








































































































































	
  
	
  
	
  
	
  
	
  
	
   January	
  15,	
  2013	
  	
  
	
  
Agenda	
  Item	
  9.A.	
  
Annual	
  Audit	
  Report	
  
	
  
	
  
	
  
Title:	
  Annual	
  Audit,	
  Fiscal	
  Year	
  Ended	
  June	
  30,	
  2012	
  
	
  
Issue:	
  	
  	
  Presentation	
  of	
  the	
  District’s	
  Annual	
  Financial	
  Report	
  for	
  the	
  fiscal	
  year	
  ended	
  June	
  
30,	
  2012,	
  by	
  Burkey,	
  Cox,	
  Evans	
  &	
  Bradford,	
  Certified	
  Public	
  Accountants.	
  
	
  
Recommendation:	
  	
  	
  That	
  the	
  board	
  receive	
  and	
  file	
  the	
  annual	
  audit	
  report	
  from	
  Burkey,	
  
Cox,	
  Evans	
  &	
  Bradford.	
  A	
  copy	
  of	
  the	
  report	
  is	
  included	
  under	
  separate	
  cover.	
  
	
  
Fiscal	
  Impact:	
  	
  	
  The	
  contracted	
  audit	
  costs	
  for	
  FY	
  2011–12	
  amounted	
  to	
  $6,200.	
  In	
  addition	
  
to	
  the	
  original	
  contracted	
  audit	
  costs,	
  fees	
  were	
  increased	
  by	
  $200	
  for	
  the	
  presentation	
  to	
  the	
  
board	
  of	
  directors.	
  	
  
	
  
Previous	
  Board	
  Action:	
  	
  There	
  has	
  been	
  no	
  previous	
  action	
  regarding	
  this	
  request.	
  
	
  
Background:	
  	
  	
  The	
  District	
  is	
  required	
  to	
  be	
  audited	
  annually.	
  Copies	
  of	
  the	
  audited	
  financial	
  
statements	
  must	
  be	
  filed	
  with	
  the	
  State	
  Controller’s	
  Office.	
  
	
  
A	
  Burkey,	
  Cox,	
  Evans	
  &	
  Bradford	
  representative	
  will	
  formally	
  present	
  the	
  final	
  audit	
  report,	
  
answer	
  any	
  questions	
  the	
  board	
  may	
  have,	
  and	
  be	
  available	
  at	
  a	
  future	
  date	
  to	
  answer	
  any	
  
additional	
  questions	
  that	
  may	
  arise	
  if	
  so	
  requested.	
  
	
  
	
   	
  



	
  
	
  
	
  
	
  
	
  
	
   January	
  15,	
  2013	
  	
  
	
  
Agenda	
  Item	
  9.B.	
  
Master	
  Plan	
  Progress	
  
Approval	
  of	
  Payments	
  to	
  MIG	
  
	
  
	
  
	
  
Title:	
  Master	
  Plan	
  Progress	
  and	
  Approval	
  of	
  Payment	
  to	
  MIG	
  
	
  
Issue:	
  The	
  TVRPD	
  has	
  undertaken	
  a	
  master	
  plan	
  for	
  the	
  purposes	
  of	
  planning	
  and	
  
strategizing	
  future	
  development	
  of	
  programs	
  and	
  facilities	
  to	
  better	
  serve	
  the	
  constituents	
  of	
  
the	
  parks	
  and	
  rec	
  program.	
  Progress	
  of	
  the	
  master	
  plan	
  is	
  reported	
  to	
  the	
  board	
  regularly.	
  
The	
  board	
  approves	
  payments	
  toward	
  the	
  completion	
  of	
  the	
  master	
  plan.	
  
	
  
Recommendation:	
  	
  	
  Following	
  discussion	
  about	
  the	
  status	
  of	
  master	
  plan	
  project,	
  the	
  
district	
  manager	
  recommends	
  that	
  the	
  board	
  approve	
  payment	
  of	
  invoices	
  recommended	
  by	
  
the	
  master	
  plan	
  ad	
  hoc	
  committee.	
  
	
  
Fiscal	
  Impact:	
  	
  The	
  following	
  invoices	
  to	
  MIG	
  for	
  completion	
  of	
  the	
  master	
  plan	
  are	
  
outstanding:	
  
Invoice	
  Date	
   Invoice	
  #	
   Amount	
  Due	
  
October	
  9,	
  2012	
   0033053	
   $1,000.01	
  
November	
  29,	
  2012	
   0033308	
   $3,255.01	
  
December	
  7,	
  2012	
   Change	
  Order	
   $4,040.00	
  
December	
  17,	
  2012	
   0033379	
   $7,328.02	
  
	
   Total	
  Due	
   $15,639.04	
  
	
  
Previous	
  Board	
  Action:	
  The	
  board	
  has	
  previously	
  heard	
  updates	
  and	
  approved	
  payments	
  of	
  
MIG	
  invoices.	
  
	
  
Background:	
  	
  	
  This	
  represents	
  continuation	
  of	
  an	
  ongoing	
  project	
  of	
  the	
  Tehachapi	
  Valley	
  
Recreation	
  and	
  Parks	
  District.	
  
	
   	
  



	
  
	
  
	
  
	
  
	
  
	
   January	
  15,	
  2013	
  	
  
	
  
Agenda	
  Items	
  9.C.	
  and	
  9.D.	
  	
  
Approval	
  to	
  secure	
  bids	
  to	
  repair	
  Dye	
  Natatorium	
  roof	
  
Approval	
  to	
  secure	
  bids	
  to	
  repair	
  Dye	
  Natatorium	
  ceiling	
  
	
  
	
  
Issue:	
  The	
  Dye	
  Natatorium	
  roof	
  leaks,	
  resulting	
  in	
  water	
  damage	
  to	
  the	
  ceiling	
  below.	
  
	
  
Recommendation:	
  	
  	
  The	
  district	
  manager	
  would	
  like	
  to	
  begin	
  the	
  bid	
  process	
  to	
  repair	
  both	
  
the	
  roof	
  and	
  the	
  ceiling.	
  
	
  
Fiscal	
  Impact:	
  	
  Early	
  estimates	
  by	
  community	
  partners	
  estimate	
  the	
  roof	
  repairs	
  and	
  ceiling	
  
repairs	
  each	
  in	
  excess	
  of	
  $5,000,	
  however	
  these	
  are	
  very	
  much	
  just	
  “ballpark	
  guesses.”	
  The	
  
roof	
  can	
  be	
  repaired	
  using	
  Quimby	
  funds;	
  the	
  ceiling	
  repair	
  will	
  likely	
  be	
  covered	
  by	
  
insurance	
  less	
  a	
  $2,000	
  deductible.	
  
	
  
Previous	
  Board	
  Action:	
  There	
  has	
  been	
  no	
  previous	
  action	
  regarding	
  	
  this	
  request.	
  
	
  
Background:	
  	
  	
  On	
  January	
  6,	
  janitorial	
  staff	
  found	
  a	
  section	
  (approx.	
  12	
  s.f.)	
  of	
  the	
  plaster	
  
ceiling	
  in	
  the	
  Dye	
  Natorium	
  hallway	
  outside	
  the	
  women’s	
  locker	
  room	
  to	
  have	
  fallen	
  as	
  a	
  
result	
  of	
  water	
  saturation.	
  Upon	
  further	
  examination,	
  it	
  was	
  determined	
  that	
  long-­‐term	
  and	
  
neglected	
  roof	
  leaks	
  have	
  allowed	
  significant	
  rainwater	
  to	
  damage	
  the	
  plaster	
  ceiling	
  above	
  
the	
  entrance	
  and	
  locker	
  rooms	
  on	
  the	
  first	
  floor.	
  	
  
	
  
	
   	
  



	
  
	
  
	
  
	
  
	
  
	
   January	
  15,	
  2013	
  	
  
	
  
Agenda	
  Items	
  9.E.(1–4)	
  	
  
Approval	
   of	
   job	
   descriptions	
   for	
  Maintenance	
   Foreman;	
   Program	
  Supervisor;	
   Program	
  Coordinator;	
  
and	
  Administrative	
  Assistant	
  
	
  
	
  
Issue:	
  Job	
  descriptions	
  for	
  all	
  TVRPD	
  positions	
  need	
  to	
  be	
  updated	
  to	
  better	
  represent	
  the	
  
work	
  being	
  performed.	
  
	
  
Recommendation:	
  	
  	
  The	
  district	
  manager	
  recommends	
  that	
  the	
  board	
  approve	
  all	
  proposed	
  
job	
  descriptions	
  subject	
  to	
  final	
  review	
  and	
  approval	
  of	
  counsel.	
  	
  
	
  
Fiscal	
  Impact:	
  	
  The	
  only	
  expense	
  associated	
  with	
  revised	
  job	
  descriptions	
  is	
  related	
  to	
  
counsel	
  review.	
  
	
  
Previous	
  Board	
  Action:	
  There	
  has	
  been	
  no	
  previous	
  action	
  regarding	
  this	
  request.	
  
	
  
Background:	
  Current	
  job	
  descriptions	
  appear	
  to	
  have	
  not	
  been	
  updated	
  for	
  many	
  years;	
  for	
  
the	
  district	
  to	
  move	
  forward	
  with	
  its	
  ambitions,	
  we	
  need	
  to	
  address	
  our	
  human	
  resources,	
  
including	
  respecting	
  the	
  positions	
  we	
  currently	
  have	
  by	
  accurately	
  representing	
  their	
  
essential	
  functions.	
  
	
  
	
   	
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING JOB DECRIPTION FOR MAINTENANCE FOREMAN 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 01-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has established 
in its organizational structure that the position of Maintenance Foreman is necessary for the 
functioning of the department; and 
 
 WHEREAS, the job description in existence is no longer satisfactory to meet the needs of 
the position; and 
 
 WHEREAS, a new job description has been developed and reviewed by counsel; and 
 
 WHEREAS, the board desires to adopt said job description. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a new 
job description for the position of Maintenance Foreman. 
 
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING JOB DECRIPTION FOR PROGRAM SUPERVISOR 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 02-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has established 
in its organizational structure that the position of Program Supervisor is necessary for the 
functioning of the department; and 
 
 WHEREAS, the job description in existence is no longer satisfactory to meet the needs of 
the position; and 
 
 WHEREAS, a new job description has been developed and reviewed by counsel; and 
 
 WHEREAS, the board desires to adopt said job description. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a new 
job description for the position of Program Supervisor. 
 
  



THE BOARD OF DIRECTORS OF THE 
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING JOB DECRIPTION FOR PROGRAM COORDINATOR 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 03-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has established 
in its organizational structure that the position of Program Coordinator is necessary for the 
functioning of the department; and 
 
 WHEREAS, the job description in existence is no longer satisfactory to meet the needs of 
the position; and 
 
 WHEREAS, a new job description has been developed and reviewed by counsel; and 
 
 WHEREAS, the board desires to adopt said job description. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a new 
job description for the position of Program Coordinator. 
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING JOB DECRIPTION FOR ADMINISTRATIVE ASSISTANT 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 04-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has established 
in its organizational structure that the position of Administrative Assistant is necessary for the 
functioning of the department; and 
 
 WHEREAS, the job description in existence is no longer satisfactory to meet the needs of 
the position; and 
 
 WHEREAS, a new job description has been developed and reviewed by counsel; and 
 
 WHEREAS, the board desires to adopt said job description. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a new 
job description for the position of Administrative Assistant. 
 
	
  
	
  
	
  



	
  
	
  
	
  
	
  
	
   January	
  15,	
  2013	
  	
  
	
  
Agenda	
  Items	
  9.F.(1–6)	
  	
  
Approval	
  of	
  revision	
  of	
  policy	
  manual	
  chapters	
  1,	
  2,	
  3,	
  5,	
  8,	
  and	
  10.	
  
	
  
	
  
Issue:	
  The	
  TVRPD	
  Policy	
  Manual	
  has	
  not	
  been	
  updated	
  since	
  at	
  least	
  2007.	
  
	
  
Recommendation:	
  	
  It	
  is	
  the	
  goal	
  of	
  the	
  interim	
  district	
  manager	
  that	
  the	
  entire	
  TVRPD	
  
Policy	
  Manual	
  be	
  updated	
  and	
  revised	
  in	
  the	
  coming	
  months.	
  The	
  interim	
  district	
  manager	
  
recommends	
  that	
  the	
  board	
  approve	
  policy	
  manual	
  chapters	
  1,	
  2,	
  3,	
  5,	
  8,	
  and	
  10,	
  subject	
  to	
  
final	
  review	
  and	
  approval	
  of	
  counsel.	
  	
  
	
  
Fiscal	
  Impact:	
  	
  The	
  only	
  expense	
  associated	
  with	
  revised	
  job	
  descriptions	
  is	
  related	
  to	
  
counsel	
  review.	
  
	
  
Previous	
  Board	
  Action:	
  There	
  has	
  been	
  no	
  previous	
  action	
  regarding	
  this	
  request.	
  
	
  
Background:	
  The	
  TVRPD	
  Policy	
  Manual	
  has	
  not	
  been	
  updated	
  since	
  at	
  least	
  2007;	
  for	
  the	
  
district	
  to	
  move	
  forward	
  with	
  its	
  ambitions,	
  we	
  need	
  to	
  refine	
  our	
  policies	
  and	
  procedures	
  
and	
  ensure	
  they	
  are	
  adhered	
  to.	
  
	
  
	
   	
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING TVRPD POLICY MANUAL  
CHAPTER 1: INTRODUCTION 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 05-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has a Policy 
Manual; and 
 
 WHEREAS, said Policy Manual has not been updated since 2007; and 
 
 WHEREAS, a revised chapter, Chapter 1: Introduction, has been provided for 
consideration to replace the existing corresponding Chapter 1: Introduction; and 
 
 WHEREAS, the board desires to adopt said revised Policy Manual Chapter 1: Introduction. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a 
revised Chapter 1: Introduction; and 
 
 BE IT FINALLY RESOLVED that all policies therein will be exercised and honored 
immediately. 
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING TVRPD POLICY MANUAL  
CHAPTER 2: ADMINISTRATION 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 06-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has a Policy 
Manual; and 
 
 WHEREAS, said Policy Manual has not been updated since 2007; and 
 
 WHEREAS, a revised chapter, Chapter 2: Administration, has been provided for 
consideration to replace the existing corresponding Chapter 2: Administration; and 
 
 WHEREAS, the board desires to adopt said revised Policy Manual Chapter 2: 
Administration. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a 
revised Chapter 2: Administration; and 
 
 BE IT FINALLY RESOLVED that all policies therein will be exercised and honored 
immediately. 



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING TVRPD POLICY MANUAL  
CHAPTER 3: BOARD OF DIRECTORS 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 07-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has a Policy 
Manual; and 
 
 WHEREAS, said Policy Manual has not been updated since 2007; and 
 
 WHEREAS, a revised chapter, Chapter 3: Board of Directors, has been provided for 
consideration to replace the existing corresponding Chapter 3: Board of Directors; and 
 
 WHEREAS, the board desires to adopt said revised Policy Manual Chapter 3: Board of 
Directors. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a 
revised Chapter 3: Board of Directors; and 
 
 BE IT FINALLY RESOLVED that all policies therein will be exercised and honored 
immediately. 



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING TVRPD POLICY MANUAL  
CHAPTER 5: MARKETING 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 08-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has a Policy 
Manual; and 
 
 WHEREAS, said Policy Manual has not been updated since 2007; and 
 
 WHEREAS, a revised chapter, Chapter 5: Marketing, has been provided for consideration 
to replace the existing corresponding Chapter 5: Marketing; and 
 
 WHEREAS, the board desires to adopt said revised Policy Manual Chapter 5: Marketing. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a 
revised Chapter 5: Marketing; and 
 
 BE IT FINALLY RESOLVED that all policies therein will be exercised and honored 
immediately. 
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING TVRPD POLICY MANUAL  
CHAPTER 8: PUBLIC RELATIONS 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 09-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has a Policy 
Manual; and 
 
 WHEREAS, said Policy Manual has not been updated since 2007; and 
 
 WHEREAS, a revised chapter, Chapter 8: Public Relations, has been provided for 
consideration to replace the existing corresponding Chapter 8: Public Relations; and 
 
 WHEREAS, the board desires to adopt said revised Policy Manual Chapter 8: Public 
Relations. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a 
revised Chapter 8: Public Relations; and 
 
 BE IT FINALLY RESOLVED that all policies therein will be exercised and honored 
immediately. 



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
REVISING TVRPD POLICY MANUAL  
CHAPTER 10: DEVELOPMENT 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director __________ and seconded by Director __________ was duly 
passed and adopted by said Board of Directors at an official meeting thereof this 15th day of 
January 2013 by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 10-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) has a Policy 
Manual; and 
 
 WHEREAS, said Policy Manual has not been updated since 2007; and 
 
 WHEREAS, a revised chapter, Chapter 10: Development, has been provided for 
consideration to replace the existing corresponding Chapter 10: Development; and 
 
 WHEREAS, the board desires to adopt said revised Policy Manual Chapter 10: 
Development. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve a 
revised Chapter 10: Development; and 
 
 BE IT FINALLY RESOLVED that all policies therein will be exercised and honored 
immediately. 



	
  
	
  
	
  
	
  
	
  
	
   January	
  15,	
  2013	
  	
  
	
  
	
  
Agenda	
  Items	
  9.G.	
  
Approval	
  of	
  revision	
  of	
  medical	
  benefit	
  
	
  
	
  
Issue:	
  The	
  current	
  medical	
  benefit	
  plan	
  is	
  expensive,	
  costing	
  the	
  district	
  approximately	
  
$2,000	
  per	
  employee	
  per	
  month,	
  in	
  excess	
  of	
  $24,000	
  per	
  employee	
  annually.	
  
	
  
Recommendation:	
  The	
  interim	
  district	
  manager	
  recommends	
  that	
  the	
  board	
  approve	
  the	
  
revised	
  medical	
  benefit	
  plan	
  as	
  presented	
  and	
  aim	
  for	
  implementation	
  by	
  March	
  1.	
  
	
  
Fiscal	
  Impact:	
  	
  Adopting	
  the	
  new	
  medical	
  benefit	
  plan	
  will	
  save	
  TVRPD	
  approximately	
  
$1,500/employee/month,	
  or	
  about	
  $18,000	
  per	
  employee	
  annually.	
  	
  
	
  
Previous	
  Board	
  Action:	
  There	
  has	
  been	
  no	
  previous	
  action	
  regarding	
  this	
  request.	
  
	
  
Background:	
  The	
  current	
  TVRPD	
  medical	
  benefit	
  plan	
  is	
  expensive,	
  even	
  as	
  compared	
  to	
  
similar	
  plans.	
  There	
  is	
  currently	
  one	
  employee	
  participating	
  in	
  this	
  plan.	
  
	
   After	
  considerable	
  research,	
  including	
  comparisons	
  to	
  several	
  parks	
  and	
  rec	
  programs	
  
in	
  other	
  districts,	
  the	
  interim	
  district	
  manager	
  is	
  proposing	
  that	
  TVRPD	
  adopt	
  a	
  plan	
  that	
  
provides	
  eligible	
  employees	
  with	
  choices	
  in	
  their	
  health	
  care	
  insurance	
  while	
  reducing	
  the	
  
cost	
  to	
  the	
  district.	
  Further,	
  the	
  proposed	
  program	
  provides	
  a	
  fixed	
  cost	
  to	
  TVRPD,	
  enabling	
  it	
  
to	
  better	
  budget	
  its	
  health	
  benefit	
  expenses.	
  
	
  
	
   	
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
ADOPTING A NEW MEDICAL PLAN 
 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director _________ and seconded by Director _________ was duly passed 
and adopted by said Board of Directors at an official meeting thereof this 15th day of January 2013 
by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 11-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) provides its 
employees with medical benefits; and 
 
 WHEREAS, the current medical benefit program has become prohibitively expensive to 
continue due to budgetary considerations; and 
 
 WHEREAS, a new medical benefit plan has been proposed by the district manager. 
 
 NOW, THEREFORE, BE IT RESOLVED THAT the Board of Directors approve the 
new medical benefit plan;  
 
 AND BE IT FURTHER RESOLVED THAT the new plan shall be effective by March 1, 
2013, or at the soonest possible date thereafter. 
	
  
	
   	
  



	
  
	
  
	
  
	
  
	
  
	
   January	
  15,	
  2013	
  	
  
	
  
	
  
Agenda	
  Items	
  9.H.	
  
Approval	
  of	
  revision	
  of	
  retirement	
  benefit	
  
	
  
	
  
Issue:	
  TVRPD	
  is	
  looking	
  for	
  ways	
  improve	
  its	
  fiscal	
  responsibility;	
  reviewing	
  its	
  benefit	
  plans	
  
is	
  one	
  means	
  of	
  considering	
  cost-­‐saving	
  options.	
  
	
  
Recommendation:	
  The	
  interim	
  district	
  manager	
  recommends	
  that	
  the	
  board	
  approve	
  the	
  
revised	
  contribution	
  schedule	
  to	
  the	
  CalPERS	
  EPMC.	
  
	
  
Fiscal	
  Impact:	
  	
  By	
  adopting	
  the	
  revised	
  TVRPD	
  EPMC,	
  the	
  district	
  will	
  save	
  1%	
  of	
  the	
  gross	
  
pay	
  for	
  qualified	
  employees	
  annually,	
  increasing	
  by	
  1%	
  each	
  year	
  for	
  the	
  next	
  three	
  years	
  or	
  
approximately	
  ~$9.50/	
  employee/month	
  Year	
  1;	
  increasing	
  to	
  ~$19/employee/month	
  Year	
  
2;	
  increasing	
  to	
  ~$28.50/employee/month	
  Year	
  3.	
  
	
  
Previous	
  Board	
  Action:	
  There	
  has	
  been	
  no	
  previous	
  action	
  regarding	
  this	
  request	
  since	
  
2008.	
  
	
  
Background:	
  In	
  2008,	
  the	
  TVRPD	
  Board	
  of	
  Directors	
  passed	
  a	
  resolution	
  to	
  provide	
  eligible	
  
employees	
  with	
  the	
  benefit	
  of	
  paying	
  their	
  (the	
  employee’s)	
  share	
  of	
  their	
  CalPERS	
  
retirement	
  expense	
  in	
  lieu	
  of	
  a	
  pay	
  increase.	
  	
  

The	
  District	
  pays	
  its	
  mandatory	
  share	
  of	
  retirement	
  benefit	
  contribution,	
  dictated	
  by	
  
CalPERS	
  on	
  an	
  annual	
  basis	
  (for	
  the	
  2012–13	
  FY,	
  this	
  amount	
  was	
  3.759%).	
  Employees	
  
contribute	
  up	
  to	
  7%	
  of	
  their	
  own	
  pay.	
  Therefore,	
  during	
  the	
  2012–13	
  FY,	
  TVRPD	
  paid	
  
10.759%	
  of	
  the	
  gross	
  pay	
  of	
  qualified	
  employees	
  toward	
  retirement	
  benefits.	
  

The	
  interim	
  district	
  manager	
  is	
  recommending	
  that	
  a	
  graduated	
  adjustment	
  be	
  made	
  
to	
  TVRPD’s	
  contribution	
  of	
  the	
  employee’s	
  portion	
  of	
  this	
  plan	
  so	
  that	
  each	
  year	
  for	
  the	
  next	
  
three	
  years,	
  TVRDP	
  reduces	
  its	
  contribution	
  by	
  1%:	
  

TVRPD’s	
  current	
  contribution	
  to	
  employee’s	
  portion:	
  7%	
  
Proposed	
  contribution	
  beginning	
  2/1/13:	
  6%	
  
Proposed	
  contribution	
  beginning	
  2/1/14:	
  5%	
  
Proposed	
  contribution	
  beginning	
  2/1/15:	
  4%	
  
This	
  proposal	
  recommends	
  that	
  these	
  adjustments	
  be	
  reviewed	
  again	
  in	
  2016.	
  
	
  

	
  
	
   	
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
ADOPTING A NEW EMPLOYEE PAID MEMBER 
CONTRIBUTION (EPMC) FOR CALIFORNIA PUBLIC  
EMPLOYEES’ RETIREMENT SYSTEM (CALPERS) BENEFIT 
 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director _________ and seconded by Director _________ was duly passed 
and adopted by said Board of Directors at an official meeting thereof this 15th day of January 2013 
by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 12-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) adopted 
Resolution No. 3-08 on the 18th day of November 2008 stating that contributions designated as 
“employee contributions” due to the California Public Employees’ Retirement System would be 
henceforth paid in their entirety by the Tehachapi Valley Recreation and Parks District; and 
 
 WHEREAS, the board now deems it necessary to reconsider this policy in light of 
budgetary considerations; and 
 
 WHEREAS the TVRPD board of directors has the authority to implement Government 
Code Section 20691; and 
 
 WHEREAS the TVRPD board of directors has a written agreement which specifically 
provides for the normal member contributions to be paid by the employer; and 
 



 WHEREAS one of the steps in the procedures to implement Section 20691 is the adoption 
by the board of a Resolution to commence said EPMC; 
 
 WHEREAS the board has identified the following conditions for the purpose of its 
election to pay EPMC: 

• This benefit shall apply to all qualified full-time employees. 
• This benefit shall consist of paying 6% of the normal member contributions as 

EPMC. 
• The effective date of this Resolution shall be February 1, 2013. 

 
 NOW, THEREFORE, BE IT RESOLVED THAT the TVRPD Board of Directors elects 
to pay EPMC, as set forth above; and  
 
 BE IT FURTHER RESOLVED THAT the board acknowledges that regardless of 
adopted policy relating to EPMC graduated contributions, the implementation of the Public 
Employees’ Pension Reform Act (PEPRA) of 2013 requires that all new hires (as defined by 
PEPRA) brought into CalPERS membership for the first time on or after January 1, 2013, must 
contribute fully to their EPMC without participation by TVRPD. 
 
 
 
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
ADOPTING A NEW EMPLOYEE PAID MEMBER 
CONTRIBUTION (EPMC) FOR CALIFORNIA PUBLIC  
EMPLOYEES’ RETIREMENT SYSTEM (CALPERS) BENEFIT 
 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director _________ and seconded by Director _________ was duly passed 
and adopted by said Board of Directors at an official meeting thereof this 15th day of January 2013 
by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 13-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) adopted 
Resolution No. 3-08 on the 18th day of November 2008 stating that contributions designated as 
“employee contributions” due to the California Public Employees’ Retirement System would be 
henceforth paid in their entirety by the Tehachapi Valley Recreation and Parks District; and 
 
 WHEREAS, the board now deems it necessary to reconsider this policy in light of 
budgetary considerations; and 
 
 WHEREAS the TVRPD board of directors has the authority to implement Government 
Code Section 20691; and 
 
 WHEREAS the TVRPD board of directors has a written agreement which specifically 
provides for the normal member contributions to be paid by the employer; and 
 



 WHEREAS one of the steps in the procedures to implement Section 20691 is the adoption 
by the board of a Resolution to commence said EPMC; 
 
 WHEREAS the board has identified the following conditions for the purpose of its 
election to pay EPMC: 

• This benefit shall apply to all qualified full-time employees. 
• This benefit shall consist of paying 5% of the normal member contributions as 

EPMC. 
• The effective date of this Resolution shall be February 1, 2014. 

 
 NOW, THEREFORE, BE IT RESOLVED THAT the TVRPD Board of Directors elects 
to pay EPMC, as set forth above; and  
 
 BE IT FURTHER RESOLVED THAT the board acknowledges that regardless of 
adopted policy relating to EPMC graduated contributions, the implementation of the Public 
Employees’ Pension Reform Act (PEPRA) of 2013 requires that all new hires (as defined by 
PEPRA) brought into CalPERS membership for the first time on or after January 1, 2013, must 
contribute fully to their EPMC without participation by TVRPD. 
 
  



THE BOARD OF DIRECTORS OF THE  
TEHACHAPI VALLEY RECREATION AND PARKS DISTRICT 

 
 
IN THE MATTER OF 
 
ADOPTING A NEW EMPLOYEE PAID MEMBER 
CONTRIBUTION (EPMC) FOR CALIFORNIA PUBLIC  
EMPLOYEES’ RETIREMENT SYSTEM (CALPERS) BENEFIT 
 
_______________________________________________ 
 
I, Carrie Champlin, Acting Clerk of the Board of Directors of the Tehachapi Valley Recreation and 
Parks District, of the County of Kern, State of California, so hereby certify that the following 
resolution proposed by Director _________ and seconded by Director _________ was duly passed 
and adopted by said Board of Directors at an official meeting thereof this 15th day of January 2013 
by the following vote to wit: 
 
 AYES:  
 
 NOES:  
 
 ABSENT:  
 
 ABSTAIN:  
 

________________________ 
Acting Clerk of the Board of Directors 

of the Tehachapi Valley Recreation  
and Parks District 

 
 
 

RESOLUTION NO. 14-13 
 
 WHEREAS, the Tehachapi Valley Recreation and Parks District (TVRPD) adopted 
Resolution No. 3-08 on the 18th day of November 2008 stating that contributions designated as 
“employee contributions” due to the California Public Employees’ Retirement System would be 
henceforth paid in their entirety by the Tehachapi Valley Recreation and Parks District; and 
 
 WHEREAS, the board now deems it necessary to reconsider this policy in light of 
budgetary considerations; and 
 
 WHEREAS the TVRPD board of directors has the authority to implement Government 
Code Section 20691; and 
 
 WHEREAS the TVRPD board of directors has a written agreement which specifically 
provides for the normal member contributions to be paid by the employer; and 
 



 WHEREAS one of the steps in the procedures to implement Section 20691 is the adoption 
by the board of a Resolution to commence said EPMC; 
 
 WHEREAS the board has identified the following conditions for the purpose of its 
election to pay EPMC: 

• This benefit shall apply to all qualified full-time employees. 
• This benefit shall consist of paying 4% of the normal member contributions as 

EPMC. 
• The effective date of this Resolution shall be February 1, 2015. 

 
 NOW, THEREFORE, BE IT RESOLVED THAT the TVRPD Board of Directors elects 
to pay EPMC, as set forth above; and  
 
 BE IT FURTHER RESOLVED THAT the board acknowledges that regardless of 
adopted policy relating to EPMC graduated contributions, the implementation of the Public 
Employees’ Pension Reform Act (PEPRA) of 2013 requires that all new hires (as defined by 
PEPRA) brought into CalPERS membership for the first time on or after January 1, 2013, must 
contribute fully to their EPMC without participation by TVRPD. 
 
 
 
	
  



 
 
 
 
 

MAINTENANCE FOREMAN JOB DESCRIPTION 
 

POSITION: MAINTENANCE FOREMAN  CATEGORY: FULL TIME 
REPORTS TO: DISTRICT MANAGER  FLSA STATUS: EXEMPT 
SUPERVISES: FULL- AND PART-TIME GROUNDSMEN, JANITORIAL, LAKE SUPERVISOR 

 
POSITION SUMMARY: 
Under general direction of the District Manager, responsible for and participates in the maintenance and 
operations of assigned parks, grounds, facilities, and all their amenities. This includes personnel, budget 
management, the purchasing of supplies, materials and equipment. Performs other work as required and may 
work irregular hours, including evenings, weekends, holidays, and be willing to work outdoors in all weather 
conditions. 
 
DUTIES AND RESPONSIBILITIES: 
• Performs supervision and technical work in the daily maintenance and repair of parks, facilities, pool, 

streetscapes and related vehicles and equipment. 
• Supervises, assigns, and performs complex and skilled park maintenance tasks and technical work in the 

maintenance and routine care of the District's turf areas, landscape areas, playgrounds, buildings, pools, 
restrooms, hard surfaces, athletic fields, shelters and other public grounds and insures that the results meet 
District standards. 

• Performs regular inspections to ensure that parks, shelters, playgrounds, and facilities are in clean and 
orderly condition and there are no apparent safety hazards; evaluates and reports to supervisor on the 
condition of the resources and confers on practices necessary to correct any problems and improvements. 

• Operates a District vehicle in performance of related duties. 
• Responsible for the assignment of equipment, the proper operation and training, and participates in the 

preventative and routine maintenance of landscape maintenance equipment. 
• Evaluate and participate in the maintenance of a safe environment and safe work practices and conducts 

employee safety training. 
• Schedules and coordinates work assignments for the respective area of supervision; reports on potential or 

actual employee performance problems and recommends any disciplinary action, conducts staff evaluations 
and participates in staff selection and training. 

• Maintains accurate records and prepares various reports.   
• Maintains organized inventory system of tools and equipment, including maintenance yard/building; 

oversees key distribution and management including security systems. 
• Supervise contract labor; make recommendations to the board for contracted labor. 
• Participates in the development and implementation of objectives, policies, procedures and work standards. 
• Maintains effective working relationships with the public and responds to emergencies and inquiries. 
• Purchases supplies and equipment following the established procedures. 
• Participates in the set-up and take down of assigned special events. 
• Participates in budget preparation and management of resources in the respective area of supervision. 
• Is a member of the District’s Management Team and as such participates in its functions. 
• Provides monthly report to the board of directors. 



• Maintains the required safety training designated for this position: CPR and First Aid, Defensive Driver’s 
Education, Supervisor’s Drug Awareness, and Supervisor’s Sexual Harassment. 

• Performs special projects and other work as assigned. 
 
TRAINING AND EXPERIENCE:  
• High school grad or equivalent and four years experience in park or landscape maintenance or relate area, 

including three years in a lead or supervisory capacity. 
• College course work in horticulture, park maintenance, or related field, certification by an affiliated agency 

(ie: California Landscape Contractors Association, International Society of Arboricultural, Irrigation 
Association, and the Sports Turf Managers Association), or possession of a CA Contractors License C27-
Landscaping helpful. 

• OR an equivalent combination of training and experience in the field of parks, landscape areas and/or park 
facilities maintenance that provides the knowledge, skills, and abilities to successfully perform the essential 
functions of this position.   

 
KNOWLEDGE 
• Employee supervision, training and evaluation;  
• Principles, practices and procedures related to a parks and landscaping environment;  
• Skilled and complex tasks in park and landscape maintenance involving gardening, fertilizers, insecticides, 

fungicides and the kinds of grasses, soils and equipment used in development and maintenance of parks;  
• The care, pruning, and diseases of trees; irrigation systems and their efficient management and 

maintenance;  
• Common tools, equipment and materials used in landscape maintenance;  
• Chemicals such as herbicides and pesticides used in parks and the safe application, proper use, and storage 

of such chemicals;  
• Building and park facilities maintenance and various construction and repair methods and related materials 

and tools;  
• Safety practices, safe work methods and safety regulations; and related computer applications. 
 
ABILITIES 
• Plan, direct, train and evaluate the work of employees;  
• Coordinate multiple projects and meet critical deadlines;  
• Exercise independent judgment and initiative within established guidelines;  
• Recommend and implement objectives, policies, procedures, work standards and internal controls;  
• Safely and effectively operate related landscape tools and equipment recognizing unsafe equipment, 

conditions and problems, evaluating alternatives and recommend effective solutions;  
• Read landscape plans and identify common plants and plant health problems;  
• Maintain and manage irrigation systems and the efficient use of water;  
• Perform heavy work and willingness to perform manual tasks;  
• Establish and maintain effective working relationships and positive public relations;  
• Communicate effectively and interact courteously with others;  
• Understand, read and follow instructions;  
• Prepare and maintain records and reports; and utilize a computer for related applications. 
• Must be able to relate to other people beyond giving and receiving instructions; can get along with co-

workers or peers without exhibiting behavioral extremes; and respond appropriately to criticism from a 
supervisor; 

• Perform work activities requiring negotiating, instructing, supervising, persuading or speaking with others.  
 
 



LICENSES OR CERTIFICATES 
Must possess a valid California Class “C” driver's license throughout employment.   
 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
Work activities are performed in an outdoor work environment, in all weather conditions; in a standard shop, 
driving from site to site, operating various vehicles and related equipment. Work near moving mechanical parts 
and frequent exposure to fumes, airborne particles, equipment vibrations, and loud noises. Work in confined 
areas and various heights. Work activities includes lifting, carrying, and moving heavy objects, walking, sitting, 
stooping, kneeling, climbing, operating a truck, tractor, cart, and related equipment, reading and communicating 
with others. Required to work nights, weekends, holidays and multiple shifts when needed. 
 
The qualification requirements listed above are representative of the knowledge, skill, and/or ability required to 
perform the essential functions of the job. Physical demands and work environment characteristics are 
representative of those an employee encounters while performing the essential functions of the job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
ORGANIZATIONAL RELATIONSHIP 
 

Board of Directors 
 

District Manager 
 

 
 
Office Manager Maintenance Foreman Recreation Supervisor 
 
Receptionist (seasonal) Groundskeeper 1 Recreation Coordinator 
      
 Groundskeeper 2 Pool Manager/Lifeguards 
  
 Lake Caretaker Adventure Camp 
  
 PT Groundskeepers Referees, Instructors, Volunteers,  
   Coaches 
        Custodial  
 
 Special Projects/Gym Supervisors    
  

 



 
 
 
 
 

RECREATION SUPERVISOR JOB DESCRIPTION 
 

POSITION: RECREATION SUPERVISOR  CATEGORY: FULL TIME 
REPORTS TO: DISTRICT MANAGER  FLSA STATUS: EXEMPT 
SUPERVISES: RECREATION COORDINATOR, PART-TIME STAFF, VOLUNTEERS 

 
POSITION SUMMARY 
The Recreation Supervisor plans, organizes and directs a comprehensive community services program to meet 
the needs of the diverse population within the District. 
 
DUTIES AND RESPONSIBILITIES 
The following typical tasks and responsibilities are representative of the position’s essential duties: 
 
PLANNING 
• Prepares goals and objectives for community based classes, programs, events, and activities including adult 

and youth sports; aquatics; excursions; special events; and special activity classes. 
• Expands and provides new programs, classes, events, and activities for the community. 
• Develops procedures for initiating, supervising, and evaluating activities. 
• Recommends purchasing and inventory. 
• Develops marketing strategies and materials to promote programs within budgetary constraints.  
• Recruitment of volunteers, coaches, instructors, sponsors. 
• Coordinates with other units for the program registration and facility usage. 
• Meets with community and neighborhood groups to formulate program ideas. 
PERSONNEL 
• Conducts orientation, training, and appraisal of performance for subordinates. 
• Schedules job assignments for subordinates, part-time, and other employees. 
• Recommends to district manager for potential or actual employee performance problems. 
EVALUATION 
• Conducts evaluation of programs, activities, and subordinate employees. 
FISCAL 
• Maintains revenue and expense program budgets. 
• Prepares and submits detailed unit budgets as required. 
SAFETY 
• Reports accidents & unsafe conditions as they occur. 
SAFETY TRAINING REQUIRED 
§ CPR and First Aide, Defensive Driver’s Education training, Supervisor’s Drug Awareness training, 

Supervisor’s Sexual Harassment training 
OTHER 
§ Assists department staff as required. 
• Ensure proper maintenance and repair of facilities. 
§ Attends and participates in staff meetings and training sessions. 
• Represents their department at management team meetings. 



• Performs other related duties as assigned. 
 
TRAINING AND EXPERIENCE 
Graduation from an accredited four-year college or university with a major in recreation or closely related field.  
A minimum of three years experience is required in recreation with at least two years in a supervisory capacity.  
Additional experience may be substituted for degree requirement.  Experience should include community 
programming, special events, and community outreach. Aquatics and/or therapeutic recreation experience 
desirable. 
 
KNOWLEDGE 
Budgeting procedures and guidelines; computer operation; recreation planning, practice, and supervision. 
 
Must be able to: relate to other people beyond giving and receiving instructions; can get along with co-workers 
or peers without exhibiting behavioral extremes; perform work activities requiring negotiating, instructing, 
supervising, persuading or speaking with others; and respond appropriately to criticism from a supervisor. 
 
Licenses or Certificates:  Must possess a valid California driver's license and present DMV printout when 
applying. Applicant's driving record must comply with District safety standards. 
 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
Work activities may require working within an office environment and recreational environment. May include 
performance of recreation equipment set up and take down which would include lifting of tables, chairs, and a 
variety of recreation equipment. Regularly required to communicate with participants, staff, and outside 
agencies. 
 
The qualification requirements listed above are representative of the knowledge, skill, and/or ability required to 
perform the essential functions of the job. Physical demands and work environment characteristics are 
representative of those an employee encounters while performing the essential functions of the job.  Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
 
ORGANIZATIONAL RELATIONSHIP 
 

Board of Directors 
 

District Manager 
 

 
 
Office Manager Maintenance Foreman Recreation Supervisor 
 
Receptionist (seasonal) Groundskeeper 1 Recreation Coordinator 
      
 Groundskeeper 2 Pool Manager/Lifeguards 
  
 Lake Caretaker Adventure Camp 
  
 PT Groundskeepers Referees, Instructors, Volunteers,  
   Coaches 
        Custodial  
 
 Special Projects/Gym Supervisors     
 



 
 
 
 
 
 

RECREATION COORDINATOR JOB DESCRIPTION 
 

POSITION: RECREATION COORDINATOR  CATEGORY: FULL-TIME 
REPORTS TO: RECREATION SUPERVISOR  FLSA STATUS: EXEMPT 
SUPERVISES: PART-TIME STAFF AND VOLUNTEERS 

 
POSITION SUMMARY 
The Recreation Coordinator role is dependent upon the specific program, activity, and/or facility assigned to. 
 
DUTIES AND RESPONSIBILITIES 
The following typical tasks and responsibilities are representative of the position’s essential duties: 
 
ESSENTIAL JOB FUNCTIONS 
• Works closely with recreation supervisor in providing on-site supervision of assigned programs  
• In the absence of the supervisor, will direct the program staff and/or participants 
• Meets regularly with recreation supervisor as required 
• Reports on potential or actual performance issues to the recreation supervisor 
• Coordinates, develops, and implements program-related activities 
• Coordinates and/or assists with program activity set-ups, take-downs, and clean up 
• Recruits community organizations, businesses, and individual for sponsorships, volunteers, and program 

support. 
• Coordinate facilities for program use. 
• Communicates with schools and community on program issues. 
• Is responsible for the security of the facility and the use of the keys and alarm code to open and close the 

program facility 
• Ensures employees and volunteers are professional toward participants, staff, supervisors and the public 
• Provides information and assistance to participants and the public 
• Reports accidents and unsafe conditions as they occur 

 
OTHER JOB DUTIES 
• Recommends new programs or modifications to programs and activities 
• Maintains check-in and checkout procedures for program staff and participants as assigned 
• Process registrations to include receiving fees, receipting, and deposits as assigned 
• Performs various clerical functions as assigned 
• Maintenance of master calendar as assigned 
• Assists in hiring qualified individuals, per District rules and regulation, as assigned 
• Assists in program-related training for staff and participants as assigned 
• Assists in the evaluation of the work performance of program staff under their direction as assigned 
• Assists with participant surveys as assigned 
• Must maintain the required safety training designated for this position: CPR and First Aide 
• Performs other related duties as assigned 



 
EXPECTATIONS  
• Consistently reports to work on time prepared to perform the job duties 
• Prioritizes and performs job duties as workload necessitates 
• Communicates regularly with supervisor about program and/or staff issues 
• Provides outstanding customer service by maintaining a respectful attitude 
• Interacts with customers and co-workers in a positive and courteous manner 
• Responsible for the efficient and effective delivery of services 
 
The following represent the typical qualifications required for this position and are dependent on the program 
assigned to.  Some programs may require additional qualifications specific to that program. 
 
TRAINING AND EXPERIENCE 
Minimum 21 years old; possess organization and leadership skills; and two years of experience in recreation or 
a related field. Experience in supervising, instructing, teaching customer service, and using a computer highly 
desired. 
 
KNOWLEDGE 
Developing, organizing, and coordinating the assigned program and/or activity. 
 
ABILITY 
Must be able to accommodate the program schedule; communicate effectively and provide direction, 
instruction, and/or teach staff and/or participants; establish, relate and maintain good working relationships with 
supervisor and co-workers; work in close communication with the supervisor; interact courteously with youth 
and/or adult participants, parents, and the public; and understand and follow written and/or oral instructions. 
 
LICENSES AND CERTIFICATES 
Must be certified in CPR and First Aid or have the ability to obtain certification during and/or prior to the 
ending of the program and/or activity assigned. If the position requires driving, must possess a valid California 
driver’s license and driving record must comply with District safety standards. Positions that drive a district 
vehicle require a DMV printout submitted with application and upon job offer may require a drug screen. To 
drive a personal vehicle verification of current auto insurance is required upon job offer and mileage will be 
reimbursed at the current IRS rate. 
 
MUST BE ABLE TO 
relate to other people beyond giving and receiving instructions; can get along with co-workers or peers without 
exhibiting behavioral extremes; perform work activities requiring negotiating, instructing, supervising, 
persuading or speaking with others; and respond appropriately to criticism from a supervisor. 
 
PHYSICAL DEMANDS AND WORK ENVIRONMENT 
May include any or all of the following, dependent upon the assigned program and/or activity. Assignments can 
include an indoor and/or outdoor work environment. May require to drive from district site to site, assist with 
facility set-up, take downs, and clean up; and some lifting. Also regularly required to communicate and receive 
and respond to complaints from staff, participants, and the public.  
 
The qualification requirements listed above are representative of the knowledge, skill, and/or ability required to 
perform the essential functions of the job. Physical demands and work environment characteristics are 
representative of those an employee encounters while performing the essential functions of the job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the essential functions. 
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Board of Directors 
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Office Manager Maintenance Foreman Recreation Supervisor 
 
Receptionist (seasonal) Groundskeeper 1 Recreation Coordinator 
      
 Groundskeeper 2 Pool Manager/Lifeguards 
  
 Lake Caretaker Adventure Camp 
  
 PT Groundskeepers Referees, Instructors, Volunteers,  
   Coaches 
        Custodial  
 
 Special Projects/Gym Supervisors     
 
 



 
 
 
 
 

ADMINSITRATIVE ASSISTANT JOB DESCRIPTION 
 

POSITION: ADMINISTRATIVE ASSISTANT CATEGORY: FULL TIME 
REPORTS TO: DISTRICT MANAGER  FLSA STATUS: EXEMPT 
SUPERVISES: PART-TIME SEASONAL RECEPTIONIST 

 
POSITION SUMMARY: 
Responsible for the organization and coordination of office operations, procedures, and resources to facilitate 
organizational effectiveness and efficiency.  
 
DUTIES AND RESPONSIBILITIES: 

• Manage all aspects of the office to create an organized and efficient working environment for all 
employees. 

• Opening and/or closing of the office at the beginning and/or ending of each day as needed. 
• Oversee the process of inquiry requests, registrations, and deposits. 
• Oversee all current processes in place, and adjust as needed to best suit the needs of the whole office. 
• Receives and screens phone calls and visitors, provides information, takes messages, and regers persons 

to other sources of information. 
• Operates office machines including tape recorders, adding machine, fax machine, copy machine, and 

other office equipment. 
• Provide comprehensive secretarial and clerical support to management including the design, 

implementation, and accuracy of filing systems; establish procedures and monitor record keeping; 
ensure confidentiality and security of data; etc. 

• Types a variety of materials such as agendas, forms, reports, letters, memorandums, and other 
documents. 

• Monitor and maintain printed materials in stock, office supplies, etc. 
• Handle and process all cancellations, refunds, and credits 
• Prepare agenda, take minutes, and prepare minutes for posterity/distribution at all board meetings  
• Attends all TVRPD board meetings and transcribes and records minutes of the proceedings.  
• Assist disgruntled customers. 
• Human resource administrative oversight (background checks, fingerprints, management of application 

filing, etc.) 
• Assist with the implementation of marketing-related initiatives such as printing brochures, ad 

placement, direct-mail, Web site updates, etc. 
• Maintain a safe and secure working environment. 
• Performs related duties as required. 

 
CORE COMPENTENCIES & SKILL SETS 

• Office practices and methods; filing systems; business forms; letter writing; and office equipment. 
• English usage, vocabulary, spelling, grammar, punctuation. 
• Well-developed written and oral communication skills; able to communicate clearly and sensitively 

with internal and external stakeholders of the Tehachapi Valley Recreation and Parks District. 



• Competency in information technology/computer skills and other general administrative tools. 
• Ability to relate well to the public, in person and on the telephone, while remaining calm in stressful 

situations. 
• Knowledge of and experience with the Brown Act a plus. 
• Handle all business matters confidentially. 
• Diplomatic, tactful, creative, discreet, flexible, resourceful, dependable, well-organized, friendly, 

emotionally mature and professional. 
• Able to work effectively with multiple supervisors, balance and prioritize multiple assignments. 
• Capable and practiced in handling complex and/or multi-faceted tasks. Effective office (clerical / 

secretarial), time management, and organizational skills. 
 

PERSONAL ATTRIBUTES 
• Work with trustworthiness and integrity and with a clear commitment to Tehachapi Parks & Rec core 

values and principles. 
• Self-motivated with ability to manage work with limited direct supervision. 
• Ability to operate effectively under stress; work in a flexible, adaptable, and resilient manner. 
• Expert abilities in prioritization and multi-tasking: well planned and organized even within a fluid 

working environment and a capacity for initiative and decision-making with competent analytical and 
problem solving skills.  

• Ability to function successfully within a team environment. 
• Demonstrate awareness and sensitivity to gender and diversity.  
• Willingness to adapt and learn new skills/approaches. 

 

EDUCATION, TRAINING, & EXPERIENCE 

• High school diploma with a number of years administrative and supervisory experience. 
• General knowledge of accounting, data and administrative management practices and procedures. 
• Experience with clerical practices and procedures. 
• Experience with human resources management practices and procedures. 
• Computer skills and knowledge of office software packages 

 
PHYSICAL REQUIREMENTS & WORKING CONDITIONS 

• Require vision (which may be corrected) to read small print. 
• Require mobility of arms to reach and dexterity of hands to grasp and manipulate small objects; lower 

body mobility may not be required. 
• Perform work which is primarily sedentary. 
• Is subject to inside environmental conditions. 
• Required to work at a computer/display monitor for prolonged periods. 
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COMMUNITY(RELATIONS(
(
PURPOSE(
(
The$purpose$of$the$Tehachapi$Valley$Recreation$and$Parks$District$community$relations’$policy$
is$to$maintain$effective$communication$and$increase$understanding$between$the$District$and$
community$members,$groups,$and$other$agencies.$The$District’s$relationship$with$the$
community$is$critical$to$providing$effective$park$and$recreation$services.$The$District$seeks$to$
identify$and$respond$to$community$needs$when$planning$and$delivering$services.$
$
The$District$regularly$initiates$a$planning$process$that$relies$on$a$variety$of$public$input$to$
establish$plans$for$park$and$recreation$services.$Suggestions$are$invited$at$all$times$and$surveys$
to$gather$input$from$the$community$are$conducted$regularly.$
$
Regular$training$is$provided$to$insure$courteous,$efficient$and$effective$service.$
$
Tehachapi$Valley$Recreation$and$Parks$District$pursues$partnerships$with$other$agencies,$
organizations,$and$businesses$when$they$are$compatible$with$the$District’s$mission$to$provide$
quality$park$and$recreation$services$to$the$community.$$
$
COMMUNICATION(
$
Tehachapi$Valley$Recreation$and$Parks$District$encourages$communication$from$the$public:$
$
• Board$Meetings$are$open$to$the$public.$Board$Meetings$are$held$on$the$third$Tuesday$of$

the$month$(occasionally$moved$due$to$holidays)$at$5:30$P.M.$at$the$District$Office$located$at$
490$West$D$Street,$Tehachapi,$CA$93561.$

$
• Public$Hearings$are$conducted$to$receive$comments$from$the$public.$
$
• Community$meetings$are$held$to$gather$input$from$District$residents$regarding$future$

parks$and$park$amenities.$
$
• Surveys$are$conducted$welcoming$public$comments$regarding$programs$and$services.$
$
$
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$
• Suggestions$or$comments$are$welcome$through$the$District’s$website$at$www.tvrpd.org$or$

by$calling$the$TVRPD$office.$
$
COMPLAINTS(FROM(THE(PUBLIC(
$
Tehachapi$Valley$Recreation$and$Parks$District$views$complaints$as$opportunities$to$provide$
information$on$District$policy$and$improve$service$delivery.$
$
The$Board$of$Directors$desires$that$public$complaints$be$resolved$at$the$lowest$possible$
administrative$level.$
$
The$method$of$resolving$complaints$is$as$follows:$
$
• Any$complaint$should$be$taken$first$to$the$appropriate$responsible$employee$with$the$

objective$of$resolving$the$matter$informally.$
$

• If$not$resolved$satisfactorily$at$that$level,$the$complaint$may$be$filed$with$the$employee’s$
supervisor$or$the$General$Manager.$Within$a$reasonable$time,$the$General$Manager$will$
contact$the$person$filing$the$complaint$to$resolve$the$matter.$

$
• If$the$individual$filing$the$complaint$is$not$satisfied$with$the$disposition$of$the$matter$by$

the$General$Manager,$a$written$complaint$may$be$filed$with$the$Chairperson$of$the$Board$
of$Directors$within$ten$(10)$days$of$receiving$the$General$Manager’s$decision.$$

$
• The$Chairperson$may$direct$consideration$of$the$matter$at$the$next$regular$meeting,$or$call$

a$special$meeting,$or$refer$the$matter$to$a$committee$for$review$and$recommendation.$The$
Board$will$expeditiously$resolve$the$matter.$$
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CUSTOMER(SERVICE(STANDARDS(
!
In!an!effort!to!provide!outstanding!customer!service,!Tehachapi!Valley!Recreation!and!Parks!
District!has!adopted!the!following!quality!assurance!statement:!
!
Through'a'total'quality'concept,'provide'everyone'who'works,'visits'or'participates'in'our'
facilities,'parks'and'programs'with'a'safe,'enjoyable'and'fulfilling'experience.'
'
Customer!service!is!everyone’s!responsibility.!All!TVRPD!employees!are!responsible!for:!

• Providing!outstanding!customer!service.!
• Interacting!with!customers!and!coEworkers!in!a!positive!and!courteous!manner.!
• As!a!TVRPD!team!member,!providing!efficient!and!effective!delivery!of!services.!

!
STANDARDS(COVERING(ALL(CUSTOMER(INTERACTION(
(
The!following!customer!service!standards!were!created!for!TVRPD!employees!to!follow!to!
ensure!that!the!quality!of!service!to!all!of!our!customers!meets!or!exceeds!their!expectations.!
!
In(Person(
!
“Customers'have'a'right'to'expect'that…”'
'
• They!will!be!welcomed!to!the!reception!area!by!friendly,!helpful,!and!knowledgeable!staff.!
• Staff!will!actively!listen!to!requests/questions!and!give!full!attention!to!the!customer.!
• Staff!will!give!complete,!accurate!and!clear!information!but!not!attempt!to!provide!

information!they!are!not!qualified!or!able!to!give.!
• If!with!another!customer!at!the!counter!or!on!the!telephone,!staff!will!give!courteous!

acknowledgement!of!the!customer’s!presence,!such!as!eye!contact!or!a!positive!nod.!
• If!there!is!a!customer!at!the!counter!and!the!phone!rings,!the!staff!person!will!excuse!

himself!or!herself,!answer!the!telephone!and!proceed!to!ask!the!caller!if!they!prefer!to!be!
put!on!hold!or!have!their!call!returned,!then!continue!to!help!the!counter!customer.!

• Relevant!and!current!information,!brochures,!flyers,!application!forms,!etc.!are!available!to!
callers.!

!
(
(
(
(
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(
Telephone/Voice(Mail(
(
“Customers'have'a'right'to'expect'that…”'
!
• The!telephone!will!be!answered!promptly!(within!three!rings)!whenever!possible.!
• Calls!will!be!answered!in!a!courteous!manner!(with!a!smile).!
• Staff!will:!

o Listen!and!understand!the!nature!of!requests!before!transferring!a!call.!
o Inform!callers!to!whom!they!are!being!transferred.!
o Give!complete,!accurate!and!clear!information!but!not!attempt!to!provide!

information!they!are!not!qualified!or!able!to!give.!
o Hang!up!carefully.!
o Callers!will!receive!acknowledgements!of!their!voice!mail!messages!within!48!

hours!on!regular!business!days.!
o Outgoing!voicemail!messages!will!be!kept!current.!
o If!a!caller!is!on!hold!for!an!extended!period!of!time,!periodic!updates!will!be!

provided.!
• All!incoming!telephone!calls!from!external!sources!will!be!answered!with!a!consistent!

greeting:!!
o “Good'Morning'(or'Afternoon),'Tehachapi'Parks'and'Rec,'How'May'I'Help'You?”'

!
Public(Amenities(
!
“Customers'have'a'right'to'expect'that…”'
!
• Facilities!will!be!properly!maintained,!sanitary,!operational,!fully!stocked!and!supplied,!

accessible!and!adequate!to!the!need.!
• Staff!will!provide!appropriate!and!timely!responses!to!identified!problems!at!a!facility.!
(
TVRPD(Programs(and(Activities(
!
“Customers'have'a'right'to'expect'that…”'
!
• Advertisements!will!accurately!describe!the!program,!including!dates,!times!and!locations.!
• Registration!will!be!accessible!and!convenient.!
• Activities!will!begin!and!end!on!time,!are!organized,!including!proper!equipment!and!

handouts,!and!conducted!in!a!professional!manner.!
• They!will!be!treated!with!courtesy.!
!
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!
• Programs!and!activities!will!be!provided!in!a!safe,!clean!and!accessible!facility.!
• They!will!be!surveyed!routinely!to!determine!the!quality!of!customer!service!provided,!the!

customers’!level!of!satisfaction!and!to!gather!customer!input!regarding!future!
programming!ideas.!

!
Written(Correspondence(
!
“Customers'have'a'right'to'expect'that…”'
!
• Proper!business!etiquette!will!be!used!for!all!correspondence.!
• Information!included!in!written!correspondence!will!be!complete,!accurate!and!precise.!
• Customers!will!receive!a!timely!response!to!requests!or!inquiries.!
• All!eEmails!will!be!properly!identified!with!the!sender’s!name,!title!and!contact!information.!
• Fax!cover!sheets!are!legible,!includes!name,!telephone!number!of!the!sender!and!the!name!

and!fax!number!of!the!receiver.!
!
Teamwork/Internal(Customer(Service(
!
“Internal'customers'have'a'right'to'expect'that…”'
'
• CoEworkers!will!actively!seek!to!be!helpful!to!other!staff.!
• CoEworkers!will!seek!to!acknowledge!customers!that!are!waiting!for!assistance!and!assist!

where!possible.!
• CoEworkers!will!disseminate!program!information,!i.e.!schedule!changes,!class!cancellations!

in!a!timely!manner!to!staff!at!all!levels.!
! (
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(
COMPLAINTS(
(
A!complaint!is!an!expression!of!customer!dissatisfaction,!however!made,!about!the!standard!of!
service,!actions!or!lack!of!action!by!or!on!behalf!of!TVRPD!or!its!staff.!
!
TVRPD!takes!all!complaints!very!seriously!and!will!always!accept!them!as!an!aid!towards!
improving!our!service!standards.!In!all!instances,!complaints!will!be!addressed!as!stated!in!the!
Community!Relations!Policy.!
!
COMPLIMENTS(
!
Just!as!poor!performance!needs!criticizing,!being!informed!of!good!performance!is!also!very!
important!to!us.!Please!let!us!know!if!a!service!we!provide!or!a!particular!staff!member!
impresses!you!as!we!can!use!their!example!to!train!other!staff!members.!
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RULES)AND)REGULATIONS)GOVERNING)USE)OF))

NORTH)OF)THE)RIVER)RECREATION)AND)PARK)DISTRICT))
PARKS)AND)FACILITIES)

)
)

Ordinance)#8,102)is)an)ordinance)of)the)North)of)the)River)Recreation)and)Park)District)Board)
of)Directors)establishing)rules)and)regulations)governing)use)of)North)of)the)River)Recreation)
and)Park)District)parks)and)facilities.)The)North)of)the)River)Recreation)and)Park)District)Board)
of)Directors)ordains)as)follows:)
)
SECTION)1.)PURPOSE)AND)AUTHORITY)
)
The)purpose)of)this)ordinance)is)to)establish)rules)and)regulations)for)the)use)of)North)of)the)
River)Recreation)and)Park)District)parks)or)facilities)in)order)to)ensure)that)all)persons)receive)
maximum)benefit)and)enjoyment)from)such)use.)All)sections)of)this)Ordinance)are)adopted)
pursuant)to)Section)5780,)et#seq.,)of)the)Public)Resources)Code)of)the)State)of)California)and)
apply)to)all)North)of)the)River)Recreation)and)Park)District)parks)and)facilities.))
)
SECTION)2.)APPLICABILITY)
)
The)rules)and)regulations)stated)herein)apply)to)all)persons,)defined)herein)as)natural)persons,)
business,)government,)social)and/or)non,profit)entities)of)all)types,)and/or)any)combination)
thereof,)and)the)officers,)employees,)agents,)contractors,)and)volunteers)thereof.)
Notwithstanding)the)foregoing,)these)rules)and)regulations)shall)not)apply)to)District)directors,)
employees)or)volunteers)or)law)enforcement,)fire)and/or)rescue)personnel)acting)within)the)
scope)of)their)official)duties.)
)
Parents)will)be)held)responsible)for)the)acts)of)their)minor)children.)Damage)to)any)North)of)the)
River)Recreation)and)Park)District)park)or)facility)will)be)imputed)to)parents)having)custody)or)
control)of)the)minor)as)set)forth)in)the)Civil)Code)1714.1.)
)
SECTION)3.)ABIDING)BY)REGULATIONS)AND)LAWS)
)
Persons)entering)District)property)may)remain)as)long)as)they)abide)by)these)rules)and)
regulations,)all)federal,)state)and)local)laws)and)regulations,)all)posted)rules,)and)lawful)
instructions)of)law)enforcement)officers)and)District)employees.)Failure)to)leave)property)of))
)
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)
the)District)when)requested)to)do)so)by)a)law)enforcement)officer)or)District)employee)shall)be)
a)violation)of)these)rules)and)regulations.)
)
SECTION)4.)AUTHORIZED)ENFORCEMENT)
)
The)District)or)its)authorized)representatives)will)diligently)enforce)the)provisions)of)these)rules)
and)regulations)and)may)withdraw)or)revoke)the)privilege)of)access)to)District)parks)and)
facilities)for)reasons)of)safety,)security)or)resource)protection,)or)from)any)person)or)group)
violating)any)provision)of)these)regulations)or)any)other)law)or)ordinance.)
)
In)accordance)with)Public)Resources)Code)5786.17)and)to)protect)any)North)of)the)River)
Recreation)and)Park)District)park)or)facility,)the)District)Board)of)Directors)and)local)law)
enforcement)have)the)authority)to)issue)citations)for)misdemeanor)and)infraction)violations)of)
state)law,)city)or)county)ordinances)or)North)of)the)River)Recreation)and)Park)District)rules,)
regulations)or)ordinances)when)the)violation)is)committed)in)or)upon)any)North)of)the)River)
Recreation)and)Park)District)park)or)facility.)
)
SECTION)5.)VIOLATION)OF)ORDINANCE)
)
A)violation)of)any)rule,)regulation,)or)ordinance)adopted)by)the)North)of)the)River)Recreation)
and)Park)District)Board)of)Directors)is)a)misdemeanor)punishable)by)imprisonment)in)the)
county)jail)not)exceeding)six)months,)or)by)fine)not)exceeding)one)thousand)dollars)($1,000),)or)
by)both,)except)in)cases)where)a)different)punishment)is)prescribed)by)State)law)or)city)or)
county)ordinance.)
)
Any)citation)issued)for)a)violation)of)a)rule,)regulation)or)ordinance)adopted)by)the)North)of)the)
River)Recreation)and)Park)District)Board)of)Directors)may)be)processed)as)an)infraction)
punishable)by)a)fine)not)exceeding)two)hundred)fifty)dollars)($250),)except)in)cases)where)a)
different)punishment)is)prescribed)by)state)law)or)city)or)county)ordinance.)
)
SECTION)6.)SEVERABILITY)AND)RELATED)PROVISIONS)
)
Headings)and)divisions)are)for)convenience)only)and)shall)not)be)considered)in)the)
interpretation)of)this)ordinance)and)shall)not)in)any)way)affect)the)conduct)or)activities)covered)
in)other)sections)of)this)ordinance.)
)
)
)
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)
If)any)provisions,)clause)or)section)of)this)ordinance)or)the)application)thereof)to)any)person)or)
circumstance)is)held)invalid,)such)invalidity)shall)not)affect)any)other)provision,)clause)or)
section,)and)to)this)end)the)provisions)of)this)ordinance)are)hereby)declared)to)be)severable.)
)
Nothing)in)this)ordinance)shall)be)deemed)to)modify,)abrogate,)change)or)affect)any)state)law)
or)city)or)county)ordinance)regulating)any)subject)matter,)which)is)contained)in)any)of)the)rules)
and)regulations)established)herein.)
)
This)ordinance)shall)not)be)deemed)to)make)punishable)any)act)or)acts)which)are)prohibited)by)
any)law)of)the)State)of)California.)
)
SECTION)7.)ORDINANCE)IN)EFFECT)
This)ordinance)shall)go)into)effect)at)the)expiration)of)thirty)(30))days)from)the)date)of)adoption)
by)the)Board)of)Directors.)
)
SECTION)8.)PUBLICATION)OF)ORDINANCE)
Within)fifteen)(15))days)after)the)date)of)adoption)of)this)ordinance,)the)Clerk)of)the)Board)of)
Directors)of)North)of)the)River)Recreation)and)Park)District)shall)cause)this)ordinance)to)be)
published)once,)with)the)names)of)those)Board)Members)voting)for)and)against)the)ordinance,)
in)a)newspaper)of)general)circulation)published)within)the)District.)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
)
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)
SECTION)9.)DEFINITION)OF)TERMS)
)
DISTRICT'
North)of)the)River)Recreation)and)Park)District,)a)separate)and)distinct)political)subdivision)of)
the)State)of)California,)deriving)its)powers)and)obligations)from)Public)Resources)Code,)Chapter)
4,)commencing)with)Section)5780.)
)
BOARD'OF'DIRECTORS'
The)governing)body)of)the)District.)
)
GENERAL'MANAGER'
Shall)be)construed)to)mean)the)General)Manager)or)his)or)her)authorized)representative.)
)
NORTH'OF'THE'RIVER'RECREATION'AND'PARK'DISTRICT'PARKS'AND'FACILITIES'
Any)or)all)grounds,)buildings,)structures,)equipment,)machinery,)or)other)appurtenances)
owned,)managed,)controlled,)or)operated)by)the)District.)
)
PERMISSION'
Shall)be)construed)to)mean)in)writing)unless)otherwise)specified.)
)
PERSON'
Person)is)defined)herein)as)natural)persons,)business,)government,)social)and/or)non,profit)
entities)of)all)types,)and/or)any)combination)thereof,)and)the)officers,)employees,)agents,)
contractors,)and)volunteers)thereof.))
)
PLAYGROUND'
Any)park)or)recreational)area)specifically)designed)to)be)used)by)children)and)that)has)play)
equipment)installed.)
'
TOT'LOT'AREA'
A)designated)play)area)within)a)public)park)for)the)use)by)children)under)five)years)of)age.))
)
) )
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SECTION)10.)RULES)AND)CONDITIONS)FOR)USE)OF)ANY)NORTH)OF)THE)RIVER)RECREATION)
AND)PARK)DISTRICT)PARK)OR)FACILITY:)
)
The)following)rules)and)provisions)will)be)applicable)to)the)use)of)any)North)of)the)River)
Recreation)and)Park)District)park)or)facility:)
)
a. HOURS)OF)USE)

It)shall)be)unlawful)for)any)person)to)enter,)loiter,)remain)in)or)upon)or)refuse)to)leave)
any)North)of)the)River)Recreation)and)Park)District)park)or)facility)after)said)park)or)
facility)is)closed)for)public)use,)between)the)hours)of)10:00)p.m.)and)6:00)a.m.,)except)as)
may)be)otherwise)posted)or)unless)previous)authorization)is)obtained)from)the)District’s)
General)Manager.)

)
b. EMERGENCY)USE)OF)PARKS)AND)FACILITIES)AFTER)HOURS)

Notwithstanding)the)provisions)of)Section)10.a.)above,)when)it)is)determined)an)
emergency)exists)or)that)other)special)circumstances)justify)use)of)any)North)of)the)
River)Recreation)and)Park)District)park)or)facility)beyond)the)designated)closing)hour,)
the)District’s)General)Manager)may)authorize)temporary)use)of)such)park)or)facility)
between)the)hours)of)10:00)p.m.)and)6:00)a.m.)during)the)continuance)of)any)such)
emergency)or)special)circumstance.)

)
c. LOITERING)

It)shall)be)unlawful)for)any)person(s))to)loiter)in)or)around)any)North)of)the)River)
Recreation)and)Park)District)parking)lot.)Parking)lots)are)for)parking)vehicles)and)loading)
and)unloading)people)and)supplies)while)using)District)parks)and)facilities.)
)
Loitering)is)defined)as)lingering)idly)or)aimlessly)in)any)North)of)the)River)Recreation)and)
Park)District)parking)area)without)purpose)or)hanging)in)clusters)or)causing)unusually)
loud)or)disturbing)noises.)Anyone)identified)as)loitering)may)be)directed)by)park)staff,)
Park)Rangers)or)law)enforcement)agencies)to)leave)the)premises.)Upon)being)directed)
to)move,)a)person)shall)immediately)comply)with)such)request)by)leaving)the)premises)
or)area)thereof)at)the)time)of)the)request.)
)

d. TRESPASSING)
It)shall)be)unlawful)for)any)person)to)enter)in)or)upon)any)North)of)the)River)Recreation)
and)Park)District)property)closed,)fenced,)or)otherwise)secured)and)which)has)been)
posted)with)signs)stating)that)trespassing)is)forbidden)by)law,)except)that)District)
directors,)employees)or)volunteers)or)law)enforcement,)fire)and/or)rescue)personnel))
)
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acting)within)their)official)duties)may)enter)and)remain)within)the)posted)boundaries)of)
such)premises)without)having)upon)his)or)her)person)the)express)consent)of)the)District.)
)
Further,)it)shall)be)unlawful)and)deemed)trespassing)when)any)person)refuses)to)leave)
District)parks)and)facilities)whose)privilege)of)access)to)District)parks)and)facilities)has)
been)withdrawn)or)revoked)by)the)District)or)its)authorized)representatives.))

)
e. OVERNIGHT)PARKING)

It)shall)be)unlawful)for)any)person)to)park,)abandon,)or)otherwise)allow)to)remain,)
automobiles)and)other)conveyances)in)or)upon)any)North)of)the)River)Recreation))
or)Park)District)park)or)facility)between)the)hours)of)10)p.m.)and)6:00)a.m.,)unless)
previous)authorization)is)obtained)from)the)District’s)General)Manager.)

)
f. AUTOMOBILES)AND)OTHER)CONVEYANCES)

It)shall)be)unlawful)for)any)person)to)operate)any)motorized)vehicle,)motorcycle,)off,
highway)motor)vehicle,)motor,driven)cycle,)motorized)bicycle,)or)any)other)motorized)
means)of)transportation)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)
turf)area)except:)

• Any)public)emergency)vehicle)while)operated)by)law)enforcement,)fire)and/or)
rescue)personnel)in)the)performance)of)their)duties.)

• Any)director,)employee)or)agent)of)North)of)the)River)Recreation)and)Park)District)
while)engaged)in)District)business.)

)
g. SPEED)LIMIT)AT)DISTRICT)PARKS)OR)FACILITIES)

It)shall)be)unlawful)for)any)person)to)operate)any)motorized)vehicle,)motorcycle,)off,
highway)motor)vehicle,)motor,driven)cycle,)motorized)bicycle,)or)any)other)motorized)
means)of)transportation)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)
park)or)facility)at)a)speed)greater)than)15)mph)unless)otherwise)posted.)
)

h. DAMAGE)TO)NORTH)OF)THE)RIVER)RECREATION)AND)PARK)DISTRICT)PARKS)OR)
FACILITIES)(OR)CARE)OF)PUBLIC)PROPERTY))
Unless)previous)authorization)is)obtained)from)the)District’s)General)Manager,)it)shall)
be)unlawful)for)any)person)to:)

• Cut,)sever,)injure,)burn,)deface,)remove,)disturb)or)otherwise)destroy)any)tree,)
shrub,)bush,)flower,)plant,)equipment,)building,)fence,)bench,)table,)or)other))

)

)
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structure,)apparatus)or)property)in)or)upon)any)North)of)the)River)Recreation)
and)Park)District)park)or)facility;)or)

• Pick,)cut)or)remove)any)tree,)shrub,)bush,)flower)or)plant;)or)mark)or)write)upon)
any)building,)fence,)bench,)table)or)other)structure)in)or)upon)any)North)of)the)
River)Recreation)and)Park)District)park)or)facility;)or))

• Construct)or)erect)any)permanent)or)temporary)building)or)structure)of)any)kind)
in)or)upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility;)or))

• Alter)the)grade)or)surface)level)of)the)ground)by)any)cut,)excavation)or)fill)in)or)
upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility;)or))

• Any)other)act)of)vandalism)not)specified)above.)
)

i. FIRE)
It)shall)be)unlawful)for)any)person)to)build,)light)or)maintain)an)open)outdoor)fire)in)or)
upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility)except)in)those)
devices)provided)and)specifically)designated)for)that)purpose.)

)
j. REFUSE,)TRASH)AND)LITTER)

It)shall)be)unlawful)for)any)person)to)dispose)of)any)garbage,)refuse,)rubbish,)waste)or)
litter)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility)
except)in)receptacles)provided)for)such)purpose.)

)
k. POSTING)OF)SIGNS)

It)shall)be)unlawful)to)erect)or)post)any)billboard,)sign,)placard)or)any)advertisement)of)
any)kind)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility,)
except)where)prior)authorization)is)obtained)from)the)District’s)General)Manager)for)
specific)signs)and)locations.)

)
l. GLASS)CONTAINERS)PROHIBITED)AT)PARKS)

It)shall)be)unlawful)for)any)person)to)take)into,)exhibit,)cause)to)be)brought)into,)or)
otherwise)cause)any)bottle)or)any)other)glass)beverage)container,)other)than)as)an)
exhibit)in)an)authorized)art)show)or)as)authorized)by)the)District’s)General)Manager,)in)
or)upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility.)

)
)
)
)
)
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m. TOBACCO)PRODUCTS)
In)the)best)interest)of)the)health)and)safety)of)employees)and)the)general)public,)it)shall)
be)unlawful)for)any)person)to)engage)in)the)use)of)tobacco)products)of)any)kind)or)
description)as)follows:)
)
• Within)any)North)of)the)River)Recreation)and)Park)District)building)or)confined)

space;)
• Within)25)feet)of)any)entrance,)exit)or)operable)window)of)any)North)of)the)

River)Recreation)and)Park)District)building;)
• Within)any)North)of)the)River)Recreation)and)Park)District)vehicle;)
• Within)25)feet)of)any)North)of)the)River)Recreation)and)Park)District)playground)

or)tot)lot)area;)
• At)any)District)building,)sports)field)or)other)facility)where)an)organized)youth)

activity)is)being)conducted,)except)in)areas)designated)for)that)use.)
)

n. ALCOHOL)
It)shall)be)unlawful)for)any)person)to)sale,)use,)consume,)carry)or)bring)any)alcoholic)
beverage)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility)
without)prior)approval)from)the)District’s)General)Manager.)

)
o. FIREARMS)AND/OR)WEAPONS)

It)shall)be)unlawful)for)any)person)to)openly)display)a)firearm)or)weapon)in)or)upon)any)
North)of)the)River)Recreation)and)Park)District)park)or)facility)or)discharge)or)propel)
across,)in,)or)into)any)District)park)or)facility)a)firearm,)bow)and)arrow,)spear,)spear)gun,)
harpoon,)sling)shot,)BB)gun,)air)or)gas)weapon,)or)any)devise)capable)of)injuring)or)
killing)any)person)or)animal,)or)damaging)or)destroying)any)public)or)private)property,)
unless)previous)authorization)is)obtained)from)the)District’s)General)Manager.)

)
p. FIREWORKS)

It)shall)be)unlawful)for)any)person)to)use)or)possess)fireworks)of)any)kind)in)or)upon)any)
North)of)the)River)Recreation)and)Park)District)park)or)facility,)unless)previous)
authorization)is)obtained)from)the)District’s)General)Manager.)

)
q. SKATEBOARDING)AND)IN,LINE)SKATING)

It)shall)be)unlawful)for)any)person)to)operate,)ride)or)propel)any)skateboard)or)skates)in)
or)upon)any)North)of)the)River)Recreation)and)Park)District)park)or)facility,)except)in)
areas)that)may)be)specifically)designated)and)posted)for)such)use.)
)

r. GOLFING)
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It)shall)be)unlawful)for)any)person)to)drive,)putt,)or)in)any)other)fashion)play)or)practice)
golf)or)use)golf)balls)or)golf)clubs)in)or)upon)any)North)of)the)River)Recreation)and)Park)
District)park)or)facility,)except)in)areas)set)aside)for)those)specific)activities.)

)
s. RIDING)ON)DESIGNATED)TRAILS)

It)shall)be)unlawful)for)any)person)to)lead)or)ride)or)have)in)his)or)her)possession)a)
horse,)pony,)mule)or)other)such)animal)in)or)upon)any)North)of)the)River)Recreation)and)
Park)District)park)or)facility,)except)upon)riding)trails)designated)by)the)District.)
)

)
t. INTERFERENCE)

It)shall)be)unlawful)for)any)person)to)use)or)attempt)to)use)or)interfere)with)the)
reserved)use)of)any)North)of)the)River)Recreation)and)Park)District)park)or)facility)for)
which)reserved)use)has)been)authorized)by)the)District)through)a)facility)reservation)or)
contract)or)to)disturb)in)any)manner)any)picnic,)meeting,)service,)concert,)exercise,)
activity,)exhibition)or)gathering.)

)
u. REGULATION)OF)NOISE)

It)shall)be)unlawful)for)any)person)to)use)or)operate)any)radio,)musical)instrument,)tape)
player,)tape)recorder,)record)player,)television,)compact)disc)player)or)other)similar)
sound)equipment)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)park)or)
facility,)including)any)parking)area)or)lot)within)any)park)or)facility,)at)such)volume)as)
permits)the)noise)there)from)to)be)audible)to)any)person)of)normal)hearing)sensitivity)
fifty)feet)from)use)or)operation)of)any)such)device)or)machine.)

)
v. ABUSIVE)LANGUAGE)AND)DISORDERLY)BEHAVIOR)

It)shall)be)unlawful)for)any)person)to)engage)in)threatening,)abusive,)insulting,)indecent,)
or)profane)language)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)park)
or)facility,)or)engage)in)any)disorderly)conduct)or)behavior)tending)to)be)a)breach)of)the)
public)peace)and)enjoyment)of)the)park)or)facility.)

)
w. CONTROL)OF)DOGS)

It)shall)be)unlawful)for)any)person)to)allow)dogs)to)run)loose)or)with)a)chain)or)leash)
longer)than)six)feet)in)or)upon)any)North)of)the)River)Recreation)and)Park)District)park)
or)facility,)except)in)areas)that)may)be)specifically)designated)and)posted)for)such)use.)
)
It)shall)be)unlawful)for)any)person)in)control)or)having)custody)of)any)dog)or)other)
animal)to)fail)to)remove)the)fecal)matter)of)such)animal)from)any)North)of)the)River)
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Recreation)and)Park)District)park,)including)parking)area,)sidewalk,)playing)field,)or)
grounds.)
)

x. SALE)OF)GOODS,)WARES)OR)MERCHANDISE)
Unless)authorized)by)a)special)license)or)permit)issued)by)North)of)the)River)Recreation)
and)Park)District,)it)shall)be)unlawful)for)any)person,)firm)or)corporation)to)sell)or)offer)
for)sale)any)goods,)wares)or)merchandise)in)or)upon)any)North)of)the)River)Recreation)
and)Park)District)park)or)facility.)
)
)
)

Ordinance)#88,1) Adopted)By)Resolution)#38,88) November)21,)1988)
Ordinance)#88,1) Revised)By)Minute)Order)#24,96) ) November)6,)1996)
Ordinance)#88,1) Revised)By)Resolution)#17,99) February)16,)1999)
Ordinance)#88,1) Revised)By)Resolution)#49,05) ) August)15,)2005)
Ordinance)#8,102) Replacing)Ordinance)#88,1)by)Resolution)#23,09) ))))))))))))June)15,)2009)
Ordinance)#8,102) Revised)by)Resolution)#40,12) September)17,)2012)

)
)

))))))))))))))))___________________________________) )))))))))))________________________________)
)))))))))))))))Steve)Ruettgers)
)))))))))))))))Board)Chairperson)
)

)))))))))))Attested)By)Elaine)Bush)
)))))))))))Clerk)of)the)Board)of)Directors)

) ) ) ) )
)
) ) ) ) ) ) ) )
) ) ) ) ) )



CHAPTER(8:((PUBLIC(REGULATIONS(
POLICY:((84100(

PUBLIC(COMPLAINT/COMPLIMENT(FORM 

Tehachapi(Valley(Recreation(and(Parks(District(((490(West(D(Street(((Tehachapi,(CA(93561(((www.tvrpd.org(((661F822F3228(((info@tvrpd.org(

 
 
 

Public(Complaint/Compliment(Form(
(

( Recreation( ( Parks(&(Facilities( ( Parks(&(Facilities(
o ( o Adult(Recreation(Programs( o ( o Central(Park( o ( o Brite(Lake(

o ( o Adult(Sports( o ( o Meadowbrook(Park( o ( o Dye(Natatorium(Pool(

o ( o Community(Events( o ( o West(Park( o ( o Ollie(Skate(Park(

o ( o Youth(Sports( o ( o Morris(Park( o ( o West(Park(Activity(Center(

o ( o Youth(Recreation(Programs(o ( ( o ( o District(Office(

o ( ( o ( ( o ( (

( ( ( ( o ( (

Information:(
(

Complaint/Compliment(registered(by:(((((((( ⁪(Phone( (( ⁪(Letter((( ((((((((⁪(In(Person(
(

Name:_________________________________________________((Phone:______________________(
(

Address:____________________________________((Date:________________((Time:______________(
(

Complaint(received(by:_____________________________((Referred(to:__________________________(
(

Nature(of(complaint/compliment((be#specific)_______________________________________________(
_______________________________________________________________(
_______________________________________________________________(
(

(
Disposition(of(Complaint:(((to#be#completed#by#person#referred#to)(
(

Action(taken:_________________________________________________________________________(
_______________________________________________________________(
_______________________________________________________________(
_______________________________________________________________(
(

Date(completed:____________________((Signed(by:_________________________________________(
(

Complainant(notified(of(disposition:((((((⁪(Yes(((((((⁪(No(((((((⁪(By(Phone(((((((⁪(Letter(((((((⁪(In(Person(
(

Reviewed(by(General(Manager:__________________________________________________________(
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