  
 
Notations by Agency Regarding Compliance: 

 
 A demand analyses and supply analyses were conducted as part 
 of the City of Logan 2006 Parks, Recreation, Trails, and Open 
 Space Master Plan Update. 

 
 Evaluations are distributed to users to determine if 
 programs/activities  and facilities meet their needs and desires 
 and that stated program outcomes are achieved.  
 
 A comprehensive community citizen satisfaction survey was 
 conducted in 2008. Results were tallied; information was 
 analyzed and reported to staff, the Parks and Recreation 
 Advisory Board, and the Recreation Center Task Force. The 
 survey also provided information about how respondents 
 received information regarding activities and programs 
 offered and facilities available through the City of Logan Parks 
 and Recreation Department.  

 
 Each year as part of the Public Information, Community Relations, 
 and Marketing Component Functions Plan marketing goals, 
 marketing research, and marketing strategy are included. 

 
Documentation Provided: 

¶ City of Logan 2006 Parks, Recreation, Trails, and Open 
Space Master Plan Update Demand Analysis and Supply 
Analysis Documentation 

¶ Sample Evaluations and Result Summaries 
o Bridgerland Elementary After School Program  
o Ellis Elementary After School Program 
o Woodruff Elementary After School Program 
o Adams Elementary After School Program 
o Hillcrest Elementary After School Program 
o Wilson Elementary After School Program 
o 2008 Summer Playground 
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o Youth Co-Rec Indoor Soccer 

¶ 2004 Evaluation of Logan City Parks and Recreation 
Program Services 

¶ 2008 Community Citizen Satisfaction Survey Information 

¶ Copy of Minutes from Parks and Recreation Advisory 
Board and the Recreation Center Task Force 

¶ City of Logan Parks and Recreation Department Public 
Information, Community Relations, and Marketing 
Component Functions Plan 

¶ Communications and Marketing Calendar 

¶ Hispanic Health Coalition, Public Forum, Survey 
Documentation 

¶ Teen Focus Groups, Logan Youth City Council, Survey 
Documentation 

¶ Senior Programs Offered by the Community  

¶ Web Counter Statistics 
 

 

3.3.4.3    Position Responsibility                
               ( X ) Met     (   ) Not Met 

 
A specific person should be designated to direct the marketing 
component. 
 

  Suggested Evidence of Compliance: 
 

       Provide the position description which includes responsibility for       
  the marketing component. 

 
  Notations by Agency Regarding Compliance: 

 
 The Program Information Representative is responsible for the 
 public information, program and activities, and facility marketing 
 with the City of Logan Parks and Recreation Department. The 
 Director of Parks and Recreation, Program Coordinators, and 
 Division Managers help to identify marketing and promotion 
 strategies for their area of  responsibility. 

      
Documentation Provided: 

¶ Program Information Job Description 

¶ City of Logan Parks and Recreation Department Public 
Information, Community Relations, and Marketing 
Component Functions Plan 
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            3.3.4.4    Quality Assurance      
                      ( X ) Met     (   ) Not Met 

 
The park and recreation Agency should monitor and evaluate the 
quality of its facilities, natural resources (areas), programs and 
services from the userôs perspective. 

 
Suggested Evidence of Compliance: 

 
Describe procedures for monitoring and evaluating. 

 
Notations by Agency Regarding Compliance: 

 
City of Logan Parks and Recreation Department monitors and 
evaluates the quality of its facilities, natural resources (areas), 
programs, and services from the userôs perspective by the 
following quality assurance procedures according to the Division 
Operational Plans (Exhibit H1).  The Maintenance and 
Operational Plans are included on the Department Plan Review 
Schedule and are reviewed annually. 

 

¶ Program/event evaluations are conducted after each is 
offered. These are analyzed and used to enhance or 
modify the next offering.  

¶ Facility Comment Evaluation Cards located at the Logan 
Community Recreation Center and the Logan Aquatic 
Center. These are used to solicit instant customer 
feedback evaluating customer service, facility cleanliness 
and condition, fees, hours, and overall customer 
satisfaction. 

¶ Management of parks and recreation areas is guided by a 
professional prepared management plan prepared in 
accordance to U.S. Army Corps of Engineer 
specifications. The plan addresses stabilization of 
disturbed soils and establishment of vegetative 
environments that include aquatic planting, emergent 
planting, wetland areas and enhancement natural areas. 
Sensitive wetland areas are monitored to ensure 
establishment of mitigated and disturbed wetlands. 

¶ Complaint/Issues Documentation Form is filled out 
following each complaint. Complaints come through a 
variety of avenues including on the phone, e-mail, and in 
person. This form is then given to the person responsible 
for making corrective action which is then documented on 
the Corrective Action Form. Both are then forwarded to 
the Administrative Secretary. 
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¶ The Facility Custodian Checklist is used when corrective 
action needs to be taken by a custodian. Staff includes 
date, item to be corrected, and date checked off. 

¶ Incidents are reported on the Incident Report Form. If 
needed, corrective action is taken to prevent incident from 
occurring again. 

 
   Staff is instrumental in monitoring and evaluating the quality of our 

facilities, natural resources, programs, and activities. 
 

¶ Each Division (Cemetery, Golf Course, Parks, 
Recreation, and Zoo) completes a monthly Facility 
Inspection Report which is turned into the Safety 
Committee for review. 

 
Documentation Provided: 

¶ Sample Evaluations and Results Summaries 
o Bridgerland Elementary After School Program  
o Ellis Elementary After School Program 
o Woodruff Elementary After School Program 
o Adams Elementary After School Program 
o Hillcrest Elementary After School Program 
o Wilson Elementary After School Program 
o 2008 Summer Playground 
o Youth Co-Rec Indoor Soccer 
o Logan Youth Flag Football 
o Logan Aquatic Center 

¶ Facility/Program Comment Evaluation Card 

¶ Logan Parks and Recreation Department Natural Resource 
Management Plan 

o Example of U.S. Army Corps of Engineers 
Specifications 

o City of Logan Land Development Code Chapter 17.31 

¶ Monthly Facility Inspection Reports 

¶ Complaint/Issues Documentation Form 

¶ Facility Custodian Check List 

¶ Incident Report Form 

¶ Email/Letter Examples 

¶ Division Operational Plans (Exhibit H1) 

¶ Plan Review Schedule 
 
 

 

3.3.5    Periodic Report and Evaluation      
                      ( X ) Met     (    ) Not Met 
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At least quarterly, the person or persons responsible for the public 
information/community relations and the marketing functions should 
submit a report to the Agencyôs chief administrator; and the plans (3.3 
and 3.3.4.1) should be evaluated annually, at a minimum, for 
effectiveness.   

 
Suggested Evidence of Compliance: 
 
Provide several information reports and the annual evaluation. 
 

   Notations by Agency Regarding Compliance: 
 
Quarterly, the Program Information Representative will report the 
following at a Division Managers meeting and a Recreation Division 
meeting: 

¶ Current concerns voiced by the community. 

¶ Potential problems that have a bearing on park and recreation 
activities within the community. 

¶ Possible recommended actions that address previously identified 
concerns and problems. 

   Scheduled quarterly 2009 report dates are: 

¶ Wednesday, March 11 

¶ Wednesday, June 24 

¶ Wednesday, September 30 

¶ Wednesday, December 16 
 

         The City of Logan Parks and Recreation Department Public Information,    
      Community Relations, and Marketing Component Functions Plan are      
   reviewed annually. 

 
   Documentation Provided: 

¶ Agendas and Minutes Showing Quarterly Reports 

¶ City of Logan Parks and Recreation Department Plan Review 
Schedule 

 
 

3.4     Management Information Systems, Including Records Management 
 

? 3.4.1     Management Information Systems          
                                  ( X  ) Met     (   ) Not Met 

 
 The Agency shall have a management information system, including 
 statistical and data summaries of Agency activities, such as daily, 
 monthly, and annual reports. 
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 Suggested Evidence of Compliance:   

 
 Describe and provide examples of use of the management information 
 system, such as copies of recent statistical and data summaries.  

 
 Notations by Agency Regarding Compliance:   

 
 The City of Logan Parks and Recreation Department utilizes a variety of 
 management information systems to maintain and report statistical data 
 concerning Department activities.  The following are examples of the MIS 
 system used: 
 
 Administration Division produces a monthly ñPerformance Scorecardò 
 which reports current information in the following areas: 

o Citizen Satisfaction  
Á Recent surveys 
Á Current participation in recreation programs 

o Management Resources 
Á Year-to-Date budget information 

o Safety  
Á The number of accidents or incidents reported to the 

Safety Committee 
o Spotlights of Special Events 

Á Upcoming or past events that have been sponsored or 
coordinated by the Department 

 
 The Administration Division produces monthly budget reports which 
 show the dollar amount and the total percentage amount in comparison 
 with the percentage of the fiscal year.  This report includes data for each 
 division separately and the Department as a whole.  
 Willow Park Zoo ï Information is gathered on a daily basis and reported 
 monthly using an Excel program.  Data gathered includes: 

o Zoo attendance  
o Separately attended educational events and programs 

 
 The Recreation Center produces monthly reports for major recreation 
 activities.  Weekly and daily status reports are also utilized to track 
 revenue and the number of participants. 

 
 The Parks Division generates weekly reports during the season of April 
 15 to October 15 to track and prepare for park reservations.  Annual 
 reports are produced to track trends and revenue. 

 
 Logan Golf Course Superintendent reports monthly on projects 
 completed and a ñwish listò for items the golf course needs. 
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 Utah Department of Health requires the Logan City Cemetery to file a 
 Cemetery Monthly Report of Deaths. 

 
Documentation Provided: 

¶ Performance Scorecard 

¶ Willow Park Zoo Annual Reports 1991-2007 

¶ Admittance Log ï Recreation Center 

¶ Payment Summary ï Park Reservations 

¶ Revenue Report for Calendar Year 01/01/2008 to 12/31/2008 ï 
Recreation Programs 

¶ Payments Summary Report by Activity ï Logan Aquatic Center 
Passes 

¶ Payments Summary Report by Activity ï Logan Aquatic Center 
Sales 

¶ Payments Summary Report by Activity ï Logan Aquatic Center 
Admissions 

¶ Admittance Statistical Analysis ï Recreation Center 

¶ Facility Reservations by Date ï Bi-weekly Park Reservation 
Report 

¶ Logan Golf Course Superintendent Report  

¶ Cemetery Monthly Report of Deaths 
 
 

 3.4.2     Records Management 
 

 3.4.2.1    Central Records Component      
                          ( X ) Met     (   ) Not Met 

 
The Agency should have a central records system, including 
records control, maintenance, and retention. 
 

 Suggested Evidence of Compliance: 
 
 Describe the central records systems with notations regarding the 
 adequacy of the system. 
 
 Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department maintains 
records for the Department through the office of the Administrative 
Secretary.  The Administrative Secretary and Division Secretary 
work closely together to assure effective records management. 

 
The Administrative Secretary Office maintains files on both current 
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and terminated employees.  The files are locked and information 
is available to Division Managers upon request.  Employee 
Information files include copies of the employeeôs Payroll 
Authorization Form, effective hiring date, job title, department in 
which the employee will be working, hiring supervisor, and hourly 
wage.  The information is entered into the employee data base by 
the Administrative Secretary.  The Employee Files are maintained 
to provide information for hiring supervisors and division 
managers.  A permanent, more complete employee record is 
maintained within the City of Logan Human Resource 
Department. 

 
Copies of the master timesheets are kept in the Administrative 
Secretaryôs office for one year; after which they are shredded.  
Master Time Sheets include a record of the short term leave, 
personal leave, comp time earned, and holiday hours that are 
available to the employee.  The Administrative Secretary keeps a 
file of signed Request for Leave of Absence forms for employees 
who have been approved for time off. 

 
The secretarial staff prepares and posts agendas for Advisory 
Boards within the Parks and Recreation Department.  Agendas 
are posted on the Public Meeting Notice Website in accordance 
with the Government Records Access and Management Act.  
Minutes are recorded for all public meetings and filed in binders 
prepared for the advisory board.  The binders that are maintained 
for the advisory boards include agendas, board member contact 
information, and information pertinent to the board. 

 
The Logan Community Recreation Center provides storage space 
for inactive files.  Files are typically stored for a period of seven 
years.  After the legal required time for file maintenance, the files 
are properly destroyed. 

 
Blank forms such as Payroll Authorization Forms (PA Forms), 
Background Check Forms, Drug Screen Forms, Request for 
Leave, Request for FMLA Leave, Travel Authorization Forms, etc. 
are located and filed in the Division Secretary office area.  
Employees have ready access to the forms.  Upon completion, 
the forms are filed and / or processed according to the purpose of 
the form. 

 
Park reservation records are maintained by the Parks Division 
Secretary.  The Parks Superintendent works with the Division 
Secretary to confirm scheduling of park reservations. 
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Documentation Provided: 

¶ Administrative Secretary Position Profile, Job Description 

¶ Secretary III Position Profile, Job Description 

¶ Records Management and Records Access Workshop 
Certificate 

¶ Government Records Access and Management Act 

¶ Sample Public Meeting Notice Posting 

¶ Sample Public Meeting Notice for Local Newspaper (Herald     
Journal) 

¶ Sample Employee Record File 

¶ Pictures of Blank Form File, Inactive Files Stored in 
Community Recreation Center, Information Binders  

¶ All Exhibits on File are a Part of the Central Records 
Component 

 
 

3.4.2.2 Handling of Funds      
                           ( X ) Met      (   ) Not Met 
 

There should be written procedures for handling funds by 
personnel. 

 
             Suggested Evidence of Compliance:   

  Provide copy of procedures.   

              Notations by Agency Regarding Compliance: 

The City of Logan Parks and Recreation Department works 
closely with the City of Logan Finance Department to ensure that 
the Department policies and procedures are in compliance with 
the policies and direction provided by the Finance Department. 

 
Fees are collected at different locations within the Parks and 
Recreation Department.  Policies are in place and are reviewed 
annually for the following: 

¶ Cash Receipt / Cash Policy 

¶ Golf Instruction Compensation 

¶ Sale of Cemetery Property 

¶ Cemetery Credit Card Sales 

¶ Grave Opening and Closing 

¶ Registration Fees at After School Club Sites 
 

            Documentation Provided: 

¶ Policies for the Handling of Funds 
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3.4.2.3 Accident reports                        

                                      ( X ) Met     (   ) Not Met 
 
    There should be written procedures for accident and incident 
    information collection and use of the accident or incident report.  
  
    Suggested Evidence of Compliance: 
 
    Provide a copy of the procedures 

 
    Notations by Agency Regarding Compliance: 
 
    Upon hire, each employee is required to review the Employee 
    Handbook. Section 9 Accidents and Safety informs employees 
    about the importance of working safely and to report any  
    accidents, incidents or potential hazards to the City.  
 
    The City of Logan Parks and Recreation Department uses three 
    accident/incident reporting procedures: 
 
    Accident Reporting Packet  

 This system is to record incidents involving City vehicles.  City 
 employees are instructed to have an Accident Reporting Packet 
 inside the vehicle at all times.  Clear instructions pertaining to the 
 Accident Reporting Packet are located on the outside of the 
 packet envelope.  
 

First Report of Accident/Injury and Claim Form 
    This form is for accidents or incidents involving a City   
       employee.  If appropriate, this form will be used for   
      purposes of Workerôs Compensation.    

   Parks and Recreation Department Accident / Incident Report 
   Form 

    Accidents or incidents involving Parks and Recreation  
     Department property or non-employees are to be   
              reported using this form.   
  
    Each month, the Parks and Recreation Department Safety  
    Committee conducts a review of the current accidents and  
    incidents using the following criteria: 

o Could this have been prevented? 
o How? What needs to change? 
o Who is responsible? 
o What discipline is needed? 
o When and what type of discipline was implemented? 



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

83 

 
  It is the purpose of the Parks and Recreation Safety Committee to 
  achieve a safe, healthful workplace.  By reviewing each  
  accident/incident and making recommendations, the Department 
  is improving its effectiveness through prevention and awareness. 
  (Exhibit C4 ñSafety Committeeò includes all three accident/incident 
  report  forms and Safety Committee Bylaws.) 
 

Documentation Provided: 

¶ Accident Reporting Packet 

¶ First Report of Accident/Injury and Claim 

¶ Parks and Recreation Department Accident/Incident Form 
 
 

3.4.3     Program Service Statistics      
             ( X ) Met        (   ) Not Met 

 
 Appropriate service statistics should be maintained to plan, interpret and 
 evaluate the recreation and park program.           

 
 Suggested Evidence of Compliance: 

 
Provide the types of service statistics maintained and have available on 
site reports issued and how the data was utilized.  
 
Notations by Agency Regarding Compliance: 
 
The City of Logan Parks and Recreation Department uses Sportsman 
software to provide individualized reports as needed. 

 
Each Division Manager provides the Director of Parks and Recreation a 
monthly report detailing service statistics for their area of responsibility. 
The Department does an Annual Report each year detailing numerous 
statistics. 

 
At the beginning of each month a Participation Report update is posted 
on the Department Website. Statistics are also maintained for program 
analysis; program evaluations and summary reports assist Department 
staff in planning, interpreting and evaluating services and in determining 
whether services continue, reduce or expand. 

 
A monthly scorecard is produced to provide an update on budget, 
projects, and accomplishments by the Parks and Recreation 
Department. 

 
Documentation Provided: 
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¶ Sportsman List of Reports Available 

¶ City of Logan Parks and Recreation Statistics Sheet 

¶ Division Manager Reports 

¶ Annual Reports for Fiscal Year 2005, 2006, 2007, 2008 

¶ Recreation Participation Report  

¶ Sample Monthly Scorecard 
   

? 3.5     Communications                                            
                          ( X ) Met     (   ) Not Met 

 

 A communications system shall be established to insure the accurate and 
 timely transfer of information, both internal and external. 

  
 Suggested Evidence of Compliance: 

 
 Describe communication system. 

 
 Notations by Agency Regarding Compliance: 

  
 The City of Logan Parks and Recreation Department utilizes the following 
 communication system to ensure the accurate and timely transfer of 
 information, internally and externally and understands how important 
 communication is to the success of the organization.  The City of Logan Parks 
 and Recreation Department is committed to informing the residents of City of 
 Logan, the Mayor and Council, the business community and the local media of 
 events, activities, services, programs, facilities, future projects and recognitions 
 involving the Department.  It is the Departmentôs policy that information will be 
 provided in a timely, accurate and objective manner with equal access to all 
 interested parties. The Program Information Representative is responsible for 
 coordination, preparation, and dissemination of information regarding City of 
 Logan Parks and Recreation Department.  

 
 Parks and Recreation employees, at all levels, are involved in the 
 communication process. This interaction ensures that communications are 
 effective and encompass the entire workforce. 

 
 Internal Communications 

¶ E-mail     

¶ Written, Hard-Copy Correspondence 

¶ Telecommunication for Immediate Correspondence 

¶ Meetings 

¶ Distribution of Meeting Minutes  
 

  External Communications 

¶ Cache Valley Today Show (Local Cable TV) 
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¶ Jennie Christensen Crosstalk Show (Local Radio) 

¶ Leisure Guide (Twice a year distributed in the Herald Journal, Cache 
Chamber of Commerce, Cache Valley Visitors Bureau, Logan City 
Library, and the Welcome Wagon) 

¶ News Releases 

¶ Special Marketing Pieces (brochures, flyers, posters, banners) 

¶ Utility Bills 

¶ Website: http/www.loganutah.org/parks_and_rec/index.cfm  
 

Documentation Provided: 

¶ Examples of Internal Communications 
o E-mail Correspondence 
o Written, Hard-Copy Correspondence Examples 
o Meetings and Minutes (Exhibit C1 through C11) 

¶ Examples of External Communications 
o    Cache Valley Today Show Schedule 
o    Jennie Christensen Crosstalk Schedule 
o    Parks and Recreation Communications and Marketing Calendar 

2009 
o    Leisure Guide 
o    News Release Examples 
o    Special Marketing Pieces  

Á Parks Brochure 
Á Willow Park Zoo Brochure 
Á Flyer Examples 
Á Independence Day Poster 
Á Pioneer Day Poster 

¶ Utility Bill Examples 

¶ City of Logan Parks and Recreation Department Public Information, 
Community Relations, and Marketing Component Functions Plan 

¶ Program Information Representative Job Description 

¶ Media Communication Policy CIM 11-09 
 

 

           3.6   Planning and Research 
 

3.6.1    Function within Agency                        
                                            ( X ) Met       (   ) Not Met 
 

 The Agency should have planning and research functions with 
 established responsibilities and functions. 

 

 Suggested Evidence of Compliance: 
 

http://www.loganutah.org/
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 Provide copy of responsibilities and functions of the planning and 
 research team. 
 
 Notations by Agency Regarding Compliance: 
 
 The unit for planning and research functions within the Parks and 
 Recreation Department is the responsibility of the Director of Parks and 
 Recreation.  The Department unit is comprised of the Director of Parks 
 and Recreation, Department Division Managers, and other professionals 
 within the Department.  The Department planning and research unit may 
 be complemented by other City department professionals, professionals 
 from other agencies outside the City organization, as well as hired 
 professionals from the private sector.  It is the responsibility of the 
 Director of Parks and Recreation to determine the make up of the 
 planning and research unit when the planning and research is 
 Department-based.  On other occasions, the Director of Parks and 
 Recreation and other Department staff will play a supporting role when 
 planning and/or research has a role broader than the scope of the 
 Department. 

 
At the disposal of the Director of Parks and Recreation and as funding 
will permit are various planning and research resources to carry out the 
planning and research needs of the Department, to assist the City 
Administration, and to address the needs of the citizens of Logan.  
Additionally, it is not uncommon for the following categories to be 
interactive and to perform services across Department lines or, at the 
approval of the Mayor, to work in concert with other agencies outside the 
City organization to achieve the mission of the City.  

 
The Director of Parks and Recreation will assemble and lead the 
execution of the Department planning and research unit, preside, or 
delegate selected duties to direct reports in the Department as needed.  
Here are examples of the planning and research unit functions for the 
Logan Parks and Recreation Department: 

  
Planning 
Pioneer Day Parade and Celebration at Willow Park (Annual) 
Functions Performed: Internal Systems Planning for Annual Event 
Direct Leadership: Recreation Manager (Parks and Recreation Dept.) 
Coordinating Departments / Agencies: Parks and Recreation, Police, 
Fire, Public Works 
  
July 3rd Fireworks Program at Romney Stadium ï Utah State University 
(Annual) 
Functions Performed: Community Planning for Annual Event 
Direct Leadership: Hired Professional (Parks and Recreation Dept.) 
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Coordinating Departments/Agencies/Others: Parks and Recreation, 
Police, Fire, Finance, Utah State University, Hired Professionals, 
Business Community, Media 

 
Cache Community Celebrates New Yearôs Eve (Annual) 

 Functions Performed: Community Planning for Annual Event 
Direct Leadership: Recreation Manager (Parks and Recreation Dept.) 
Coordinating Departments/Agencies/Others: Parks and Recreation, 
Logan High School, Business Community, Community Volunteers 

 
City of Logan 2006 Parks, Recreation, Trails, and Open Space Master 
Plan Update  
Functions Performed: Comprehensive Planning for the Next 5 Years for 
the Parks and Recreation Dept  
Direct Leadership: Director of Parks and Recreation (City of Logan) 
Coordinating Departments/Agencies/Others: Community Development, 
Public Works, Light and Power, Utah Division of Parks and Recreation, 
Cache Trails Coordinator, Parks and Recreation Advisory Board, Logan 
City School District, Business Community, Citizens of Logan 

 
Recreation Center Task Force Future Considerations Report (2008) 
Functions Performed: Strategic Planning the Future of the Recreation 
Center 
Direct Leadership: Director of Parks and Recreation (City of Logan) 
Coordinating Departments/Agencies/Others: City Administration, Parks 
and Recreation, Logan City School District Superintendent, Parks and 
Recreation Advisory Board, Logan City School District 
 
City of Logan General Plan Update 
Functions Performed: Community Planning for Citizens of Logan 
Direct Leadership: Director of Community Development (City of Logan) 
Coordinating Departments/Agencies/Others: City Administration, 
Community Development, Legal, Police, Fire, Public Works, Parks and 
Recreation, Light and Power, Human Resources, Environmental, Parks 
and Recreation Advisory Board, Business Community Neighborhood 
Councils, Special Interests, Citizens of Logan 

 
Research 
Benchmark Research (2008) 
Functions Performed: Internal Systems Planning Benchmarking of 
Services, Budgets, and Fees 
Direct Leadership: Utah State University Intern 
Coordinating Departments/Agencies/Others: Director of Parks and 
Recreation, Parks and Recreation, Utah Cities of Bountiful, Layton, 
Murray, St. George, Taylorsville; Cities of Bismark, North Dakota; Carson 
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City, Nevada; Cheyenne, Wyoming; Concord, Maine; Harrisburg, 
Pennsylvania; and Olympia, Washington. 

 
Citizen Survey of Parks and Recreation Department Performance (2008) 
Functions Performed: Internal Systems Evaluation of Department 
Services 
Direct Leadership: Program Information Representative (Parks and 
Recreation Department) 
Coordinating Departments/Agencies/Others: Parks and Recreation, 
Finance (Utility Billing), Mayorôs Executive Committee, Parks and 
Recreation Advisory Board 

 
Cemetery Saturday Burial Fees (2008) 
Functions Performed: Internal Systems Planning to Address Increase in 
Saturday Burials 
Direct Leadership: Director of Parks and Recreation (City of Logan) 
Coordinating Departments/Agencies/Others: Cemetery Division, Mayorôs 
Executive Committee, Logan Municipal Council, Citizens of Logan 

 
Golf Course Clubhouse Expansion (2008) 
Functions Performed: Strategic Planning to Fund Expansion 
Direct Leadership: Golf Professional 
Coordinating Departments/Agencies/Others: Director of Parks and 
Recreation, Mayor, Finance, Golf Advisory Board, Business 
Professionals 

 
Sportsman Software Upgrade (2008) 
Functions Performed: Internal Systems Planning for Department 
Programs, Reservations, and Revenues Software Management 
Direct Leadership: Administrative Secretary (Parks and Recreation 
Department) 
Coordinating Departments/Agencies/Others: Director of Parks and 
Recreation, Parks and Recreation, Information Systems Manager, 
Information Systems, Contract Service Provider 

 
The City of Logan is currently looking in to participating in a Performance 
Measurement process that is being developed by the City of 
Minneapolis, Minnesota.  The focus of the study includes three types of 
measures: 

1. Efficiency Measures 
2. Effectiveness Measures 
3. Outcome Measures 

 
  The Parks and Recreation Department is currently participating in the 
  NRPA 2009 Benchmarking Survey. 
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Documentation Provided: 

¶ Pioneer Day Parade and Celebration at Willow Park Flyer, 
Planning Minutes 

¶ July 3rd Fireworks Program at Romney Stadium Flyer, Planning 
Minutes, Evaluation Meeting Minutes 

¶ Cache Community Celebrates New Yearôs Eve Flyer, Planning 
Minutes 

¶ Logan Parks, Recreation, Trails, and Open Space Master Plan 
Update (2006) 

¶ Recreation Center Task Force Future Considerations Report 
(2008) 

¶ City of Logan General Plan Update 

¶ Benchmarking Research 

¶ Citizen Survey Results 

¶ Cemetery Fees Research 

¶ Golf Course Clubhouse Expansion Research 

¶ Sportsman Software Upgrade Information 

¶ Performance Measurement in Minneapolis 

¶ NRPA 2009 Benchmarking Survey 
 
 

  3.6.2     Personnel                                                
                                  ( X ) Met       (    ) Not Met 
 

 The Agency should employ at least one staff member or consultant who 
 have planning and research capability. 

 
Suggested Evidence of Compliance: 
 
Provide job description for persons who have planning and research 
function and/or consultant agreement. 
 
Notations by Agency Regarding Compliance: 

 
  The Director of Parks and Recreation for the City of Logan is the  
  designated lead for planning and research in the Parks and   
  Recreation Department. 

 
For planning and research pertinent to the services within the Parks and 
Recreation Department, the Director of Parks and Recreation will involve 
specific Division Managers as part of the planning and research 
personnel as needed.  When plans and research involve compliance to 
City Code and other related mandates beyond the Parks and Recreation 
Department jurisdiction, the Director of Parks and Recreation will 
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coordinate with the appropriate City Department Director or their 
designated personnel in achieving planning and research objectives for 
the Parks and Recreation Department. 

 
In planning and research matters related internally to the Parks and 
Recreation Department and those requiring other City Department 
coordination, the Director of Parks and Recreation may hire when 
resources permit, professional consultants to assist in Department 
planning and research. 

 
Documentation Provided: 

¶ Job Description for the Director of Parks and Recreation 

¶ Job Descriptions for Department Division Managers 

¶ Job Description of Director of Community Development 
Department 

¶ Job Description of Community Development Department Planner 
II 

¶ Authorization for Professional Planning Services - Logan 2006 
Parks, Recreation, Trails, and Opens Space Master Plan Update 

¶ Authorization for Professional Planning Services ï Boulevard Trail 
Project 

¶ Authorization for Professional Planning Services ï Southwest 
Logan Gateway Project 

¶ Authorization for Professional Planning Services ï Deer Crest 
Project 

 
 
3.6.3    Analysis of Operations                                

                       ( X ) Met      (   ) Not Met 
 

 There should be a semiannual analysis of operational activities, which 
 includes the following:  type of activity, location, time, date, and is 
 disseminated to affected organizational units. 

 
 Suggested Evidence of Compliance: 

 
 Provide the last two semiannual analyses and indicate to whom they 
 were disseminated. 
 
 Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department deploys the 
following periodic functions to analyze effective planning and research 
for timely decision making in the allocation of agency resources: 

 



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

91 

¶ Schedule of Operations Report to the Mayor ï Reported in 
person (twice monthly) 

¶ Report of Operations to Citizen Boards and City Council 
Liaisons ï Reported to Boards (Monthly) 

¶ Report of Department Projects and Operations from Department 
Division Managers ï Division Reports to the Director of Parks 
and Recreation (Monthly) 

¶ Weekly Department Staff Meetings ï Reports to Division 
Managers and Department Administrative Staff (Weekly) 

 
Documentation Provided: 

¶ Schedule of Operations Report to the Mayor for 2008 / 2009 
¶ Department Web Page Annual Report (2008) 

http://www.loganutah.org/parks_and_rec/dept_information/annual_reports.cfm 

¶ Selected Monthly Reports from Department Staff Meeting Reports 
(2008) 

¶ Selected Monthly Reports from Department Divisions (2008) 

¶ Analysis of Operational Activities: 
o Willow Park Zoo ï Whatôs New at the Zoo (February 20, 

2008) 
o Willow Park Zoo ï Boo at the Zoo Follow-Up (November 

19, 2008) 
o Logan River Golf Course ï Driving Range Improvements 

(November 13, 2008) 
o Logan River Golf Course ï Menôs and Ladyôs Club New 

Events (February 12, 2008) 
o Logan Recreation Center Oversight Committee ï Building 

Use (May 12, 2008) 
o Logan Recreation Center Oversight Committee ï Loitering 

in Front of Recreation Center (December 16, 2008) 
o Recreation Division:  Youth Baseball Report ï Logan Parks 

and Recreation Advisory Board (November 13, 2008) 
o Recreation Division:  Joint Use of Recreation Center ï 

Logan Parks and Recreation Advisory Board (April 17, 
2008) 

o Parks Division:  Division Managerôs Report ï Logan Parks 
and Recreation Advisory Board (January 17, 2008) 

o Parks Division:  Division Managerôs Report ï Logan Parks 
and Recreation Advisory Board ( June 19, 2008) 
  

 
 

 

 

 

 

http://www.loganutah.org/parks_and_rec/dept_information/annual_reports.cfm
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 4.0 HUMAN RESOURCES 
 

   4.1    Employees 
 

F      4.1.1    Chief Administrator             
                                             ( X ) Met     (   ) Not Met 
 

There shall be a professionally-qualified administrator who is responsible 
to the managing authority for the management, direction, and control of 
the operations and administration of the Agency, and who shall have 
authority to perform such responsibilities. 

 
Suggested Evidence of Compliance: 
 
Provide name and professional qualifications of the current chief 
administrator; also provide copy of position description.  Evidences of 
ñprofessionally qualifiedò include:  (1) Certified Park and Recreation 
Professional (CPRP), (2) degree in parks and recreation or related field, 
or (3) four-year college degree and five years of professional experience 
in parks and recreation, and involvement in professional park and 
recreation organizations (4.1.4.2.2).  All three criteria are highly 
desirable. 

 
 Notations by Agency Regarding Compliance:  
 
 The City of Logan Department of Parks and Recreation has a 
 professionally qualified administrator who is responsible for the 
 management, direction, and control of the operations and administration 
 of the Department. 

 
 Russell A. Akina has served as the Director of Parks and Recreation 
 since 1996.  Prior to that, he served as Acting Director of Parks and 
 Recreation from 1994 until 1996.  It was under his direction that the 
 Logan Parks and Recreation Department was awarded the Utah 
 Recreation and Parks Department of the Year in 2002. 
 
 Russ is a graduate of the University of the Redlands, California where he 
 received a Bachelor of Science degree in Business Administration and 
 Management.  He is an NRPA Certified Park and Recreation 
 Professional, and currently serves as a commissioner on the 
 Commission for Accreditation of the Park and Recreation Agencies 
 (CAPRA).  In addition to being a member of NRPA and URPA, he has 
 served as the 2006-2008 Administrative Representative on the URPA 
 Board of Directors and currently serves as the President of the Utah 
 Recreation and Parks Association (URPA).  
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 Russ is dedicated to the mission of the City to sustain and enhance the 
 quality of life for the citizens of Logan by helping to create life-long 
 leisure experiences for men, women, and children. 

 
Documentation Provided: 

¶ Job Description 

¶ Resume for Russell A. Akina 

¶ Biography 

¶ Biographical Statement 

¶ Abstract Biographical Statement 

¶ Copies of Newspaper Articles relating to accomplishments 

¶ Letters of Endorsement 

¶ Copy of CPRP Certification 

¶ 2009 Leisure Insights Presidentôs Message 
 
 
              4.1.2  Staffing 
 

? 4.1.2.1     Competent Staff    
                                        ( X ) Met    (   ) Not Met 

 
   The Agency shall employ professional staff qualified to develop 
   and operate programs and services.  
 

 Suggested Evidence of Compliance: 
 

 List professional staff with the responsibilities and qualifications to 
 carry out such responsibilities. 
 
 Notations by Agency Regarding Compliance: 
 
 A full list of the City of Logan Parks and Recreation Department 
 full-time benefited staff, job titles, and years of service is listed in 
 the chart below.  Position profiles for each full-time benefited 
 employee are kept on file and updated annually to accurately 
 reflect the qualifications and responsibilities associated with each 
 position.  The City of Logan Parks and Recreation Department 
 Staff are highly qualified for the positions that they hold. 
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Name Title 
Years of 
Service 

Russ Akina Director of Parks and Recreation 15 

Launa Murdoch Administrative Secretary 8 

Tonya Petersen Secretary III 2 

Debbie Harvey Program Information Representative 24 

Jeff John Golf Professional 16 

Nick Purintun Golf Course Superintendent 8 

Eric Skinner Assistant Golf Professional 8 

James Hansen Golf Course Mechanic 3 

Tony Brown Grounds Maintenance Worker (Golf) 6 

Ed Stephens Parks Superintendent 27 

Reed Bytendorp Parks Maintenance Supervisor 19 

Justin Allen Parks Maintenance Crew Chief 11 

Andy Eames Equipment Operator (Parks) 4 

Layne Jenkins Grounds Maintenance Worker (Parks) 1 

Riley Neilson Parks Irrigation Specialist 7 

Kevin Lewis Grounds Maintenance Worker (Parks) 1 

Floyd Crookston Facilities Maintenance Tech (Parks) 14 

Coltin Larsen Equipment Operator (Parks) 2 

Kevin Reading Parks Irrigation Specialist 29 

Steve Strickland Parks Irrigation Specialist 13 

Marc Haws Grounds Maintenance Worker (Parks) 24 

Brooks Hansen Grounds Maintenance Worker (Parks/Zoo) 1 

Mark Johnson Recreation Manager 23 

Dan Blakely Aquatic Supervisor 1  

Tara Alder Community Youth Coordinator 2 

Shelley Compton Recreation Center Manager 24 

Gaye Burge Custodian (Recreation Center) 8 

Tim Pope Custodian (Recreation Center) 3 

Dan Blakely Recreation Coordinator 2 

Seth Sparks Cemetery Sexton 34 

Roger Douglas Equipment Operator (Cemetery) 5 

B.J. Buttars Grounds Maintenance Worker (Cemetery) 3 

Rod Wilhelm Zoo Superintendent 30 

Susan Bracewell Education Coordinator 3 

Karl Kallmeyer Zookeeper 5 

Heather Phillips Zookeeper 2 

 Combined Years of Service 388 

 
Documentation Provided: 

¶ Parks and Recreation Department Organizational Chart 

¶ Job Descriptions for each of the positions listed above 

¶ Position Profiles for each of the positions listed above 

¶ Parks and Recreation Department Plan Review Schedule 
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 4.1.2.2    Supervision                          
                            ( X ) Met      (   ) Not Met 

 
 There should be constructive and effective supervision of all 
 personnel to help them improve program, grow professionally and 
 interpret program to the community. 

 
 Suggested Evidence of Compliance: 

 
 Provide the plan for a systematic process for supervising 
 personnel. 

 
 Notations by Agency Regarding Compliance: 

 
The City of Logan Parks and Recreation Department has a clear 
chain of command.  The Director of Parks and Recreation reports 
directly to the Mayor.  The Division Managers and Administrative 
Staff report to the Director.  The Division Managers and 
Administrative Staff attend a weekly meeting conducted by the 
Director of Parks and Recreation.  Information is disseminated 
from the Executive Council (Directors and Mayor) to Division 
Managers and Administrative Staff.  Each Division Manager is 
responsible to distribute this information to their staffs.  Each 
Division meets on a regular basis to ensure that all employees 
receive information that relates to his or her position.   

 
The Employee Handbook (Exhibit B) Section 15-01 states that 
workplace monitoring may be conducted by the City of Logan to 
ensure quality control, employee safety, and customer 
satisfaction.   

 
3-12 (1) Department Heads (Referred to as Directors) and 
Supervisors conduct Regular Employee performance evaluations 
annually, at minimum, to assist employees in performing their 
responsibilities.  The Human Resource Department assists 
Department Heads and Supervisors in developing a performance 
evaluation process that best meets the needs of the City. 

 
Documentation Provided: 

¶ Organizational Chart 

¶ Job Descriptions of Supervisory/Management Positions 

¶ Section 15 Work-Place Monitoring (Employee Handbook - 
Exhibit B) 

¶ Section 3 Employment (Employee Handbook- Exhibit B) 
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¶ Section 3-12 Employment (Employee Handbook ï Exhibit 
B) 

¶ Agendas for Division Manager/Administration Staff Meeting 

¶ Minutes from Division Manager/Administration Staff 
Meeting 

 

F 4.1.2.3   Job Analyses                                 
                            ( X ) Met       (   ) Not Met 

 
 A written job analysis for all positions shall be maintained on file 
 and shall include, at a minimum: duties, responsibilities, and tasks 
 of each position; and minimum level of proficiency necessary in 
 the job-related skills, knowledge, abilities and behaviors.  
 

  Suggested Evidence of Compliance: 
 
  Job analyses on file. 
 
  Notations by Agency Regarding Compliance: 
 

 The City of Logan has a Human Resource Department that 
 oversees all aspects of the employment process.  There is a full 
 description of each position on file with the Human Resource 
 Department.  The Parks and Recreation Department has on file a 
 full job description for positions within the Department.  Each job 
 description includes the following information: 

¶ FLSA Status 

¶ Definition 

¶ Tasks 

¶ Knowledge, Skills, and Other Characteristics 

¶ Qualifications 
 
  Memoranda are sent from the Human Resource Department to  
  Department Heads as deemed necessary to provide update on  
  temporary seasonal market adjustments.  Position allocations by 
  grade and approved occupational titles information is also  
  distributed through the Human Resource Department. 

 
The Human Resource Department requires a Position Requisition 
Form and Vacancy Audit Form when a position is vacated.  This 
makes it possible to analyze full-time positions on a regular basis. 
In addition there is a Position Re-evaluation Questionnaire and a 
Job Analysis Questionnaire to aid in the job analysis process. 
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 Documentation Provided: 

¶ Temporary Seasonal Market Adjustments 
Memorandum 

¶ Position Classification Series ï Approved 
Occupational Titles 

¶ Request for Seasonal Rehire Form 

¶ Position Requisition Form 

¶ Vacancy Audit Form 

¶ Position Re-evaluation Questionnaire 

¶ Job Analysis Questionnaire ï Desk Audit 

¶ Parks and Recreation Department Job Descriptions 
 
 
              4.1.3   Recruitment and Selection 
 

      4.1.3.1    Recruitment Process        
                                    ( X ) Met      (   ) Not Met  

 
 There should be a comprehensive and aggressive recruitment 
 and selection program to secure qualified personnel. 

 
  Suggested Evidence of Compliance: 

 
 Provide a copy of written recruitment and selection procedures. 
 
 Notations by Agency Regarding Compliance: 

 
 The City of Logan desires to fill all positions with the most 
 qualified applicant.  Further, it is the intent of the City to consider 
 qualified in-house applicants when appropriate.  In general, 
 notices of all job openings are posted, although the City of Logan 
 reserves its discretionary right to not post a particular opening.  
 Job openings may be posted in the following locations: 

 

¶ Employment Agencies 

¶ Professional staffing services, trade journals 

¶ Newspapers 

¶ Internet 

¶ Bulletin boards 
 

The Human Resource Department notifies Department Heads, 
Division Managers, and Secretaries when there is an updated list 
of positions available.  The list of jobs is posted regularly on an as 
needed basis.  Departments throughout the City post the list in 
their areas. Other recruiting sources may be used to fill open 
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positions in the best interest of the organization.  Job opportunities 
can be found on the City Website: 
http://www.loganutah.org/Administration/Human%20Resources/job_openings.cfm 

 
 Documentation Provided: 

¶ Section 2 (Recruitment) from City of Logan Employee 
Handbook 

¶ Section 2-03 (Job Postings) from City of Logan Employee 
Handbook 

¶ ñJobs Availableò list prepared by the Human Resource 
Department 

 
 

4.1.3.2     Equal Employment Opportunity      
                           ( X ) Met       (   ) Not Met 

 
There should be a written policy regarding cultural diversity for all 
employment  practices and evidence that it is being implemented. 

    
   Suggested Evidence of Compliance: 

 
   Provide a copy of the managing authority or Agency policy and 
   indicate how it is being implemented by the Agency. 

     
   Notations by Agency Regarding Compliance: 

 
    The City of Logan is an ñEqual Opportunity Employerò as stated in 
    the Employee Handbook (Exhibit B - 2-01) and selects, hires,
    promotes, and compensates employees without regard to race, 
    religion, age, disability, gender, color, national origin, or any other 
    protected status. The City evaluates applicants for employment or 
    candidates for promotion based upon their knowledge, skills, 
    experience, education, and potential for job performance  
    consistent with the needs of the position. 
 

   Additionally, The City of Logan complies with the Age   
   Discrimination in Employment Act of 1967 (ADEA) and all  
   subsequent amendments to the act. (Employee Handbook -  
   Exhibit B ï 18-01) 

 
    The City of Logan also complies with the Americans with  
    Disabilities Act (ADA).  Employee Handbook (Exhibit B ï 19-01) 
 
    The City of Logan Parks and Recreation Department posts the 
    Employee Rights posters from the United States Department of 
    Labor Wage and Hour Division in  locations that are visible for 

http://www.loganutah.org/Administration/Human%20Resources/job_openings
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    employees in the Cemetery Office, Logan Aquatic Center,  
    Recreation Center, Golf Course, and Service Center for Parks 
    Division employees. 
 

 Documentation Provided: 

¶ Employees Rights Under the Fair Labor Standards Act 

¶ Section 2, Equal Opportunity from Employee Handbook 
(Exhibit B) 

¶ Section 18, Age Discrimination in Employment Act from 
Employee Handbook (Exhibit B) 

¶ Section 19, Americans with Disabilities Act from Employee 
Handbook (Exhibit B) 

    
 

4.1.3.3    Selection Process      
                                     ( X ) Met      (   ) Not Met 

 
There should be a manual that describes all components of the 
selection process. 

 
 Suggested Evidence of Compliance: 

 
 Provide a copy of manual. 

 
  Notations by Agency Regarding Compliance: 

 

 The City of Logan Parks and Recreation Department is required to 
 comply with all selection policies and procedures for classified 
 employees as outlined the City of Logan Employee Handbook, 
 Selection Procedures (2-05) and Application Requirements (2-04).  
 (Exhibit B) 

  
Applications are received by the Human Resource Department 
and a database of applicants is developed.  Once the database 
has been completed, the applications are submitted to the Parks 
and Recreation Department where they are distributed to the 
appropriate Division for review. 
 
The Director of Parks and Recreation and/or Division Manager or 
his or her designee reviews the applications for qualified 
applicants. 

 
Interviews are scheduled by the Parks and Recreation 
Department and coordinated with the Human Resource 
Department. 
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Assessment of the applicants is based upon criteria for selection.  
All examinations are impartial, fair, practical, and designed to test 
the relative qualifications and fitness of applicants to discharge 
duties of the particular position they seek to fill.  All assessments 
are conducted under the direction of the Human Resource 
Department. 

 

For full-time benefited positions an interview panel is formed 
comprised of three to five individuals.  It is mandatory that there is 
one representative from the Human Resource Department 
participating on the panel.  The Director of Parks and Recreation 
appoints remaining panel members based on the Division the 
prospective, where the candidate will be assigned, and the 
specific assignments related to the position. 

 

After reviewing the applications, the designated employee selects 
the candidates that will be interviewed.  Only those applicants who 
are considered most qualified will be interviewed for the position.  
All other applications are returned to the Human Resource 
Department.  Only those applicants that are interviewed but not 
selected for the position will be sent a letter from the Human 
Resource Department informing them that they were not selected 
for the position. 

 

The interview process is designed to effectively assess the 
qualifications of the candidate.  Questions are specific to the 
position and are calculated to test the knowledge and expertise of 
the candidate to establish which candidate is best suited for the 
position.  After all candidates have been interviewed, the panel 
discusses the results of the interviewing process and selects the 
candidate for the position.  The offer for the position is extended 
on the condition that the successful applicant passes both a 
background check and a drug screen. 

 

Part-time seasonal employees are interviewed by the hiring 
supervisor and Division Manager and are not required to be 
interviewed by a panel.  They are under the same requirements to 
successfully complete a background check and drug screen. 
 

 Documentation Provided: 

¶ Employee Handbook 2-04 (1), 2-04 (2), 2-05 (1) through (6)   
(Exhibit B) 

¶ Jobs Available as posted on Website:  
http://www.loganutah.org/Administration/Human%20Resources/job_openings.cfm 

¶ Job Application printed from Website:  
http://www.loganutah.org/Administration/Human%20Resources/employment_apps.cfm 

¶ Job Application 

¶ Sample Interview Questions 
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¶ Sample Interview Schedules 

¶ Sample Secretary Skills Assessment 
 

 
      4.1.3.4    Background Investigations       
                                    ( X ) Met      (   ) Not Met 

 
 Personnel hiring should include procedures for background 
 investigations prior to appointment, including: 

¶ the verification of a candidateôs qualifying credentials; 

¶ a review of a candidateôs civil and criminal record, if any; 

¶ verification of at least three personal references of the 
candidate; and 

¶ particular attention to drug and child/adult abuse record 
 
                       Suggested Evidence of Compliance:   
 

                      Provide copy of procedures and examples of background checks          
                                completed. 
 

 Notations by Agency Regarding Compliance: 
 

The City of Logan Parks and Recreation Department strictly                    
adheres to the City of Logan Human Resource Departmentôs 
policy requiring background checks on all prospective employees 
as outlined in the Employee Handbook (Exhibit B) Section 2-04 
(1) f and g: 
 
f.  The City conducts a background examination of applicants 
being considered for employment, including an evaluation of the 
applicantôs personal and professional background and educational 
experience.  The City also conducts a police record check of 
potential new employees. 
 
g.  The City requires than an applicant also take a drug test 
subsequent to an offer of employment to determine the use of 
illegal drugs.  The City disqualifies any applicant whose drug test 
indicates the presence of illegal drugs or any controlled or psycho-
toxic substance, except legally prescribed drugs. 

 
Prospective employees are offered a job only upon the condition 
that he or she successfully passes a background check.  This 
same process is followed for all volunteers that are utilized in the 
Parks and Recreation Department.  The City of Logan Police 
Department can process backgrounds for those prospective 
employees/ volunteers that both currently live within the local zip 
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cope area (84321) and do not have former addresses within the 
past five years outside of that jurisdiction. 

 
Those prospective employees/volunteers living outside of the local 
zip code area (84321) must have their background processed 
through the Human Resource Department.  The Human Resource 
Department uses an agency by the name of Mind Your Own 
Business (MYB).  After the background has been processed, the 
Human Resource Department posts cleared backgrounds on a 
shared drive which is available to authorized personnel only. 

 
Those backgrounds that come back positive are reported only to 
the Human Resource Department.  All reports are kept completely 
confidential.  The prospective employee or volunteer is referred 
directly to the Human Resource Department by the Department 
Head for additional information.   

 
Volunteers are not required to have a drug screen; however, all 
potential employees are required to pass a drug screen.  The drug 
screen cannot be done until the background results have been 
reported and are cleared.  Drug screen forms can be picked up 
either by the hiring supervisor or at the front desk of the 
Recreation Center.  The prospective employee has only 30 
minutes from the time they pick up the form to be at the Logan 
Regional Hospital to complete the screening.  City of Logan Parks 
and Recreation Department Staff note the time on the form. 

 
The Human Resource Department reports the results of the 
cleared drug screens on a shared drive which is available to 
authorized personnel only.  Those screens that indicate there is a 
potential problem are reported only to the Department Head.  The 
Department Head advises the hiring supervisor of the situation.  
The prospective employee has the option to meet with the 
Department Head or Human Resources if there are conditions 
that need to be reviewed.  The Human Resource Department 
Head will determine the eligibility of the prospective employee.  All 
drug screen results are kept in utmost confidentiality. 

 
The opportunity for employment is extended only after the 
background results and drug screen results have been cleared. 

 
Documentation Provided: 

¶ Employee Handbook 2-04 (1) f,g, 

¶ Background Check Form 

¶ Drug Screen Check Form 

¶ Completed Background Form 
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¶ Background Posting from Shared Drive 

¶ Drug Screen Posting from Shared Drive 
 
 

             4.1.4   Management Policies and Procedures 
                

F 4.1.4.1    Personnel Manual                     
                                                          ( X ) Met      (   ) Not Met 
 

 There shall be written policies which govern the administration of 
 personnel procedures for both professional and nonprofessional 
 employees and are reviewed annually. 

 
 Suggested Evidence of Compliance: 
 
 Provide copy of policies and manual; describe on-the-job training 
 opportunities; indicate procedures for annual review and date of 
 latest review. 
 
 Notations by Agency Regarding Compliance: 
 
 The City of Logan Human Resource Department issues all 
 benefited employees a copy of the Personnel Manual.  The 
 Personnel Manual, referred to as the City of Logan Employee 
 Handbook, outlines the general benefits, employment policies, 
 and general responsibilities pertaining to City employees.   

 
 Upon receipt of the Employee Handbook, the employee 
 acknowledges that the handbook constitutes legal notification of 
 the contents of the handbook and acknowledges his or her 
 responsibility to become familiar with and adhere to the policies 
 stated in the manual. 

 
 The Human Resource Department reserves the right to amend 
 the Employee Handbook as deemed necessary.  Policies are 
 reviewed and revised on an as needed basis.  When it is 
 determined that revisions are necessary; updated policies are 
 disseminated to employees and the employee is required to 
 update his or her copy of the Employee Handbook. 

 
The City of Logan Employee Handbook is currently in the process 
of being reviewed and updated by the Director of Human 
Resources.  When the revision has been completed employees 
will receive the update. 
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Documentation Provided: 

¶ Mayorôs Welcome Letter and introduction to Employee 
Handbook to new employees  

¶ New Enrollment Checklist 

¶ Employee Acknowledgement Sheet 

¶ Table of Contents from Employee Handbook 

¶ Proposal to Modify Handbook Policy 6-04 (November 26, 
2007) 

¶ Handbook Revision E-mail (May 21, 2008) 

¶ Revised Employee Handbook Section 5 (Effective May 21, 
2008) 

¶ Information Systems Policies 

¶ Logan City Employee Handbook (Exhibit B) 
 

 
 4.1.4.2   Professional Considerations 

 

? 4.1.4.2.1    Code of Conduct (ethics)     
                                      ( X ) Met      (   ) Not Met 

 
 There shall be a statement of personnel (Agency) 
 responsibility or role in politically sensitive issues as related 
 to the park and recreation system, business dealings with 
 other  entities, interrelationships with other organizations 
 and agencies, and interactions with participants. 

 
        Suggested Evidence of Compliance: 
 
  Provide a copy of the code of conduct.   
 
  Notations by Agency Regarding Compliance: 
 

The City of Logan adopts the Municipal Officersô and 
Employeesô Ethics Act, Section 10-3-1301, et seq., Utah 
Code Annotated 1953, as amended, which establishes 
standards of conduct for employees to disclose actual or 
potential conflicts of interest between public and personal 
duties.  Employees are responsible for complying with the 
disclosure requirements for personal interest and 
restrictions as it relates to the acceptance of gifts as 
provided in the Act. 

 
Disclosure provision rules and forms for disclosure 
compliance are available from the City Recorder.  A 
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Disclosure Statement (Conflict of Interest) is included in the 
packet of required information on all new employees.  

 
The following actions are prohibited: 

 
 a.  Disclosure of confidential information acquired by 
 reason of an official position or using such information to 
 secure special privileges or exemptions for the employee or 
 others. 
 
 b.  Use or attempt to use any city position to secure special 
 privileges or the employment of others. 

 
 c.   Knowingly receive or accept any gift or loan if the gift or 
 loan would influence the employee in the discharge  
 of official duties. 

 
   d.  This section does not apply to the following: 

 
1. Non-pecuniary gifts with a value less than $50.* 
2. Publicly presented awards. 
3. Bona fide loans made in the ordinary course of 

business. 
4. Political campaign contributions actually used in 

a political campaign. 
 

    Refer to Exhibit B (Employee Handbook) Page 14. 
 

*Not to be confused with #3 on the attached DISCLOSURE 
STATEMENT wherein it states  ñPlease state whether you, 
your spouse, and/or your minor children are an officer, 
director agent or employee or the owner of a substantial 
interest in a business entity (where the value of the interest 
exceeds $2,000) which is subject to the regulations of 
Logan City. 

 
    The above statement is referring to a business that a  
    potential employee may be connected to that may be  
    influenced or regulated by the City and therefore may be 
    interpreted as a conflict of  interest. 
 

   Documentation Provided: 

¶ Utah Code Section 10-3-1301 

¶ Disclosure Statement 

¶ Employee Handbook Page 14 (Exhibit B) 
 



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

107 

   
 4.1.4.2.2    Professional Organizations    

                                        ( X ) Met      (   ) Not Met 
 

Professional park and recreation personnel should be 
active members of their professional organizations. 
 
Suggested Evidence of Compliance: 

 
Provide a list of professional personnel, and the 
professional park and recreation organization(s) in which 
they are a member; indicate nature of participation. 

 
Notations by Agency Regarding Compliance: 

  
The following is a list of professional personnel, and the 
organization(s) in which they are a member, and the type of 
their participation. 

 

 

Name Title Organization / Activity 

Russ Akina Director of Parks and Recreation CAPRA-Site Visitor, CAPRA-
Commissioner NRPA Representative, 
URPA-Past Administrative 
Representative, URPA-President-
Elect, NRPA Congress-Local Host 
Committee Logistics Committee Chair 

Launa Murdoch Administrative Secretary NRPA Congress-Local Host 
Committee Member 

Tonya Petersen Secretary, Safety Committee URPA-State Conference Presenter 

Debbie Harvey Program Information 
Representative 

NRPA Congress-Local Host 
Committee Sign Chair, USU Intro to 
Parks and Recreation Class Presenter 

Mark Johnson Recreation Division Manager USU Into to Parks and Recreation 
Class Past Presenter 

Tara Alder Community Youth Coordinator USU Into to Parks and Recreation 
Class Presenter, Alliance for Youth-
Logan Parks and Recreation 
Representative Committee Member 

Susie Bracewell Zoo Education Coordinator USU Into to Parks and Recreation 
Class Presenter 

Dan Blakely Recreation Coordinator USU Into to Parks and Recreation 
Class Past Presenter 

Jeff John Golf Professional PGA-Utah Section Committee Member 
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Documentation Provided: 

¶ CAPRA Commissioners Roster 

¶ URPA Board of Directors Roster 

¶ NRPA Congress Local Host Committee Roster 

¶ Alliance for Youth Partners Roster 

¶ URPA Conference Professional Education Schedule 

¶ USU Intro to Parks and Recreation Class 
Presentation 

 
 

 4.1.4.3   Compensation, Benefits, Conditions of Work 
 
 4.1.4.3.1    Compensation (Salaries and Wages) 

                                        ( X )Met     (   ) Not Met 
 

 There should be a written compensation program, which is 
 reviewed annually.  There should be equity of 
 compensation among units within the local government 
 unit. 

 
 Suggested Evidence of Compliance: 

 
 Provide copy of the park and recreation Agency or 
 managing authority compensation plan. 

 
 Notations by Agency Regarding Compliance: 

 
 The City of Logan Human Resource Department assigns 
 each Regular and Civil Service position a classification 
 code and salary range, as established by the Cityôs 
 Classification and Compensation Plan.  The Classification 
 and Compensation Plan reflects internal and external 
 equities, based upon assigned duties and responsibilities 
 and market comparisons.  The market research is 
 conducted annually and is carried out under the direction of 
 the Human Resource Department.   

 
Individuals are typically hired or appointed at the minimum 
of the approved range.  Department Heads and Division 
Managers have discretion to appoint or hire up to the first 
(1st) quartile of an approved range, as deemed necessary 
and appropriate due to market conditions. 

 
Documentation Provided: 

¶ Section 4 (Compensation) of Employee Handbook 
(Exhibit B) 
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¶ Section 4-03 (Wage and Salary) of Employee 
Handbook (Exhibit B) 

¶ Section 4-04 (Overtime and Compensatory Time) 
of Employee Handbook (Exhibit B) 

¶ E-mail addressing proposed policy modification of 
Section 4-05 (On Call) of Employee Handbook  

¶ Section 4-06, 4-07, 4-08, 4-09, and 4-10 of 
Employee Handbook, addressing the following: 

o Stand-by 
o Call Back 
o Garnishments or Levies 
o Interim Pay 
o Workerôs Compensation 

¶ City of Logan Human Resource Department 
Temporary Seasonal Position Classification Series 
and Allocation by Grade 

¶ Human Resource Classified Position Allocations 
by Grade, Fiscal Year 2008-2009 

¶ Power Point Human Resources Market and Pay 
for Performance Presentation to Municipal Council 

 
 
4.1.4.3.2     Employee Benefits     

                               ( X ) Met       (   ) Not Met 
 

  There should be a written fringe benefits program. 
 

  Suggested Evidence of Compliance: 
 

  Provide a copy of the park and recreation Agency or  
  managing authority fringe benefits plan. 

 
  Notations by Agency Regarding Compliance: 

 
  The City of Logan Human Resource Department provides a 
  statement of employee benefits for eligible employees in 
  sections (5) five and (6) six of the Employee Handbook.  
  (Exhibit B)  Section (5) five addresses paid leaves as  
  follows: 

¶ Paid Personal Leave 

¶ Paid Holidays  

¶ Short-Term Disability 

¶ Time off to Vote 

¶ Bereavement Leave 

¶ Family and Medical Leave 
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Section (6) six of the Employee Handbook lists the 
following benefits for eligible: 
Retirement 
401K or 457 Plans 
Medical, Dental, Vision, and Life Insurance 
Education and Training 
Recreational Facilities Use 

 
Section 3-07 (4) C describes year-round non-benefited 
employees which are typically hired for on-going, 
continuing work within a specified department, generally 
working less than 40 hours per week and are not eligible 
for benefits. 

 
Section 3-07 (5) states that temporary/seasonal employees 
are typically hired for work during a specified season or 
period of intermittent need.  Employees in this classification 
are not eligible for benefits. 

 
A memorandum dated March 7, 2008 served as a proposal 
to the Executive Committee to modify Policy 6-04 (4) to the 
following: 

 
To promote a healthy lifestyle all City recreational facilities 
will be available to all City employees who obtain an 
ñExpanded Passò from the Recreation Department.  An 
employee is eligible to receive an ñExpanded Passò only if 
they  participate in the Cityôs Health Management 
Program.  Participation will be validated by the Human 
Resource Department.  (Exhibit B ï Section 6) 

 
 Documentation Provided: 

¶ Section (5) of Employee Handbook provided by 
Human Resource Department 

¶ Memorandum documenting short-term leave 
discussion in Executive Committee Meeting 

¶ E-mail addressing questions regarding short-term 
leave 

¶ Short-term Disability / Personal Leave Chart 

¶ Retirement Incentive Memorandum 

¶ Section (6) Six of Employee Handbook Describing 
Retirement 

¶ Section 6-02 (1) (2) ï Medical, Dental, Vision, and 
Life Insurance 
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¶ Section 6-03 Education and Training Policies 

¶ Memorandum ï Proposing Modification of 6-04 

¶ Intermountain Employee Assistance Program 
Brochure 

¶ 2008-2009 Logan City Employee Benefit Handbook 

¶ Select Health Enrollment Guide 
 

 
                        4.1.4.3.3    Conditions of Work          

 
                     4.1.4.3.3.1    Physical Examination         
                                          (   ) Met      ( X ) Not Met 

 
 There should be a written policy governing the 
 provision of physical examinations for employees. 

 
  Suggested Evidence of Compliance: 

 
 Provide copy of the physical examination written 
 statement. 

 
 Notations by Agency Regarding Compliance: 

 
 The City of Logan Human Resource Department has 
 developed a Health Management Program.  They 
 are committed to encouraging good health and 
 wellness practices for all employees and their 
 families. 

 
 ñThe Mission of this program is to assist and reward 
 those individuals who participate and make efforts 
 towards long-term, healthy behavior changes in their 
 lifestyle, which will reduce their health risks and 
 improve their overall quality of life.ò 

 
Health Fairs are provided for employees and 
spouses.  Flu shots are available free of charge for 
employees that are insured with Select Health. 

 
City of Logan employees are given an option to 
attend a free Bio-Metrics/Physical Exam.  The exam 
includes a testing for blood pressure, cholesterol, 
glucose, height, weight, and body fat percent.  
Personal Health Assessments can be completed on 
line. 
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The Health Management Program also sponsors 
Health Education Classes and Wellness Activities.   

 
The City of Logan complies with the Utah 
Department of Transportation requirements for all 
City employees that carry a Commercial Driverôs 
License (CDL) to undergo a medical examination 
every two years (As stated in the Commercial 
Driverôs License Manual 1.5).  The medical 
examination is conducted through Work Med and is 
paid for by the City of Logan. 

 
Documentation Provided: 

¶ Health Management Program (Employee 
Benefit Handbook) 

¶ Mission of Health Management Program 

¶ Bio-Metrics/Physical Exam E-mail 

¶ Health Fair E-mail (Flu Shots) 

¶ Commercial Driverôs License Medical 
Examination Information 

¶ Medical Examination for Commercial Driver 
Fitness Determination 

¶ Medical Examinerôs Certificates for Parks 
Division Personnel 
 
 

                                             4.1.4.3.3.2   Health and Physical Fitness  
                                                                                      ( X ) Met        (   ) Not Met 
                                 

                        There should be a program which enhances the 
    general health and the physical fitness of their  
    employees. 

 
                        Suggested Evidence of Compliance: 

                     
                       Provide a copy of the program 

                      
                       Notations by Agency Regarding Compliance:   

 
The City of Logan offers an Employee Assistance 
Program (EAP), which is a support program for 
employees and their families.   The EAP provides 
free, confidential counseling, help with caregiver 
issues, and 24-hour crisis services. Information can  
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be accessed at the City Website: 
http://www.loganutah.org/Administration/Human%20Resources/benefits.cfm 
Information is also provided at the Human Resource 
Department located in City Hall, 255 North Main, 
Logan, Utah. 

 
Beginning in January of 2008, the Human Resource 
Department launched the ñHealth Management 
Programò to encourage employees to be physically 
fit and maintain good health.  As an incentive, Logan 
City Employees are eligible to receive free access to 
all Logan City Recreation Facilities by meeting the 
requirements that have been established.   

 
The Human Resource Department is responsible for 
monitoring the program for compliance with the 
participation requirements listed below: 

 
Option 1 ï Employees on City health insurance plan: 

¶ Both employee and spouse must have had 
Bio-Metrics testing done. 

¶ Both employee and spouse must have 
completed a ñPersonal Wellness Profileò. 

¶ Both the employee and spouse must 
participate in the required activities based on 
their risk level.   

 
    Option 2 ï  

¶ The employee must complete the ñPersonal 
Wellness Profileò . 

¶ The employee must exercise 30 minutes a 
day for at least 3 days a week and complete 
a ñPhysical Activity Trackerò.  The Tracker 
must be turned into Human Resources at the 
end of each month.  The forms are available 
on the ñHò drive under ñHR formsò and also 
at the Human Resource Department. 

¶ The employee must attend one education 
seminar that is offered during the year.   

 
   Employees meeting the requirements as  
   outlined will receive a voucher from the Human 
   Resource Department.  The voucher is then  
   presented to the facility attendant at the Logan  
   Community Recreation Center.  The facility  
   attendant will then create an ñExpanded Passò, 
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   which allows the employee free access to the  
   Recreation Center, Logan  Aquatic Center, and 
   Logan River Golf Course. 

 
   In addition the City Wellness Committee and Human 
   Resource Department provide wellness tips for City 
   Employees on a monthly basis.  The wellness tips 
   are e- mailed to all employees.  The wellness tips 
   are followed up with a brief quiz on the information 
   provided.  Those employees returning a completed 
   and correct quiz are eligible for a drawing to receive 
   prizes.  (Exhibit B1, City Wellness Tips) 

 
     Additional information and details are outlined in the 
     Employee Handbook, Sections 6-04 (1) through 6-
     04 (4)  (Exhibit B1) 

 
    Documentation Provided: 

¶ Memorandum Proposal to Modify Employee 
Handbook Policy 6.04 

¶ Annual Human Resource Training Manual 

¶ Slide from Orientation Presentation that refers 
to Incentive Program 

¶ City Wellness Tips Binder (Exhibit B1) 
 

 
   4.1.4.4   Training, Career Development 

 
   4.1.4.4.1    Orientation Program               

                                       ( X ) Met      (   ) Not Met 
 

There should be an orientation program for all personnel 
employed by the Agency. 
 
Suggested Evidence of Compliance: 

 
Provide a copy of current orientation program. 

 
Notations by Agency Regarding Compliance: 

 
The City of Logan Human Resource Department initiates 
new hire orientation for all full-time benefited employees.  
New hire orientation includes an introduction to Mission 
Statements and Core Values.  Benefits, including 
insurance, the Wellness Program, Employee Assistance 
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Program, Vacation, Sick Leave, Holidays, Emergency 
Leave, and FMLA are explained to new employees. 

 
The City of Logan Payroll Coordinator provides information 
on payroll, including pay periods, timesheets, paychecks, 
and direct deposits.   

 
The City of Logan Human Resource Director explains the 
City Compensation Program and Performance Appraisals.   

 
The Assistant Human Resource Director introduces Policy 
Guidelines.   

 
All benefited employees receive a copy of the Employee 
Handbook.  The Employee Handbook includes a welcome 
letter from the Mayor as well as a brief history of the City of 
Logan.  (Exhibit B) 

 
The City of Logan Parks and Recreation Department 
Administrative Secretary and/or Division Secretary 
conducts a brief orientation for temporary seasonal 
employees.  New employees are briefed on correct 
procedures for recording hours worked and completing 
time sheets.  All supervisors have an Employee Manual 
that is available upon request to temporary seasonal 
employees.  New employees acknowledge their 
responsibility to become familiar with employee 
expectations as outlined in the City of Logan Employee 
Handbook. 

 
Documentation Provided: 

¶ City of Logan Human Resource Department 
Employee Orientation Program 

¶ Logan Employee Benefit Handbook 

¶ Welcome Letter from Mayor 

¶ History of Logan from Employee Handbook 

¶ Completed Parks and Recreation Department Part-
Time Seasonal Employee Orientation Signature 
Sheet 

 

?   4.1.4.4.2    On-the-job Training                  
                                                   ( X ) Met       (   ) Not Met 

 
             There shall be an on-the-job training program, which is 
    evaluated, updated, and revised annually. 
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Suggested Evidence of Compliance:   

 
Provide a copy of current job training program.  Indicate 
when it was evaluated and updated.  Also, indicate criteria 
for reimbursement. 
 
Notations by Agency Regarding Compliance: 
 
The City of Logan Parks and Recreation Department 
maintains an ongoing on-the-job training program for 
temporary seasonal employees and permanent employees.  
Scheduled trainings are reviewed annually as indicated on 
the City of Logan Parks and Recreation Department Plan 
Review Schedule. 
 
Each division is responsible for providing on-the-job 
training for the employees within their division.  The training 
is customized to the division so that new employees are 
able to meet the requirements as outlined in each job 
description. 

 
 The Parks Division provides the following on-the-job 
 training for all employees to ensure that employees are 
 able to accomplish the tasks as outlined on the job 
 description: 

¶ Blue Stake Damage Prevention and Awareness 

¶ Landscape Maintenance Workshop 

¶ Scissor Lift and Man Lift Training 

¶ Grounds Maintenance Training 

¶ Annual Pesticide Applicators Workshop 

¶ USU Extension Shade Tree Care Workshop 
 
 When there is a fee associated with the training that the 
 Parks and Recreation Department employees attend, a 
 blue warrant is prepared for payment from the City.  Blue 
 warrants are available on the shared H 
 Drive/Finance/Forms. The blue warrant is addressed to the 
 party that is offering the training.  The appropriate account 
 number is assigned to the warrant and a check is issued 
 through Accounts Payable.  Blue warrants require the 
 signature of the Division Manager and the Director of Parks 
 and Recreation.   

 
    The Willow Park Zoo employees receive training through 
    Zoo Tech.   Binders containing training materials are on 



Department Vision Statement: Creating Community through People, Parks, and Programs 
City of Logan Parks and Recreation Department 

Self Assessment Report ï April 2009 
 

117 

    site in the Zoo Superintendentôs office.  Zoo Tec Review 
    training is conducted annually. 
 
    After School Club staff receives weekly training and  
    updates.  Training also includes annual workshops offered 
    in the January Afterschool Recharge. 

 
     Administration Staff attended Public Notice Website  
     Training / Records Management.  Computer training is 
     also offered through Information Technology staff  
     periodically. 
 
     In addition to formal training offered, the Cemetery Division, 
     Parks Division, Willow Park Zoo, and Golf Maintenance 
     Division refer to their Operations Manual for correct  
     procedures relating to every day operations and  
     maintenance. 
 
     Part-time non-benefited employees are invited to attend all 
     training that is applicable to the position he or she fills.  
     Front  Desk Staff at the Recreation Center work one-on-
     one with current staff for approximately three days to be 
     trained on Front Desk Procedures.  A Front Desk Training 
     Outline is readily available for easy reference. 
 
     All employees receive City wide training according to needs 
     including: 

¶ Managerôs Training 

¶ Area Command Post Training 

¶ Constitutional Training 

¶ Work Zone Barricading 

¶ Performance Appraisals 

¶ Managing Workers Compensation 
 
     The training listed above is also available to employees of 
     the Parks and Recreation Department on the shared G 
     Drive/Parks_Rec/Electronic Training. 
    

    Documentation Provided: 

¶ Plan Review Schedule 

¶ Parks and Recreation Department Job Training 
Policy 

¶ Signed Training Rosters  

¶ Afterschool Recharge Flyer/Attendance Roster 

¶ Copy of Blue Warrant for Payment for Training 
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¶ Zoo Tec Training Course Outline 

¶ Golf Course Maintenance Operations Manual 

¶ Cemetery Maintenance Operations Manual 

¶ Parks Maintenance Operations Manual 

¶ Willow Park Zoo Operations Manual 

¶ Self-Inspection Checklist Power Point 

¶ Work Zone Barricading Power Point (Cross 
Reference 8.2.2) 

¶ Managers Training Power Point 

¶ Area Command Post Training Power Point 

¶ Constitutional Training Power Point (Cross 
Reference 8.3.1) 

¶ Performance Appraisals Power Point 

¶ Front Desk Operations Training Outline 

¶ Staff Meeting Minutes Addressing Training Reviews 

¶ After School Club Training Schedule 

¶ Staff Meeting Agenda / Minutes February 11 ï 
Evaluation Training (Cross Reference 10.4) 

¶ Department Training Binder (Exhibit G1) 
 

 
 4.1.4.4.3    Career Development                

                                        ( X ) Met        (   ) Not Met 
 

 There should be a program of career development (and 
 self-improvement) based on needs of individual employees, 
 including the responsibilities of employee and employer. 
 
 Suggested Evidence of Compliance: 

 
 Provide a copy of the program for career development. 

 
 Notations by Agency Regarding Compliance: 

 
 The current Employee Handbook (Exhibit B) prepared by 
 the City of Logan Human Resource Department states that 
 the City of Logan may assist employees in the pursuit of 
 educational goals by considering a flexible schedule and/or 
 by reimbursing tuition expenses up to 50% depending on 
 budget restraints and benefit to the City.  (Section 6-03 
 Education and Training) 

 
 The City pays 100% of the costs for training, conferences, 
 seminars, conventions, etc. that employees are required to 
 attend.  Employee Handbook Section 6-03 (2) 
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The City of Logan offers an Employee Assistance Program, 
free of charge.  The IHC Employee Assistance Program 
(EAP), Directions, is a multi-faceted support program for 
employees and managers.  Directions Employee 
Assistance Program offers Life Skill classes that are 
designed to offer practical techniques for professional 
growth.  The EAP can be a resource to supervisors as they 
work to create healthy, productive teams.  The Employee 
Assistance Program is a valuable partner for supervisors 
dealing with difficult employee situations.  WorkLife 
Wellness classes are designed to increase employee self-
awareness and techniques for personal and professional 
growth. Employees and their family members can receive 
free, confidential counseling; help with elder care issues, 
Life Skill classes and 24 hour crisis services.  Management 
support includes consultations about challenging employee 
behaviors, team assessments, and team development 
classes. 

 
City of Logan Parks and Recreation Department 
Employees attend National Recreation and Parks 
Association Congresses as well as Utah Recreation and 
Parks Association Congresses as budget permits. 

 
The City of Logan Parks and Recreation Department 
subscribes to Parks and Recreation Trade Periodicals to 
enhance career development and knowledge.  

 
The following career development congresses have been 
attended by Parks and Recreation Department Staff: 

¶ NRPA Congress 2006 (Seattle) 

¶ NRPA Congress 2007 (Indianapolis) 

¶ NRPA Congress 2008 (Baltimore) 

¶ URPA Congress 2006 (St. George) 

¶ URPA Congress 2007 (St. George) 

¶ Sample Trade Periodicals 
 

   Documentation Provided: 

¶ Section 6-03 Education and Training, from City 
Employee Handbook 

¶ Description of Employee Assistance Program 

¶ CEU Transcripts of Employees attending NRPA 
Congress 
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 4.1.4.5    Performance Evaluation     

                            ( X ) Met      (   ) Not Met 
 
There should be a sound and systematic procedure for annual 
appraisal of job performance.   

 
   Suggested Evidence of Compliance: 
 

  Provide a copy of procedures and representative completed  
  performance  evaluations without identifying personnel  
  information, e.g. name, Social Security number. 

 
  Notations by Agency Regarding Compliance: 

 
Performance Evaluations are conducted for full-time benefited 
employees in February and July of each year.  Department Heads 
and Supervisors conduct Regular Employee performance 
evaluations to assist employees in performing their 
responsibilities.  The Human Resource Department assists 
Department Heads and Supervisors in developing a performance 
evaluation process that best meets the needs of the City.   
 
The evaluation is based on City Goals, Department Goals, and 
Individual Goals.  Each evaluation is tailored to address 
performance elements related to the specific job duties of the 
given position.  Samples of performance elements include job 
knowledge, quality of work, quantity of work, cooperation, problem 
solving, dependability, initiative, planning and organization, 
judgment, etc.  Performance elements are divided and measured 
accordingly, giving each employee a uniform standard for 
evaluation.   

 
 The employee and Department Head or Supervisor discusses the 
 evaluation after which both the employee and reviewer sign the 
 completed evaluation.  A Performance Evaluation Roster for each 
 division is signed by each employee, dated, and initialed by the 
 reviewer.  The rosters are kept on file in the Human Resource 
 Department.   

 
Documentation Provided: 

¶  Performance Evaluations from Employee Handbook 
(Exhibit B ï 3-12 Performance Evaluations) 

¶ Signed Mid-Year Performance Evaluation Roster ï 2008 

¶ Goals for 2006 Performance Evaluations 

¶ Department Goals for 2007 / Measurement of Goals 
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¶ Sample Year-end Evaluation 

¶ E-mail from Department Head regarding Performance 
Evaluations 

¶ Power-Point Presentation given to Management on 
Performance Evaluations 

 
 

   4.1.4.6    Promotion        
                                  ( X ) Met       (   ) Not Met 

 
There should be a written statement available to all employees 
defining the promotion process and the Agencyôs role. 

 
Suggested Evidence of Compliance: 

 
Provide a copy of the statement promotion procedures and 
processes and indicate they have been communicated to 
employees 

 
Notations by Agency Regarding Compliance: 
 
The City of Logan recognizes that employees may be promoted, 
reclassified, or demoted periodically as positions are changed and 
jobs are restructured. 

 
3-14 (1) of the City of Logan Employee Manual states that in the 
event an employee is promoted to a position of greater demand or 
of elevated responsibility, the employee may: 

 
a.   Receive a salary increase of up to five (5) percent.  If the five 
percent increase does not bring the employeeôs salary up to the 
entry level salary for the new position, the employee receives the 
entry level salary for the new position.  Any increase exceeding 
the first quartile of the new position must have mayoral approval. 

 b.   Receive an appropriate change in job title. 
 c.   Serve a six (6) month Promotion/Transfer Introductory Period.  
 At the completion of the six-month introductory period, there is no 
 salary adjustment. 

 
   All benefited employees must complete an orientation with the 
   Human Resource Department upon their acceptance of the  
   position for which they applied.  At that time the new employee is 
   presented with an Employee Manual that clearly outlines this 
   information during the orientation  process.  
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   Part-time, non-benefited employees are given access to an  
   Employee Manual at anytime upon the completion of their new-
   hire orientation.  
 

  Documentation Provided: 

¶ Page 25 from City of Logan Employee Manual Section 3.14 
ï Promotion, Reclassification, or Demotion 

¶ Sample Completed Part-time Seasonal Employee 
Orientation Signature Sheet 

 
 

4.1.4.7   Disciplinary Action, Appeals and Grievances 
 

4.1.4.7.1    Disciplinary Action    
                                        ( X ) Met      (   ) Not Met 

 
There should be a disciplinary system related to the code 
of conduct and performance evaluation. 

 
 
Suggested Evidence of Compliance: 

 
Provide a written copy of the system, the policies and 
procedures and how they are made known to all 
employees. 

 
Notations by Agency Regarding Compliance: 

 
The City of Logan Human Resource Department outlines 
City Policy on Employee Discipline in Section 7 of the 
Employee Handbook (Exhibit B).  Section 7-01 states that 
the basic responsibility for discipline lies with Department 
Heads, Division Managers, and Supervisors under the 
direction of the Human Resource Department.  The City 
may discipline employees for any conduct or action 
determined to be detrimental to the City.  For purposes of 
this policy, the following applies: 

¶ Mayor may include an ñActing Mayorò. 

¶ Department Head may include an ñActingò 
Department Head  (Department Head is the same 
as Director) 

¶ Division Manager may include an ñActingò Division 
Manager 
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 Section 7-02 of the Employee Handbook lists examples of 
 grounds for disciplinary action.  Some examples may 
 include: 

¶ Misconduct (Exhibit B) 

¶ Insubordination 

¶ Incompetency 
 

 Section 7-02 of the Employee Handbook provides 
 employees with levels and explanations of formal 
 disciplinary action.  Department Heads or Division 
 Managers may take formal disciplinary action, which may 
 or may not include a corrective action plan, with employees 
 after consultation with the Human Resource Department or 
 the City Attorneyôs Office. 

 
 All formal forms of discipline must be communicated to the 
 employee through a Disciplinary Notice and must be 
 served according to one of the following: 

¶ Delivered personally, whenever possible, to the 
employee being disciplined. 

¶ By certified mail. 
 

  Documentation Provided 

¶ Section 7 from Employee Handbook (Exhibit B) 

¶ Sample Memorandum Written Reprimand and 
accompanying Corrective Action Plan 

 
 

 4.1.4.7.2    Appeals and Grievances    
                             ( X ) Met     (   ) Not Met 

  
       A grievance procedure, available to all employees, should 
     be established. 
 
     Suggested Evidence of Compliance: 
 

    Provide a copy of the grievance procedure and indicate 
    how the procedures have been communicated to the 
    employees. 

 
     Notations by Agency Regarding Compliance: 
  

   The City of Logan Human Resource Department provides 
   all benefited employees a copy of the Employee Handbook 
   (Exhibit B) as a part of the hiring process.    
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   Section 8 of the Employee Handbook outlines policies 
   addressing grievances and appeals.  Section 8-01  
   describes the Appeal Board as an independent board  
   established by the City to hear employee appeals.  The 
   Appeals Board shall be that board set forth in Section 2-52-
   040 of the Logan Municipal Code: 

 
 a.  Three (3) of the members shall be chosen by popular 
 ballot by City employees who are not statutory officers, 
 division managers, department heads or administrative 
 assistants or officers. 
 b.  Two (2) members shall be appointed by the Mayor and 
 may include any statutory officer, division manager, 
 department head, or administrative assistant.  
 c.  Two (2) alternates will also be selected, one (1) 
 appointed by the Mayor and One (1) elected by employees. 
 d.  Board members will serve a two-year (2-year) term.  
 Elections are held each year to replace those members 
 whose terms have expired. 

 
   An appeals board shall not hear grievances or take action 
   unless a majority of the board present consists of  
   employees selected by popular ballot. 
 
   Employees may appeal all terminations, demotions,  
   transfers to positions of less remuneration, and reductions 
   in force, and suspensions.  Employees may also appeal 
   written or verbal reprimands, warnings, and all other  
   disciplinary matters. 

 
    The appeal process and appeals board hearing provisions 
    are described in Sections 8-02 and 8-02 of the Employee 
    Handbook. (Exhibit B) 
 

   Documentation Provided: 

¶ Section 8 of the Employee Handbook (Grievances) 
(Exhibit B) 

¶ Section 8-02 of the Employee Handbook (Appeal 
Process) 

¶ Section 8-03 of the Employee Handbook (Appeals 
Board Hearing Provisions)  

  
 

4.1.4.8   Termination of Employment     
                             ( X ) Met      (   ) Not Met 

 




