Town of Waynesville, NC -

| . Board of Aldermen — Regular Meeting
QIS Town Hall, 9 South Main Street, Waynesville, NC 28786
Incorporated 1871 _ Date: March 24, 2015 Time: 6:30 p.m.

The agenda and all related documentation may be accessed electronically at www.waynesvillenc.gov.
Click on “Government/Mayor & Board” to download materials for town board meetings.

Consider the environment ¢ Conserve resources ¢ Print only when necessary

The Town of Waynesville provides accessible facilities, programs and services for all people, in compliance with the Americans
with Disabilities Act (ADA). Should you need assistance or accommodation for this meeting, please contact the Town Clerk at:
(828) 452-2491
aowens@waynesvillenc.gov

A. CALL TO ORDER - Mayor Gavin Brown
1. Welcome/Calendar/Announcements
2. Adoption of Minutes

Motion: To approve the minutes of March 10, 2015 (regular meeting) as presented [or
as corrected].

B. PUBLIC HEARING

3. Public Hearing to consider adoption of an Ordinance regulating use of tobacco and related
products in the Town of Waynesville

Motion: To continue the public hearing on the proposed Ordinance regulating use of
tobacco and related products in the Town of Waynesville

OR
Motion: To adopt the Ordinance requlating use of tobacco and related products in the
Town of Waynesville

COMMITTEE AND DEPARTMENTAL REPORTS

4. Annual Report from Waynesville Historic Preservation Commission including request for
support of the Reinstatement of the Historic Preservation Tax Credit

Motion: To approve the Resolution of Support for the Reinstatement of the Historic
Preservation Tax Credit as recommended by the Historic Preservation Commission

5. 2014 Annual Report from the Waynesville Parks and Recreation Department

Motion: To approve the 2014 annual report from the Waynesville Parks and Recreation
Department, as presented.


http://www.waynesvillenc.gov/
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D. NEW BUSINESS

6. Street Closure Requests —
a. Quilt Block Unveiling — request by Haywood County TDA
Tuesday, April 14™ from 12:15 pm to 12:45 pm — Depot Street

b. Wine Race - request by West Waynesville Relay for Life
Saturday, April 25" from 2:30 p.m. to 4:30 p.m. for second annual Wine Race
Miller Street Parking Area

c. First Methodist Church Waynesville upcoming events — closure of Academy Street
i. Pig Pickin’ —Sunday, May 31 beginning at 4pm and ending at 8pm; request
closure of street by 1pm.
ii. Back to School Bash — Sunday, August 30 beginning at 4 and ending at 7pm;
request closure of street by 1pm.
iii. Trunk or Treat — Saturday, October 31 beginning at 5pm and ending at 8pm;
request closure of street by 3:30pm.

Motion: To approve the street closures for:
a. Haywood County TDA
b. West Waynesville Relay for Life
c. First Methodist Church Waynesville

7. Municipal Record Retention Schedule Amendments
a. Standard 4 —Budget, Fiscal and Payroll Records
b. Standard 9 — Law Enforcement Audio and Video Recordings
c. Standard 12 — Personnel Records

Motion: To approve the amendments to the Municipal Records Retention Schedule, as
presented.

E. CALL FOR PUBLIC HEARING

8. Call for Public Hearing to consider the amendment of Section 3.10.4 of the Land
Development Standards regarding minimum lot size, buffering and design for Monopole
Wireless Communication Towers

Motion: To call for a public hearing on Tuesday, April 14, 2015 at 6:30 p.m., or as soon
thereafter as possible, in the Board Room of Town Hall, 9 S. Main Street, to consider the
amendment of Section 3.10.4 of the Land Development Standards regarding minimum lot
size, buffering and design for Monopole Wireless Communication Towers.

Agenda Posted — March 20, 2015
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COMMUNICATIONS FROM STAFF

9. Town Manager — Marcy Onieal
e Town Hall Day Report
e Employee News
e (Constituent Request
e Board Retreat — March 27, 2015

10. Town Attorney — Woody Griffin

COMMUNICATIONS FROM MAYOR & BOARD OF ALDERMEN

CALL ON THE AUDIENCE

ADJOURN

Agenda Posted — March 20, 2015
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2015

Mon, Mar 23 Southwestern Commission — Region A Regular Meeting
6:30 PM
Location TBD
Tue, Mar 24 Habitat for Humanity ReStore Ribbon Cutting
4:00 - 5:30 PM
331 Walnut St, Suite 1
Tue, Mar 24 Board of Aldermen Meeting-Regular Session
6:30 PM
Board Room, 9 S. Main
Thu, Mar 26 Melange of the Mountains -- Chamber of Commerce
5:30 PM
Laurel Ridge CC
Fri, Mar 27 Board of Aldermen Retreat — Special Called Meeting
8:30 AM
Wells Event Center
April/May NCLM Legislative Action Committee Lobby Days
Throughout (specific days TBA)
Fri, Apr 3 Good Friday/Easter Holiday
Town Offices Closed
Tue, Apr 14 Board of Aldermen Meeting-Regular Session
6:30 PM
Board Room, 9 S. Main
Fri, Apr 17 Kiwanis Community Spelling Bee
Time TBA
13t Methodist Church
Sat, Apr 25 KARE 5K Run/Walk
7:00 AM Rolling Street Closure Main Street to Country Club Drive and Back
Main Street
Sat, Apr 25 Relay for Life Celebration
6:00 p.m. - Midnight Downtown — street closures from Church Street to Depot Street
Main Street
Mo-Tu, Apr 27-28 NC Tomorrow: 2015 Summit of Regional Councils
North Raleigh Hilton Building Communities for Tomorrow’s Jobs
Mon, Apr 27 Haywood County Council of Governments (COG) meeting

5:30 PM Town of Canton Hosting




Canton — location TBD

Tue, Apr 28 Board of Aldermen Meeting-Regular Session
6:30 PM CANCELLED

Board Room, 9 §. Main

Thu, Apr 30 Citizen’s Police Academy Graduation

6:30 PM

Police Dept. Training Room

Fri, May 1 Art After Dark, Waynesville Gallery Association

5:00 PM - 9:00 PM
Main Street & Frog Level

Sat, May 2
7:30 AM
Mini-Park, North Main

Gateway to the Smokies Half Marathon, sponsored by Haywood
Chamber of Commerce, benefitting Waynesville Greenways

13.2 mile, rolling street closures, beginning at Mini-Park, ending at
Frog Level Brewing

Sa-Su, May 2-3
11:00 AM - 4:00 PM
American Legion Field

Ramp Festival

Fr-Mo, May 8-11

150" Anniversary of Last Shot Fired Commemoration Weekend
Sponsored by Shelton House and Haywood Historical & Genealogical
Society

Sat, May 9
5:30 AM - 5:30 PM
Commerce & Depot Streets

Whole Bloomin’ Thing Festival
Frog Level Merchants Association

Tue, May 12 Board of Aldermen Meeting-Regular Session
6:30 PM
Board Room, 9 S. Main
Sat, May 16 Quick Draw — Benefit for Haywood Co Art Classes & Scholarships
5:00 PM
Laurel Ridge CC
Tue, May 19 Southwestern Commission Region A Regular Meeting
6:30 PM (Date changed from regular schedule)
Location TBD
Sat, May 23 Block Party — Downtown Waynesville Association sponsored event
5:00 PM
Main Street
Mon, May 25 Memorial Day Holiday
Town Offices Closed
Tue, May 26 Board of Aldermen Meeting-Regular Session
6:30 PM
Board Room, 9 S. Main
Tue, Jun 5 Art After Dark, Waynesville Gallery Association

5:00 PM - 9:00 PM
Main Street & Frog Level

Tue, Jun 9
6:30 PM
Board Room, 9 S. Main

Board of Aldermen Meeting-Regular Session

Thu, Jun 1N Open Door Community Picnic

Time TBD

Chestnut Park

Sat, Jun 13 Appalachian Lifestyle Celebration — Downtown Waynesville

10:00 AM - 5:00 PM

Association sponsored event
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Main Street

Mon, Jun 22
5:30 PM
Maggie Valley Town Hall

Haywood County Council of Governments (COG) meeting
Town of Maggie Valley Hosting

Tue, Jun 23
6:30 PM
Board Room, 9 S. Main

Board of Aldermen Meeting-Regular Session

Fri, Jun 26
6:30 PM - 9:00 PM
Historic Courthouse Lawn

Mountain Street Dance — Downtown Waynesville Association
sponsored event

Fri, Jul 3

Independence Day Holiday
Town Offices Closed

Fri, Jul 3
5:00 PM - 9:00 PM
Main Street & Frog Level

Art After Dark, Waynesville Gallery Association

Sat, Jul 4
10:00 AM - 4:00 PM

Stars and Stripes Celebration — Downtown Waynesville Association
sponsored event

Main Street

Mon, Jul 6 Candidate Filing Begins for Municipal Elections — Haywood County
12 Noon

Fri, Jul 10 Mountain Street Dance — Downtown Waynesville Association

6:30 PM - 9:00 PM
Historic Courthouse Lawn

sponsored event

Tue, July 14
6:30 PM
Board Room, 9 S. Main

Board of Aldermen Meeting — Regular Session

Fri, Jul 17
12 noon

Candidate Filing Ends for Municipal Elections — Haywood County

Sat, Jul 18
10:00 AM - 5:00 PM
Main Street

ArtFest — Haywood County Arts Council

Fri, Jul 24
6:30 PM - 9:00 PM
Historic Courthouse Lawn

Mountain Street Dance — Downtown Waynesville Association
sponsored event

Sat, Jul 25 Folkmoot USA Parade of Nations

1:00 PM Street Closure — Main Street from Courthouse to Pigeon Street
Main Street

Tue, July 28 Board of Aldermen Meeting — Regular Session

6:30 PM

Board Room, 9 S. Main

Fri, Jul 31

6:30 PM

McGuire’s Millrace Farm,
Murphy

Southwestern Commission Region A Annual Dinner
(Date changed from regular schedule)

Sat, Aug 1
9:30 AM - 1:00 PM
Historic Courthouse Lawn

Downtown Dog Walk — Sarge’s
Street Closure — Main Street

Fri, Aug 7

Art After Dark — Waynesville Gallery Association

BoA Calendar
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5:00 PM - 9:00 PM
Main Street & Frog Level

Fri, Jul 10
6:30 PM - 9:00 PM
Historic Courthouse Lawn

Mountain Street Dance — Downtown Waynesville Association
sponsored event

Tues, Aug 11
6:30 PM
Board Room, 9 S. Main Street

Board of Aldermen Meeting — Regular Session

Sat, Aug 15
Noon - 5:00 PM
American Legion Field

Waynesville Beer Faire

Fri, Aug 21 5t Annual Main Street Mile — Benefitting Shriner’s Hospital for
6:30 PM Children

Main Street Street Closure — Main Street

Mon, Aug 24 Haywood County Council of Governments (COG) meeting
5:30 PM Haywood County Hosting

Haywood County — location TBD

Tues, Aug 25 Board of Aldermen Meeting — Regular Session

6:30 PM

Board Room, 9 S. Main

Fri, Sep 4 Art After Dark — Waynesville Gallery Association

5:00 PM - 9:00 PM
Main Street & Frog Level

Sat, Sep 5 Block Party — Downtown Waynesville Association sponsored event
5:00 PM
Main Street
Mon, Sep 7 Labor Day Holiday
Town Offices Closed
Tues, Sep 8 Board of Aldermen Meeting — Regular Session
6:30 PM

Board Room, 9 S. Main

Tues, Sep 22
6:30 PM
Board Room, 9 S. Main

Board of Aldermen Meeting — Regular Session

Fr-Sun, Sep 25-27
Waynesville Recreation Center

2015 Cycle North Carolina Mountains-to-the-Coast Ride
Waynesville serving as Host Start City
Cyclists depart 8:00 AM Sunday morning

Mon, Sep 28 Southwestern Commission Region A Regular Meeting
6:30 PM

Location TBD

Fri, Oct 2 Art After Dark — Waynesville Gallery Association

5:00 PM - 9:00 PM
Main Street & Frog Level

Sat, Oct 10
10:00 AM - 5:00 PM
Church Street

32" Annual Church Street Art and Craft Show
Street Closure — Church Street

Tues, Oct 13
6:30 PM
Board Room, 9 S. Main

Board of Aldermen Meeting — Regular Session

Su-Tu, Oct 11-13

NCLM Annual Conference: City Vision 2015
Winston-Salem

Sat, Oct 17

BoA Calendar
March 24, 2015

27* Annual Apple Harvest Festival — Chamber of Commerce

Page 4




10:00 AM - 5:00 PM

Street Closure — Main Street

Main Street

Thu, Oct 22 One Stop Voting Begins — Municipal Elections, Haywood County
8:30 AM

Tues, Oct 27 Board of Aldermen Meeting — Regular Session

6:30 PM

Board Room, 9 §. Main

Mon, Oct 26 Haywood County Council of Governments (COG) meeting

5:30 PM Town of Waynesville Hosting

Waynesville — location TBD

Sat, Oct 31

One Stop Voting Ends — Municipal Elections, Haywood County

1:00 PM

Sat, Oct 31 Treats on the Street — Downtown Waynesville Merchants
5:00 PM - 7:00 PM

Main Street

Tue, Nov 3 Election Day — Haywood County Municipal Elections

6:30 AM - 7:30 PM

Fri, Nov 6
5:00 PM - 9:00 PM
Main Street & Frog Level

Art After Dark — Waynesville Gallery Association

Tue, Nov 10 Board of Aldermen Meeting — Regular Session
6:30 PM
Board Room, 9 S. Main
Wed, Nov 11 Veterans Day Holiday
Town Offices Closed
Mon, Nov 23 Southwestern Commission Region A Regular Meeting
6:30 PM
Location TBD
Tue, Nov 24 Board of Aldermen Meeting — Regular Session
6:30 PM

Board Room, 9 S. Main

Thur - Fri, Nov 26-27

Thanksgiving Holiday
Town Offices Closed

Fri, Dec 4
5:00 PM - 9:00 PM
Main Street & Frog Level

Art After Dark — Waynesville Gallery Association

Mon, Dec 7

Waynesville Christmas Parade — Downtown Waynesville Association

6:00 PM sponsored event

Main Street Street Closure — Main Street

Tues, Dec 8 Board of Aldermen Meeting — Regular Session

6:30 PM

Board Room, 9 S. Main

Sat, Dec 12 A Night Before Christmas — Downtown Waynesville Association
6:00 PM - 9:00 PM sponsored event

Main Street

Tues, Dec 22 Board of Aldermen Meeting — Regular Session

6:30 PM

Board Room, 9 S. Main

We — Fri, Dec 23-25

Christmas Holiday
Town Offices Closed
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2016

Fri, Jan 1 New Years Day Holiday
Town Offices Closed

Mon, Jan 18 Martin Luther King Jr Holiday
Town Offices Closed

|
BoA Calendar
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Board and Commission Meetings — March/April 2015

ABC Board

ABC Office — 52 Dayco Drive

April 21
3rd Tuesdays
10:00 AM

Board of Adjustment

Town Hall — 9 S. Main Street

April 7
1t Tuesdays
5:30 PM

Community Action Forum

Police Department Training Room — 9 S.

Main Street

Meets Quarterly or as called;
No meeting currently scheduled

Downtown Waynesville
Association

UCB Board Room — 165 North Main

March 26
4th Thursdays
12 Noon

Firemen’s Relief Fund Board

Fire Station 1 — 1022 N. Main Street

Meets as needed;
No meeting currently scheduled

Historic Preservation Commission

Town Hall — 9 S. Main Street

April 1
1t Wednesdays
2:00 PM

Planning Board

Town Hall — 9 S. Main Street

April 20
3rd Mondays
5:30 PM

Public Art Commission

Town Hall — 9 S. Main Street

April 9
2nd Thursdays
4:00 PM

Recreation & Parks Advisory
Commission

Rec Center Office — 550 Vance Street

April 21
3rd Tuesdays
5:30 PM

Waynesville Housing Authority

Waynesville Towers — 65 Church Street

April 1
1¢t Wednesdays
5:30 PM

BOARD/STAFF SCHEDULE
Sat, Mar 28 Town Manager Panelist, WCU Women in Leadership Conference
WCU Ramsey Center, Cullowhee
Wed, Apr 15 Town Clerk Leadership Haywood
Th-Tu, Apr 17 —May 5 Alderman Vacation
Roberson
Apr 27-30 Alderman Out-of-Town
Freeman

Mo-Tu. Apr 27-28

Town Manager

NC Tomorrow: 2015 Summit of Regional Councils
Building Communities for Tomorrow’s Jobs - Raleigh

Wed, May 20

Town Clerk

Leadership Haywood

June 2015 — TBA

Town Clerk

Leadership Haywood Graduation

Th-Sa, Jun 18-20

Town Manager

NCCCMA Managers Seminar
Wilmington, NC

Sa-Sa, Oct 17-24

Town Manager

Vacation

BoA Calendar
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SUMMIT

SAVE THE DATES
APRIL 27 - APRIL 28

North Raleigh Hilton

Raleigh, North Carclina

Building cn the 2014 Report: North Carclina Regicnal and Statewide
Strategies For Comprehensive Community And Econommic
Developrment, the 2015 Sumumit will offer best practices, case studies
and skill-building workshops for:

= local and regional planners

»local and regional economic developers
» city and county managers

« elected officials

» community and business leaders

A mix of government and private sector leaders will lead the way for
this first-time, two-day 2015 Summit.

Registration Opens 2/15/15 at:
NCREGIONS.ORG

NORTH
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MINUTES OF THE TOWN OF WAYNESVILLE BOARD OF ALDERMEN
REGULAR MEETING
March 10, 2015

THE WAYNESVILLE BOARD OF ALDERMEN held a regular meeting on Tuesday, March 10, 2015
at 6:30 p.m. in the board room of Town Hall, 9 South Main Street, Waynesville, NC.

A. CALLTO ORDER

Mayor Brown called the meeting to order at 7:00 p.m. with the following members present:
Mayor Gavin Brown
Alderman Gary Caldwell
Alderman Julia Freeman
Alderman Wells Greeley
Alderman LeRoy Roberson

The following staff members were present:
Marcy Onieal, Town Manager
Woodrow Griffin, Town Attorney
Eddie Ward, Deputy Clerk
Joey Webb, Fire Chief

The following representatives from the media were present:
Mary Ann Enloe, The Mountaineer

1. Welcome /Calendar/Announcements

Mayor Gavin Brown welcomed everyone to the meeting, and asked Manager Onieal to provide
calendar updates.

Manager Onieal noted the following calendar events:

e March 12 - 2015 Session of the Citizens Police Academy begins, Police
Department Training Room

e March 18 - Town Hall Day —LGFCU Conference Center Raleigh

e March 24 — Habitat for Humanity ReStore Ribbon Cutting 331 Walnut St,
Suite 1

e March 26 — Mélange of the Mountains — Chamber of Commerce, Laurel
Ridge CC

e March 27 — Board of Aldermen Retreat — Special Called Meeting — Wells
Event Center

2. Adoption of Minutes

Alderman Caldwell made a motion, seconded by Alderman Greeley, to approve the
minutes of the February 10, 2015 regular meeting as presented. The motion passed unanimously.



3. Proclamations
a. National Disability Awareness Month — March 2015

Mayor Brown asked ARC of Haywood Vice President Rhonda Schandevel and ARC Board
Member Gary Caldwell to give a few details about National Disability Awareness Month. Mr. Caldwell
expressed his appreciation to the Board for their support. He said the 26" annual “Shoot Out” would be
held on April 24™ through April 26" at the Armory in Waynesville. Ms. Schandevel said this event was
ARC'’s biggest fundraising event, and last year about $25,000.00 was raised. She introduced Mr. Steve
Brown as the new Executive Director.

b. Fire Department Service Recognition

Mayor Brown introduced Mr. Joey Webb Waynesville Fire Chief. Chief Webb stated that Mr.
John Yarborough has been with the Waynesville Fire Department for over 47 years, which is a record as
far as he knows. He said three generations of the Yarborough family have served the Fire Department
well. Chief Webb gave a few details of Mr. Yarborough'’s long standing dedication to the Town through
his employment with both the Utilities Department and the Fire Department, noting his continuing
service despite health challenges in recent years. The mayor read a proclamation honoring Mr.
Yarborough, who received a standing ovation by the Manager and Board of Aldermen, his peers and the
members of the audience in attendance.

B. CALL FOR PUBLIC HEARING

4, Call for Public Hearing to consider adoption of an Ordinance regulating use of tobacco
and related products in the Town of Waynesville

Manager Onieal stated that Haywood County is considering adopting an ordinance regulating
the use of tobacco and related tobacco products on County properties, noting that the Town of Canton
had already adopted an ordinance restricting tobacco use. In an effort to be aware of health
considerations and in order to provide visitors and citizens with a smoke-free environment, the Town of
Waynesville has drafted its own Tobacco Ordinance for consideration.

This draft ordinance was developed following research into multiple tobacco use ordinances
from other municipalities statewide. Potential enforcement of the ordinance has ben discussed with
police, recreation and Downtown Waynesville Association. The ordinance would prohibit smoking or
use of tobacco and related products in or on all Town owned buildings and properties (including all
parks, recreation facilities, and fields) and Town owned vehicles and equipment, as well as within 50
feet of any public entrance to commercial and institutional facilities.

Manager Onieal stated that prior to adoption of an ordinance, it would be desirable to work
with the County to agree on consistent penalty and enforcement procedures.

A motion was made by Alderman Greeley, seconded by Alderman Freeman to call for a public
hearing on Tuesday March 24, 2015 at 6:30 p.m., or as soon thereafter as possible, in the Board Room
of Town Hall, 9 S Main Street, to consider an ordinance regulating use of tobacco and related products

in the Town of Waynesville. The motion passed unanimously.
Waynesville Board of Alderman Minutes Page 2 of 7
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C. COMMITTEE REPORT

5. Update from Waynesville Public Art Commission regarding the public art piece La
Femme, a proposed public art piece in Hazelwood, and a request involving the public
art piece Old Tyme Music — David Blevins, WOAC member

Manager Onieal introduced Ms. Jan Griffin and Mr. David Blevins, members of the
Waynesville Public Art Commission. Ms. Griffin explained that a public art piece named La
Femme was donated to the Town of Waynesville by Biltmore Square Mall in January 2014. The
WPAC voted to place La Femme at Carolyn’s Point, (the park junction between North Main and
Wall streets), as a means to help showcase public art in that area. Mr. Blevins said a permanent
plague has been ordered for installation at the same time as La Femme. The goal of the
commission is to have the piece in place by spring of 2015 upon the approval of the Board.

Ms. Griffin stated the WPAC had been approached by the Smoky Mountain Knitting
Guild regarding the possibility of “dressing” the two character pieces of Old Tyme Music as part
of the 5™ Annual Appalachian Lifestyle Celebration on June 13, 2015. The Public Art Commission
is supportive of this endeavor and is requesting permission from the Board on behalf of the
Smoky Mountain Knitting Guild.

Mr. Blevins stated the Commission is moving forward with a proposed fundraising event
for a Plott Hound themed piece to be placed in Hazelwood in 2016.

A motion was made by Alderman Greeley, seconded by Alderman Roberson to:

1) Approve the placement of La Femme at Carolyn’s Point;

2) Approve the request of the Waynesville Public Art Commission to allow the Smoky
Mountain Knitting Guild to “dress” the musicians for the Appalachian Lifestyle Celebration, as
presented. The motion passed unanimously.

D. NEW BUSINESS

6. Street Closure Request — 2015 Whole Bloomin” Thing Festival by Frog Level
Merchants’ Association — Saturday, May 9, 2015

Manager Onieal stated a request had been received by Frog Level Merchants’
Association to close Commerce and a portion of Depot Streets for their Whole Bloom’ Thing
Festival on Saturday May 9" from 5:30 a.m. — 5:30 p.m. This event serves as the Association’s
major fund raising event and has been granted in years past.

A motion was made by Alderman Freeman, seconded by Alderman Roberson to
approve the closure of Commerce & Depot Streets on Saturday, May 9™ 2015 from 5:30 a.m. —
5:30 p.m. for the Whole Bloom’ Thing Festival as requested by the Frog Level Merchants’

Association. The motion passed unanimously.
Waynesville Board of Alderman Minutes Page 3 of 7
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7. Board Appointments

a. Waynesville_Housing Authority — two (2) positions to fill unserved term — one WHA
resident (term ending June 30, 2019) and one at-large (term ending June 30, 2018)

i. Mary Kathleen Warner — WHA resident
ii. Walter Bryson — at large

Manager Onieal explained that currently there are three (3) vacancies on the Waynesville
Housing Authority Board — two (2) for Waynesville Town residents and one (1) for an individual utilizing
the services of Waynesville Housing Authority. The Board reviewed two applications, Mary Kathleen
Warner — WHA resident and Walter Bryson — at large representative.

A motion was made by Alderman Greeley, seconded by Alderman Roberson, to appoint Mary
Kathleen Warren to Waynesville Housing Authority for term ending June 30, 2019 and Walter Bryson
to Waynesville Housing Authority for term ending June 30, 2018. The motion passed unanimously.

b. Waynesville Planning Board — one (1) position to fill unserved term — resident of
Waynesville (term ending June 30, 2017)

i. Phillip Gibbs
ii. Hunter Murphy

Manager Onieal explained that currently there is one (1) vacancy for a Town resident. Two
applications have been received from Phillip Gibbs and Hunter Murphy. The Board reviewed both
applications.

A motion was made by Alderman Greeley, seconded by Alderman Roberson, to appoint Phillip
Gibbs to the Planning Board for term ending June 30, 2017. The motion passed unanimously.

8. Joint Resolution of Support for Senate Bill 141 — Waynesville Annexation/Referendum and for
the Extension of Corporate Limits of the Town of Waynesville effective June 20, 2016, as

presented.

Manager Onieal introduced Mr. Edward LaFountaine, President of Lake Junaluska Property
Owners Organization and Mr. Ron Clauser, Chairman of the Municipal Study Task Force. Mr.
LaFountaine said the proposed bill will present an opportunity for Lake Junaluska to address the issue of
annexation in a democratic manner. He said the voices of the residents of Lake Junaluska as well as the
Town of Waynesville need to be heard in a formal referendum. Mr. Clauser said they are asking the
support of the Board as well as the support of other municipalities in the County, key civic groups, and
Chamber of Commerce. He said much thought and consideration has been given to this process and
they feel this is the best way to proceed.

Waynesville Board of Alderman Minutes Page 4 of 7
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Manager Onieal stated that Town Staff has been working very closely with Haywood County GIS,
Land Records, and the Board of Elections to ensure that voter lists and registrations are in proper order
for the November Referendum.

A motion was made by Alderman Greeley, seconded by Alderman Caldwell, to approve the
Joint Resolution of Support for Senate Bill 141 — Waynesville Annexation/Referendum and for the
Extension of Corporate Limits of the Town of Waynesville effective June 20, 2016, as presented. The
motion passed unanimously.

9. Lease Option and Agreement between US Cellular and Town of Waynesville (request of
Chuck Burton, Site Acquisition Services on behalf of US Cellular)

Manager Onieal explained this request is being made by Chuck Burton, Site Acquisition Specialist
on behalf of US Cellular, for a lease for Town owned property on Reservoir Drive.

Mr. Burton said the lot for the proposed tower is a 35 — 50 foot lot. The tower would be 115
feet tall. He explained the reason for two towers being located on the property is that with today’s
technology being applied to a tower, eventually the tower will be used up, and signals cannot go
anywhere. The second tower will allow a full range of service to the community.

A motion was made by Alderman Greeley, seconded by Alderman Roberson, to approve the
lease option and agreement between US Cellular and Town of Waynesville, authorizing the mayor
and/or town manager to execute the agreement on behalf of the town, as presented. The motion
passed unanimously.

E. COMMUNICATIONS FROM STAFF
10. Town Manager — Marcy Onieal
e Cycle NC— Mountains to Coast Cycle Event Announcement

Manager Onieal said that Waynesville has been selected as the “start” host city for the
Mountains to the Coast Cycle Event. One thousand cyclists will be coming to Waynesville September
25" — 27" 2015. There will be a welcome event planned with entertainment and a farewell send-off
planned for Sunday morning. Many groups will be involved including TDA, DWA, Bicycle Haywood and
Haywood Chamber. Manager Onieal stated this will be an opportunity for Waynesville to show off what
the Town has to offer for more than 1100 visitors to the community.

e NC Tomorrow Conference/Scholarship Opportunity
Manager Onieal said the NC Tomorrow (Statewide Economic Development)Conference will be

held April 27" and 28"™. There will be some scholarships available for Elected Officials, Economic
Developers, and Managers. She encouraged the Board to attend if there is any way possible.
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e Manager’s Development Services Advisory Task Force Update

Manager Onieal stated she had contacted nearly 20 individuals widely representative of the
development community to serve on the Manager’s Task Force, and was very encouraged that all had
expressed enthusiasm for participating. The first meeting will be held on March 17™ at 5:30, and
following meetings will be held every three weeks or so, through May on Tuesday evenings.
Representatives will be from the Planning Board, Historic Preservation Committee, Board of Realtors,
Home Builders Association, contractors, Chamber of Commerce, Downtown Waynesville Association,
Economic Development, engineers, a utility provider, banker, and a legal representative. The Task Force
will be addressing the development climate in the Town of Waynesville. The group will talk about
challenges and goals for development. This will help set the stage for hiring a new Development
Services Director in May.

e Recently Posted Positions

Manager Onieal said she has posted a job for Town Engineer to replace the position recently
vacated by the retirement of Fred Baker as Utilities Director. The Development Services
Director Position has been posted and will be subject to an assessment center process, similar to that
which was used to recruit and hire the manager. She will be assisted in that hiring process by
Developmental Associates, Inc.

e Rec Center — Swimming pool Boiler
Manager Onieal told the Board the recently installed new Boiler at the Recreation Center
Swimming pool had stopped working. The boiler is still under warranty and will be repaired or replaced
at no cost to the Town.
e Bright fields EV Charging Station
The Charging Stations are now working in the Montgomery Street parking lot.
e New Generation Initiative Update — Haywood Greenways Coalition
The Young Professionals and Haywood Leadership group have received a grant to foster
leadership development around a public project designed to leave a lasting legacy within the
community. The group has chosen to focuse their project around a county-wide greenway plan and
desires to use the Town’s planned new greenway at Hazelwood Park as their demonstration project.
The group will be coming before the Board soon to present their plan, which calls for creating a common
brand under the name Haywood Greenways Coalition, and ask for the Board’s support. The overall goal
is to have a Haywood County Greenway plan that would be adopted by all five jurisdictions.

11. Town Attorney — Woodrow Griffin

No Comment
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F. COMMUNICATIONS FROM MAYOR &BOARD OF ALDERMEN

12. Kiwanis Club of Waynesville — Spelling Bee Request - Mayor Brown

Mayor Brown said on April 17, 2015 at First United Methodist Church, the Kiwanis Club of
Waynesville will hold its third annual Kiwanis Community Spelling Bee. The Kiwanis Club is asking the
Mayors of Waynesville, Canton, and Maggie Valley to bring a team to the BEE. This fund raiser benefits
schools and other organizations in Haywood County. By consensus, the Board agreed for the Town to
participate with a team.

G. CALL ON THE AUDIENCE

No comment

H. ADJOURN

With no further business, a motion was made by Alderman Greeley, seconded by Alderman
Freeman, to adjourn at 7:40 p.m. The motion passed unanimously.

ATTEST

Gavin Brown, Mayor

Marcia D. Onieal, Town Manager

Eddie Ward, Deputy Town Clerk
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TOWN OF WAYNESVILLE BOARD OF ALDERMEN
REQUEST FOR BOARD ACTION
Meeting Date: March 24, 2015

SUBJECT: Public Hearing to consider adoption of an Ordinance regulating use of tobacco and related
products in the Town of Waynesville

AGENDA INFORMATION:

Agenda Location: New Business

Item Number: 3B

Department: Administrative Services
Contact: Amie Owens, Town Clerk
Presenter: Marcy Onieal, Town Manager

BRIEF SUMMARY:

As Haywood County has moved forward with its Tobacco Ordinance prohibiting smoking and tobacco use on
county properties, the number of individuals who would be moving to public sidewalks and areas in front of or
nearby businesses will increase. In an effort to be cognizant of health considerations and in order to provide
citizens and visitors with a smoke-free environment, the Town of Waynesville has drafted its own Tobacco
Ordinance for consideration.

The ordinance would prohibit smoking or use of tobacco and related products in or on all town-owned buildings
and properties (including all parks and recreation facilities and fields) and town-owned vehicles and equipment, as
well as within 50 feet of any public entrance to commercial and institutional facilities.

The draft ordinance was developed following research into multiple tobacco use ordinances from other
municipalities statewide and discussion with police and recreation staff and Downtown Waynesville Association
Board, particularly as relates to enforcement of the ordinance, as a civil matter, by individuals delegated with
authority, rather than making this a criminal issue to be enforced by sworn law enforcement officers.

MOTION FOR CONSIDERATION: Motion: To continue the public hearing on the proposed Ordinance regulating
use of tobacco and related products in the Town of Waynesville

OR

Motion: To adopt the Ordinance regulating use of tobacco and related products in the Town of Waynesville.

FUNDING SOURCE/IMPACT: No immediate impact, although if adopted, it would be expected that the Town
would expend a small amount of funding for appropriate signage and public education.

ATTACHMENTS:
e  Resolution to Adopt Ordinance
e Draft Ordinance

MANAGER’S COMMENTS AND RECOMMENDATIONS: Prior to adoption of this ordinance, it may be desirable to
work with the county to agree on consistent penalty and enforcement procedure simply to avoid confusing the
public, particularly with regard to enforcement on county property within town limits (or vice versa).




AN RESOLUTION TO ADOPT AN ORDINANCE PROHIBITING SMOKING IN
CERTAIN PUBLIC PLACES IN THE TOWN OF WAYNESVILLE

WHEREAS, according to the Centers for Disease Control and Prevention (CDC),
tobacco use and secondhand smoke exposure are leading preventable causes of illness
and premature death in North Carolina and the nation; and

WHEREAS, on January 2, 2010, “An Act To Prohibit Smoking In Certain Public Places
And Certain Places Of Employment,” Session Law 2009-27, became effective,
authorizing local governments to adopt and enforce ordinances “that are more restrictive
than State law and that apply in local government buildings, on local government
grounds, in local vehicles, or in public places;” and

WHEREAS, in 2006, a report issued by the United States Surgeon General stated that the
scientific evidence indicates that there is no risk-free level of exposure to secondhand
smoke and that secondhand smoke has been proven to cause cancer, heart disease, and
asthma attacks in both smokers and nonsmokers?; and

WHEREAS, the CDC advises that all individuals with coronary heart disease or known
risk factors for coronary heart disease should avoid all indoor environments that permit
smoking®; and

WHEREAS, in 2009, the United States Food and Drug Administration (FDA) announced
that an analysis of e-cigarette samples indicated that the e-cigarettes contained not only
nicotine but also detectable levels of known carcinogens and toxic chemicals, including
tobacco-specific nitrosamines and diethylene glycol, a toxic chemical used in antifreeze®;
and

WHEREAS, the use of e-cigarettes in workplaces and public places where smoking of
traditional tobacco products is prohibited creates concern and could lead to difficulties in
enforcing the smoke-free laws; and

! Centers for Disease Control and Prevention, Smoking and Tobacco Use Fast Facts,
http://www.cdc.gov/tobacco/data_statistics/facts_sheets/fast facts/#toll (last visited Oct. 7, 2010).

2U.S. DEP’T OF HEALTH & HUMAN SERVS., THE HEALTH CONSEQUENCES OF INVOLUNTARY EXPOSURE TO
TOBACCO SMOKE: A REPORT OF THE SURGEON GENERAL 11, 14-16 (2006),
http://www.surgeongeneral.gov/library/secondhandsmoke/report/index.html.

® See id. at 15; Centers for Disease Control and Prevention, Smoking and Tobacco Use Health Effects of
Secondhand Smoke,
http://www.cdc.gov/tobacco/data_statistics/fact_sheets/secondhand_smoke/health_effects/index.htm (last
visited March 25, 2011).

* Memorandum from B.J. Westenberg, Deputy Director, CDER/OPS/OTR, Division of Pharmaceutical
Analysis to Michael Levy, Supervisor Regulatory Counsel, CDER, Office of Compliance Division of New
Drugs and Labeling Compliance (May 4, 2009), available at
http://www.fda.gov/downloads/Drugs/ScienceResearch/UCM173250.pdf; see also Press Release, United
States Food and Drug Administration, FDA & Public Health Experts Warn About Electronic Cigarettes
(July 22, 2009), available at
http://www.fda.gov/NewsEvents/Newsroom/PressAnnouncements/ucm173222.htm.
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WHEREAS, the Town of Waynesville is committed to protecting the health of
individuals in public places by eliminating exposure to secondhand smoke; and

WHEREAS, the Town of Waynesville provides support to employees and residents who
want to quit the use of tobacco products. Employees and residents are also encouraged to
talk to their health care provider about quitting ask about appropriate pharmacotherapy
available through their health insurance plan or employee’s insurer, and use the free
quitting support services of the North Carolina Tobacco Use Quitline at 1-800-QUIT-
NOW (1-800-784-8669); and

WHEREAS, this Board/Council finds and declares that, in order to protect the public
health and welfare, it is in the best interests of the citizens of the Town of Waynesville to
adopt an ordinance prohibiting smoking in public places.

NOW, THEREFORE, BE IT ORDAINED by the Board of Aldermen of the Town of
Waynesville, North Carolina, that:

Section 1. Authority
This ordinance is enacted pursuant to G.S. 130A-498.
Section 2. Definitions

The following definitions are applicable to this ordinance.

1) "Cigar bar". — An establishment with a permit to sell alcoholic beverages pursuant
to subdivision (1), (3), (5), or (10) of G.S. 18B-1001 that satisfies all of the following:
a. Generates sixty percent (60%) or more of its quarterly gross revenue from

the sale of alcoholic beverages and twenty-five percent (25%) or more of
its quarterly gross revenue from the sale of cigars;

b. Has a humidor on the premises; and

C. Does not allow individuals under the age of 21 to enter the premises.

Revenue generated from other tobacco sales, including cigarette vending machines, shall
not be used to determine whether an establishment satisfies the definition of cigar bar.

2 “E-cigarette”. — Any electronic oral device, such as one composed of a heating
element, battery, and/or electronic circuit, which provides a vapor of nicotine or any other
substances, and the use or inhalation of which simulates smoking. The term shall include
any such device, whether manufactured, distributed, marketed, or sold as an e-cigarette,
e-cigar, e-pipe, or under any other product name or descriptor. An e-cigarette does not
include any product that has been approved by the United States Food and Drug
Administration for sale as a tobacco cessation product, as a tobacco dependence product,
or for other medical purposes, and is being marketed and sold solely for such an approved
purpose.



3) "Enclosed area". — An area with a roof or other overhead covering of any kind and
walls or side coverings of any kind, regardless of the presence of openings for ingress and
egress, on all sides or on all sides but one.

4) “International ‘No Smoking” symbol”. — Symbol consisting of a pictorial
representation of a burning cigarette enclosed in a red circle with a red bar across it.

(5) “Local health department”. — The district health department, public health
authority, or county health department, the jurisdiction of which includes the Town.”

(6) “Local health director”. — Administrative head of the local health department
appointed pursuant to G.S. Chapter 130A.°

(7 "Lodging establishment”. — An establishment that provides lodging for pay to the
public.

(8) "Private club™. — A country club or an organization that maintains selective
members, is operated by the membership, does not provide food or lodging for pay to
anyone who is not a member or a member's guest, and is either incorporated as a
nonprofit corporation in accordance with Chapter 55A of the General Statutes or is
exempt from federal income tax under the Internal Revenue Code as defined in G.S. 105-
130.2(1). For the purposes of this ordinance, private club includes country club.

9) "Private residence". — A private dwelling that is not a child care facility, as
defined in G.S. 110-86(3), and not a long-term care facility, as defined in G.S. 131E-
114.3(a)(1).

(10)  "Private vehicle". — A privately owned vehicle that is not used for commercial or
employment purposes.

(11)  "Public place". — An enclosed area to which the public is invited or in which the
public is permitted.

(12) "Smoking". — The use or possession of a lighted cigarette, lighted cigar, lighted
pipe, or any other lighted tobacco product.

(13) "Tobacco shop". — A business establishment, the main purpose of which is the
sale of tobacco, tobacco products, and accessories for such products, that receives no less
than seventy-five percent (75%) of its total annual revenues from the sale of tobacco,
tobacco products, and accessories for such products, and does not serve food or alcohol
on its premises.

Section 3. Smoking Prohibited in Enclosed Areas of Public Places’

Except as provided in Section 4 of this Ordinance, smoking shall be prohibited in all
enclosed areas of public places within the Town of Waynesville.?

Section 4. Exceptions: Where Smoking is Not Requlated By This Ordinance

> This term may be changed to reflect the specific health department under whose jurisdiction the
City/Town/Village falls.

® This term may be changed to reflect the specific health department at which the health director works.

" Under the state law smoking is already prohibited in certain public places including restaurants, bars, and
state buildings and vehicles. See, e.g., G.S. 130A-493, 496.

& Additional information about public places that local governments can regulate under G.S. 130A-498(a)
is available on the North Carolina Division of Public Health website at
http://www.tobaccopreventionandcontrol.ncdhhs.gov/lgtoolkit/index.htm.
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In accordance with G.S. 130A-498(b1), smoking is not prohibited by this ordinance in the
following places.

1) A private residence.

2 A private vehicle.

3) A tobacco shop if smoke from the business does not migrate into an enclosed area
where smoking is prohibited pursuant to Article 23 of the North Carolina General
Statutes. A tobacco shop that begins operation after July 1, 2009, may only allow
smoking if it is located in a freestanding structure occupied solely by the tobacco shop
and smoke from the shop does not migrate into an enclosed area where smoking is
prohibited pursuant to Article 23 of the North Carolina General Statutes.

4) All of the premises, facilities, and vehicles owned, operated, or leased by any
tobacco products processor or manufacturer, or any tobacco leaf grower, processor, or
dealer.

(5) A designated smoking guest room in a lodging establishment. No greater than
twenty percent (20%) of a lodging establishment's guest rooms may be designated
smoking guest rooms.

(6) A cigar bar if smoke from the cigar bar does not migrate into an enclosed public
place where smoking is prohibited pursuant to Article 23 of the North Carolina General
Statutes. A cigar bar that begins operation after July 1, 2009, may only allow smoking if
it is located in a freestanding structure occupied solely by the cigar bar and smoke from
the cigar bar does not migrate into an enclosed area where smoking is prohibited pursuant
to Article 23 of the North Carolina General Statutes.

@) A private club.

(8) A motion picture, television, theater, or other live production set. This exemption
applies only to the actor or performer portraying the use of tobacco products during the
production.

Section 5. Implementation Requirements

A person who manages, operates, or controls a public place in which smoking is
prohibited by this ordinance shall:

1) Post signs that meet all the requirements in Section 6 of this ordinance.
2 Remove all indoor ashtrays and other smoking receptacles from the area in which
smoking is prohibited, except for ashtrays and receptacles for sale and not intended for

use on the premises.

3 Direct a person who is smoking in a prohibited area to extinguish the lighted
tobacco product and, if the person does not comply, ask the person to leave the premises.

4) Contact the Waynesville Police Department (or specify another appropriate law
enforcement agency) if a person in violation refuses to leave the premises.



Section 6. Signage
(a) The signs required to be posted in enclosed areas of public places shall:

1) Clearly state in English (optional: insert other languages here) that
smoking is prohibited and include the international "No Smoking™ symbol.

(2) Be conspicuously posted at each public entrance to the enclosed area.
(3) Be at least 24 square inches in size.
(4) Be at least 16 point font size.

Section 7. Enforcement and Penalties

Violations by persons smoking in prohibited areas. Following oral or written notice by
the person in charge of an area described in Section 3, or his or her designee, failure to
cease smoking constitutes an infraction punishable by a civil penalty of not more than
fifty dollars ($50.00). A citation may be issued by any town employee acting in an
enforcement capacity and within their responsibilities related to the issuing of citations.
A citation issued under this section has no consequence other than payment of a penalty,
and no court costs may be assessed.

Violations by persons who manage, operate, or control a public place. A local health
director® may take the following actions and may impose the following administrative
penalty on a person who manages, operates, or controls a public place and fails to comply
with the provisions of this ordinance:

(1)  First violation — Written notice of the person’s first violation and notification of
action to be taken in the event of subsequent violations.

(2)  Second violation — Written notice of the person’s second violation and notification
of administrative penalties to be imposed for subsequent violations.

(3)  Third and subsequent violations — Impose an administrative penalty of not more
than two hundred dollars ($200.00).

Each day on which a violation of this ordinance occurs may be considered a separate and
distinct violation.

Section 8. Declaration of Establishment as Nonsmoking and Prohibiting E-Cigarettes

Nothing in this ordinance shall be construed to prevent the owner, operator, manager or
other person in control of an establishment, facility, or outdoor area from declaring that

% See footnote 6.



the entire establishment, facility, or outdoor area shall be smoke free, or from declaring
that the use of e-cigarettes is not permitted in the establishment, facility, or outdoor area.

Section 9. Public Education

The Town of Waynesville shall engage in an ongoing program to explain and clarify the
purposes and requirements of this ordinance to citizens affected by it, and to guide
owners, operators, and managers of public places in their compliance with it. In doing
so, the Town of Waynesville may rely upon materials and information provided by the
local health department.*

Section 10. Severability; Conflict of Laws.

If this ordinance or application thereof to any person or circumstance is held invalid, such
invalidity shall not affect other provisions or applications of the ordinance that can be
given separate effect and to that end the provisions of this ordinance are declared to be
severable. All ordinances or parts of ordinances in conflict with this ordinance are
hereby repealed.

Section 11. Effective Date.

This ordinance shall be effective on July 1, 2015.

Adopted this  day of , 20

TOWN OF WAYNESVILLE

Gavin A. Brown, Mayor

ATTEST:

Amanda W. Owens, Town Clerk

Approved as to Form:

Woodrow Griffin, Town Attorney

10 See footnote 5.



Prohibition of Tobacco Use in Town Buildings, Town Vehicles, on Town Grounds and in
Specific Public Areas

Section 42.5. Authority.

This section is enacted pursuant to authority conveyed by N.C.G.S. §130A-498 and
160A-174(a).

Section 42.6. Definition of Terms.

The following definitions are applicable to this Section:

(@) Town building — A building owned, leased as lessor, or the area leased as lessee and
occupied by the Town and includes but is not limited to offices, restrooms, indoor
walkways, stairwells, entrances, passageways, break rooms, lobbies, and work areas.

(b) Grounds —An unenclosed area owned, leased, or occupied by the Town of Waynesville.

(c) Town vehicle — A passenger-carrying vehicle owned, leased, or otherwise controlled by
the Town of Waynesville and assigned permanently or temporarily by the Town of
Waynesville to Town employees, agencies, institutions, or facilities for official Town
business.

(d) Employee — A person who is employed by the Town of Waynesville, or who contracts
with the Town or a third person to perform services for the Town, or who otherwise
performs services for the Town with or without compensation.

(e) Local Health Department — The public health authority, or Haywood County Health
Department, the jurisdiction of which includes the Town of Waynesville.

(F) Universal ‘No Smoking and Use of Tobacco Products Prohibited’ Symbol — Symbol
consisting of a pictorial representation of a burning cigarette and a tobacco product
enclosed in a red circle with a red bar across it.

(g) Smoking — The use or possession of a lighted cigarette, lighted cigar, lighted pipe, or any
other lighted tobacco product.

(h) Tobacco product —Any product containing, made, or derived from tobacco that is
intended for human consumption, whether chewed, smoked, absorbed, dissolved, inhaled,
snorted, sniffed, or ingested by any other means, or any component part or accessory of a
tobacco product, including but not limited to: cigarettes; cigars, little cigars, cheroots,
stogies, periques, granulated, plug cut, crimp cut, ready rubbed, and other smoking
tobacco, snuff; snuff flour, Cavendish; plug and twist tobacco, fine-cut and other chewing
tobacco, shorts; refuse scraps, clippings, cutting and sweepings of tobacco, and other
kinds and forms of tobacco. A tobacco product excludes any product that has been



approved by the United States Food and Drug Administration for sale as a tobacco
cessation product, as a tobacco dependence product, or for other medical purposes, and is
being marketed and sold solely for such an approved purpose.

(i) E-cigarettes/vapor product — any electronic oral device, such as one composed of
heating elements, battery, and/or electronic circuit, which provides a vapor or nicotine or
any other substances, and the use or inhalation of which simulates smoking. The term
shall include any such device, whether manufactured, distributed, marketed, or sold as an
e-cigarette, e-cigar, e-pipe, or under any other product name or descriptor.

Section 42.7

Areas where use of tobacco products is prohibited

A. Tobacco products are prohibited in the following locations:

1) Inside all buildings or structures owned or leased by the town.
2 In any vehicle owned or leased by the town.
a. No person shall smoke or use any tobacco product or e-cigarette/vapor

product as defined in section 42.6 (h) and (i) in any Town of Waynesville
vehicle.

3) On the following grounds and locations owned or leased by the town*:

a.

b.

C.

On all sidewalks in front of any building or structure owned or leased by
the town.

Within a fifty (50) foot radius of any public entrance to any building or
structure owned or leased by the town.

Within a thirty (30) foot radius of any non-public entrance to any building
or structure owned or leased by the town.

Within any park or greenway owned or leased by the town, including but
not limited to the thirty-nine (39) acres of parks identified as: Waynesville
Recreation Center, Waynesville Skate Park, Waynesville Disc Golf
Course, Old Armory Recreation Center, East Street Park, Recreation Park,
Vance Street Park, Sulphur Springs Park, Hazelwood Park, Pepsi Dog
Park and any future areas designated as parks or greenways.

*Individuals may use tobacco products within the confines of their personal
vehicles.

4 Smoking is prohibited in the following public areas:

a.

Within a fifty (50) foot radius of any public entrance to any building or
structure within the Municipal Service District and including but not
limited to the Central Business District (CBD), Hazelwood Business
District (H-BD), South Main Street Business District (SM-BD), Regional
Center (RC) Dellwood/Junaluska Regional Center (DJ-RC), Hyatt Creek
Regional Center (HC-RC), and Russ Avenue Regional Center (RA-RC)



as outlined by the Town of Waynesville Code of Ordinances Appendix A
— Land Development Standards, Chapter 2 — District Provisions, Section
2.2 and 2.3.6 and 2.3.7, as applicable.

Section 42.8 Litter from tobacco products

(@) It shall be unlawful for anyone to deposit any portion of a cigarette, cigar, smoking
device, or any refuse related to smoking on property, sidewalks, streets, alleys and rights-
of-way owned, leased or maintained by the town, except in a receptacle designated for
that purpose. Littering or failure to use indicated receptacles is subject to civil penalty.

(b) It shall be unlawful for anyone to spit smokeless tobacco anywhere on town grounds
including parks and recreational areas is prohibited and is subject to civil penalty.

Section 42.9 Authority of Town Manager to designate smoking areas

(a) The Town Manager shall have the authority to designate smoking areas for all Town
grounds.

Section 42.10 Notice Required

(@) Clear and conspicuous signs shall be posted in every building and facility and/or grounds
wherein tobacco use is regulated by this article as follows:

1. Stand alone No Smoking, No Smokeless Tobacco, or other signs stating the
tobacco use policy shall have letters of not less than one inch in height, the
international No Smoking symbol (consisting of a pictorial representation of a
burning cigarette enclosed in a circle with a bar across it), or the No Smokeless
Tobacco symbol.

2. Inlieu of or in addition to stand alone signage, tobacco use restrictions can be
incorporated into comprehensive rules signage in text form where feasible.

(b) Signs shall be conspicuously posted in a position clearly visible on main entry points into Town
buildings.

(c) Signs shall be conspicuously posted outside, within, or near recreational public places
where tobacco use is prohibited, but not at every conceivable entry point whereby doing
so would overburden the park or area with signage.

(d) It shall be unlawful for any person to remove to deface any placard or sign erected by or
under the authority of this section.



Section 42.11 Implementation Requirements

(a) The Town shall post signs that meet all the requirements in Section 42.11 of this
ordinance.

(b) The Town may locate ash urns or other smoking receptacles in designated smoking areas.
Absence of smoking receptacles does not relieve tobacco users from legally disposing of
tobacco waste nor does it nullify a designated smoking area.

(c) Town staff shall make every effort to ensure compliance with this policy, including
contacting law enforcement personnel if necessary.

Section 42.12 Enforcement and Penalties

(a) Penalty for Violation. Violation of Sections 42.7 or 42.8 shall be punishable by a civil
penalty of not more than fifty dollars ($50.00).

(b) A citation may be issued by any town employee acting in an enforcement capacity and
within their responsibilities related to the issuing of citations. A citation issued under this
section has no consequence other than as set forth in (a) above, and no court costs may be
assessed.

(c) Additional sanctions for employees. In addition to any penalty under this section,
employees of the Town who violate this ordinance shall be subject to disciplinary action
consistent with the Town’s human resources policies.

Section 42.13 Severability; Conflict of Laws

If this ordinance or application thereof to any person or circumstance is held invalid or
unconstitutional by a court of competent jurisdiction, such invalidity shall not affect other
provisions or applications of the ordinance that can be given separate effect and to that end the
provisions of this ordinance are declared to be severable. Whenever the provisions of this
ordinance conflict with other ordinances of the Town of Waynesville, this ordinance shall
govern.



TOWN OF WAYNESVILLE BOARD OF ALDERMEN
REQUEST FOR BOARD ACTION
Meeting Date: March 24, 2015

SUBJECT: Historic Preservation Commission Annual Report to the Board

AGENDA INFORMATION:

Agenda Location: Committee and Department Reports
Item Number: 4-C

Department: Advisory Board

Contact: Paul Benson, Planning Director
Presenter: Paul Benson, Planning Director

BRIEF SUMMARY:

Tax credits for historic landmarks expired in December, 2014. The historic rehab credit encouraged
private investments in local communities and encouraged the reuse of existing buildings, which saved
taxpayer money through reducing the need to expand public services and infrastructure.

In an effort to reinstate tax credits for historic landmarks, cities and towns are drafting resolutions for
support.

This resolution would be forwarded to the NC General Assembly and Governor to show support for the
reinstatement of this important tax credit.

MOTION FOR CONSIDERATION: To approve the Resolution of Support for the Reinstatement of the
Historic Preservation Tax Credit, as presented.

FUNDING SOURCE/IMPACT: N/A

ATTACHMENTS:
e Resolution of Support
e Minutes from the HPC February 4, 2015

MANAGER’S COMMENTS AND RECOMMENDATIONS: The manager recommends adoption as
presented.




RESOLUTION # 05-15

RESOLUTION TO
REINSTATE THE HISTORIC REHABILITATION TAX CREDIT

WHEREAS, the historic rehabilitation tax credit was used by cities and towns of all
sizes in North Carolina to generate jobs and economic activities in their communities; and

WHEREAS, according to the April 2013 economic and fiscal impact analysis of the
North Carolina Rehabilitation Tax Credit program prepared by the N.C. Department of
Commerce, the credit contributes an annual average of $124.5 million to the state gross domestic
product and approximately 2,190 jobs; and

WHEREAS, according to the N.C. League of Municipalities, the North Carolina State
Historic Preservation Office estimated that since the 1998 expansion of the historic rehab credits,
2,321 projects utilizing the historic rehab credits have invested nearly $1.5 billion in the state;
and

WHEREAS, the historic rehab credit encouraged private investments in local
communities and encouraged the reuse of existing buildings, which saved taxpayer money
through reducing the need to expand public services and infrastructure.

BE IT FURTHER RESOLVED that the Board of Aldermen of the Town of
Waynesville, believing that the reinstatement of the Historic Rehabilitation Tax Credit is in the
public interest, supports the efforts of Governor Pat McCrory and N.C. Representative Jon
Hardister to reinstate the Historic Rehabilitation Tax Credit during the next session of the
General Assembly, and requests that a copy of this resolution be delivered to the Governor,
President Pro Tem of the Senate and the Speaker of the N.C. House, and members of both
Houses of the General Assembly.

Adopted this the 24™ day of March, 2015.

TOWN OF WAYNESVILLE

Gavin A. Brown, Mayor

ATTEST:

Amanda W. Owens, Town Clerk



REGULAR MEETING

HISTORIC PRESERVATION COMMISSION
TOWN OF WAYNESVILLE

MUNICIPAL BUILDING

16 SOUTH MAIN STREET

FEBRUARY 4, 2015

Progress with Vision

Incorporated 1871

Those present:

Chairman Bette Sprecher
Henry Foy

Peter Sterling

Ron Sullivan

Glenn Duerr

Sandra Owen

Joanna Swanson

Also present:
Town Planner Paul Benson
Secretary Ginny Boyer

Absent:
Vice-Chairman Ann Melton

1. Regular Meeting Minutes of November 5, 2014 (December’s meeting was a
luncheon where no minutes were taken)

Joanna Swanson made a motion to accept the minutes of the November 5, 2014 meeting as
presented; Ron Sullivan seconded the motion and all were in favor.

2. Rules of Procedure Update

The membership of the Historic Preservation Commission has changed from seven to nine. With
the correction of one typographical error, Glenn Duerr made a motion to approve the updated
Waynesville’s Historic Preservation Rules of Procedure, the only change being an increase in
membership from seven to nine; Joanna seconded and all were in favor.

3. Update from Paul Benson on Green Hill Cemetery Grant

Chairman Bette Sprecher thanked Town Planner Paul Benson for his great job with the Green
Hill Cemetery grant application. Mr. Benson offered to send the 2015 Historic Preservation
Fund Pass-Through Grant Application Form to the State Historic Preservation Office for review
if commissioners agreed to endorse the application. Peter Sterling moved to have Paul Benson
send the 2015 Historic Preservation Fund Pass-Through Grant Application Form to the State
Historic Preservation Office for review with the ultimate goal being achieving national
register designation for Green Hill Cemetery. Henry Foy seconded and all were in favor.

Waynesville’s Historic Preservation Commission meeting minutes of February 4, 2015



4. Application for Appointment to Boards/Commissions received—Bartholomew

An Application for Appointment to Boards/Commissions was received in the Town Clerk’s office
in January, 2015. Commissioners requested meeting the applicant, Ms. Coley Bartholomew, at
the next scheduled Historic Preservation meeting. It was agreed that staff would invite Ms.
Bartholomew to the March meeting. No other action was taken.

5. Chapters 3 & 4 of the Handbook for Historic Preservation Commissions in North
Carolina

Commissioners discussed Chapters 3 & 4 of the Handbook for Historic Preservation
Commissions in North Carolina including. There was no action taken.

6. Other Business

Tax credits for historic landmarks expired in December, 2014. In an effort to reinstate tax credits for
historic landmarks, cities and towns are drafting resolutions for support. A sample resolution was
received from the town of Oak Ridge, North Carolina, Resolution to Reinstate the Historic Rehabilitation
Tax Credit.

Sandra Owen moved to have this sample resolution presented to Waynesville’s Board of Aldermen
for review in hopes the board could initiate its own resolution in support of historic rehabilitation
tax credits. Glenn Duerr seconded and all were in favor. Town Planner Paul Benson agreed to
present the sample resolution to the Board of Aldermen for review.

7. Adjourn

Joanna Swanson moved the meeting adjourn; this was seconded by Ron Sullivan. All were in
favor.

Ginny Boyer, Secretary Bette Sprecher, Chairman

Waynesville’s Historic Preservation Commission meeting minutes of February 4, 2015



TOWN OF WAYNESVILLE BOARD OF ALDERMEN
REQUEST FOR BOARD ACTION
Meeting Date: March 24, 2015

SUBJECT: Recreation and Parks 2014 Annual Report

AGENDA INFORMATION:

Agenda Location: New Business

Item Number: 5-C

Department: Recreation and Parks

Contact: Rhett Langston, Recreation and Parks Director
Presenter: Marcy Onieal, Town Manager

BRIEF SUMMARY:

The Waynesville Parks and Recreation Department 2014 Annual Report was created in order to meet
one of the fundamental standards in process for the Commission for Accreditation of Park and
Recreation Agencies (CAPRA) by the National Recreation and Parks Association (NRPA).

The information below provides a brief explanation of the CAPRA process. Our goal is to work on the
process in FY 16 and then apply for accreditation in FY 17.

Overview of the Agency Accreditation Process

The Commission for Accreditation of Park and Recreation Agencies (CAPRA) standards for national
accreditation provide an authoritative assessment tool for park and recreation agencies. Through
compliance with the standards of excellence, CAPRA accreditation assures policy makers, department
staff, the general public and tax payers that an accredited park and recreation agency has been
independently evaluated against established benchmarks as delivering a high level of quality.

Every park and recreation agency, whatever its focus or field of operation, is rightfully concerned with
the efficiency and effectiveness of its operations. With the importance of park and recreation programs
and services to the quality of life, each agency has an essential role in the lives of the people it serves.
CAPRA accreditation is a quality assurance and quality improvement process demonstrating an agency’s
commitment to its employees, volunteers, patrons and community.

Accreditation Process

Accreditation is based on an agency’s compliance with the 144 standards for national accreditation. To
achieve accreditation, an agency must comply with all 36 Fundamental Standards, which are indicated
by the icon in this publication, and at least 85 percent of the remaining 108 standards ( at least 92
standards).



CAPRA accreditation is a five-year cycle that includes three phases: development of the agency self-
assessment report, the on-site visitation, and the Commission’s review and decision. The on-site
visitation follows the agency’s development of its self-assessment report. If accreditation is granted by
the Commission at its meeting following the on-site visit, the agency will develop a new self-assessment
report and be revisited every five years. Within each of the four years between on-site visits, the agency
will submit an annual report that addresses its continued compliance with the accreditation standards.
The complementary publication, CAPRA Accreditation Handbook, sets forth in detail the accreditation
process and procedures.

MOTION FOR CONSIDERATION: To approve the 2014 Recreation and Parks Annual Report, as
presented.

FUNDING SOURCE/IMPACT: N/A

ATTACHMENTS:
e 2014 Annual Report
e CAPRA Accreditation Handbook (copies available upon request)

MANAGER’S COMMENTS AND RECOMMENDATIONS: The manager recommends adoption as
presented.

CAPRA accreditation is a very ambitious undertaking on the part of the Town of Waynesville and the
Parks & Recreation Staff, in particular. Very few agencies in North Carolina have received such
accreditation, but for those which have, the CAPRA accreditation stands as a mark of excellence in the
industry. As it is the goal for all Town departments to continue to improve the level of service we
provide to the community, | am especially pleased with the Recreation Department’s initiative in
pursuing this process.

This effort has been approved by the Recreation Commission and will require the cooperation and
participation of staff and departments town-wide. While accreditation is not assured, particularly with
an agency’s first attempt at achieving accreditation, the sheer effort of trying to meet the standards of
accreditation will be an outstanding learning experience for our staff and will lead to improvements in
practice, procedure, policy and service delivery regardless.


http://www.nrpa.org/uploadedFiles/nrpa.org/Professional_Development/Accreditation/CAPRA/CAPRA%20Accreditation%20Handbook_12-08-11.pdf
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“We're having fun...come join us!”

MISSION

To promote quality recreation opportunities for all citizens of the greater Waynesville area by providing indoor and outdoor

facilities and activities and to be resource for those who seek to improve their quality of life through recreation.



“We're having fun...come join us!

Kenny Mull Ginny Boyer  Michelle Claytor Don Frady Sarah Massie Wallace Messer  Linda O’Neil Dan Schwartz Lee Starnes
Chair




“We're having fun...come join us!”

LETTER FROM THE DIRECTOR

There have been noteworthy items in 2014. The construction on Howell Mill Road has taken place most of this year with the
expected completion date to be in the Fall of 2015. This has had an impact on park usage and traffic at the Waynesville
Recreation Center.. However, we have continued to make facility and park improvements such as a new sauna at the
Waynesville Recreation Center, new LED lights in the pools, additional picnic tables in the parks and more landscaping.

New programs have been added such as Base Camp Waynesville, adult co-ed volleyball, and new areas for senior trips. We also
had the largest summer camp in our history. Overall, 2014 has been a good year for safety, the general public we serve and our
employees. Our staff takes great pride in what we do and we hope 2015 will be even better.

Rhett Langston, Director

Waynesville Parks and Recreation Department



PUBLIC RELATIONS / ADVERTISING

2014 was a year in which we became even more aggressive
in public relations and advertising efforts. At the beginning of
the fiscal year on July we doubled our budget to include the
Smoky Mountain News as well as The Mountaineer. We had
several articles published in both publications as well inter-
views on WLOS Channel 13. Our new website was launched
under VC3. Our Facebook page became more pronounced.

“We're having fun...come join us!”

Press Releases—74; Newspaper Articles—4

North Carolina Recreation and Parks Magazine—3 articles
Annual Guides—1; Program Guides—12; Branding Ads—182
Facebook Likes— 817; Facebook Visits—2,584

Information Blasts Participants— 485

Survey Responses—154

Speaking Engagements—2



REVENUE

Total Department Revenue
Daily Admission Revenue (WRC)
Programs Revenue (WRC)
Resale / Vending (WRC)

Rental Revenue (OA)

$742,319
$122,047
$69,112
$2,612
$10,443

“We're having fun...come join us!”

Membership Revenue (WRC)
Rental Revenue (WRC)
Commissions Revenue (WRC)

Programs Revenue (OA)

$333,637
$52,758
$2,510
$7,700



ATTENDANCE

Waynesville Recreation Center

Old Armory Recreation Center

130,919
40,225

“We're having fun...come join us!”
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£
MOL\I:t?neer Ethos

Conyolete Cane WEALTH GROUP
Mountaineer Complete Care

Ethos Wealth Group

MoUNTAINEER OXYGEN SERVICES, INC.
Mountaineer Oxygen Services,

Canton Lions Club

Waynesville Tennis Association



“We're having fun...come join us!

AWARDS & HONORS

« The Waynesville Recreation Center was voted “Best Fitness Club” for the fourth year in a row in the Reader’s Choice Awards
from The Mountaineer.

o $25,000 grant from Pigeon River Fund



PROGRAMS

The following programs were created in 2014:

New locations for Senior Moments
Girls Volleyball League

Base Camp Guide Training

Indoor Flea Market

Special Olympics

Zumba Toning
Pi-Yo

Pilates

Paddle Sports
Hiking

Coed Volleyball

Homeschool Adventure

“We're having fun...come join us!”



FACILITIES & PARKS

The following improvements were made in 2014:

Coed sauna just off of the pool deck at the Waynesville Recreation Center

LED lights in the lap pool and water park pool

Base Camp Waynesville room was created at the Waynesville Recreation Center for programs and education classes
Security cameras were installed at both the Old Armory and the Waynesville Recreation Center

Resurfacing of the six tennis courts at Recreation Park

New landscaping and removal of old concession stand at the Waynesville Skate Park

“We're having fun...come join us!



“We're having fun...come join us!”

SPECIAL EVENTS

The Waynesville Parks and Recreation Department hosted or co-sponsored the following special events throughout 2014:

o January—Western North Carolina Athletic Conference Swim Meet e July—Waynesville Swim Team Meet

« May—Waynesville Kiwanis Spring Fling, Special Olympics Track and Field September—Lions Club Mud Run & Bridge
and Judo BBQ Tournament

« April—9 Ball Pool Tournament; Tree Climbing Day; Western Region Special October—*Fall Brawl Judo Tournament

Olympic Track and Field Qualifier

e December—Tuscola High School Swim Meet
¢ June—Pink and Black Swim Meet Invitational



“We're having fun...come join us!”

WAYNESVILLE PARKS & RECREATION DEPARTMENT

550 Vance Street
Waynesville, NC 28786

P: 828.456.2030
F: 828.456.2034

W: waynesvillenc.gov
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INTRODUCTION

This handbook is for use by individuals who are working with the CAPRA accreditation process:
recreation and park professionals and visitation team members. It also is for use in training
sessions designed to help these individuals become more knowledgeable and effective regarding
the accreditation process. This handbook is designed to be used in conjunction with CAPRA
Accreditation Standards.

OVERVIEW AND BRIEF HISTORY

The CAPRA standards for national accreditation provide an authoritative assessment tool for
park and recreation agencies. Through compliance with these national standards of excellence,
CAPRA accreditation assures policy makers, department staff, and the general public that an
accredited park and recreation agency has been independently evaluated against established
benchmarks as delivering a high level of quality.

Every park and recreation agency, whatever its focus or field of operation, is rightfully
concerned with the efficiency and effectiveness of its operations. With the importance of park
and recreation agencies and services to the quality of life, each agency has an essential role in the
lives of the people it serves. CAPRA accreditation is a quality assurance and quality
improvement process demonstrating an agency’s commitment to its employees, volunteers,
patrons and community.

MISSION

The mission of the Commission for Accreditation of Park and Recreation Agencies (CAPRA)
accreditation program supports the achievement of the National Recreation and Park Association
(NRPA) mission and is to:

1. Provide standards and procedures for the evaluation of public park and recreation
agencies through a program of self-evaluation and outside peer review for the purpose of
national accreditation;

2. Enhance the performance of park and recreation services; and

3. Promote an agency which will serve more effectively the citizens in providing quality
recreation.

PURPOSE
The purposes for which the agency accreditation program exists and to which NRPA and
CAPRA are committed are:

1. Development of quality park and recreation agencies: The agency accreditation
program focuses on the education and evaluation of park and recreation agencies
utilizing standards considered to be the essential elements for effective and efficient



operations that apply to all park and recreation systems. Standards promote improved
performance for all park and recreation agencies and signify minimum standards in
the field of parks and recreation.

2. Education: The agency accreditation standards are the benchmark for the accepted
level of practice in the industry. Through the comprehensive and systematic self-
assessment process and on site visitation and peer review, park and recreation
professional(s) will gain knowledge and information about the baseline operations of
a park and recreation agency. Additionally, through training of visitors (peer
evaluators) and agencies, the agency accreditation program contributes to the ongoing
professional development of park and recreation personnel.

3. Determination of the accreditation status of park and recreation agencies:
Standards provide the tool used to identify compliance with accepted professional
practices. While accreditation standards effectively distinguish between agencies that
should and should not be accredited, they are not a guarantee of quality, safety, or
ethical practice. No accreditation program by any organization provides such a
guarantee. Accreditation is an assurance that the park and recreation agency has
voluntarily subjected itself to outside evaluation by other professionals

ACCREDITATION PROCESS

CAPRA accreditation is a five-year cycle that includes four phases: training of agency staff on
the accreditation process, development of the agency self-assessment report, the onsite visitation,
and the Commission’s review and decision. At least one person from the agency must attend a
CAPRA approved training on the current set of standards within the five (5) years prior to
submitting the preliminary application. The onsite visitation follows the agency’s development
of its self-assessment report. If accreditation is granted by the Commission at its meeting
following the onsite visit, the agency will develop a new self-assessment report and be revisited
every five years. Within each of the four years between onsite visits, the agency will submit an
annual report that addresses its continued compliance with the accreditation standards.

UNDERSTANDING STANDARDS

A standard is a statement of desirable practice as set forth by experienced professionals. In
evaluating an agency for accreditation, the standards are a measure of effectiveness using the
cause and effect (“if...then”) approach. If one acts in a certain way, then it is expected that there
will be a certain outcome. In practice, if an agency complies with a given standard, then it is
expected that the agency’s operations related to that standard will be positively affected. Viewed
holistically, if an agency complies with the vast majority of the standards (i.e., all fundamental
standards and at least 85% of the remaining), then it is understood that the agency is performing
a quality operation. Standards enable evaluation by comparing what is found within an agency
operation to what is accepted by professionals as desirable practices.

These standards are not a quantitative measure of the local availability of funds, lands, personnel,
etc. and should be distinguished from other types of standards which address specific elements,
such as open space standards, which are population-based, and playground equipment standards,



which are product-based. These qualitative standards for accreditation are comprehensive,
dealing with all aspects of agency operations.

The standards provide an effective and credible means of evaluating a park and recreation
agency’s overall system. The standards apply to all park and recreation systems, inasmuch as
they are considered to be the elements for effective and efficient operations. Most agencies
administer both park and recreation functions; however, some agencies only administer
recreation programs and services, not park systems, and others only administer park systems, not
recreation programs and services. Additionally, the jurisdictional structure of agencies differs
throughout the country, with many agencies operating under municipal authority, while others
operate under county, park district, or other structures. Further, the standards apply to agencies
of all sizes in terms of personnel, budget, and population served. It is recognized that each
community is unique and may meet the standards in differing ways.

HisTORY oOF CAPRA STANDARDS

A forerunner of the CAPRA standards was a document titled, Evaluation and Self-Study of
Public Recreation and Park Agencies, first issued in 1965. The standards in the document were
initially determined by leading professionals in the Great Lakes District of the then National
Recreation Association. Eight years later, in 1972, a statewide study in Pennsylvania
encompassing thirty municipal park and recreation departments resulted in the document being
updated and revised; and, in 1993, it was replaced by the CAPRA standards.

The CAPRA standards were developed by a special committee initiated in 1989 by the American
Academy for Park and Recreation Administration and the National Recreation and Park
Association. The standards and accreditation process was field tested at park and recreation
agencies of varying characteristics. In 1993, the Commission for Accreditation of Park and
Recreation Agencies was established to implement and administer the accreditation agency.
Since then, the CAPRA standards have been reviewed and revised several times, notably in
1996, 2001, and 2009.

In 1998 work was begun to adapt the accreditation agency to military recreation. An Army
version of the standards, developed by the Army, was approved in 1999 and a representative of
military services was added to the Commission board. In 2007, the Department of Defense
proposed a revised set of military standards that applies to all military services; and was
approved by the Commission in 2008 for use by all military services. The military accreditation
standards are available as a separate document.

ABOUT THE COMMISSION
The Commission for Accreditation of Park and Recreation Agencies consists of thirteen
members appointed to three-year terms on a staggered basis. The composition of the
Commission includes representatives from:
- National Recreation and Park Association (4 representatives: including 1 citizen/public)
- American Academy for Park and Recreation Administration (4 representatives)
- International City/Council Management Association (1 representative)
- Council of State Executive Directors (1 representative)



- Academy for Leisure Sciences (1 representative)
- National Association of County Park and Recreation Officials (1 representative)
- Armed Forces Recreation Network (1 representative)

When a position on the Commission becomes available, a Call for Nominations is posted to the
applicable group(s). Nominees must submit their full contact information and current resume for
consideration. Commissioners are selected and appointed by the Board of Directors of each of
the representative groups when a position becomes available for that group.

It is preferred that representatives have:
e Familiarity with CAPRA and the accreditation process;
e Experience serving as an accreditation visitor; and
e Certified Park and Recreation Professional (CPRP) or Certified Park and Recreation
Executive (CPRE) credentials (with the exception of Citizen Member).

Representatives must agree and sign the Commissioner Conflict of Interest and Confidentiality
statement. Commissioners serve three-year terms and may not serve more than two consecutive
full terms. Commissioners act as mentors to the preliminary applicant and prospect agencies,
review agency self-assessment reports for compliance with accreditation standards, review and
approve visitation reports, establish accreditation policies, procedures, and standards, and make
accreditation decisions. These responsibilities require approximately twenty (20) to fifty (50)
hours of time commitment outside of regularly scheduled meetings each year. Additionally, the
Commission meets five times per year, once in-person in the fall in conjunction with the NRPA
Congress & Exposition for a day to a day and a half, and quarterly via teleconference.
Commissioners are responsible for travel expenses related to attending the in-person meeting.

The Commission is administratively sponsored by the National Recreation and Park Association,
but acts with independence and under its own authority in determining accreditation standards
and conferring accreditation of applicant agencies.



ACCREDITATION PROCESS

ACCREDITATION STANDARDS

Accreditation is based on an agency’s compliance with one hundred and fifty-one (151)
standards for national accreditation. To achieve accreditation, an agency must comply with all
thirty-seven (37) fundamental standards and at least eighty-five (85%) percent of the non-
fundamental standards, or ninety-seven (97) non-fundamental standards.

CAPRA FEE SCHEDULE

Level Operating Budget Review Fee Annual Fee
1 Under $500,000 $165 $60

2 $500,000 - $1 million $275 $120

3 $1 million - $2.5 million $550 $180

4 $2.5 million - $5 million $1,100 $240

5 $5 million - $10 million $1,650 $300

6 $10 million - $15 million $2,200 $360

7 $15 million - $25 million $2,750 $480

8 Over $25 million $3,300 $600

All fees are invoiced in January and are due within 30 days of receipt of the invoice. The review
fee is invoiced in January to agencies with hearings occurring in that calendar year.

The following are other fees that can be incurred during the accreditation process.

Preliminary Application Fee - $100

Extension Request Fee — 50% of the agency’s Review Fee
Annual Report Late Fee - $500

Annual/Review Fee Late Fee - $500

GENERAL STEPS
As a brief overview, the general steps of the accreditation process follow:

1. At least one person from the agency must attend a CAPRA approved training on the
current set of standards within the five (5) years prior to submitting the Application
for Accreditation.

2. The preliminary applicant agency submits an Application for Accreditation and the
required $100 fee. The agency will indicate their requested visit dates, to occur
within two years of the date of application in the spring (January — March) or summer
(May — July). In the event Congress is scheduled in September, the latest a visit can
be scheduled is the first week of July to ensure the agency has enough time to submit
their response to the visitation report, if one is needed.




10.

11.

Upon receipt of the Application for Accreditation, a Commissioner will be assigned
to the agency as a Commission Mentor to provide guidance to the agency as they
proceed through the accreditation process.

The agency develops a self-assessment report and prepares associated supporting
documents using CAPRA standards.

Approximately six (6) months prior to the anticipated visit, the Accreditation
Manager will contact the agency contact to obtain the agency’s visit availability and
updated contact information via an online form. The agency can select a two-week
timeframe for their visit to occur either between January — March or May — July.
Visits can occur in the month of April at the discretion of the Commission. In the
event Congress is scheduled in September, the latest a visit can be scheduled is the
first week of July to ensure the agency has enough time to submit their response to
the visitation report, if one is needed.

Once the agency availability has been received from all agencies with upcoming
visits, a call for visitor availability will be sent out to the list of qualified visitors.

The Commission selects a visitation team who reads the agency’s self-assessment
report and visits the agency to confirm information in the report. Initial accreditation
visit teams usually comprise three individuals. Reaccreditation visit teams usually
comprise three individuals, but some agencies may have the option for the modified
two-person, two-day visit. The decision regarding number of visitors and frequency
of visits for specific cases rests with the Commission.

The proposed visit team and their resumes will be provided to the agency for their
review to ensure there are no conflicts of interest.

The agency submits their self-assessment report and electronic evidence of
compliance to the two assigned Commission Reviewers who will review the report
and determine if the visit team is approved to move forward with the visit at least 10
weeks prior to the visit.

a. IMPORTANT - Visitors MUST NOT make any travel arrangements until the
Commission Reviewers have provided their official notification that the visit has
been approved to be scheduled.

The visitation team conducts its onsite review and submits a written report to the
Commission on its findings. The Commission reviews, modifies (if necessary), and
transmits this report to the agency.

If the approved visitation report indicates unmet fundamental standard(s) and/or less
than eighty-five (85%) percent compliance with the non-fundamental standards, the
agency is required to submit a response within thirty (30) days of receipt of the report.



For reaccreditation reviews in this situation, the agency will appear before the
Commission for a hearing via teleconference.

12.  The Commission reviews the agency’s self-assessment, the visitation report, and the
agency’s response (if applicable), and conducts a hearing at the next formal meeting
of the Commission in the fall. The Commission may grant accreditation, establish
conditions for accreditation, defer action, or deny accreditation.

13. The agency must submit annual reports and fees and undergo a complete re-
evaluation (application, self-assessment, visitation, visitation report, and hearing)
every five years. Attendance requirements at accreditation hearings vary depending
on review year and visit outcome (see the “COMMISSION BUSINESS MEETING
AND HEARING” section of this handbook for further details).

ELIGIBILITY

Accreditation is open to agencies that can meet the minimum required standards and pay the
required fees. The Commission requires that at least one person from the agency attend a
CAPRA approved training on the current set of standards within the five (5) years prior to
submitting the preliminary application.

INITIAL ACCREDITATION APPLICATION

Each agency that decides to seek initial accreditation shall file an Application for Accreditation
with the Commission. This completed application and payment of the $100 application fee are
submitted to the Accreditation Manager. If an organization seeks CAPRA accreditation, but has
a separate park department and recreation department, one form may be completed including
both departments. The Commission requires that at least one person from the agency attend a
CAPRA approved training on the current set of standards within the five (5) years prior to
submitting the preliminary application. The Commission strongly encourages the agency to
purchase and read the Management of Park and Recreation Agencies. This unique publication is
designed to effectively demonstrate the management practices embodied in the CAPRA
Standards.

Upon receipt of the application, the CAPRA records and website (www.nrpa.org/CAPRA) will
be updated to reflect the agency’s intent to pursue accreditation. Additionally, the agency will be
sent a confirmation letter acknowledging receipt of the application and providing information on
the next steps. The Application for Accreditation is only required initially and serves to
tentatively schedule the agency’s accreditation review process.

The agency’s self-assessment must be received and the visit scheduled within two years of the
Application date. If the agency is unable to complete the self-assessment and/or schedule the
visit within the two-year timeframe, the agency may request an extension and pay the extension
fee or withdraw from the process and apply again when they are ready. The extension fee is
50% of the agency’s Review Fee, which is based on the operating budget.



Approximately six (6) months prior to the anticipated visit, the Accreditation Manager will
contact the agency contact to obtain the agency’s visit availability and updated contact
information via an online form. Agencies will be invoiced the review fee in January for the
calendar year in which their review will take place. A visitation team will then complete an
onsite review and develop a visitation report. The Commission conducts accreditation hearings
once a year at its fall meeting in conjunction with the NRPA Congress

CONTINUING ACCREDITATION

Continuing accreditation is granted on five-year cycles, starting from the date of the initial
accreditation. An accredited agency is usually revisited and reviewed for continuing
accreditation by the Commission every five (5) years. Eighteen (18) months in advance, the
Accreditation Manager sends a written reminder to the agency that a review of the agency is due
within a specified period.

The procedures for continuing accreditation are similar to those for initial accreditation.
Approximately six (6) months prior to the anticipated visit, the Accreditation Manager will
contact the agency contact to obtain the agency’s visit availability and updated contact
information via an online form. Agencies are invoiced the review fee in January for the calendar
year in which their review will take place. A visitation team will then complete an onsite review
and develop a visitation report. In addition to reviewing all the standards, the CAPRA visitation
team considers the information provided in the previous accreditation review (visitation report,
agency response, and Commission actions), and previously submitted annual reports. The
Commission conducts accreditation hearings once a year at its fall meeting in conjunction with
the NRPA Congress. Agencies may host their visit any time of the year with the same 10 week
deadline to submit the Self-Assessment. Agencies may appear before Commission via
teleconference or by consent agenda at the next scheduled meeting after the Visit Report is
approved.

Agencies with a 20-year review may schedule their visit early enough in the year for their
hearing to occur in-person before the Commission at the Fall Meeting. The Agency would not
be required to cover the travel costs for the visit chair to the hearing and the visit chair would not
be required to appear for the hearing.

EXTENSIONS — INITIAL ACCREDITATION APPLICANTS

Agencies seeking initial accreditation may seek an extension of time to complete the self-
assessment process and schedule the onsite visit. Any costs incurred by the agency related to the
deferral of its visit are the agency’s responsibility (i.e., plane tickets or hotel reservations for
visitors). Initial application extensions may be requested for up to twelve (12) months and will
not be permitted after the visitation team report has been issued or once the visitation team has
arrived at the agency. Once a visitation team has arrived at the agency, a visit report must be
issued.

To request an extension, you must send an email to the Accreditation Manager at
CAPRA@nrpa.org to obtain the Extension Request Form. The form is to be completed and
returned with payment of the Extension Request fee (50% of the agency’s Review Fee) to the




Accreditation Manager. Once the completed form and payment are received, a determination
will be made by the Accreditation Manager and the agency director will receive official
notification of the decision.

EXTENSIONS — CONTINUING ACCREDITATION APPLICANTS

Accredited agencies may request their accreditation visit be deferred due to bonafide

hardship. The request for a deferred visit must come by way of letter from the Chief Executive
(city manager, county administrator, mayor, etc.) whom the agency’s Director reports to in
addition to the completed Extension Request Form.

The request must demonstrate and include:
1. The reason why the agency is requesting a deferred visit;

2. How such a deferment will enable the agency to proceed with a rescheduled accreditation
visit and review in the future;

3. Provide an action plan and timeline for how the agency will overcome these barriers in
time for a rescheduled accreditation visit.; and

4. The length of time for which the agency seeks a visit deferral, up to twelve (12) months.

Extension Requests will not alter the agency’s original five year accreditation cycle. Extensions
may not be requested after the visitation team report has been issued or once the visitation team
has arrived at the agency. Once a visitation team has arrived at the agency, a visit report must be
issued. The Commission Executive Committee will review all requests for deferred visits.

Approval of a request for deferred visit is contingent upon receipt of the Extension Request fee
(50% of the agency’s Review Fee) for extensions of twelve (12) months, within thirty calendar
days of notice that the request has been approved. The agency is still required to submit the
Annual Report and Annual Fee as schedule at the beginning of each year. An agency will only
be assessed one annual fee per fiscal year and during deferred visit periods the annual
maintenance fee will be assessed in lieu of the review fee. Any costs incurred by the agency
related to the deferral of its visit are the agency’s responsibility (i.e., plane tickets or hotel
reservations for visitors). Extensions may not be requested after the visitation team has arrived at
the agency.

To request an extension, you must send an email to the Accreditation Manager at
CAPRA@nrpa.org to obtain the Extension Request Form. The form is to be completed and
returned to the Accreditation Manager. Once the completed form is received, a determination
will be made by the Commission Executive Committee and the agency director will receive
official notification of the decision. For extensions of twelve (12) months, the Extension
Request fee (50% of the agency’s Review Fee) will due within thirty calendar days of notice of
approval.




MAINTENANCE OF ACCREDITATION
Once an agency has been accredited, the maintenance of its accreditation is contingent upon
fulfilling the following requirements:

1.

Being reviewed and approved by the Commission on a continuing basis every five (5)
years or, in particular cases, as often as required by the Commission.

Compliance with standards set by the Commission for the duration of the five-year
period between reviews.

Submitting an annual report and fee each year, all agencies regardless of accreditation
cycle are invoiced in January. Agencies are notified at least thirty (30) days prior to
the due date of the annual report and fee.

a. If an agency is non-compliant with submitting the annual report by the March 1%
deadline, the following steps will be taken:

The Accreditation Manager will send an email to the agency director and
agency contact no later than April 1% (within one month from the annual
report due date) to follow up on the status of the submission of the report.

If the annual report has still not been submitted, the Accreditation
Manager will call the agency director and/or agency contact no later than
May 1% (within one month of the email) to follow up on the status of the
submission of the report.

If the annual report has still not been submitted, a letter will be sent to the
agency director with a copy to the agency contact no later than June 1%
(within one month of the phone call) to follow up on the status of the
submission of the report.

If the annual report has still not been submitted, the agency will be
assessed a $500 late fee no later than July 1% (within one month of the
letter).

If the annual report has still not been submitted, the agency will be placed
on the Commission’s September meeting agenda for discussion of
possible revocation of the agency’s accreditation status due to non-
compliance with the annual report submission requirement.

b. If an agency is non-compliant with submitting the annual or hearing fee within 30
days of receipt of the invoice, the following steps will be taken:

The Accreditation Manager will send an email to the agency director and
agency contact no later than April 1% (within one month from the fee due
date) to follow up on the status of the submission of the payment.
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ii. If the fee has still not been paid, the Accreditation Manager will call the
agency director and/or agency contact no later than May 1% (within one
month of the email) to follow up on the status of the submission of the
payment.

iii. If the fee has still not been paid, a letter will be sent to the agency director
with a copy to the agency contact no later than June 1% (within one month
of the phone call) to follow up on the status of the submission of the
payment.

iv. If the fee has still not been paid, the agency will be assessed a $500 late
fee no later than July 1 (within one month of the letter).

v. If the fee has still not been paid, the agency will be placed on the
Commission’s September meeting agenda for discussion of possible
revocation of the agency’s accreditation status due to non-compliance with
the annual fee payment requirement.

4, Upon receipt of all of the annual reports, the Commission will commence reviewing
the annual reports to identify any compliance issues that they determine need to be
addressed prior to the agencies next scheduled visit.

a. Ifany compliance issues are identified and are deemed necessary for the agency
to address prior to their next scheduled visit, the assigned Commissioner will
contact the Accreditation Manager with a description of the areas of concern.

b. The Accreditation Manager will add the description of the areas of concern to the
Commission’s next meeting agenda for discussion with the full Commission.

c. The full Commission will determine the next steps at their next meeting and the
Accreditation Manager will notify the agency director and the agency contact on
those next steps. The Commission will assign a Commissioner who will be the
agency’s point of contact throughout this process.

The agency must be successfully reviewed and reaccredited on a continuing basis every five
years, or as required by CAPRA.
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SELF-ASSESSMENT REPORT

OVERVIEW

The self-assessment process is a major undertaking rather than a cursory review of the agency. It
serves as an opportunity for an agency to engage in a process of rigorous self-review and
improvement against nationally recognized quality indicators. The resulting self-assessment
report is used by the visitation team as the primary document in the Commission’s evaluation of
the agency. The self-assessment report must include clear and compelling evidence of
compliance with each of the standards. The self-assessment is thus pivotal to the success and
efficiency of the entire review process.

Two basic purposes exist for conducting and preparing the self-assessment:

1. To collect, review, and record all material relative to the administration of the park
and recreation agency. The self-assessment documents the standards being addressed
by the agency. The self-assessment process provides the opportunity to involve staff
at all levels of the organization in the assessment of the agency.

2. To provide documentation that an agency is meeting nationally recognized standards.
The visitation team assesses the documentation indicating the ways in which the
standards are being met and serves as a basis for the Commission’s determination of
accreditation.

The agency will collect, compile, and summarize compelling evidence that standards are being
met. Thus, it is extremely important that the self-assessment report be written carefully and
accurately. Because of the complexity involved, data may be gathered from multiple sources and
it is not uncommon for the data collection and preparation to take a considerable amount of time.
This preparation phase is one of the most valuable parts of the entire process because it is here
that the agency comes to know itself better. This provides opportunities for clarity,
improvement, and a unified approach to change.

ADDRESSING ON-GOING CHANGES

Changes within the agency may occur during the time period in which the self-assessment is
being written. Generally, an agency will be accredited on the material that is current at the time
of the visitation. While past or future aspects of the agency may not appear in the self-
assessment itself, supplementary materials may be added to document the changes for the
visitation team to review during the on-site visit. For instance, no agency is expected to re-write
the entire report if staff changes occur or if programs/services are dropped or added just before,
during, or after the visit is made. Making a note of these changes and their anticipated impact on
the agency and specific standards is appropriate and can be reported to the visitation team during
the on-site visit or to Commission during the hearing. If the changes are significant and/or
impact the compliance of standards reviewed during the on-site visit, the Commission should
notified in writing, at least thirty (30) days prior to an agency’s scheduled hearing or within an
agency’s annual report, whichever comes first. Unless requested to do so by the Commission,
changes to the Self-Assessment should not be made after it is submitted to the Commission
reviewers.
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COSTS OF THE SELF-ASSESSMENT

Direct and indirect costs involved in preparing of the self-assessment document include staff
time for the research, preparation and production of the document, and costs for supplies and
postage. These costs are the responsibility of the agency seeking accreditation.

PREPARING THE SELF-ASSESSMENT REPORT

The Commission for Accreditation of Park and Recreation Agencies (CAPRA) provides this
template for preparing a self-assessment. Use of the template is mandatory. Use of the template
creates a uniform format for presentation of information that assists visitors and Commissioners
in performing consistent reviews. The template format combines the agency self-assessment and
the visitation report for a more comprehensive review process. The template is in three parts: 1)
introduction, 2) agency overview, and 3) individual assessments for each standard with a section
for the agency self-assessment and a section for the visitor evaluation. Self-assessments have
two parts, a narrative and a list of evidence of compliance (EOC) documents. To ease self-
assessment review:

Keep the page numbers in footer.

Place the full agency name in the header.

Use Times New Roman 12-point font (the template setting).

Use proper grammar, sentence structure (complete sentences), and punctuation.

Eliminate all spelling errors.

Use abbreviations only after the abbreviation or acronym has been fully described.

Identify and correct shifts in verb tense.

Use the active voice.

Use succinct and factual sentences.

Refrain from using overstatement and hyperbole.

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

properly cited.

e Do not delete/remove the information related to the visitation report, including the
Visitation Report Introduction, Visitor Comments, and Visitor Evaluation. The intention
of this combined report template is to streamline the reporting and review process.

e Submit the Self-Assessment report document as an unprotected Word document to ensure

the visitation team can update their section of the report during the on-site visit. A PDF

version of the report with the electronic EOC is acceptable as long as the Word version is
also provided.

Narrative

A well-developed and executed self-assessment document is essential for reviewers to both
determine agency readiness to proceed and enable the visitation team to do thorough verification.
Commission reviewers, as well as the visitation team chair and team, will look for relevance,
accuracy, specificity, and completeness.

Self-assessment narratives should be concise, yet thorough. Throughout, the wording of the self-
assessment should be factual and objective to avoid ambiguity. A narrative that merely indicates
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that the evidence is on file or only provides a listing of EOC documents without a narrative is
insufficient. The self-assessment for each standard should provide a compelling narrative that
both discuss how the agency complies with the standard and makes reference to each EOC
document that is being offered in support of compliance.

Each EOC document should be referenced in the narrative in the same order that it appears in the
EOC list. Refer only to those documents presented as EOC. The report narrative or embedded
electronic hyperlinks must direct the reviewer to the exact pages, paragraphs or lines to be
reviewed.

List of Evidence of Compliance (EOC)

Each EOC document must be correctly identified or referenced and thoroughly organized, and
consistently presented. It is important to provide the date and source of each piece of evidence to
assure credibility and significance. Follow these guidelines for submission of EOC documents:

e Asof May 1, 2015, it will be mandatory to provide an electronic copy of all EOC
documentation with the self-assessment via disk, flash drive, or website.

e Use the required naming convention for all EOC documents, electronic links, and files so
readers/reviewer can easily identify and access the contents.

0 The naming convention for the EOC documents should follow the standard
numbers. For instance, for Standard 1.1 if there are two pieces of EOC you would
name them as follows, replacing the “EOC 1” with the actual document name.

= 11-EOC1
= 11-EOC2

0 Electronic links and EOC documents must be named exactly as referenced in the
corresponding narrative

o Correctly name and list each document as it is mentioned in the narrative. Do not
list documents that are not referenced in the narrative.

e Provide the date of document preparation and provide the date of approval or adoption by
the approving authority and the date of last review, as required.

e Hyperlinks to the EOC documents may be used to point the reader to specific information
that is published online. If hyperlinks are used in the self-assessment, they must be valid
and viewable by the reviewers. Agencies are responsible for assuring that all links are
functional.

e When linking to a large document, such as a policy manual, there should be bookmarks,
specific page and section references, or links that allow the reader to easily access the
item to be reviewed.

e Provide only the required EOC; do not include extra materials that are not necessary, i.e.
redundant, supplementary and complementary documents.
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SUBMITTING THE SELF-ASSESSMENT REPORT

The agency is responsible for sending a complete copy of the self-assessment report to the two
Commission Reviewers and the Accreditation Manager at least ten (10) weeks prior to the
scheduled visit dates. The Commission Reviewers will review the applicant agency’s self-
assessment for format and agency readiness.

Unless otherwise directed, the agency will send a digital copy of the self-assessment and
complete EOC to the Accreditation Manager at CAPRA@nrpa.org and Commission Reviewers.
The Accreditation Manager will make available copies of the agency’s previous self-assessment
report(s) and annual reports (if available) to the Commissioner Reviewers and Visitation Chair.

Format Review

The Commission Reviewers first determine if the self-assessment document has been prepared in
accordance with instructions, e.g. that the agency used the self-assessment template, that the self-
assessment for each standard has both a substantive narrative and a detailed list of evidence and
that a copy of each item of evidence has been supplied. If the review shows that the self-
assessment is not prepared in the proper format, the review will be suspended until a document
in the proper format is submitted for review.

Agency Readiness Review

For the agency readiness review, Commission Reviewers will create a detailed list, by each
standard, of issues the visit chair needs to address on-site or that the agency may need to address
prior to the visit being approved by the Commission.

Approval and Disapproval

Site visits will not take place and visitation team member travel arrangements will not be
scheduled until the self-assessment has received approval from the Commission Reviewers.
Failure to meet the deadline for submission or providing an incomplete report may result in delay
or cancellation of the visit. Upon receipt of the revised self-assessment, the Commission
Reviewers will start the process from the beginning.

When the self-assessment is approved, the Accreditation Manager will notify the agency and
visit team of the approval. At that time, the agency is responsible for sending a complete copy of
the self-assessment to each member of the visit team.

If it is the recommendation of the Commission Reviewers to postpone the visit either because it
is incomplete or lacking documentation or evidence, they will notify the Accreditation Manager
with the decision and include the detailed list of issues. The Accreditation Manager will notify
the agency and visit team that the visit has not been approved and will inform them when to
expect to hear from the Commission Reviewers and the Commission Mentor regarding options
and next steps.
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CONFIDENTIALITY

Self-assessment reports are for the official use of the Commission and its representatives only.
Individuals seeking access to such reports must make direct contact with the agency for
permission and access.

REACCREDITATION VISIT OPTION

The Commission approved at their meeting held in October 2013 to open a second visitation
option for agencies going through a reaccreditation visit. This option is available for
reaccredited agencies who meet specific eligibility requirements of:

1. Must be currently accredited and not on an extension;

2. Met 100% of the fundamental standards at the last visit;

3. Met at least 98% of the non-fundamental standards at the last visit; and
4. Have not had any significant leadership changes since the last visit.

The Self-Assessment Report has the following requirements:

1. Must be submitted at least 12 weeks prior to the scheduled visit;
2. Meet the new writing requirements; and
3. Provide all evidence of compliance with the self-assessment in an electronic format.

The visitors will have the following requirements:

1. Visitors must have participated in five (5) or more visits and prior visit chair
experience.
2. Two visitors will complete the electronic review and perform the on-site review.

The on-site visit will last for two (2) days and will allow the visitors to tour the facilities/parks,
meet with staff, and clarify any remaining questions from their self-assessment review. The
Commission Lead and Second Reviewers will still review the self-assessment report and provide
their approval prior to the travel being arranged. If the Commission Lead and Second Reviewers
are not okay with the self-assessment report, the agency will be required to host a standard three-
visitor, three-day visit.
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ACCREDITATION VISITORS

VISITOR QUALIFICATIONS
Individuals interested in serving as CAPRA visitors must meet the following criteria:
e Be currently employed full-time in, or retired from, the field of recreation, park
resources, and leisure services;
e Have completed five (5) years of full-time professional experience in the field,;
e Hold the Certified Park and Recreation Professional (CPRP) or Certified Park and
Recreation Executive (CPRE) credential (not required for retired professionals);
e Membership in the National Recreation and Park Association (NRPA) or related
professional organization; and
e Attended an official CAPRA training within the last five (5) years.

Individuals interested in becoming a visitor should complete the Visitor Application and Visitor
Resume forms and submit them to via email to CAPRA@npra.orq for consideration. Once
reviewed, the individual will be notified of his/her visitor status via email.

VISIT CHAIR QUALIFICATIONS
In addition to the current visitor qualifications the visit chair must meet the following criteria:
e Have participated in at least three CAPRA visits;

e Received positive evaluations from fellow visitors and agency; and
e Attended the CAPRA Visit Chair Training.

VISITOR SELECTION

The Commission maintains a list of approved visitors who have met specified criteria and
completed the training workshop conducted by the Commission. Only individuals who have
been approved are eligible to serve on visitation teams.

To maintain the highest ethical standards, the following policies exist:

e Visitors to a particular agency must come from outside of the state in which the
agency being reviewed is located;

e Anindividual may not serve as a visitor to an agency at which he/she has been
employed;

e At least two visitation cycles (usually ten years) must have passed before a visitor
may return to that agency as a visitor;

e Visitors must sign and submit a confidentiality and conflict of interest statement prior
to each visit they undertake;

e Anindividual may not serve as a visitor to an agency at which he/she provided
consulting services within the previous five year period and may not serve as a
consultant to an agency within a five year period following a visit; and

e Once confirmed as a visitor, an individual must make the commitment to the rest of
the visit team, the agency, and to CAPRA that he/she will fulfill his/her duty as a
visitor. If the individual is unable to continue with the visit process due to a bona fide
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hardship, he/she must notify the Accreditation Manager as soon as possible to ensure
the necessary arrangements can be made to fill the vacancy on the visit team. If the
cancellation is made after travel arrangements have been made on the visitor’s behalf,
a determination will be made by the Commission Executive Committee and the
Accreditation Manager about who (CAPRA or the visitor) will cover the expenses
caused by the cancellation. In addition, if the cancellation reason is deemed as not
bona fide, the visitor will be required to reimburse the travel expenses and may no
longer be assigned to future visits.

When an agency files its application for accreditation, the dates for the completion of the
agency’s self-assessment and range of visitation dates are identified. Along with the CAPRA
Executive Committee, the Accreditation Manager identifies individuals from the approved list of
visitors who are available to serve on selected visits. The CAPRA Executive Committee and the
Accreditation Manager will ensure there is at least one visitor on each team that has worked for a
comparable size agency to the one being visited. The Accreditation Manager then sends the list
of individuals comprising the proposed visitation team, along with their resumes, to the agency
for confirmation. The agency is asked to confirm no known conflicts of interest exist and may
object to any name on the list, giving reasons for doing so. However, the Commission reserves
the right to determine the visitation team. Following acceptance of the list of proposed visitors,
the Accreditation Manager invites the selected individuals to serve and requests that the
visitation team chair make specific arrangements for the visit directly with the agency and his/her
visit team members.

EVALUATIONS
At the conclusion of each visit, all members of the visitation team will be evaluated.
e The agency will be asked to evaluate the professionalism and competence of all
members of the visitation team.
e The visitation team chair will evaluate the Lead Commission Reviewer, who will in
turn, evaluate the visitation team chair on these same dimensions.
e The visit team members will evaluate the each other.

Successful evaluations are necessary to maintain one’s status as an accreditation visitor. If
concerns are identified for any visitor, that individual may be asked to complete additional
visitor training sessions prior to continuation as a CAPRA visitor. Evaluations are completed
and submitted via online forms.
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ONSITE VISIT

OVERVIEW

Part of the accreditation process is an onsite visit to the agency by a team of individuals qualified
and trained as CAPRA visitors. Most visitation teams are comprised of three individuals,
although this number may vary from two to four depending on the complexity of the agency
being reviewed and other factors, such as agencies eligible for the reaccreditation visit option.
The typical visit is usually scheduled for a three-day period during the spring (January — March)
or summer (May — July); with accreditation hearing the following fall. Visits under the
reaccreditation visit option are scheduled for a two-day period during the spring (January —
March) or summer (May — July); with accreditation hearing the following fall. In the event
Congress is scheduled in September, the latest a visit can be scheduled is the first week of July to
ensure the agency has enough time to submit their response to the visitation report, if one is
needed.

The purpose of the visit is fact finding on behalf of the Commission to ensure a clear and
complete picture of the degree to which the agency meets specified standards. It is the
responsibility of the visitation team to clarify and verify the self-assessment report, to seek
additional information that may be pertinent to the Commission’s evaluation, and to write a
summary report of its findings.

PURPOSES
The specific purposes of the visit are to:
e Verify and clarify the self-assessment report;
e Evaluate the agency’s status using the CAPRA accreditation standards;
e Report findings and recommendations to the Commission; and
e Suggest any appropriate revisions in the content or use of the accreditation documents
to the Commission.

As previously mentioned, the principal role of the visitation team is fact finding on behalf of the
Commission. Visitation team members may discuss strengths and weaknesses of the agency as
related to specific standards for which evidence is provided; however visitation team members
do not act as consultants.

PREPARING FOR THE VISIT
When the invited visitors accept the assignment, the Accreditation Manager sends the visitation
team members and Commission reviewers the following information:

e Conflict of Interest and Confidentiality statement to be signed by each visitor and
returned to the Accreditation Manager;

e Contact information for visitors, Commission Reviewers, and agency; and

e For continuing accreditation, the previous visitation report, agency response,
Commission action, and follow-up on Commission action.
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In addition to the materials provided by the Accreditation Manager, at least ten (10) weeks prior
to the scheduled visit (for a typical visit) or at least twelve (12) weeks prior to the scheduled visit
(for the reaccreditation visit option), the agency sends the self-assessment and evidence of
compliance (digital copy only) to the Commission Reviewers and the Accreditation Manager.
Failure to do so may result in cancellation of the scheduled visit. Any expenses incurred up to
this point (e.g., prepaid visitor travel expenses) are the responsibility of the agency. Once the
Commission Reviewers have approved the self-assessment report, the agency will be informed
and can proceed with providing the visitation team with copies of the report.

The visit must take place at least 90 days prior to the Commission meeting at which the agency
will be reviewed. The agency must make arrangements to prepare both for the visitation team’s
arrival and for the time the team is onsite. Some of these are related to needs such as lodging
and meals; others are related to schedules and meetings with various persons and groups.

SHARED LOGISTICS

The visitation team chair and agency work together to set the specific dates for the visit and to
develop the onsite visit agenda. The agency arranges for housing, meals, work space, materials,
clerical assistance, and interview schedules. All arrangements should be made in close
consultation between visitors and the host agency. As early as possible, the visitation team chair
and agency should be appraised of the details of all visitation team member arrival and departure
schedules.

IMPORTANT - Visitors MUST NOT make any travel arrangements until the Commission
Reviewers have provided their official notification that the visit has been approved to be
scheduled.

ARRANGING FOR TRANSPORTATION

Depending upon proximity to the agency, visitors may travel to the agency by personal vehicle
or airplane. Most commonly, visitors will travel by air to the airport nearest the agency.
Typically, the agency assumes responsibility to meet the visitors at the airport and provide
transportation to the hotel. The agency should communicate with individual visitors to
coordinate arrival times and locations. The agency also will need to make arrangements for
returning visitors to the airport at the conclusion of the visit. There may be times when it is more
efficient and cost effective to provide the visitation team with a rental car for transport to and
from the airport.

Another transportation consideration is the matter of the visitation team traveling to and from the
hotel and the agency, and from one site location to another. If distances are not far and
conditions permit, people may prefer to walk. However, transportation must be made available
in all cases.

If a visitor chooses to select an alternative method of travel (i.e. driving, train, bus, flying to a
different location than their home destination, etc.) that is more expensive than traveling
roundtrip to/from the agency via airplane, he/she will only be reimbursed up to the amount of the
cost of a roundtrip airfare ticket to/from the agency’s location.
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ARRANGING FOR LODGING

Typically, the agency makes arrangements for lodging. The agency contact will know what is
available and is in a better position to select the site and make reservations than individual
visitors. An individual hotel room should be reserved for each visitor. In addition to privacy,
this provides the opportunity for visitors to spend time working on individual assignments before
and after each day’s activities. In selecting a hotel, it also will be important to consider
proximity to eating establishments.

ARRANGING FOR MEALS

On some occasions during the visit, the visitation team may have meals with staff. Other times,
they will want to eat on their own, as a group. Visitors need time together to coordinate their
activities and share their perceptions as the visit progresses. Too many planned meals or events
can become a burden for both the visitation team and the agency. It is important for the agency
and visitation team chair to work together to determine meal preferences and any special dietary
needs.

HANDLING EXPENSES

No honoraria are given to members of the visitation team; however the agency under review
covers all visitor travel expenses (e.g., transportation, parking, meals, and lodging). If possible,
all costs shall be incurred by the agency and not by the visitor. If visitors make their own travel
arrangements, the agency must be prepared to reimburse the individual(s) either in advance of
the visit or during the visit. In no situation should a visitor incur credit card interest expenses
waiting for reimbursement. In addition, for an initial review, the agency is responsible for travel
expenses of the visitation team chair (or his/her designee) to attend the Commission hearing at
which the agency is reviewed.

The agency should determine ahead of time how visitor expenses will be handled. Typically,
this will depend on agency policies and oftentimes, reimbursement will be required. The agency
should obtain whatever information is required by the agency from each team member (e.g.,
identification numbers, receipts, statements of related expenses) prior to the conclusion of the
visit, if possible. In some cases, visitors may pay for their own meals, parking, etc. and the
agency reimburses individuals for these. In other cases the agency may pay for these expenses
directly. Lodging is often handled by the agency arranging with the hotel to pay directly. Again,
the agency should inform vitiation team members as to what documentation or receipts are
needed to ensure timely reimbursement. Reimbursements should be made before the visitors
leave the agency, if possible. If agency policies do not permit this arrangement, reimbursements
should be mailed within two weeks after the visit, but must be received by the visitors within
thirty days of incurring the expenses.

If a visitor is unable to continue with the visit process due to a bona fide hardship, he/she must
notify the Accreditation Manager as soon as possible. If the cancellation is made after travel
arrangements have been made on the visitor’s behalf, a determination will be made by the
Commission Executive Committee and the Accreditation Manager about who (CAPRA or the
visitor) will cover the expenses caused by the cancellation. In addition, if the cancellation reason
is deemed as not bona fide, the visitor will be required to reimburse the travel expenses and may
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no longer be assigned to future visits. In the event of a visitor cancellation, the agency will not
be required to pay for the travel expenses of that visit team member.

OTHER PHYSICAL AND SUPPORT ARRANGEMENTS

Visit team members will require access to and use of some agency facilities. The team will need
a workspace (that can be secured) to meet together, review materials, and work on the report.
Supplemental materials that may be helpful to the team should be available in the workspace
(e.g., the agency’s relevant policy statements not included in the self-assessment). Each visitor
should be provided a computer with internet access. Shared use of a telephone and a printer is
also necessary.

In some cases, teams may require occasional clerical assistance. This might include help with
answering routine questions, providing directions to agency locations and accessing relevant
materials filed in the office. Identifying an individual to assist the team with these types of needs
is helpful. The visit chair should ascertain whether any special accommodations are required of
the visit team.

LENGTH AND TIMING OF THE VISIT

Typical Visit - Visits can occur between the months of January — March or May — July. Visits
can occur during the month of April at the discretion of the Commission. The visitors usually
have the equivalent of three full days to complete their responsibilities on site. However,
additional time may be required for larger or more complex agency visits. A typical visit would
have the site visitors arriving on late afternoon, with a visitation team meeting and a staff
greeting that evening. The next two days would be full days, starting with an initial meeting
with the chief administrative officers, but be primarily comprised of review of the agency
documentation. The exit interview would be held the third day, followed by the final visitation
team meeting. The team may depart that evening or the following morning. The schedule might
be extended an additional day or set up differently to accommodate schedules of individuals who
are involved in the process.

Reaccreditation Visit Option - Visits can occur between the months of January — March or
May — July. Visits can occur during the month of April at the discretion of the Commission.

The visitors usually have the equivalent of two full days to complete their responsibilities on site.
However, additional time may be required for larger or more complex agency visits. A typical
visit would have the site visitors arriving on late afternoon, with a visitation team meeting and a
staff greeting that evening. The remaining time will consist of an initial meeting with the chief
administrative officers, touring facilities and parks, and meeting with staff. The exit interview
would be held at the conclusion of the visit, followed by the final visitation team meeting. The
schedule might be extended an additional day or set up differently to accommodate schedules of
individuals who are involved in the process.

Note: In the event Congress is scheduled in September, the latest a visit can be scheduled is the

first week of July to ensure the agency has enough time to submit their response to the visitation
report, if one is needed.
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INITIAL ONSITE TEAM MEETING

Visitation team members typically arrive at the agency the day before the onsite review of
agency documentation begins. This time is utilized to talk through the process and anticipated
timetable, finalize each member’s responsibilities, and confirm procedures.

INTRODUCTORY MEETING

Typically, the agency will arrange an informal meeting opportunity with agency personnel and
the visitation team, usually on the first evening. This provides an opportunity to get acquainted
and sets the tone for the upcoming agency review.

FACILITY/SITE VISITS

These visits are pre-arranged and some time is allotted to speak with affiliated staff for
information and clarification. Visitors do not need to see all agency operated facilities and sites,
but should have the opportunity to see a representative sample of these areas. The visitation
team chair and agency will work together to ensure facility and site visits are scheduled to permit
the team sufficient time to complete the document review and development of the visitation
report.

DATA COLLECTION

Remembering that the primary purpose of the onsite visit is to verify and confirm what is found
in the written self-assessment, visitation team members will be actively engaged in data
collection during their visit. During this process team members will be engaged in document
review, interviews, site visits, and meetings.

It is appropriate that at least two members of the team interview primary personnel and
constituency for greater objectivity. In larger systems, visitors might meet with small groups of
personnel representing different programs, services and functions. The team also may meet with
advisory and support groups.

REVIEW DOCUMENTS

A review of supporting documents aids the visitation team in verifying information reported in
the self-assessment. Common types of documents provided in the work room are policies and
procedures, master plans, research projects, program designs, and administrative manuals. In
cases where much of this information is available online, the agency must provide each visitor
access to previously bookmarked URLSs directing them to relevant information on the web.

INTERVIEW STAFF

It is important for visitors to meet with staff at various levels and responsibilities in the agency.
This serves to provide an opportunity for the visit team to learn more about the scope of the
agency and for staff to be able to ask questions. Visitors may need to clarify/verify information
in the self-assessment. All staff having responsibly for responses in the self-assessment should
be made available to the visitors. If some staff are not members of the department (i.e., risk
management or human resources), they should be alerted to the visit and be available as needed.
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EXIT INTERVIEW

At the conclusion of the visit, team members will meet with agency staff to share information
regarding agency strengths and weaknesses, outline major concerns, correct misinformation, and
provide new information related to the standards. This information is on a courtesy basis-only.
The visitation team should make no statements about the determination of accreditation status for
the agency. The Commission determines accreditation status at the accreditation hearing, based
on the approved visitation report and other relevant material. Thus, at the exit interview, the
visitation team chair may remind the staff of the remaining steps in the process: the team makes
a report to Commission; the Commission approves (revising if necessary) and submits the report
to the agency, and the agency provides a written response if required; a hearing is held; and
accreditation status is determined.

UNSOLICITED INFORMATION

The purpose of the accreditation visit is fact finding; to verify information provided in the self-
assessment. Thus, information is gathered from a wide range of sources during the visit.
Occasionally, unsolicited information is shared with visitors; some of this may relate directly to
accreditation standards, whereas some information may relate to internal matters that are
unrelated to standards.

Visitors are cautioned to accept and utilize this information wisely. If the information is
submitted anonymously and/or unrelated to accreditation standards, it should be ignored. If the
source of the information is identifiable and the information is related to accreditation standards,
the individual may be invited to meet with the visitation team during the visit to provide
additional information. If such information is received after a visit is made, it shall be ignored
unless the CAPRA executive committee finds it so compelling that they initiate further action.

RESPONSIBILITIES OF COMMISSION REVIEWERS - LEAD AND SECOND

Two sitting Commission members will be appointed to each agency accreditation review. The
Commission lead reviewer will work directly with the visitation team chair and be supported by
the Commission second reviewer. These individuals do not participate in the visit, but do review
all documentation and provide approval for the visit to commence and ultimately, for the final
visit report to be sent to the agency.

1. Review of the self-assessment: The lead and second, in addition to each of the visitors,
will review the agency’s self-assessment report and provide feedback to the visitation
chair prior to the visit commencing. This review serves to assure the agency is prepared
to proceed with the accreditation visit and to identify any areas of concern, so that these
particular areas receive particular attention during the visit. If review of the self-
assessment raises concerns that are sufficiently serious (e.g., significant non-compliance
with fundamental standards), the Commission Reviewers and the Commission Mentor
work directly and immediately with the agency to assess the situation (see the above
section titled “SUBMITTING THE SELF-ASSESSMENT REPORT” for additional
details).
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2.

Review and approval of the visit report: The visitation team report is considered a draft
report until approved by the Commission Reviewers. The Commission Reviewers may
seek clarification and correction of the report from the visitation chair prior to approving
the visit report be sent to the agency. It is important to note that the visit report, while
developed by the visitation team, is approved by the Commission Reviewers and is not
released to the agency until this approval is given. The Accreditation Manager sends the
report to the agency once approved, typically within four (4) weeks of the conclusion of
the visit.

Review of agency response to the visit report: If the approved visitation report
indicates one or more fundamental standards are not met and/or less than ninety-seven 97
(85%) of the non-fundamental standards are met, the agency is required to submit a
response within thirty (30) days of receipt of the report. The Commission Reviewers and
visitation chair will review the agency’s response to the unmet standards and assess
whether the response satisfactorily addresses the issues. If significant concerns remain
that may prohibit accreditation from being granted, the agency may be notified of such.

Procedure at the hearing: During accreditation hearings that include agency
representation either in person or via tele-conference, the Commission Reviewers will
lead discussion regarding the agency’s compliance with standards. However, any
Commission member may enter into the discussion with questions or comments. The
Commission Reviewers often make the motion regarding an agency’s accreditation
status.

Follow up: If the agency is required to submit additional materials following its
accreditation hearing in order to remain accredited (i.e., conditions or warning) or
become accredited (i.e., deferral), the Commission Reviewers will be responsible for
reviewing response materials.

RESPONSIBILITIES OF THE VISITATION TEAM CHAIR

The visitation team chair takes the lead with team members and is the primary contact for the
agency and Accreditation Manager regarding the accreditation visit once scheduled. The
effectiveness of a visitation team rests heavily upon the ability of the visitation team chair to plan
the team’s work and organize the members into a working unit. The following are some
suggestions for doing this.

1.

Send an introductory communication to the individuals involved in the review.
Determine each visitor’s preferences for primary review responsibility and make
assignments per standard section.

Ensure the other visitors receive a copy of the self-assessment.

Remind each team member to evaluate the self-assessment against the evaluative criteria,
standard by standard.
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4. Upon approval from the Commission Reviewers, coordinate the arrival and departure
plans of team members. Members may choose to deal directly with the agency for
specific arrangements (e.g., purchasing the ticket), but the visitation team chair should
ensure that team members work together to determine the most efficient travel schedules.

5. Develop an acceptable timetable and onsite agenda with the agency (see sample agenda).
Once the agenda is established, the team should follow it as closely as possible unless
unusual circumstances arise.

6. Verify the agency has arranged for onsite logistics (e.g., lodging, meals, work area,
computers, printer, and anticipated secretarial assistance).

7. Serve as the spokesperson for the visit team.

8. Understand all aspects of the visit report and be able to speak to the judgments of the
team within the report.

9. Submit the draft report and signature page in digital format to the Commission Reviewers
and Accreditation Manager within two (2) weeks of the completion of the visit.

10. Review and modify the visit report as requested by the Commission Reviewers.

11. Review and communicate with the Commission Reviewers an agency response to the
visit report, if applicable.

12. Following the Commission’s determination of accreditation statues, communicate such to
the other visit team members.

DIVISION OF TASKS BY THE TEAM

The team members will work with the visit chair to make decisions regarding division of tasks.
While the visitation team chair might take the lead in any particular meeting, the entire visitation
team is involved in the information gathering with staff, the initial meeting and the exit
interview. The team may choose to divide its tasks for related data gathering efforts among the
members.

THE FINAL ONSITE TEAM MEETING

A major purpose of this team meeting is to review and agree upon a preliminary draft of the
written report. The team should complete this draft before departing from the agency. This is
done before the exit interview and ensures that the team is in agreement with regard to its
findings. In addition to preparing the draft report, team members will need to finalize individual
responsibilities before returning home, if necessary. For example, each member may be assigned
to revise a section of the written report to be returned to the visitation team chair at a designated
date.
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VISITOR PRESENCE

As representatives of CAPRA, all visitors shall maintain a helpful and humble attitude. A
positive and professional attitude enhances the tenor of the visit and creates an overall positive
impression of the profession. Visitors should dress appropriately to the norm of the agency,
determined in advance of the visit. Visitors are encouraged to emphasize their role as the “eyes
and ears” of the Commission whose job it is to focus solely on fact finding as related to the
standards. This helps to minimize the likelihood of getting caught up in internal politics or
making inappropriate judgments, recommendations, or suggestions for improvement that are
outside the scope of the standards. It is particularly important to avoid making comparisons with
other agencies with which a visitor is familiar.

In recognition for the work of the visitation team, an agency may wish to offer a small token of
appreciation (e.g., t-shirt, coffee mug) to team members. While this may be a kind gesture, it can
put team members in an awkward position. Thus, the position of the Commission is that if the
agency wishes to provide a small token of appreciation to the visitation team, that it be nominal
with little to no monetary value and contain the agency’s or jurisdiction’s logo. Gift, awards, or
other offerings that may present the perception of a conflict of interest will not be accepted.
Commission members may not accept gifts of any kind from agencies under review.

ACTIVITIES AND EVENTS

The agency plays an important role in ensuring the visitation team is not put in situations that
may be perceived as creating a conflict of interest. Accreditation visits can be an enjoyable
experience for visitors and agencies alike, as they present opportunity for collegial relationships,
learning, and an opportunity for agencies to demonstrate their successes. However, visitors
should not be treated to unnecessary “luxuries” that put at risk the credibility of not only the
agency’s hard work towards accreditation, but the reputation of the accreditation program itself.
Many agencies operate beautiful and special sites and these may make appropriate opportunities
to host a dinner for the visitation team, including elected individuals and advisory groups.
Questions regarding what is and is not permissible should be directed to the Accreditation
Manager.

CONFIDENTIALITY

Visitation team members participate as agents of CAPRA. Ordinarily all official contacts with
the agency should be made through the Accreditation Manager or the visitation team chair. The
self-assessment materials and the visitation report must be held in confidence. The results of the
Commission deliberations should be reported to the agency only through the chairperson of the
Commission or Accreditation Manager. Breach of confidentiality on the part of any team or
Commission member undermines the accreditation process. Acceptance of membership on a
visitation team constitutes a contractual agreement to safeguard the confidentiality of
information acquired in this capacity. Visitation team members are required to sign a conflict of
interest and confidentiality form prior to each visit. Team members sign a statement of
confidentiality and conflict of interest when they agree to participate on a visitation team. Team
members are obligated to avoid any situation where any perception of conflict of interest might
arise. Such perceptions might arise if a visitor were to offer consulting (post-visit) services or
otherwise appear to “return a favor.”
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TIPS FOR A SUCCESSFUL VISIT
Pre-Visit

The chair’s communication and behavior sets the tone for the other visitors.
Communicate with the agency, after initial self-assessment review, regarding any issues
questions, uncertainties, so they can be better prepared.

Let the agency know team member category review responsibilities so they can better
organize and tab document files.

Check in with the Commission Lead and Second to ensure there are no issues with the
preliminary review of the self-assessment.

Always review the current CAPRA Handbook to refresh on visitor responsibilities.
Check the agency’s website prior to the visit to gain an understanding of the agency
demographics and culture.

Keep in mind that when an agency gets to the point in the process where they are
bringing in a team to evaluate their documentation, they think they have their
documentation ready to be reviewed. However, the Chair should never make this
assumption, especially on an initial visit.

During the Visit

Stress communication — visit team members should ask questions if they are unsure.
Keep the agency informed of what the visitation team is finding. Either daily and/or when
there is a lack of documentation for a fundamental standard.

Visit team members should be instructed to immediately let the visit chair and agency
know if they have a strong concern that one or more of the fundamental standards may
not be met.

The visit chair should stress to the visit team—over and over and over—all comments,
questions etc. are based on the CAPRA Standards, not their beliefs or perceptions on how
things can or should be done.

Keep CAPRA Lead, Second, and Accreditation Manager involved in all communications.
Consider yourself as a part of or extension of the agency. As a part of their team, you are
providing a different look or another pair of eyes to see what they have documented.
Defer to the culture of the agency.

Emphasize to the agency staff, elected officials, and interested community members that
the visit team conducts the visit on behalf of the Commission for the purpose of fact
finding to write the report for the Commission to determine the compliance for
accreditation or re-accreditation.

Think about the type of agency - city, county, special district, etc. prior to the visit to
familiarize with differences in governing responsibilities and culture.

Post-Visit

Communicate with the Commission Lead and Second on how the visit went and what the
recommendation is in the visitation report. Be sure and highlight any potential problems.
The Commission releases the report to the agency, not the visit chair.

Complete the visitor evaluation form online.
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SAMPLE ON-SITE ACCREDITATION VISIT AGENDA
(This is a sample only — adjustments can be made based on Agency and Accreditation Team needs)

The Accreditation Lead and Agency Lead should work collaboratively to establish the agenda.

Initial Meeting

Accreditation Team should meet with the Agency Directory, Agency Lead, and Leadership
Team as early as possible on the first day of the visit.

1% Day of Visit (approximate times noted)

12:00 PM - 4:00 PM Accreditation Team arrivals, transport to hotel

4:00 PM - 5:00 PM Accreditation Team will meet to discuss schedule
(usually at hotel site)

5:00 PM - 7:30 PM Dinner with Key Staff of Agency

7:30 PM Back to hotel

2" Day of Visit (approximate times noted)

7:00 AM -8:30 AM Accreditation Team to discuss plans for the day at
breakfast

9:00 AM -12:30 AM Begin review of material — initial office set up

12:30 PM - 1:30 PM Lunch (can be with staff, Director or others, or
can be a working lunch)

1:30 PM - 3:30 PM Review of Material

3:30 PM -5:30 PM Site visits, drive tour, overview given by staff

5:30 PM Back to hotel for dinner, Accreditation Team to

continue review and begin development of report

Exit Meeting
Accreditation Team should have a Final Meeting with the Agency Director and/or Agency Lead

to discuss Draft Final Report.

3" Day of Visit (approximate times noted)

7:30 AM -8:30 AM Breakfast at hotel, Accreditation Team only

9:00 AM -12:30 PM Accreditation Team to finish review and finalize
report

12:30 PM - 1:30 PM Lunch with Accreditation Team, Agency Director
and Agency Lead to discuss the draft report

2:00 PM Accreditation Team prepares to leave
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THE VISITATION REPORT

THE WRITTEN REPORT

The visitation report’s purpose is to communicate to the Commission lead and second reviewer
the team’s perceptions of the degree to which the agency meets accreditation standards. A
template of the combined self-assessment and visitation report is available online and includes
the following sections:

e Cover sheet: The cover sheet identifies the agency, director’s name, title and address.
It lists the dates of the visit and the names of the visitation team.

e Self-Assessment Report Introduction: This is the brief introduction the agency
provided with their Self-Assessment submission. This section remains unchanged as
part of the final visitation report.

e Visitation Report Introduction: A brief introduction includes the overall context in
which the team members approached their task. This might include the types of data
gathering processes undertaken, the types of individuals interviewed, and materials
reviewed.

e Agency Overview: This is the overview provided by the agency with their Self-
Assessment Submission. This section remains unchanged as part of the final visitation
report.

e Evaluation of compliance with standards: The visitation report must address each
accreditation standard. The standards are the basis for all evaluations. Each standard
should be addressed in such a manner that the Commission needs no further reference
other than the agency’s self-assessment. Any reference to members of the agency
should be by title, rather than by name. The visitation report will indicate the
agency’s compliance with each standard on the basis of either “Met” or “Not Met”
and be followed with a brief justification.

The agency’s responses to the standards as part of their Self-Assessment submission
will remain unchanged as part of the final visitation report.

e Section Summary: At the end of each chapter, the team will indicate which
standards were unmet and provide a written explanation of any unmet fundamentals.
Each section will also include at the end the team member name(s) responsible for
that section.

¢ Final Summary Section: The summary section provides a succinct synopsis of the
report. It includes the following elements, typically offered in bullet-format.
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1. Agency Strengths. Areas that substantially exceed standards and which point to
the quality of the agency and associated services as directly related to standards.

2. Agency Preparedness. The visitation team’s assessment of the agency’s

preparedness in conducting the accreditation process (i.e., document accuracy and
completeness, staff awareness, file system organization).

3. Standards Overview. List the specific standards that were found to be unmet

(include the standard number and title). Provide clarification for all unmet
fundamental standards. Indicate how many standards were met, how many
fundamental standards were not met, and how many non-fundamental standards
were not met.

4. Other concerns related to maintain accreditation: The visitation team will

identify any item(s) as areas of general concern related to the agency’s ability to
maintain accreditation.

5. Team Signatures: At the end of the report, each visitation team member must
sign (and date) his/her name. Whereas the rest of the visit report can be easily
submitted to the Commission Reviewers and Accreditation Manager
electronically, the summary section including signatures can be mailed or faxed to
the Accreditation Manager separately if necessary.

VISITATION REPORT WRITING REQUIREMENTS
A well-developed and executed visitation report documents the ability of the agency to meet
CAPRA standards and host a successful visit.

Writing Responsibilities of the Visitation Team Chair

Use the most current combined self-assessment and visitation report template.

Keep the page numbers in footer.

Use Times New Roman 12-point font (the template setting).

Use proper grammar, sentence structure (complete sentences), and punctuation.
Eliminate all spelling errors.

Use abbreviations only after the abbreviation or acronym has been fully described.
Identify and correct shifts in verb tense.

Use the active voice.

Use succinct and factual sentences.

Refrain from using overstatement and hyperbole.

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

Do not delete/remove the information related to the self-assessment report. The
intention of this combined report template is to streamline the reporting and review
process.

Complete entirely and thoroughly the Overall Visitation Team Summary with special
attention to “Other Concerns Related to Maintaining Accreditation.”
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e Submit the final report as an unprotected Word document. A PDF version of the
report is acceptable as long as the Word version is also provided.

The lead Commission reviewer reserves the right to request that the report be resubmitted within
a specific time period.

SUBMITTING THE VISITATION REPORT

It is important to note that the visitation report is a report to the Commission and when approved,
the Commission sends the report to the agency. Thus, within fourteen (14) days of the
completion of the visit, the visitation team chair sends a digital copy of the visitation report to the
Accreditation Manager at CAPRA@nrpa.org and to the Commission Reviewers.

Once the report has been received by the Commission Reviewers, they have fourteen (14) days
from the date of receipt to review the report and provide any feedback to the visit chair. It is
important to resolve any questions related to the visitation report before the report is forwarded
to the agency. The Commission Reviewers may contact the visit chair to seek clarification and
ask that revisions be made prior to the report being submitted to the agency. Any items the
Commission Reviewers request the visit chair to change in the report must be noted on the
Affirmation Sheet on the last page of the report. Once the appropriate changes have been made,
the Commission Reviewers will review it again, and if the report is ready to be sent to the
agency, each will sign the Affirmation Sheet and submit it to the Accreditation Manager at
CAPRA@nrpa.org. If only one of the Commission Reviewers feels strongly that the report
should not be released to the agency, the CAPRA Chair will review the report and make the final
determination on the disputed item.

Once approved, the Accreditation Manager will send a cover letter and the approved visitation
report to the agency via email to the agency contact and the agency director, with a copy to the
visitation team, Commission Reviewers, and Commission Mentor. Printed copies are no longer
provided in an effort to be environmentally friendly. If required, the agency may request a
printed copy of the letter and report.

AGENCY RESPONSE

If the approved visitation report indicates the minimum level of compliance for accreditation has
been achieved (all fundamental standards have been met and 97 or more of the non-fundamental
standards have been met), the Commission will not accept a follow up response prior to its
meeting

If the approved visitation report indicates one or more fundamental standards are not met and/or
less than 97 (85%) of the non-fundamental standards are met, the agency is required to submit a
response within thirty (30) days of receipt of the report. If required, the response should address
major concerns as noted in the report and any actions taken to rectify the situation and should be
sent in an electronic format to the Accreditation Manager at CAPRA@nrpa.org.
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In the response, the agency should provide the following information:
e Executive summary of the information provided in the response;
e Narrative that addresses each standard of concern; and
e Additional documentation and evidence that may help the Commission to understand
the response.

Once the response has been received by the Accreditation Manager, the agency will receive
notification of receipt of the response and it will be electronically forwarded to the Commission
Reviewers for their review. The Commission Reviewers will have 30 days from the date of
receipt to complete their review. After review of the provided documentation, the Commission
Lead will respond to the agency electronically, with a copy to the Accreditation Manager and the
Commission Second, on the adequacy/inadequacy of the materials provided and if it is sufficient
to present a recommendation to the full Commission. If significant concerns remain that may
prohibit accreditation from being granted, the agency may be notified of such. The Self-
Assessment, Visitation Report, and the Response documentation, along with a recommendation
from the Commission Reviewers, will be provided to the full Commission at the hearing for
determination of the agency’s accreditation status.
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COMMISSION BUSINESS MEETING AND HEARING

PURPOSE

The Commission meets five times per year, once in-person in the fall in conjunction with the
NRPA Congress and Exposition and quarterly via teleconference. At its fall meetings, the
Commission determines the accreditation status of agencies visited during the preceding
spring/summer. Additionally, the Commission conducts regular business during these quarterly
meetings. The Commission adheres to Robert’s Rules of Order in all conduct of business.

In the event there are more non-consent agenda hearings scheduled to take place during the fall
meeting than can be accommodated in the typical day and a half meeting, the Commission will
split up to conduct two hearings simultaneously. At least six Commissioners shall be present at
each hearing, with the Commission Chair presiding over one hearing and the Vice Chair, assisted
by the Past Chair/Second Vice Chair, presiding over the other.

INITIAL ACCREDITATION HEARING PROCEDURE

The agency director and visitation team chair participate in a hearing before the Commission.
The agency is responsible for expenses of the visitation team chair (or his/her designee) to attend
the Commission meeting at which the agency is reviewed. Visit chair and agency participation is
in-person, although in extenuating circumstances (e.g., an unexpected medical emergency) the
Commission may permit participation via a conference call. The decision to permit such rests
with the Commission Executive Committee. The other visitation team members are welcome to
attend, at their own expense, however there will not be opportunity for open discussion of the
agency’s review. The Accreditation Manager informs the agency director and visitation team
chair of the date, time, and location of the accreditation hearing at least two months in advance.

After welcome and introductory remarks by the Commission chair and the lead reviewer for the
respective agency, the visitation team chair will briefly summarize the visit and comment on the
major strengths and major concerns identified by the team. The agency director will be invited
to share any relevant updates that have occurred since the visit, however, no new or additional
documentation may be provided during the hearing. If the agency has new information or has
made changes since the visit, the agency director may refer to the information in response to
questions. The Commission will then open the meeting for discussion, beginning with the
Commission lead and second. Following discussion, guests and observers in the room are asked
to step out while the Commission takes action in executive session.

RE-ACCREDITATION HEARING PROCEDURE

For an agency going through a reaccreditation review, neither the agency director nor the
visitation team chair participates in a hearing before the Commission. The visitation team
members and agency representatives are welcome to attend at their own expense; however there
will be no opportunity for open discussion of the agency’s review.

The Commission will request the agency director to participate in the hearing via teleconference
in the following circumstances:
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The visitation report reported any unmet fundamentals; and/or

2. The visitation report reported less than 85% of the non-fundamental standards were
unmet; and/or

3. The Visit Chair and/or Commission Lead and Second Reviewers recommend to the

Commission that the agency should participate in the hearing.

If the agency is not asked to participate in the hearing, the Commission will take action on
agencies with reaccreditation reviews through consent agenda while in executive session. While
in executive session, guests and observers in the room are asked to step out while the
Commission takes action.

If the agency is requested to participate in the hearing, the Accreditation Manager informs the
agency director of the date and time of the accreditation hearing at least two months in advance.

After welcome and introductory remarks by the Commission Chair and the Lead Reviewer for
the respective agency, the agency director will be invited to share any relevant updates that have
occurred since the visit, however, no new or additional documentation may be provided during
the hearing. If the agency has new information or has made changes since the visit, the agency
director may refer to the information in response to questions. The Commission will then open
the meeting for discussion, beginning with the Commission Reviewers. Following discussion,
guests and observers in the room are asked to step out while the Commission takes action in
executive session.

VOTES REQUIRED FOR COMMISSION ACTION
Any action taken by the Commission must be approved by a majority of eligible Commission
members. A Commission member may not vote if he/she is or was employed by that agency.

EFFECTIVE DATES

Initial accreditation or continuing accreditation of an agency becomes effective on the date of
approval by the Commission. If more than one date is involved in Commission action (i.e., later
approval of agency actions to comply with conditions), the renewal date is based on the first
Commission action.
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ACCREDITATION STATUS

ACTIONS

At its annual meeting in the fall, the Commission may take the following action regarding an
agency’s accreditation status:

1. Grant accreditation: The agency is granted initial or continuing accreditation:

a.
b.

Without condition or warning;

With specified condition(s). Conditions must be met within a prescribed time
period set forth in the motion; or

With specified warning(s): Warnings must be met with a prescribed time period
set forth in the motion. Failure to document corrections of the deficiencies within
the specified time period will result in withdrawal of accreditation.

2. Defer action: The determination of initial accreditation may be deferred for a specific
time pending compliance with action specified by the Commission and set forth in the
motion.

3. Deny accreditation: The determination of initial accreditation may be denied for
specific reason(s) and set forth in the motion. The Commission may recommend
remedial steps that can be taken.

4. Withdraw accreditation: The determination of continuing accreditation may be
withdrawn, either voluntarily by the agency or by Commission action. If by
Commission action, the specific reason(s) are set forth in the motion.

The agency is informed verbally of the decision at the meeting if present, and within thirty (30)
days via official letter to the director. The written notice will include any remaining unmet
standards. The agency may make a written request for further clarification within thirty days
after receipt of the Commission decision. Only the Commission Chair or Accreditation Manager
is authorized to disseminate information prior to official notification of action by the
Commission to the agency.

Agencies that receive deferrals, conditions, or warnings will be given opportunity to make the
required improvements. Evidence that an agency has responded satisfactorily to the
circumstances leading to conditions, warning, or deferral will be based on one or more of the

following:

e A written report indicating improvements made accompanied by relevant
documentation, as appropriate;

e A supplementary visit (at agency expense). The number of visitors and number of
days scheduled will be determined by the Commission;

e A meeting of agency representatives with Commission designated representatives.
The agency is responsible for expenses incurred by Commission members; and/or

e Combinations of the above or other specified evidence.
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The agency will send written documentation of compliance with specific actions taken in
response to conditions, warnings or deferrals to the Commission Executive Committee and
Accreditation Manager. Depending upon the nature of the documentation, the Commission may
require verification from the agency’s chief executive officer (or her or his delegate). In the case
of compliance with conditions, documentation also will be forwarded to the Commission Lead
and Second Reviewer designated for the agency in question.

If accreditation is deferred or denied, the agency may appeal the decision and request a meeting
with the Commission at its next scheduled business meeting. An appeal, if any, must be made
within thirty days (30) of notification of the Commission’s decision and documentation
supporting the appeal must be sent to the Accreditation Manager within sixty (60) days of this
notification.

CONDITIONS

The Commission identifies conditions based on noncompliance with any of the thirty-six (36)
fundamental standards or failure to provide sufficient evidence to document compliance with the
minimum number of non-fundamental standards. A minimum of eighty-five (85%) percent, or
ninety-two (92) of the non-fundamental standards must be met. Conditions may arise from
“major concerns” noted by site visitors. In the case that an agency fails to address conditions by
the designated deadline, fails to address the conditions to the satisfaction of the Commission, or
submits no response to conditions by the established deadline, a warning is issued that
withdrawal of accreditation is imminent. Upon receipt of a written petition from the agency and
at its discretion, Commission may extend conditions for an additional specified period of time.

WARNINGS

Warnings are formal statements issued by the Commission that signal serious concerns about
lack of compliance with standards and signal the imminent withdrawal of accreditation.
Warnings are given when, on the basis of its annual report, official accreditation review, or other
evidence, an accredited agency is shown to have fallen significantly and/or consistently below
minimum compliance requirements, or has submitted materials that inadequately document
compliance with conditions. It should be noted that the Commission may issue a warning to an
agency at any time. The agency is warned that accreditation will be withdrawn if specific
improvements are not made within a prescribed time.

DEFERRAL

Deferral refers to the act of delaying the decision on accreditation. Deferrals may occur only on
initial accreditation reviews. A deferral may be issued when compelling evidence indicates that
agency weaknesses can be minimized or eliminated in a short period of time.

ACCREDITATION DENIED

When an agency that has applied for initial accreditation does not present compelling evidence of
compliance with standards, and the lack of compliance cannot be eliminated in a prescribed
period of time, accreditation is not granted. In special circumstances the Commission may at its
discretion (and the agency’s expense), require an additional onsite visit or a meeting of an
agency representative with a Commission member.
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ACCREDITATION WITHDRAWN

When an accredited agency fails to satisfy conditions imposed by the Commission or to make
improvements related to a warning, the Commission may withdraw accreditation. An accredited
agency may also voluntarily withdraw from accredited status. If an agency chooses to
voluntarily withdraw, the agency must submit this action in writing on official letterhead, with
appropriate signatures.

PROGRESS REPORTS

With reference to a motion issued for conditions, warnings or deferrals, the Commission may
request a progress report. A progress report forms the basis for a Commission decision on a
subsequent review (including a revisit or a meeting, if needed). When a progress report is
requested, the Commission will ask the agency to respond to specific questions. The date for
submission of the report is related to the reason or reasons for the request. The self-assessment
and visitation reports are used in conjunction with the progress report to form a basis for further
Commission action, including possible modification of any previously scheduled dates.

In cases of deferrals, if the agency does not satisfactorily meet the Commission’s request for

additional evidence by the specified date, the agency’s application shall be considered void and
the agency must reapply for accreditation.
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APPEALS POLICY

An agency whose accreditation has been deferred or denied may appeal the decision and request
a conference with the Commission chair and/or a representative designated by the Commission.
The agency must make the request in writing to the Accreditation Manager within thirty (30)
days following notification of action by the Commission. Supporting documentation must be
received by the Accreditation Manager within sixty (60) days of this notification. The purpose
of such a conference, which is held by telephone, video, or at an agreed upon location, is to
interpret the evaluation process and the Commission’s decision. The same procedure will be
followed if an agency wishes to question conditions set by the Commission.

An appeal may be filed if one or more of the following circumstance is alleged:

1. When evidence indicates that the Commission may have acted arbitrarily,
capriciously, or unfairly;

2. When evidence indicates that the decision may have been based on inaccurate or
incomplete evidence; and/or

3. When the items to be reconsidered are based on descriptions in the original
reports previously evaluated by the Commission, without reference to subsequent
developments or plans.

APPEALS COMMITTEE
1. The Commission appoints a standing Appeals Committee comprised of three (3)
Commission members with one being the chair of the Commission. Appeals Committee
members shall serve for a term of three (3) years. If an Appeals Committee member is
not able to serve in this capacity or when their Commission term has ended, the
Commission will appoint a replacement to begin a new three (3) year term.

2. When an agency has been denied accreditation the Commission chair assigns a member
from the Appeals Committee to prepare a written report outlining the reasons an agency
has been denied accreditation by the Commission.

APPEALS HEARING
1. Appeals Hearing Pool

a. The Commission appoints six (6) Appeals Hearing Pool Members, to be selected
from in the case of an appeal to an accreditation decision. The hearing panel pool
including two individuals that could serve as the Chief Hearing Officer (CHO)
and four other qualified Appeals Hearing Pool Members. The CHOs must have
served on a minimum of five (5) CAPRA visitations, three (3) as visitation team
chair, and be recognized as fair and impartial. Past membership on the
Commission desirable. The other Appeals Hearing Pool Members must have
served on a minimum of five (5) CAPRA visitations and be recognized as fair and
impartial and have demonstrated a thorough understanding of each of the CAPRA
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2.

standards. Appeals Hearing Pool Members shall serve a term of three (3) years.
If an Appeals Hearing Pool Member is not able to serve in this capacity or when
their term has ended, the Commission will appoint a replacement to begin a new
three (3) year term.

Appeals Hearing Panel
a. An Appeals Hearing Panel (AHP) is comprised of a Chief Hearing Officer (CHO)
and two other members from the Hearing Panel Pool.

CONDITIONS OF APPEAL

All decisions of the Commission are final, but the action may be appealed, in writing, by the
agency, if a notice of intent to appeal is sent within thirty (30) working days and documentation
is forwarded within sixty (60) working days from the date the Commission took formal action,
and if one or more of the following circumstance are alleged:

1.

2.

3.

When evidence indicates that the Commission may have acted arbitrarily, capriciously, or
unfairly;

When evidence indicates that the decision may have been based on inaccurate or
incomplete evidence; and/or

When the items to be reconsidered are based on descriptions in the original reports
previously evaluated by the Commission, without reference to subsequent developments
or plans.

APPEALS PROCESS

1.

The Commission Appeals Committee shall review the agency’s documentation and the
Commission’s proceeding report relevant to the appeal to determine if there is sufficient
merit in the case to warrant an appeal.

If the Commission Appeals Committee determines there is not sufficient merit to warrant
an appeal the Commission will affirm the Commission’s decision in writing to the agency
within seven working days upon receipt of the agency’s documentation.

The Commission will forward in writing to the agency within seven working days upon
receipt of the agency’s documentation if the Commission Appeals Committee determines
there is sufficient merit to warrant an appeal.

When the Commission Appeals Committee determines there is sufficient merit to warrant
an appeal, the Commission with concurrence of the appellant, shall appoint an AHP
within fifteen working days. The AHP shall be comprised of three persons from the
AHP, one being identified as the CHO, none of whom shall be members of the
Commission. The appellant has a right to request an alternate from the Appeals Hearing
Pool. The appellant must pay the $1,000 Appeals Fee at this point and prior to the AHPs
review of any documentation.
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10.

11.

12.

13.

Upon receipt of the Appeals Fee and prior to the appeal hearing, AHP will review all
documentation relevant to the appeal from both the appellant and the Commission
proceedings report.

The appeal hearing will include the AHP, representative(s) from the appealing agency
and the Commission lead or second assigned to the agencies review.

The appeal hearing shall be held at a mutually convenient time and place.

The meeting should take place no later than 45 days prior to the next Commission
meeting.

The CHO will preside over the appeal hearing and assign one AHP member to prepare
summary minutes of the hearing. During the appeals process both the appellant and
Commission representatives will state their position and summarize their relevant
documentation.

The AHP will review all written documentation and all evidence presented at the appeal
hearing by both the appellant and Commission.

Based on all information presented, the AHP will make a finding and report to the
Commission within seven working days of the date of the appeal hearing.

The agency shall retain their accreditation status during the appeal process. There shall
be no public notice related to the matter until the appeal process is completed and the
Commission has made its final decision.

The decision of the AHP shall be accepted by the Commission for ratification. The final
decision of the Commission shall be forwarded in writing to the agency’s chief
administrative officer within twenty one working days after the date of the appeal
hearing.

APPEALS FEE

1.

The appealing agency shall be assessed, upon approval of an appeal by the Commission
Appeals Committee, a flat fee of $1,000 for the cost of the AHP and Commission
expenses.

The Appeals Fee must be paid before the AHP will review any materials related to the
appeal.

The Appeals Fee should be sent to the Accreditation Manager.
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ADDITIONAL INFORMATION

COMPLAINT POLICY AND PROCEDURES

The Commission, in fulfillment of its public responsibility assuring the quality and integrity of
agency accreditation of parks and recreation agencies, has established a process for reviewing
complaints against the Commission, accredited agencies, and/or visitors. Any individual, (e.g.
staff member, practitioner, and/or responsible public citizen) may submit a written complaint
concerning the Commission, an accredited agency, and/or a visitation team member. The
Commission will act only upon a signed allegation that an accredited agency, visitor representing
the Commission, or the Commission and/or its members appears to be out of compliance or
adherence with the accreditation standards or policies. The Commission will not intervene on
behalf of individuals, nor will it act as a court of appeal for individuals in matters of hiring
practices, appointments, promotions, or dismissal of staff. This policy addresses three distinct
procedures: 1) complaints against an accredited agency; 2) complaints against the
Commission/Commissioner(s), and; 3) complaints against an approved visitor representing the
Commission.

PROCEDURES FOR COMPLAINTS AGAINST AN ACCREDITED AGENCY
The following procedures will be used in the investigation of a complaint against an accredited
agency.

1. A written, signed complaint is received by the NRPA Accreditation Manager

2. NRPA Accreditation Manager forwards all written complaints to the CAPRA Chair
within three (3) business days of receipt of the complaint.

3. If the CAPRA Chair, in consultation with the CAPRA Executive Committee, determines
that the complaint does not relate to the accreditation standards or policies, within two (2)
weeks of receiving the complaint the CAPRA Chair and Executive Committee will notify
the complainant in writing that no further action will be taken.

4. If the CAPRA Chair, in consultation with the CAPRA Executive Committee, determines
that the complaint relates to the accreditation standards or policies, the complaint will be
acknowledged in writing within two (2) weeks of receipt by the CAPRA Chair and
Executive Committee and the complainant will be provided a copy of the process for
handling the complaint.

5. At the same time as the complainant is notified, the complaint will be forwarded by
certified mail to the agency director. At the request of the complainant, the name of the
complainant will be redacted within the body of the written complaint sent to agency
director.

6. The CAPRA Chair will request that the agency conduct a preliminary investigation and
submit an initial report addressing the complaint as related to accreditation standards or
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10.

11.

12.

13.

14.

15.

policies. The initial report shall be postmarked no more than 30 calendar days following
receipt of the notification, as documented by return receipt of certified mail.

The CAPRA Chair may request further information or materials relating to the complaint
from the complainant, the agency, or other sources.

The CAPRA Chair will appoint a review committee comprised of three Commissioners
to consider the complaint, along with all relevant information. The review committee will
recommend appropriate action to the Commission at its next scheduled meeting.
Complaints warranting immediate action will be adjudicated via a conference call
comprised of a quorum of Commissioners.

Determination of an appropriate action will be based on the Commission’s consideration
of the complaint, materials relating to the complaint, and the review committee’s findings
and recommendations.

The CAPRA Executive Committee or the full Commission may determine that
consultation with legal counsel is appropriate. As NRPA Staff Liaison to CAPRA, the
NRPA Accreditation Manager will work with the Commission and legal counsel to
develop a plan to address the complaint.

If the complaint is determined to be unsubstantiated or unrelated to the accreditation
standards or policies, no action will be taken and the complainant will be so notified.

If the complaint is substantiated and the Commission determines that the agency appears
to be out of compliance with the accreditation standards or policies, action will be taken.
This action may include, but is not limited to, scheduling a prompt onsite visit of the
agency, establishing time-delimited conditions, assigning warnings, or withdrawing
accreditation.

The agency director will be notified of the Commission’s decision and action in writing
within two (2) weeks of the decision. The complainant will be notified of the final
decision and actions following expiration of the reconsideration and appeals process.

The agency will have the right to request reconsideration of the Commission’s actions
when the agency provides evidence that the Commission did not adhere to its complaint
policy and procedures. Any such request must be made in writing and submitted to the
NRPA Accreditation Manager within thirty (30) days of receipt of final action by the
Commission.

The complainant will have the right to request reconsideration of the Commission’s
actions when the complainant provides evidence that the Commission did not adhere to
its complaint policy and procedures. Any such request must be made in writing and
submitted to the NRPA Accreditation Manager within thirty (30) days of receipt of final
action by the Commission.
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PROCEDURES FOR COMPLAINTS AGAINST THE COMMISSION AND/OR

COMMISSIONER(S)
The following procedures will be used in the investigation of a complaint against the
Commission or Commissioner(s).

1.

A written, signed complaint is received by the NRPA Accreditation Manager.

NRPA Accreditation Manager forwards all written complaints to the CAPRA Chair
within three (3) business days of receipt of the complaint.

If the CAPRA Chair, in consultation with the CAPRA Executive Committee, determines

that the complaint does not relate to the accreditation standards or policies, within two (2)
weeks of receiving the complaint the CAPRA Chair and Executive Committee will notify
the complainant in writing that no further action will be taken.

If the CAPRA Chair, in consultation with the CAPRA Executive Committee, determines
that the complaint relates to the accreditation standards or policies, the complaint will be
acknowledged in writing within two (2) weeks of receipt by the CAPRA Chair and
Executive Committee and the complainant will be provided a copy of the process for
handling the complaint.

At the same time as the complainant is notified, the complaint will be forwarded to the
CAPRA Executive Committee who will receive all correspondence. At the request of the
complainant, the name of the complainant will be redacted within the body of the written
complaint sent to the Commission/Commissioner(s).

If the complaint involves a Commissioner(s), at the request of the CAPRA Executive
Committee and with the acceptance of all parties, a past Commissioner (hereafter termed
“CAPRA Designee”) will conduct the investigation. If a complaint involves the CAPRA
Chair, or a conflict of interest arises, the Vice-Chair will fulfill the Chair duties addressed
previously.

The CAPRA Designee may request further information or materials relating to the
complaint from the complainant, CAPRA, or other sources.

The CAPRA Designee will appoint a review committee comprised of three past
Commissioners to consider all relevant information. The CAPRA Designee will request
that the review committee submit a report addressing the complaint as related to
accreditation standards or policies. The report shall be postmarked no more than thirty
(30) calendar days following receipt of the notification, as documented by return receipt
of certified mail. The review committee will recommend appropriate action to the
CAPRA Designee. Complaints warranting immediate action will be adjudicated via a
conference call comprised quorum of Commissioners.
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11.

12.

13.

14.

15.

Determination of an appropriate action will be based on the consideration of the
complaint, materials relating to the complaint, and the review committee’s findings and
recommendations.

The CAPRA Designee, the full Commission, or the CAPRA Executive Committee may
determine that consultation with legal counsel is appropriate. As Staff Liaison to
CAPRA, the NRPA Accreditation Manager will work with the CAPRA Designee and
legal counsel to develop a plan to address the complaint.

If the complaint is determined to be unsubstantiated or not related to the accreditation
standards or policies, no action will be taken, and the complainant will be so notified.

If the complaint is substantiated and indicates that the Commissioner(s) appears to be out
of compliance with the accreditation standards or policies, action will be taken. This
action may include, but is not limited to, retraining or dismissal from the Commission
and/or review of any resultant the Commission’s actions or decisions influenced by
noncompliance with standards or policies.

The Commissioner(s) will be notified of the CAPRA Designee’s decision and action in
writing within two (2) weeks of the decision. The complainant will be notified of the final
decision and actions following expiration of the reconsideration and appeals process.

The Commissioner(s) will have the right to request reconsideration of the CAPRA
Designee actions when the Commissioner(s) provides evidence that the Commission did
not adhere to its complaint policy and procedures. Any such request must be made in
writing and submitted to the NRPA Accreditation Manager within thirty (30) days of
receipt of final action by the Commission.

The complainant will have the right to request reconsideration of the Commission’s
actions when the complainant provides evidence that the Commission did not adhere to
its complaint policy and procedures. Any such request must be made in writing and
submitted to the NRPA Accreditation Manager within thirty (30) days of receipt of final
action by the Commission.
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PROCEDURES FOR COMPLAINTS AGAINST A VISITOR REPRESENTING THE

COMMISSION
The following procedures will be used in the investigation of a complaint against an approved
visitor representing CAPRA.

1.

10.

A written, signed complaint is received by the NRPA Accreditation Manager

NRPA Accreditation Manager forwards all written complaints to the CAPRA Chair
within three (3) business days of receipt of the complaint.

If the CAPRA Chair, in consultation with the CAPRA Executive Committee, determines

that the complaint does not relate to the accreditation standards or policies, within two (2)
weeks of receiving the complaint the CAPRA Chair and Executive Committee will notify
the complainant in writing by that no further action will be taken.

If the CAPRA Chair, in consultation with the CAPRA Executive Committee, determines
that the complaint relates to the accreditation standards or policies, the complaint will be
acknowledged in writing within two (2) weeks of the receipt by the CAPRA Chair and
Executive Committee and the complainant will be provided a copy of the process for
handling the complaint.

At the same time as the complainant is notified, the complaint will be forwarded by
certified mail to the named visitor. At the request of the complainant, the name of the
complainant will be redacted within the body of the written complaint sent to the visitor.

The Commission will conduct a preliminary investigation and submit an initial report to
the Visitor addressing the complaint as related to accreditation standards or policies. The
initial report shall be postmarked no more than thirty (30) calendar days following receipt
of the notification, as documented by return receipt of certified mail.

The CAPRA Chair may request further information or materials relating to the complaint
from the complainant, the institution, the visitor, or other sources.

The CAPRA Chair will appoint a review committee comprised of three Commissioners
to consider the complaint, along with all relevant information. The review committee will
recommend appropriate action to the Commission at its next scheduled meeting.
Complaints warranting immediate action will be adjudicated via a conference call
comprised of a quorum of Commissioners.

Determination of an appropriate action will be based on the Commission’s consideration
of the complaint, materials relating to the complaint, the review committee’s findings and
recommendations.

The full Commission or the CAPRA Executive Committee may determine that
consultation with legal counsel is appropriate. As Staff Liaison to CAPRA, the NRPA
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15.

Accreditation Manager will work with the Commission and legal counsel to develop a
plan to address the complaint.

If the complaint is determined to be unsubstantiated or unrelated to the accreditation
standards or policies, no action will be taken, and the complainant and visitor will be so
notified.

If the complaint is substantiated and the Commission determines that the visitor appears
to be out of compliance with the accreditation standards or policies, action will be taken.
This action may include, but is not limited to, retraining, removal from the CAPRA list of
approved visitors, and/or review of any resultant the Commission’s actions or decisions
influenced by the visitor’s noncompliance with standards or policies.

The visitor will be notified of the Commission’s decision and action in writing within two
(2) weeks of the decision. The complainant will be notified of the final decision and
actions following expiration of the reconsideration and appeals process.

The visitor will have the right to request reconsideration of the Commission’s when the
visitor provides evidence that the Commission did not adhere to its complaint policy and
procedures. Any such request must be made in writing and submitted to the NRPA
Accreditation Manager within thirty (30) days of receipt of final action by the
Commission.

The complainant will have the right to request reconsideration of the Commission’s
actions when the complainant provides evidence that the Commission did not adhere to
its complaint policy and procedures. Any such request must be made in writing and
submitted to the NRPA Accreditation Manager within thirty (30) days of receipt of final
action by the Commission.
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LOGO USAGE GUIDELINES

PURPOSE

The logo for the Commission for Accreditation of Park and Recreation Agencies (CAPRA)
copyrighted through the National Recreation and Park Association (NRPA) as CAPRA’s graphic
identity. The CAPRA identity is characterized by dedicated industry professionals who
administer a national accreditation program setting the benchmark for agency achievement. All
board members, staff, associated professionals and participating agencies are united graphically
by the CAPRA logo. The CAPRA logo deserves the same care and protection that is provided
any asset. These guidelines are to ensure that the CAPRA logo is accurately and consistently
expressed wherever it appears. The logo shall only be used on official CAPRA projects or for
official CAPRA business unless otherwise approved by the Commission.

Use of the CAPRA logo must comply with the herein specific usage guidelines.

Failure to strictly adhere to the guidelines within this document shall result in immediate
revocation of authorization to use the logo.

CAPRA BRAND SIGNATURE

The CAPRA logo with full name application will be used as the primary signature. The logo
mark can be used for promotion items and as a design element. Examples of uses may include
but are not limited to; decals, embroidery on clothing, signage, signature tags, and stationary.

An alternative version of the logo, without the word “accredited,” will also be used in
communications regarding agency accreditation during the initial accreditation process, before
accreditation is granted, by visitors, as well as by affiliate organizations. Examples of uses may
include but are not limited to; the initial agency self-assessment, promoting an agency going
through the accreditation process, initial visit reports, and promotional materials.

USAGE ELIGIBILITY
1. Authorization for use of the logo is automatic upon an agency’s initial accreditation, and
all subsequent re-accreditations, once it has been conferred by vote of the Commission.
Accredited agencies are encouraged to use the logo to promote and market the
achievement.

2. The Commission must give written authorization to other eligible parties prior to any use
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10.

of the logo. Individuals requesting permission to use to the CAPRA logo must complete
the “Logo Usage Agreement” form (see below).

Commissioners or visitors may use the logo in any official capacity but may not use it to
represent any individual interests.

The logo shall not be used for the following:

e in political campaign messages or other materials of a partisan nature;

e in a manner that is misleading, defamatory, libelous, obscene, or sexually suggestive;

e in a manner that would disparage or damage the image of CAPRA,;

e in a manner that suggests that editorial content has been authored by, or represents the

views or opinions of CAPRA,;

on food items, health-related items, or alcoholic beverages;

e in connection with any material that infringes the trademark, copyright, or any other
rights of any third party;

e in advertisements, marketing, or endorsements of any product, service, or business
that is not related to CAPRA; or

e ina manner that infringes, derogates, dilutes, or impairs the rights of CAPRA in such
logo.

Alteration of the logo in any way is strictly prohibited. Examples of alteration include
changing any of the constituent colors or fonts, adding additional text or other graphic
elements, removing, relocating, or modifying any element of the design,
disproportionately scaling any element of the design, tilting at an angle, or adding borders
around the logo or elements of the design, or applying other effects and filters.

The CAPRA logo shall remain the exclusive property of CAPRA and NRPA.

Any uses associated with the logo shall be in compliance with any applicable local, state,
or federal law.

Users agree that all uses of the CAPRA logo will support to the benefit of the
Commission.

Users shall not register any logo that is identical to or confusingly similar to the CAPRA
logo in any jurisdiction, domestic, or foreign.

CAPRA may modify these guidelines from time and time and users will be bound to

comply with the material contained in the updated guidelines immediately upon receipt
of, or posting of, the new guidelines.

49



LOGO USAGE
The CAPRA logo is a valuable asset; as such, it is important to closely monitor the way in
which the brand identity is displayed. The logo is the basis of the identity and a critical
component of the overall branding and strategic message. Computer alterations to the logo,

such as drop shadows and outlines, are unacceptable. The following illustrates approved and
inappropriate logo usage.

Approved Logo Use

Inappropriate Logo Usage

Or. Commissionfor
CAPRA Accreditation

é of Parkand Recreation Agencies
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NATIONAL RECREATION AND PARK ASSOCIATION
COMMISSION FOR ACCREDITATION OF PARK AND RECREATION AGENCIES
LOGO USAGE AGREEMENT
THIS AGREEMENT is made and entered into by and between the National Recreation and Park
Association (NRPA), Commission for Accreditation of Park and Recreation Agencies (CAPRA),

and , hereinafter referred to as User.

During the term of this agreement, NRPA authorizes the User to use the CAPRA logo
(hereinafter referred to as “the logo”) only in the manner submitted for approval by NRPA. The
User will not permit the use of the logo in any other form or manner on any other of its products,
materials, either manufactured or electronic.

Use of the logo is for display only purposes. Use is restricted to a period of time of no more than
from the date of this contract during which time the User will maintain active
CAPRA accreditation. This use in no way implies endorsement of User or User’s corporation or
agency or any products or services offered by the User.

User hereby indemnifies NRPA and agrees to hold NRPA harmless against any and all claims or
suits solely arising out of the User’s unauthorized use of the logo during the term of this
agreement.

NRPA hereby indemnifies the User and agrees to hold User harmless against any and all claims
or suits arising out of the use of the logo during the term of this agreement.

NRPA may terminate this agreement upon thirty (30) days written notice to the User under the
following circumstances, provided that during the thirty (30) days period, the User fails to cure
the breach:
= User employs the logo without having obtained prior written approval of NRPA.
= User employs the logo in manner other than that previously submitted to and approved by
NRPA.
= User employs the logo beyond original term of contract.

This agreement is renewable upon written consent of both parties.

Review, print, and sign this document and return it either by fax, mail, or electronically using an
electronic format demonstrating appropriate signature. Upon signature from NRPA, a copy of
the fully executed agreement will be sent to the User and the original will remain in the
possession of the National Recreation and Park Association.

National Recreation and Park Association User

Signature and Date Signature and Date

51



CONFIDENTIALITY OF ACCREDITATION INFORMATION

The minutes of Commission meetings (excluding minutes of executive sessions), including
accreditation review decisions, are available to the public upon request. All other data,
observations, conversations, reports, and working documents related to the Commission’s
dealings with agencies are confidential. Acceptance of membership on the Commission or on a
visitation team constitutes a contractual agreement to safeguard the confidentiality of
information acquired in these capacities.

As a matter of policy, accreditation decisions on individual agencies are made in executive
sessions. Attendance at these sessions is limited to members of the Commission and those
persons specifically invited to attend by the Commission.

No member of the Commission whose agency is being evaluated may participate in any
discussions or decisions with respect to that agency. Further, sitting Commission members shall
not provide private consultation services to any agency unless acting on behalf of the
Commission. The Commission shall not recommend consultants.

Final action on all applications, affirmative and negative, shall be public information unless
under appeal. The Commission retains the right to release a full report, or parts thereof, when
necessary to correct or clarify inaccurate information released by the agency or other sources.

CODE OF PROFESSIONAL CONDUCT PoLicy
This code sets forth the standards of professional conduct to be observed by CAPRA
Commissioners, CAPRA Visitors, and CAPRA accredited agencies, as they act in the capacity of
that role. Individuals shall, in their professional activities, sustain and advance the integrity,
honor and veracity of their position by:
e adhering to the highest standards of integrity and honesty in all public and professional
activities to inspire confidence and trust;
e supporting in a positive manner all actions taken by CAPRA even when I amin a
minority position on such actions;
e abiding the Operating Code and all policies and procedures in the CAPRA Handbook;
e removing myself from cases of conflict of interests;
e never disclosing confidential information related to or verbally discussed about the
CAPRA program;
e doing the best work possible, be objective, use due care and make full use of education
and skills;
e always acting in the best interests of CAPRA by informing the Commission of needed
changes or current best practices;
e never rewarding or punishing, or awarding or denying benefits based on personal
considerations, including but not limited to, favoritism, nepotism or bribery; and
e serve in the interests of stakeholders in a lawful manner, while maintaining high
standards of conduct and character, and not discrediting the profession or the
Commission.
Individuals who fail to practice these professional standards shall be subject to review by the
Commission.
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CAPRA/ILLINOIS DISTINGUISHED AGENCY PROGRAM
NOTE: THIS SECTION IS IN THE PROCESS OF BEING UPDATED DUE TO THE
RELEASE OF THE CAPRA 2014 STANDARDS.

OBJECTIVE

Demonstrate the value of a streamlined process that acknowledges comparability of certain
Illinois Distinguished Accredited Agency standards with CAPRA standards, resulting in a saving
of time and resources for those Illinois agencies accredited by DPRAC that also seek national
accreditation by CAPRA.

OVERVIEW OF PROGRAMS
DPRAC

e 160 Standards

e Compliance measured by point scoring system utilizing mandatory, optional, and bonus
standards
6-year accreditation cycle
Self-assessment review followed by site visit
1 day visit by team of 5 visitors (from within state)
No annual reporting requirement in interim years
Fees:

0 $500 application fee

o No annual fee

CAPRA
e 144 Standards (36 Fundamental)
e Compliance measured by “met” status of all fundamental standards and at least 85%
“met” status of remaining standards
5-year accreditation cycle
Self-assessment review followed by site visit
3-4 day site visit by team of 3 visitors (from out of state)
Annual reporting requirement in interim years
Fees:
o $100 application fee
0 $165 - $3,300 review fee (based on size of agency budget)
0 $60 - $600 annual fee (based on size of agency budget)

STANDARDS COMPARISON

A review of CAPRA and DPRAC standards reveals that 37 (34%) of the 108 non-fundamental
and 18 (50%) of the 36 fundamental CAPRA standards are comparable, i.e. 38% of all CAPRA
standards.

An lllinois accredited agency will achieve CAPRA accreditation by demonstrating compliance
with:
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All fundamental CAPRA standards;

2. All non-fundamental CAPRA standards not certified as comparable to DPRAC standards;
and

3. All non-fundamental CAPRA standards certified as comparable to DPRAC standards, but

unmet by the Illinois accredited agency.

CAPRA accreditation must follow within two (2) years of DPRAC accreditation to maintain that
the standards met for DPRAC are still in compliance.

Reaccreditation occurs every five (5) years for CAPRA and every six (6) for DPRAC. DPRAC
will provide flexibility so that agencies with dual accreditation can remain synchronized for
reaccreditation. DPRAC reaccreditation will precede the CAPRA reaccreditation date to provide
the baseline of met and unmet standards for the CAPRA visitation team.

PILOT PROGRAM

CAPRA and DPRAC are entering into a five-year pilot program. Prior to the pilot, CAPRA and
DPRAC will execute a memorandum of understanding that in part requires the programs to agree
to maintain a current list of CAPRA-comparable DPRAC standards (see list of standards below).
Any modification of standards by either agency will trigger a review of the comparable standards
list.

The following process outlines how an agency in Illinois accredited by DPRAC can become
CAPRA accredited through the pilot program:

Phase 1. DPRAC Accreditation
1. Agency-X in Illinois achieves DPRAC accreditation.

2. As a DPRAC accredited agency, Agency-X is eligible to seek CAPRA accreditation
review through a streamlined process, henceforth called “IL/CAPRA Process”.

Phase I1. Application to CAPRA for IL/CAPRA Process
3. Agency-X will submit to CAPRA, within two (2) years of achievement of DPRAC
accreditation:
a. Application for Accreditation and indicate pursuance of the IL/CAPRA Process;
b. Application fee; and
c. Letter of certification from DPRAC indicating the agency’s compliance and non-
compliance with CAPRA-comparable DPRAC standards.

Phase 111. CAPRA Accreditation via IL/CAPRA Process
4. Agency-X, pursuant to CAPRA procedures, submits a Self-Assessment Report to
CAPRA within eight (8) weeks of the scheduled onsite visit that documents compliance
with:
a. All fundamental CAPRA standards;
b. All non-fundamental CAPRA standards not certified as comparable to DPRAC
standards; and
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c. All non-fundamental CAPRA-comparable DPRAC standards indicated as unmet
by the DPRAC letter of certification.

5. Onsite CAPRA visit:
a. The visitation team for the IL/CAPRA Process visit consists of two (2) CAPRA
visitors. This may vary depending on the size of the agency.
b. The normal duration of the IL/CAPRA Process visit will be two (2) days. This
may vary depending on the size the agency.

6. The CAPRA Visitation Team will issue a visitation report to CAPRA for approval (see
“The Visitation Report” section for process).

7. CAPRA will complete the accreditation process according to its regular policies and
procedures.

List oF CAPRA/DPRAC COMPARABLE STANDARDS

CAPRA DPRAC

14 Policies, Rules and Regulations, and 1.5.2 Administrative and Policy Making
' Operational Procedures Functions
1.2 Jurisdiction 3.5.2 Map
113 Responsibilities of Approving Authority, 1.5.2 Administrative and Policy Making
" Chief Administrator, and Staff Functions
1.3.2  Personnel Involvement 1.3.1 District Goals

1.9.1 Policy on Cooperative Use and

1.5.1 Operational Coordination Maintenance of Eacilities

Planning with Regional, State, Federal and

2.3 Non-government Agencies 1.8.1 Working Relationship
5.5.2 Needs Assessment Study to assess and
2.4.2 Community Assessment determine the recreation needs and interests of its
population
1.8.2 Citizen Input -- Requires a citizen input
policy and evidence of implementation
29 Community Involvement 3.2.2  Facility Development Planning

5.7.2  Community Input in Planning and
Development
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CAPRA DPRAC

1.10.3 Authority for Coordinating Public

3411 Public Information and Community Relations (Note: CAPRA uses the term
"7 Relations Responsibility Community Relations, whereas IL uses the term
Public Relations)
4.1.8 Compensation 4.8.1 Salary Ranges

4.5.1 Comprehensive Personnel Policies
Manual

(Note: The IL Personnel Policy Manual includes
“fringe benefits”)

4.1.6  Employee Benefits

4.1.9 Performance Evaluation 4.8.3 Appraisals of Job Performance

4.5.1 Comprehensive Personnel Policies

4.1.11 Disciplinary System Manual

4.5.2 Distribution of Personnel Policy

4451 Comprehensive Personnel Policies

4.1.12 Grievance Procedures Manual

4.5.2 Distribution of Personnel Policy

45.1 Comprehensive Personnel Policies
Manual

4.1.13  Termination and End of Employment 4.5.2 Distribution of Personnel Policy

(Note: The IL Personnel Policy Manual includes
“termination”)

4.6  Orientation Program 4.6.1 Employee Orientation Program

4.3.1 In-House Training - Short Duration

4.6.1 In-Service Training Function 4.3.2 In-House Training - Long Duration
(Note: CAPRA requires annual update, review
and evaluation.)
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CAPRA DPRAC

4.6.2

Employee Development

4.2.2 Continuing Education Opportunities

4.3.1 In-House Training - Short Duration

4.3.2 In-House Training - Long Duration

4.3.3 Staff Attendance at Workshops

4.6.4

Professional Organization Membership

47.1 Professional Involvement

4.7

Volunteer Management

1.13.2 Volunteer Manual

4.7.1

Utilization of VVolunteers

1.13.1 Policy or Procedure on Volunteers

4.7.4

Recognition of VVolunteers

1.13.3 Volunteer Recognition Program

512

Acceptance of Gifts and Donations

2.16 Recreation Agency Acceptance of
Donations, Gifts & Bequests

521

Authority and Responsibility for Financial
Management

2.1.1 Responsibility for Fiscal Management
Functions

531

Financial Status Reports

2.2.5 Financial Report — The Agency should
have an accounting system that includes, at a
minimum, provisions for monthly status reports
showing:

* initial appropriations for each account (or
program)

* balances at the commencement of the monthly
period

* expenditures and encumbrances made during
the period and unencumbered balances
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Supplemental/Emergency Appropriations

2.15 Supplemental/Emergency Appropriations

6.1.2

Participant Involvement

5.7.1 Professional Affiliation Guidelines

5.7.2  Community Input in Planning and
Development

6.1.6

Fee Based Programs and Services

5.8.1 Recreation Program and Facilities Fees
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CAPRA DPRAC

5.6.1 Coordinating Recreation Programs and

6.1.7  Cooperative Planning Cooperative Relationships

5.4.2 Evaluation of Services & Information

6.3  Program Evaluation Reporting

5.2.1 Special Needs with People with
Disabilities

. 5.2.2 Program Opportunities for People with
6.5  Scope of Program Opportunities Economic Hardship
5.3.2 Comprehensive Year-Round Program
Opportunities

5.4.1 Maintaining Statistics for Recreational
Needs

6.8 Program and Service Statistics 5.4.2 Evaluation of Services & Information

Reporting

3.2.3 Regularly Scheduled Preventive

7.5.2 Preventative Maintenance Plan )
Maintenance

7.9  Environmental Sustainability 3.3.5 Environmental Policy
Capital Asset Depreciation and 3.2.4 Facilities and Equipment Replacement
7.11
Replacement Schedule
8.4.3 Handling of Disruptive Behavior 5.9.1 Behavior Management Policy Procedure
9.1.1 Statement of Policy 4.9.4 Safety Policy Statement/Procedure

4.9.5 Safety Manual

9.1.2 Risk Management Operations Manual 496 Employee Knowledge of Safety

Policy/Procedure & Manual

4.9.7 Written Accident Investigation and

9.1.2.1 Accident and Incident Reports Follow Up

49.6 Employee Knowledge of Safety

9.1.3  Personnel Involvement and Training Policy/Procedure & Manual

9.2  Risk Manager 4.9.1 Risk Management Representative
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AMENDMENTS TO STANDARDS

The standards may be amended by a two-thirds vote of the Commission. Proposed substantive
changes to the standards by the Commission shall be submitted for public comment. The
Commission shall invite comments related to these revisions, so as to permit sufficient time for
interested individuals and organizations to respond prior to final action by the Commission.

AMENDMENTS TO THE HANDBOOK
The handbook may be amended by a two-thirds vote of the Commission.
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CAPRA GLOSSARY OF TERMS

As-Built Drawings - Plans and drawings that graphically represent the existing building or
facility, in its current state reflecting demolitions, additions or other major alterations that
have occurred over time. A complete set of as-built drawings typically include a site plan,
floor plan, and plans and details for structural, mechanical, electrical and plumbing
systems.

Assessment - An estimation, opinion or approximation. An assessment is a formative type of
evaluation that seeks information for learning or teaching as opposed to an evaluation
that is a final or summative judgment.

Consultant - is an individual or group of individuals who provides professional or expert advice
in a particular area such as human development, marketing, finances, landscape design,
facility construction, and so on. (Management of Park and Recreation Agencies, 3rd
Edition, page 458)

Comprehensive Plan - The Comprehensive plan or General Plan is the long term development
plan for the area. This is usually a Planning or Community Development document. The
plan usually identifies the development through a series of goals, policies and
objectives. The Plan has several sections including a Land Use section which is the
zoning of the area. In addition to land use, other sections usually include transportation,
drainage, utilities, public facilities and of course parks, recreation and open space

Conceptual Foundations of Play, Recreation and Leisure — Recreation programs should
reflect the basic conceptual foundations of play, recreation, and leisure. Recreation
programs should encourage or promote a degree of freedom, choice, or voluntary
engagement in their structure or design.

Recreation is an activity in which a person engages for a positive, purposeful end.

Play as a form of behavior is usually considered a creative, spontaneous expression.
Often, park and recreation programs reflect the spirit of play in their design, promoting
open, free, and expressive opportunities for individuals. (Edginton, C. & O’Neill, J.
(2010). Program Services and Event Management. In Management of Park and
Recreation Agencies (3" Edition), p.156. Ashburn, VA: National Recreation and Park
Association (NRPA); Edginton, C., Hudson, S., Dieser, R. & Edginton, S. (2004).
Leisure programming. Boston: McGraw-Hill; Dattillo, J. (1999). Leisure education
program planning: A systematic approach (2" Ed.). State College, PA: Venture.)

Leisure can be defined as time (free from obligations), activity (that people engage in
during their free time) and state of mind (includes perceived freedom, intrinsic
motivation, perceived competence and positive affect). (Hurd, A. & Anderson, D. (2011).
Park and Recreation Professional's Handbook. Champaign, IL: Human Kinetics.)
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Cultural Resources -Resources that are all encompassing of a community’s arts, cultural
activities and institutions, including nonprofits, visual and performing arts, artists, art
audiences, art education, public art, art facilities and systems of financial support. Some
communities use cultural resources to advance multiculturalism, the creative expression
of a community’s diversity and initiatives involving literature, design, historic
preservation and public events and festivals.

Cultural Plan - A Cultural Arts Plan is a used to summarize the Cultural Arts community and to
describe the goals and strategies for enhancing cultural opportunities in the area. The
Plans should include a vision statement and also discuss the broader trends and
implications facing the arts and cultural development. It is a means of consulting with
citizens to ascertain their cultural values and aspirations. The result can be identified as
strengths, weaknesses, opportunities and threats to the arts and culture community as
recommend short, immediate and long term strategies for the plan.

Education for Leisure —Leisure education develops the attitudes (affective), skills
(psychomotor), and knowledge (cognitive) required for optimal leisure functioning and a
full range of lifelong leisure activities. The components of a typical program include:
developing the physical and cognitive skills necessary for participation in park and
recreation activities, gaining knowledge of leisure opportunities, learning how to use
required equipment and materials, and acquiring understanding and appreciation for
leisure and its role in life satisfaction and quality of life.

Public park and recreation agencies should have a plan of education for leisure. The plan
should provide a continuous, systemic and operational program to teach the general
public (children, adolescents, adults, including persons with special needs) about the use
of leisure time, emphasizing an understanding of the value of recreation (organized
leisure) to the individual and the effects (benefits, values, impacts) of leisure on society.
Providing multiple opportunities to explore and experience a variety of enjoyable leisure
activities are important aspects of the plan.

Further in-depth resources, collaborative partnerships with schools and non-profit
agencies, community presentations, demonstration projects, including website links for
accessing successful plans can be seen in: Management of Park and Recreation Agencies
(2010), 3rd Edition, pp.172-175 and accessed at: Leisure Education In the Schools:
Promoting Healthy Lifestyles for All Children and Youth

Encroachment - taking of land without authorization; an illegal intrusion with or without
obstruction

Evaluation - is an analytical review or appraisal that uses qualitative or quantitative data to
assess status, effectiveness, relevance and appropriateness. Evaluations are documented
in writing. Annual evaluations are conducted at least once each year. Periodic or regular
evaluations are done at fixed intervals. Systematic evaluation relates findings to a
system, method, or plan.
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Goal - statements describing the conditions or attributes to be attained (Management of Park and
Recreation Agencies, 3rd Edition, page 116); or a desired outcome that act on the mission
of the organization. (Management of Park and Recreation Agencies, 3rd Edition, page
72)

Grievance - a complaint by an individual concerning the interpretation or application of rules
and regulations governing personnel practices, working conditions, workplace rules, or
alleged improper treatment. (Management of Park and Recreation Agencies, 3rd Edition,
page 429)

Guideline - a detailed plan or explanation to guide you in setting standards or determining a
course of action.

Historical Resources - Historic resource is a prehistoric or historic district, site, building,
structure, or object. This term includes artifacts, records, and remains that are related to
and located within these properties. The term also includes properties of traditional
religious and cultural importance to an Indian tribe or Native Hawaiian organization.

Leisure (see Conceptual Foundations of Play, Recreation, and Leisure)
Manual - a repository of official guiding documents of an organization.

Natural Resources - (referred to as land or raw materials) occur naturally within environments
that exist relatively undisturbed by mankind, in a natural form.

Objective - a specific and quantifiable statement of achievement. It is a statement of measurable
outcome which can be used to determine progress towards a goal.

Organizational Component - A major subdivision of the organization, e.g. department or
division.

Ordinance - is a city or county law. It is permanent, codified, and carries more authority than a
resolution. (Management of Park and Recreation Agencies, 3rd Edition, page 61)

Outcomes - Outcomes are measurable changes in behaviors, attitudes, knowledge, conditions or
skills. Outcomes show the relationship between resource inputs and the resulting impacts
and benefits of the outputs. (Management of Park and Recreation Agencies, 3rd Edition,
pp. 167-168)

Output - Actual programs and services delivered to the clientele. There are two types of
outputs: those related to programs/services, and those concerned with participants.
Outputs are generally quantitative. (Management of Park and Recreation Agencies, 3rd
Edition, p.151)
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Parks and Recreation Master Plan - This is usually an element of the Comprehensive Plan and
it should provide specific direction regarding the decision making with regards to parks,
recreation facilities and programs. The master plan usually summarizes the agency’s
recreation needs and desires and details course of action that will enable the agency to
realize the goals and objectives.

Plan - Written or graphic account of a current course of action or intended future course of
action aimed at achieving specific goal(s) or objective(s) within a specific timeframe. It
may explain in detail what needs to be done, when, how, and by whom.

Play (see Conceptual Foundations of Play, Recreation, and Leisure)
Policy - is a formally approved written directive for handling situations that arise.

Procedure - are specific steps, set forth by the administrator and staff to facilitate the
implementation of policies, how something is to be done, when, and by whom.

Recreation (see Conceptual Foundations of Play, Recreation, and Leisure)

Review - is a general written overview, less analytical than an evaluation that assesses or affirms
status, effectiveness, relevance and appropriateness. Annual reviews are conducted at
least once each year. Periodic or regular reviews are done at fixed intervals. Continuous
reviews are conducted frequently on an ongoing basis.

Site Plan - A drawing at appropriate scale that shows completed or contemplated physical
characteristics of the site, including facilities, vegetation, circulation, service and
maintenance areas, and parking. (Management of Park and Recreation Agencies, 3rd
Edition, pp.230-231)

Strategic Plan - The document that guides implementation of longer-range agency vision in a
manner consistent with agency mission. The process for creating a strategic plan
involves agreement on priorities and involves planning to overcome obstacles and
constraints that can impede progress. Long-term comprehensive plans and master plans
present agreed vision. A strategic plan is more action oriented; it presents action plans
that affect the day-to-day implementation of longer-range agency vision. (Management of
Park and Recreation Agencies, 3rd Edition, pp.114-118)
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TOWN OF WAYNESVILLE BOARD OF ALDERMEN
REQUEST FOR BOARD ACTION
Meeting Date: March 24, 2015

SUBJECT: Special Events - Request Temporary Street Closures — Haywood County TDA, West Waynesville
Relay for Life and First Methodist Church Waynesville

AGENDA INFORMATION:

Agenda Location: New Business

Item Number: 6-D

Department: Administrative Services
Contact: Marcy Onieal, Town Manager
Presenter: Marcy Onieal, Town Manager

BRIEF SUMMARY:

Occasionally organizations request a street closing for a block party, parade, foot or bike race, or other event and
the Town tries to accommodate those requests whenever possible. Three requests have been received for
closures for upcoming events.

A request from the Haywood County TDA was received regarding a temporary closure of Depot Street from 12:15
p.m. until 12:45 p.m. on Tuesday, April 14" for the unveiling of a new quilt block. The quilt block is on the end of
the Animal Hospital facing the Courthouse, so in order for people to view it and hear the speakers they would need
to stand in the street. This will be a short presentation — 15 minutes and then everyone will move into the
building. We hope to have a large turnout to create awareness of the efforts to raise money for a new animal
shelter for the county. Smaller versions of this quilt block will be sold to raise money for the shelter.

A request from the West Haywood Relay for Life for an earlier closure of the Miller Street Parking Area to conduct
the second annual Wine Race on Saturday, April 25th from 2:30 p.m. to 4:30 p.m. The initial street closure
for The Relay for Life Event was approved by the Board at their October 14, 2014 meeting. This is a request to
extend the closure of the Miller Street Parking Area beginning at 2:30 p.m.

The Relay for Life event will require the closure of Main Street from Church Street to Courthouse on Saturday, April
25, 2015 beginning at 5:00 p.m. until approximately 1:00 a.m. Sunday, April 26, as well as the Miller Street parking
area. There is another event that morning, the KARE 5K which was approved at the January 13, 2015 Board
meeting but there should be no interference between the two events due to the early start of the KARE 5K.

A request from First Methodist Church Waynesville for three upcoming events for the closure of Academy Street
to ensure the safety of their participants.
e Pig Pickin’ — Sunday, May 31 beginning at 4pm and ending at 8pm; request closure of street by 1pm.
e Back to School Bash — Sunday, August 30 beginning at 4 and ending at 7pm; request closure of street by
lpm.
e  Trunk or Treat — Saturday, October 31 beginning at 5pm and ending at 8pm; request closure of street by
3:30pm.

MOTIONS FOR CONSIDERATION: To approve street closures, as requested, by:
a. Haywood County TDA
b. West Waynesville Relay for Life
c. First Methodist Church of Waynesville




FUNDING SOURCE/IMPACT: No direct costs for these events. The Town will provide in-kind support for traffic
control, event security, emergency response and sanitation.

ATTACHMENTS:
=  Email from Haywood County TDA
= Letter from First Methodist Church of Waynesville

MANAGER’S COMMENTS AND RECOMMENDATIONS: Currently, only the Board of Aldermen has the authority to
close a public street for special events, and it has generally granted permission for events that have broad public
appeal without disrupting emergency services or the lives and livelihoods of residents and businesses in the
surrounding area. Manager recommends approval of the street closures as presented.




From: lynn@visitncsmokies.com [mailto:lynn@visitncsmokies.com]
Sent: Monday, March 16, 2015 8:09 AM

To: Marcy Onieal

Subject: Road Closure for Quilt Block Unveiling

Good morning Marcy,

As per our discussion last week, the Waynesville Animal Hospital will be unveiling their quilt block on Tuesday,
April 14th at 12:30pm. We would like to have that portion of Depot Street blocked off from 12:15 to 12:45 if
possible. The quilt block is on the end of the Animal Hospital facing the Courthouse, so in order for people to view
it and hear the speakers they would need to stand in the street. This will be a short presentation — 15 minutes and
then everyone will move into the building. We hope to have a large turnout to create awareness of the efforts to
raise money for a new animal shelter for the county. Smaller versions of this quilt block will be sold to raise money
for the shelter.

| appreciate your assistance on this matter. If you have questions or need additional information just let me know.

Lynn Collins

Executive Director
Haywood County TDA
828-452-0152
Lynn@visitncsmokies.com



First United Methodist Church

P.O. Box B38 - 566 5. Haywood Street
Waynesville, NC 28786 (828) 456-9475

March 18, 2015
Dear Mayor Brown and Board of Alderman:

We would like to request a street closure for three events at First United Methodist Church of
Waynesville. The street closure request is Academy Street that runs in between the church property

and the church parking lot. We wish to barricade Academy 3treet in between the intersections of
Haywood Street and Tate Street. The times of cdlosure requested are included below. For each of these
events at the church, we are expecting crowds ranging from 200 - 500 induding many small children and
elderly people. We hope that the street closure will provide safety for all people attending the events as
they move between the church parking lot and church property.

Pig Pickin’ - Sunday, May 31 from 4-8pm. This event includes inflatables set up in the church
lawn, a live bluegrass band, BBQ, and other games. We request street dosure to begin at 1pm
on May 31.

Back to School Bash - Sunday, August 30 from 4-7pm. This event is open to the community and
includes inflatables set up in the church parking lot, live music, hot dogs, and other games. We
request street closure to begin at 1pm on August 30,

Trunk or Treat - Saturday, October 31 from 5-8pm. This event is open to the community and
includes cars parked on Academy Strest with trunks open providing treats and candy to children
on Halloween. We hope this provides a safe alternative for door to door trick or treating for
families with children. We request street closure to begin at 3:30pm October 31.

Please let us know if you have any questions about the reguest for street closure. We apprediate your
cooperation and know that you are invited to attend any of these events at FUMC. Our church
welcomes ALL and is blessed by all who are present.

Sincerely,

Rev. Becky Brown

Pinister of Discipleship and Evangelism, FUMC



TOWN OF WAYNESVILLE BOARD OF ALDERMEN
REQUEST FOR BOARD ACTION
Meeting Date: March 24, 2015

SUBJECT: Amendments to the Municipal Records Retention Schedule

AGENDA INFORMATION:

Agenda Location: New Business

Item Number: 7-D

Department: Administrative Services
Contact: Amie Owens, Town Clerk
Presenter: Amie Owens, Town Clerk

BRIEF SUMMARY:
Periodically, the NC Department of Cultural Resources amends the records retention schedule to include
information that may have been changed due to legislative updates or other necessary revisions.

Changes to the current schedule include:

Standard 4 — Budget, Fiscal and Payroll Records — amending item 32, Escheat and Unclaimed Property
file — this section reflects the change to the retention for those records filed prior to and after July 16,
2012 in compliance with NCGS 116B-60 and 116B-73.

Standard 9 — Law Enforcement Records — addition of item 136 — Law Enforcement Audio and Video
Recordings - this new section meets the provisions of NCGS 132-1.4 and notes that these records may be
destroyed in office after 30 days if not made part of a case file. If made part of a case file, these records
must meet specific standards which are cross referenced in the disposition instructions.

Standard 12 — Personnel Records — this section reflects 5 separate amendments

a. 1-A Accreditation records — destroy in office one (1) year after accreditation is obtained,
renewed or no longer valid.

b. 19 — Employee Eligibility Records — mandatory retention of all I-9 forms for the duration of
employment and after separation records may be destroyed in office three years from the
date of hire or one year from separation, which ever occurs later.

c. 36 FMLA Records — This item is discontinued and cross referenced to the Leave File.

d. 42 Leave File — Any records concerning any type of leave (with or without pay, FMLA, sick,
vacation, etc..) may be destroyed in office after the employee returns to work or
termination of employment.

e. 43 Leave without Pay - This item is discontinued and cross referenced to the Leave File.

MOTION FOR CONSIDERATION: To approve the amendments to the Municipal Records Retention
Schedule, as presented.




FUNDING SOURCE/IMPACT: N/A

ATTACHMENTS:
e Amended standards and requisite signature pages

MANAGER’S COMMENTS AND RECOMMENDATIONS: The manager recommends adoption as
presented.




Municipal
Records Retention Schedule Amendment

Amending the Municipal Records Retention and Disposition Schedule published September 10, 2012.
STANDARD 9. LAW ENFORCEMENT RECORDS
Adding Item 136, Law Enforcement Audio and Video Recordings, as shown on substitute page 90.
STANDARD 12. PERSONNEL RECORDS |

Amending Item 19, Employee Eligibility Records, as shown on substitute page 105.

APPROVAL RECOMMENDED

-City/Town Clerk

)fcvtc«& . k@@fv{g

Chief Administrative Officer/ Sarah E. Koonts, Director
City Manager Division of Archives and Records

APPROVED

Mayor : ” Susan W. Kluttz, Secretary
Department of Cultural Resources

January 5, 2015




STANDARD-9: LAW ENFORCEMENT RECORDS

ITEM #

RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION

134. WORK RELEASE EARNINGS REPORTS Destroy in office after 3 years.* G.S. §148-32.1
Inmates” work release earnings reports submitted
either to the N.C. Department of Corrections or the
Clerk of Superior Court.

13s. WRECKER SERVICE RECORDS a) Destroy in office after 1 year if not made part of a case file.

Records concerning wrecker requests or calls. May

include lists of wrecker company’s towing and storage | b) If record is made part of a case file follow disposition
rates, rotation lists, notification records when vehicles instructions for CASE HISTORY FILE: FELONIES item 17,
are towed from private property, and other related page 64; or CASE HISTORY FILE: MISDEMEANORS item 18,
records. page 64.

136. LAW ENFORCEMENT AUDIO AND VIDEO RECORDINGS | a) Destroy in office after 30 days if not made part of a case Comply with applicable
Tapes and digital recordings generated by mobile and file. provisions of G.S. § 132-
fixed audio and video recording devices. 1.4 regarding

b) If record is made part of a case file follow disposition confidentiality of
Does not include ELECTRONIC/VIDEO RECORDINGS instructions for CASE HISTORY FILE: FELONIES item 17, criminal investigation
OF INTERROGATIONS (HOMICIDE) item 44, page 71. page 64; or CASE HISTORY FILE: MISDEMEANORS item 18, | records and G.S. §160a-
page 64. 168 regarding
See also MOBILE UNIT VIDEO TAPES item 81, page 80. confidentiality of
c) Ifrecord is made part of a citizen complaint follow personnel records.
disposition instructions for CITIZEN COMPLAINTS/
ADMINISTRATIVE INVESTIGATION RECORDS item 21, page
65.
d) If record is made part of an internal investigation follow

disposition instructions for INTERNAL AFFAIRS CASE
RECORDS item 76, page 78.

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTIONS, page vi.
T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.

90




STANDARD-12. PERSONNEL RECORDS

ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
18. EMPLOYEE EDUCATIONAL ASSISTANCE PROGRAM Destroy in office 3 years after completion, denial, repayment,
RECORDS or removal from program.*
Includes records requesting tuition assistance,
repayments, and other related records.
See also PERSONNEL RECORDS (OFFICIAL COPY) item
47, page 112.
19. EMPLOYEE ELIGIBILITY RECORDS Mandatory retention throughout the duration of an individual’s | 8 USC 1324a(b)(3)
Includes the United States Immigration and employment. After separation, destroy records in office 3
Naturalization Services, Employment Eligibility years from date of hire or 1 year from separation, whichever
Verification (I-9) forms. occurs later.
20. EMPLOYEE EXIT INTERVIEW RECORDS Destroy in office after 1 year.
See also PERSONNEL RECORDS (OFFICIAL COPY) item
47, page 112.
21. EMPLOYEE HEALTH CERTIFICATES a) Transfer records as applicable to PERSONNEL RECORDS
Includes health or physical examination reports, or (OFFICIAL COPY) item 47, page 112.
certificates created in accordance with Title VIl and
the Americans with Disabilities Act (ADA). b) Destroy in office all other records 2 years after resolution
of all actions.

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTIONS, page vi.
T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.

105




Municipal
Records Retention Schedule Amendment

Amending the Municipal Records Retention and Disposition Schedule published September 10, 2012.
STANDARD 4. BUDGET, FISCAL AND PAYROLL RECORDS
Amending item 32 Escheat and Unclaimed Property File as shown on substitute page 29.
STANDARD 12. PERSONNEL RECORDS
Adding item 1-A Accreditation Records as shown on substitute page 101. Superseded
Amending item-19-Employee Eligibllity Records-as shown-on substitute-page-105. January 5, 2015

Amending items 36 Family Medical Leave Act (FMLA) Records, 42 Leave File, and 43 Leave Without Pay
File as shown on substitute pages 110-111.

APPROVAL RECOMMENDED

City/Town Clerk

%@a& %Vke@'@_}s

Chief Administrative Officer/ Sarah E. Koonts, Director
City Manager Division of Archives and Records

APPROVED

B W0l

Mayor Susaﬁ W. Kluttz, Secretary
Department of Cultural Resources

August 29, 2013

Municipality



STANDARD-4: BUDGET, FISCAL AND PAYROLL RECORDS

ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
27. DAILY DETAIL REPORTS Destroy in office after 1 year.*
28. DEPOSITS a) Destroy in office official/audit copies after 3 years.* G.S. § 159-32
b) Destroy in office remaining records after 1 year.
29. DETAIL REPORT FILE (FINANCIAL RECORDS FOR a) Destroy in office annual reports after 3 years.*
GENERAL FUND OR GENERAL LEDGER)
b) Destroy in office all other reports after 1 year.
30. DIRECT DEPOSIT APPLICATIONS/AUTHORIZATIONS Destroy in office when superseded or obsolete. Comply with applicable
Includes related records such as bank account confidentiality
numbers and routing numbers. provisions of G.S.
§132-1.10(b)(5)
regarding personal
identifying information.
31. DISTRICT INVESTMENT RECORDS Destroy in office after 3 years.*
32. ESCHEAT AND UNCLAIMED PROPERTY FILE a) Destroy in office after 10 years if report was filed prior to Comply with applicable
July 16, 2012.* provisions of G.S.
§116B-60 and §116B-
b) Destroy in office after 5 years if report was filed after July 73.
16, 2012.*
33. EXPENDITURE REPORTS Destroy in office after 3 years.*
34. FACILITY SERVICE AND MAINTENANCE AGREEMENTS | a) Destroy in office depreciation schedules 3 years after asset

See also GRANTS: FINANCIAL item 36, page 30.

is fully depreciated or disposed.

b) Destroy in office remaining records after 3 years.*

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTIONS, page vi.
+ See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.

29




STANDARD-12. PERSONNEL RECORDS

ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
1. ABOLISHED POSITION FILE Destroy in office when administrative value ends.T
Agency Policy: Destroy in office after
1-A. ACCREDITATION RECORDS Destroy in office 1 year after accreditation is obtained,
Records concerning compliance with those standards renewed, or no longer valid.*
outlined by professional accreditation programs.
2. ADDRESS FILE Destroy in office when superseded or obsolete.
3. ADS AND NOTICES OF OVERTIME, PROMOTION, AND | Destroy in office 1 year from date record was made. 29 CFR 1627.3
TRAINING OPPORTUNITIES
4, AFFIRMATIVE ACTION FILE a) Destroy in office all reports, analyses, and statistical data 29 CFR 30.8(b)(e)
after 5 years. 29 CFR 1608.4
b) Destroy in office affirmative action plans 5 years from date
superseded.
5. APPRENTICESHIP PROGRAM RECORDS Destroy in office 5 years from the date of enrollment. 29 CFR 30.8(e)
6. APTITUDE AND SKILLS TESTING RECORDS a) Destroy in office applicant and employee test papers 2 29 CFR 1602.31

Records concerning aptitude and skills tests required
of job applicants or of current employees to qualify for
promotion or transfer. May include civil service
examinations.

See also EMPLOYMENT SELECTION RECORDS item 32,
page 108S.

years from date record was created.

b) Destroy in office validation studies and copies of tests 2

years after no longer in use.

¢) Destroy in office records relating to the planning and

administration of tests in office after 2 years.

29 CFR 1602.40
29 CFR 1602.49

¥See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTIONS, page vi.
+ See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.

101




ITEM #

STANDARD-12. PERSONNEL RECORDS

RECORD SERIES TITLE

DISPOSITION INSTRUCTIONS

CITATION

35.

EQUAL PAY RECORDS

Includes reports, studies, aggregated or summarized
data, and similar documentation compiled to comply
with the Equal Pay Act.

Destroy in office after 2 years.

29 CFR 1620.32

36.

FAMILY MEDICAL LEAVE ACT (FMLA) RECORDS
Records concerning leave taken, premium payments,
employer notice, medical examinations considered in
connection with personnel action, disputes with
employees over FMLA and other related records.

Item discontinued. See LEAVE FILE, item 42, page 111.

37.

FRINGE BENEFITS FILE

Destroy in office when administrative value ends.T
Agency Policy: Destroy in office after

38.

GRIEVANCE FILE

Includes initial complaint, investigations, actions,
summary, and disposition. May include disciplinary
correspondence, including email.

See also DISCIPLINARY FILE item 11, page 102 and
PERSONNEL RECORDS (OFFICIAL COPY) item 47, page
112.

Destroy in office after 2 years.

39.

HEALTH INSURANCE FILE
Completed claim forms and other records concerning
employees covered by health plans.

Destroy in office after 2 years.*

40.

INCREMENTS FILE

Destroy in office when released from all audits.

41.

INTERNSHIP PROGRAM FILE
Records concerning interns and students.

Destroy in office after 3 years.

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTIONS, page vi.
T See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.




STANDARD-12. PERSONNEL RECORDS

ITEM #
RECORD SERIES TITLE DISPOSITION INSTRUCTIONS CITATION
42, LEAVE FILE Destroy in office 3 years after return of employee or 29 CFR 825.110(b){(2)(i)
Records concerning employee leave, including termination of employment.* 29 CFR 825.500(b)
requests for and approval of sick, vacation, overtime,
buy-back, shared, donated, military, etc. Includes
premium payments, employer notice, medical
examinations considered in connection with personnel
action, disputes with employees over the Family
Medical Leave Act (FMLA), and other related records.
43. LEAVE WITHOUT PAY FILE Item discontinued. See LEAVE FILE, item 42, page 111.
44, LONGEVITY PAY REQUESTS Destroy in office when released from all audits.
45. MERIT AND SENIORITY SYSTEM RECORDS a) Destroy in office employee-specific records after 3 years. 29 CFR 1627.3
b) Destroy in office system and plan records 1 year after no
longer in effect.
46. PERSONNEL ACTION NOTICES a) Transfer records as applicable to PERSONNEL RECORDS
Records used to create or change information in the (OFFICIAL COPY) item 47, page 112.

personnel records of individual employees concerning
such issues as hiring, termination, transfer, pay grade, | b) Destroy in office all remaining records 2 years from date
position or job title, name change and leave. record was created, received, or the personnel action
involved.

*See AUDITS, LITIGATION, AND OTHER OFFICIAL ACTIONS, page vi.
1 See signature page. The agency hereby agrees that it will establish and enforce internal policies setting minimum retention periods for the records that
Cultural Resources has scheduled with the disposition instruction “destroy when administrative value ends.” Please use the space provided.

111




TOWN OF WAYNESVILLE BOARD OF ALDERMEN

REQUEST FOR BOARD ACTION
Meeting Date: March 24, 2015

SUBJECT: Consideration of amendment of Section 3.10.4 of the Land Development Standards
regarding minimum lot size, buffering and design for Monopole Wireless Communication Towers.

AGENDA INFORMATION:

Agenda Location: New Business

Item Number: 8-E

Department: Development Services
Contact: Paul Benson, Town Planner
Presenter: Marcy Onieal, Town Manager

BRIEF SUMMARY:

Monopole Wireless Communication Towers require a Special Use Permit in all zoning districts within the
Town of Waynesville’s jurisdiction. Proposed towers are required to meet a number of specific location
and design standards (LDS section 3.10.4) and the Planning Board must make findings of fact that they
also meet six general standards (LDS section 15.10.2) regarding impact on surrounding properties and
infrastructure.

The location standards, specifically 3.10.4.B.2, require a minimum lot size of 1 acre. The applicant,
Prime Tower Development LLC, requests that this minimum lot size be eliminated for the reasons stated

in the attached application.

Staff recommends this amendment along with amendments to buffer and design standards as outlined
in the attached staff report.

At their regular meeting of February 16, 2015 the Planning Board voted to recommend that these
amendments be adopted.

MOTION FOR CONSIDERATION:

Call public hearing for April 14 to consider adoption of amendments to Section 3.10.4 of the Land
Development Standards regarding minimum lot size, buffering and design for Monopole Wireless
Communication Towers

FUNDING SOURCE/IMPACT: None




ATTACHMENTS:
e February 16, 2015 Planning Board Minutes

e Staff report dated February 16, 2015
e Application for Land Development Standards Text Amendment

MANAGER’S COMMENTS AND RECOMMENDATIONS: Manager recommends approval.




MINUTES OF THE TOWN OF WAYNESVILLE PLANNING BOARD
SPECIAL MEETING
Town Hall — 9 South Main St., Waynesville, NC 28786
February 23, 2015

THE WAYNESVILLE PLANNING BOARD held a special meeting on February 23, 2015 at 5:30 p.m.
in the board room of the Town Hall, 9 South Main Street, Waynesville, NC.

A. CALLTO ORDER

1. Welcome/Calendar/Announcements

Chairman Patrick McDowell welcomed everyone and called the meeting to order at 5:40 p.m.
The following members were present:

Patrick McDowell

Marty Prevost

Shell Isenberg

Robert Herrmann

Bucky Dykes

The following staff members were present:

Eddie Ward, Deputy Town Clerk
Paul Benson, Town Planner

2. Minutes of November 17, 2014

Board Member Marty Prevost made a motion, seconded by Board Member Robert Herrmann,
to approve the minutes of November 17, 2014 as presented. The motion passed unanimously.

B. NEW BUSINESS

3. Consideration of Land Development Standards text amendment — Monopole Wireless
Communication Tower

Chairman Patrick McDowell asked Town Planner, Paul Benson, to give a staff report. Mr.

Benson said all proposed wireless communication towers within the Town of Waynesville's zoning
districts require a Special Use Permit. Towers are required to meet a number of specific location and
design standards. The Planning Board must make findings of fact that six general standards, (LDS
section 15.10.2), regarding impact on surrounding properties and infrastructures, are met. The location
standards, specifically Land Development Standards section 3.10.4.B.2, require a minimum lot size of
one acre. The applicant, Prime Tower Development LLC, is requesting that the minimum lot size be
eliminated.

Planning Board Minutes
Special Meeting
February 23, 2015



Staff Recommendations

Currently, in non-residential districts, there are generally no minimum lot sizes and minimal
setbacks to encourage a denser development pattern. Typically, residential districts have minimum lot
sizes ranging from 1/6 to 1/2 acre. The larger lot sizes required for Monopole Wireless Communication
Towers are intended to lessen adverse impacts on neighboring properties from structures that are
significantly higher than most permitted structures.

Mr. Benson said there were some related items in the Land Development Standards that could
be addressed while considering this amendment.

Staff recommendations are as follows:

1. That section 3.10.4.B.2 be amended to read: “Monopole wireless communication towers
may only be located on a lot size of one (1) acre or greater in residential districts (RL, RM, NR, and UR).
In all other districts the minimum lot size shall be established by 2.4.2 Table of Dimensional Standards by
Mixed-Use/Non Residential District.

2. That section 3.10.4.B.6 be amended to read: “Monopole wireless communications towers
shall be landscaped with a buffer of plant materials that effectively screens the view of tower compound
from adjacent property. Where the sire of the tower compound is adjacent to residentially zoned or
used property such buffers shall meet the standards of section 8.4.2 for a Type A buffer yard. In all
other cases such buffers shall meet the standards of section 8.4.2 for a Type C buffer yard.

3. That section 3.10.4.C.2 be amended to read: “The use of stealth design technology is
required. Towers and antennas shall be designed to blend into the surrounding environment through
the use of color and/or camouflaging architectural treatment. The Planning Board may condition
approval on the use of specific concealment techniques where it determines that doing so is necessary
or desirable.”

4. In section 3.10.4.D.1 the reference to Board of Adjustment should be corrected to Planning
Board as the agency that reviews Special Use Permits.

Mr. Benson introduced Mr. John Behnke of Prime Tower Development LLC. Mr. Behnke
explained that the wireless industry has moved to self support towers and are placed on small lease hold
footprints. Much of the Town of Waynesville is densely developed and in the future it will be
increasingly difficult to locate a one plus acre tract of land and meet engineering requirements. The
design for any given site location comes with highly sophisticated design models which are very specific
to the location. The Town will be better serviced to let industry professionals, called Site Acquisition
Specialists, research and submit site locations to the Planning Department for consideration.

Mr. Behnke stated that this text amendment, if approved, would give everyone involved more
choices in a tower site. Site Specialists for Prime Tower have identified a commercial property on
Hazelwood Avenue that could be purchased. Prime Tower would then deed the property to the Town of
Waynesville in exchange for a reduced lease agreement for the placement of the tower.

Planning Board Minutes
Special Meeting
February 23, 2015



Mr. Benson stated that Prime Tower would have to submit a request for a Special Use Permit.
That would require sworn testimony stating the need for the Tower. Mr. Behnke said they would be
applying for the permit in the near future.

A motion was made by Board Member Robert Herrmann, seconded by Board Member Shell
Isenberg, to approve the Land Development Standards Text Amendment as written in the staff report.

The motion passed unanimously.

4. New Planning Board Member Applications (Hunter Murphy and Phillip Gibbs)

The Planning Board received two applications for a vacancy on the Board. The applications,
submitted by Hunter Murphy and Phillip Gibbs, were reviewed by the Board. The Board was in
agreement that both applications be submitted to the Board of Aldermen for a decision on filling the
vacancy.

C. ADJOURN

With no further business, it was the consensus of the Board to adjourn the meeting at 6:10

Patrick McDowell, Chairman Eddie Ward, Deputy Town Clerk

Planning Board Minutes
Special Meeting
February 23, 2015



Planning Board Staff Report — revised 2/10/15

Subject: LDS text amendment — Monopole Wireless Communication Tower
Section: 3.10.4
Applicant: Prime Tower Development LLC c/o John Behnke

Meeting Date: February 23, 2015

Background:

Monopole Wireless Communication Towers require a Special Use Permit in all zoning
districts within the Town of Waynesville's jurisdiction. Proposed towers are required to
meet a number of specific location and design standards (LDS section 3.10.4) and the
Planning Board must make findings of fact that they also meet six general standards
(LDS section 15.10.2) regarding impact on surrounding properties and infrastructure.

The location standards, specifically 3.10.4.B.2, require a minimum lot size of 1 acre.

The applicant, Prime Tower Development LLC, requests that this minimum lot size be
eliminated for the reasons stated in the attached application.

Staff Recommendation:

Currently, in non-residential districts (NC, BD, RC and Cl) there are generally no
minimum lot sizes and minimal setbacks to encourage a denser development pattern.
Residential districts typically have minimum lot sizes ranging from 1/6 to 1/2 acre.
Presumably the larger lot size required for Monopole Wireless Communication Towers is
intended to mitigate adverse impacts on neighboring properties from structures that are
significantly taller than most permitted structures.

Staff agrees with the applicant that potential adverse impacts are better addressed by
minimum setbacks rather than minimum lot size. In addition, buffer standards and
stealth technologies are also more effective ways to control adverse impacts.
Accordingly, staff recommends:

1. That section 3.10.4.B.2 be amended to read: “Monopole wireless communication
towers may only be located on a lot size of one (1) acre or greater in residential
districts (RL, RM, NR, UR). In all other districts the minimum lot size shall be
established by 2.4.2 Table of Dimensional Standards by Mixed-Use/Non-
Residential District.

2. That section 3.10.4.B.6 be amended to read: “Monopole wireless
communications towers shall be landscaped with a buffer of plant materials that
effeotrvely screens the V|ew of tower compound from ad}aoent property Ihe

adjacent to residentially zoned or used property such buffers shall meet the
standards of section 8.4.2 for a Type A buffer yard. In all other cases such
buffers shall meet the standards of section 8.4.2 for a Type C buffer yard.



3. That section 3.10.4.C.2 be amended to read: “The use of stealth design
technology is required. Towers and antennas shall be designed to blend into the
surrounding environment through the use of color and/or camouflaging
architectural treatment. The Planning Board may condition approval on the use
of specific concealment techniques where it determines that doing so is
necessary or desirable.”

Note: existing text is in black, text to be deleted is shown with strikethrough and new text
is in red.

Finally, in section 3.10.4.D.1 the reference to Board of Adjustment should be corrected
to Planning Board as the agency that reviews Special Use Permits.

These changes will add some flexibility to tower location in non-residential districts by
eliminating the 1 acre minimum lot size.

The staff recommendation for changes to the buffer standards would increase buffer
yards from 4 feet to a minimum of 10 feet and more clearly specify the required buffer
plantings, which would more effectively mitigate adverse impacts than specifying a
minimum lot size.

The staff recommendation regarding stealth design technology is simply intended to
clarify that a range of concealment techniques is available and that the Planning Board
has the discretion to approve whatever technology is deeded most suitable for the
particular situation.



NORTH CAROLINA

TOWN OF WAYNESVILLE PLANNING DEPARTMENT

Application for Land Development Standards Text Amendment

Application is hereby made on January 7%, 2015 to the Town of Waynesville for the following

amendment:

Designate the specific section(s) of the Land Development Standards being requested for change:

Sec 3.10.4 B(2) “Monopole wireless communications towers may only be located on a lot one
(1) acre or greater in size

Description of the requested amendment, (attach additional sheets if necessary):
Strike subject clause from the Ordinance

The reasons for the requested amendments, (attach additional sheets if necessary):

The wireless industry has moved almost exclusively to self support towers (monopole or lattice
styles) in the past decade and if land mass for guys/anchors was an intent of the clause then it is
therefore presently moot since self support structures are placed on small leasehold footprints.

If setbacks were the original intent, then they are already addressed in Sec. 3.10.4 B(S5). Much of
the Town of Waynesville is densely developed and as Juture growth continues it will be
increasingly difficult to locate 1+ acre tracts of land and meet RF engineering requirements.

The RF engineering factor cannot be ignored because the RF design for any given site location
comes with highly sophisticated design models which are very specific to location. Therefore,

the Town will be better served to let industry professionals, typically called Site Acquisition
Specialists, research and submit site candidates, of any size, to the Planning Dept. for
consideration. This will yield a good, efficient result since RF, landowner needs and the zZoning
development standards for any given site are analyzed together in advance.

Applicant Contact Information

Name: Prime Tower Development LLC ; B M

¢/o John Behnke
Mailing Address: P.O Box 770065, Memphis, Tennessee 38177
Phone(s): 901-494-1559

Email: jbehnke@primetowerdevelopmet.com

Note: Text Amendment Requests require a fee of $500.00, The request will be scheduled for the next agenda opening for the Waynesville
Planning Board. Please submit application to: Town of Waynesville Planning Department, 9 South Main Street, Waynesville, NC 28786,



