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 Chapter 1-100: Introduction to Policy Handbook

PURPOSE

The purpose of this policy handbook is to facilitate the communication of policies and procedures affecting the operations of Tehachapi Valley Recreation and Park District and to keep this information in a manner easy for reference. Functions of this handbook are:

· To serve as a comprehensive source of the organization’s policies and procedures;
· To facilitate fair and consistent administration of the organization;
· To promote continuity in management style throughout the organization;
· To define the chain of command, authority levels and the distribution of responsibilities;
· To serve as an orientation training tool for employees.

It is important that this handbook be reviewed and understood by all District employees so that operations are handled in a consistent, efficient, and expedient manner.

SUBJECT INDEX

To provide a convenient reference system, the policy handbook will be divided by various areas of administration as follows:

· Introduction
· Administration
· Board of Directors
· Personnel
· Marketing
· Finance
· Safety
· Public Regulations
· Recreation and Park
· Development



Distribution of Policy Handbook

The following departments will maintain an updated policy handbook:
· Administration Department
· Recreation Department
· Maintenance Department
· Board of Directors
· 

Additional copies of the policy handbook will be supplied to each department so that they may be distributed to key staff members within the organization, when appropriate, for their information. In this manner, the staff of the District will be kept informed of policies and procedures as they are developed. 

Policies, rules and regulations are also available electronically on the District’s computer server.


EFFECTIVE PERIOD OF POLICY HANDBOOK

The policies, rules, and regulations contained in this handbook supersede and replace all policies, rules, and regulations contained in prior handbooks or policy statements. All instructions contained in this policy handbook are correct at Fill in date but may be subject to change. These instructions are to be carried out as specified until such time as a written policy is issued that supersedes or countermands the instructions given. If a staff member or supervisor takes exception to any of the regulations or procedures set forth, or if a policy needs clarification, this information should be submitted through the normal chain of responsibility with appropriate comments at each level. The fact that exception has been taken to information in the policy handbook or a policy is in the process of revision does not in any way alleviate the responsibility of staff members to follow the handbook until such time as it is changed.


RIGHT TO CHANGE, SUSPEND, REVOKE, TERMINATE OR SUPERSEDE

Tehachapi Valley Recreation and Park District reserves the right to change, suspend, revoke, terminate, or supersede policies, rules, regulations, or benefits described herein in any manner that it believes to be in the District’s best interest and consistent with applicable laws. Nothing in this manual is to be construed as constituting the terms of an employment contract. In any situation concerning insurance or other employee benefits the terms of the insurance policy or benefit plan text are controlling, irrespective of any statements contained in these policies.


































CHAPTER 1-100: Introduction to Policy Handbook

11
Rev 3/24	
[image: ]
 Chapter 1-200: Introduction to Tehachapi Valley Recreation and Park District

Special District Status

Tehachapi Valley Recreation and Park District is a Special District operating under Section 5780 of the California Public Resources Code. Special Districts are legally constituted governmental entities, which are neither city nor county, established for the purpose of carrying on specific activities within defined boundaries. The activities of a recreation and park district are to organize, promote, conduct and advertise programs of community recreation, including but not limited to parks and open space, parking, transportation, and other services that improve the community’s quality of life; establish systems of recreation and recreation facilities, including but not limited to parks and open space; acquire, construct, improve, maintain, and operate recreation facilities, including but not limited to parks and open space, both inside and beyond the District’s boundaries.

HISTORY

The District, known as the Tehachapi Valley Recreation and Park District, upon conforming with all provisions and requirements of the State of California Recreation and Park District Act as set forth in Chapter 4, Division 5, of the Public Resources Code and the provisions of the District Organization Law as set forth in Chapter 1, Article 4, Division I, Title 6, of the Government Code, was approved by the voters of the Tehachapi Valley at a general election held within the boundaries of the District on November 4, 1958.

The results of the election were as follows:

Proposition I: Formation of the Tehachapi Valley Recreation and Park District in accordance with the State of California Public Resources Code:
For the formation of the District:	800
Against the formation of the District: 	278
Total votes case: 	1,078

Proposition II: Establishment of tax rate in the amount of twenty cents (.20) on each on hundred dollars ($100) of assessed valuation:
For the tax:	735
Against the tax:	278
Total votes cast: 	1,013

The Kern County Board of Supervisors, upon receiving the results of the election, on December 2, 1958, adopted a resolution declaring the Tehachapi Valley Recreation and Park District officially formed and established.

DISTRICT BOUNDARIES

Tehachapi Valley Recreation and Park District spans an area of 299,776 acres (approximately 468 square miles). All of the City of Tehachapi is included in the District boundaries. Although the geographic territory covered by the TVRPD includes most of the Tehachapi area, it does not encompass Bear Valley Springs or Stallion Springs. (See District Boundary Map at the end of this chapter.)

REVENUES

Property tax revenues come from a portion of the 1% county-wide tax collection for all commercial, residential, and mineral property within the District. In addition to tax revenues, the District charges for some services. Fees on development within areas of the District offset the cost of new parkland acquisition and basic park development including grading, landscaping, irrigation, picnic facilities, off street parking and restrooms. 

2013 PARK AND RECREATION MASTER PLAN

It is important to establish criteria to guide future development within the TVRPD District. The 2013 Park and Recreation Master Plan is a pre-established set of goals, objectives, and policies giving direction to the board, staff, and the community to provide a quality recreation and park system equitable to all TVRPD residents; adopting standards for recreation and park services which meet the needs of TVRPD residents; and developing and practicing preservation and conservation in programming and development.

PARKS AND FACILITIES

The Tehachapi Valley Recreation and Park District operates parks and several recreation facilities including an indoor swimming facility, a community gymnasium/activity center, and a sports park. Although TVRPD is the primary provider of parks and recreation facilities in the Tehachapi community, a significant array of parks and recreation facilities are also available through other public and private agencies. These include the City of Tehachapi, which in recent years has developed several small parks throughout the city, even though it does not have a dedicated Parks and Recreation component within its government structure. Other major providers of parks and recreation facilities include the Tehachapi Unified School District (TUSD), Kern County, the State of California, and a private community-based organization operating a local soccer facility. The nearby communities of Bear Valley Springs and Stallion Springs also provide some recreation facilities but are located outside the boundaries of the TVRPD service area. 

Maintenance for the TVRPD park facilities is carried out by the District’s own maintenance staff.

The following definition of TVRPD park types are included within the 2013 Park and Recreation Master Plan:

“Neighborhood Parks” 
Neighborhood parks provide nearby residents with access to basic recreation opportunities. Typically three acres or less in size, these parks provide easy access – particularly for pedestrians and cyclists – to close-to-home park and recreation facilities, such as children’s playgrounds, turf fields and sports courts, as well as walking paths and picnic areas. Amenities and facilities should support local use. Neighborhood parks can be developed in conjunction with elementary schools, libraries or other complementary, compatible public facilities, when opportunities are available. These sites help enhance neighborhood identity, preserve or provide open space, and improve the quality of life of nearby residents.

“Community Parks” 
Community parks are larger parks (3–10 acres) and focus on serving the active and passive recreational needs of the surrounding community. Typically, community parks accommodate large group activities and offer a wide variety of facilities such as athletic complexes, aquatic facilities, activity centers, gymnasiums, children’s playground equipment, walking paths, natural areas, event space and picnic areas. Community parks should have restrooms in at least one part of the park site. The site should allow for organized group activities and offer other recreational opportunities too impactful or too large-scale for the neighborhood park level. The site should be easily accessible by motorists, pedestrians and bicyclists. Community parks may be developed in conjunction with a junior high or high school or other compatible public facilities when opportunities are available.

“Regional Parks” 
REGIONAL PARKS Regional parks are large (10 acres or greater), multi-use parks that can include a wide variety of facilities. These parks can be very large versions of community parks that provide sports fields, specialized facilities for performance or large group gatherings, or unique facilities that are not appropriate for local parks due to the large number of people using them. Other types of regional parks are themed around a particular facility, historical reference or natural resource that attracts a high level of interest, including areas that preserve significant environmental features. This classification is desirable if the site is contiguous to or encompasses unique natural features. The primary distinction of a regional park is that it draws visitors from a very large geographic area due to the uniqueness of the facilities, setting or theme within the region. Regional parks are intended to serve the population of an entire County.

TVRPD OWNED PARKS AND FACILITIES IN TEHACHAPI VALLEY

	[image: ]Existing Park
	Type
	Total Acres

	Brite Lake Recreation Area
	Regional
	90.0

	Philip Marx’s Central Park
	Community
	4.68

	Meadowbrook Park
	Community
	8.0

	Meadowbrook Dog Park
	Neighborhood
	1.0

	West Park
	Regional
	13.0

	EXISTING PARKS SUBTOTAL
	
	116.68

	Recreation Facilities
	Type
	Total

	Dye Natatorium
	Pool
	2.0

	Ollie Mountain Sports Park
	Facility
	.25

	TVRPD Offices
	Facility
	3,000 sq. ft.

	ABIAC
	Facility
	10,000 sq. ft.

	RECREATION FACILITIES SUBTOTAL
	
	2.54

	TOTAL DEVELOPED PARK ACREAGE 
	
	119.22 acres

	Undeveloped Parks
	Type
	Total Acres

	Elijah Morris Memorial Sports Park
	Undeveloped
	20

	Jamison Mountain Park
	Undeveloped
	60

	UNDEVELOPED PARKS SUBTOTAL
	
	80



Amenities vary by park site and/or park type but could include softball or baseball diamonds, multi-purpose sports fields, basketball courts, volleyball courts, , mature shade trees, swimming pool, , restrooms, family picnic areas, group picnic areas, children’s play areas and open play areas.  



PROGRAMS

The TVRPD works diligently to offer several recreational pursuits to the community. Other entities provide recreational opportunities such as the school district and neighboring communities like Bear Valley and Stallion Springs that some residents partake in. However, the TVRPD is the primary provider of parks and recreation in the Tehachapi Valley.

Recreation facilities operated by the District include the Aspen Builders Inc. Activity Center, Brite Lake Recreation Area and the Dye Natatorium Pool. After school and summer recreation programs are operated by the TVRPD.

TVRPD WEB SITE

The District maintains a comprehensive Web site with information regarding board meetings, calendars of events, parks, facilities, programs, league schedules, TVRPD publications, and staff listings. Visit the TVRPD Web site at www.tvrpd.org.
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 Chapter 1-300: Mission and Quality Assurance Statement

TVRPD Mission Statement
The Tehachapi Valley Recreation and Park District enriches lives and fosters harmony within the community through area-wide leisure services targeted to improve healthy life styles, educational and recreational opportunities, public participation, and environmental and economical stewardship.

Quality Assurance Statement
We accomplish this through community outreach, quality programming, activities and events, and well-maintained parks and facilities, and an aesthetically pleasing environment that is provided by professional and caring employees, contractors and volunteers.

Quality Assurance Duties and Responsibilities
· Provide outstanding customer service.
· Interact with customers and co-workers in a positive and courteous manner.
· As a TVRPD team member, be responsible for the efficient and effective delivery of services.

TVRPD Sustainability Vision Statement

Vision
Establish TVRPD within the community by adopting and developing sustainable practices to assist the District in its goal of impacting social, environmental and economic evolution of the Greater Tehachapi Area.

This will be achieved through 3 goals:






1)     Awareness
· Maintaining a partnership with the Global Institute of Sustainability
· Educating our the public of the importance of sustainable lifestyles and the positive impact on the environment

2)     Role Modeling
· TRVPD staff will be active in participation of sustainable practices

3)     Behavior Change
· TVRPD will establish baseline studies that measure the effectiveness of the steps taken to encourage sustainable lifestyles.
· Baseline studies will assist in future planning of projects and services.
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