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INTRODUCTION

South Suburban Parks and Recreation provides quality internship opportunities for students majoring in recreation, parks, physical education and other related fields.  This manual has been created to give students and faculty advisors an idea of the type of experience they will receive at South Suburban.  Included are policies and procedures to be followed by the intern, university supervisor and the District.  Please read this manual carefully, as it includes information on application and starting dates.  We recommend that the intern keep this manual for periodic reference during the program.

PURPOSE OF THE INTERSHIP PROGRAM

The purpose of the South Suburban Internship Program is to provide a student with the opportunity to put to practical use the skills and knowledge acquired during his/her education, while gaining new experience and skills.  Under the assistance of the supervisory staff, an intern will establish a program suited to his/her needs, education and experience and meet the requirements of a specific internship or practicum program.  During this experience, the agency supervisory staff as well as the university supervisor will evaluate the intern.

BACKGROUND

South Suburban is a special purpose district, providing parks and recreation services to the western third of Arapahoe County.  The District includes the cities of Littleton, Sheridan, Centennial, Lone Tree, Bow Mar, Columbine Valley, portions of Douglas County and a large area of unincorporated Arapahoe County west of I-25.  The District serves a population of about 140,000.

Arapahoe County is a rapidly growing suburban area.  Overall, it has one of the state’s highest per capita income levels. However, there are also low socioeconomic areas within the District, which provide a challenge to the programming capabilities of the South Suburban staff.

South Suburban is governed by a five-member Board of Directors elected at-large from throughout the District.  The District employs 210 full-time personnel, 12 regular part-time, and averages 750 part-time employees each month of the year.  District employees are active in both the National Recreation and Park Association and the Colorado Parks and Recreation Association.

The District’s annual total budget is over $54 million comes from a mill levy on property and well-established fees and charges philosophy.  Major facilities include:

· 2 9-hole & 3 18-hole golf courses, one with banquet facilities and luxury guest suites

· 3 indoor swimming pools

· 4 outdoor swimming pools

· 4 recreation centers with racquetball courts, gyms, weight rooms, arts and crafts room, multi-purpose and youth program rooms, and 1 with therapy pool

· 1 Family Entertainment Center with Sports Dome

· 54 tennis courts (6 indoor courts)

· 2 indoor ice arenas with 2 regulation sheets of ice

· Senior programming and Individuals with  Disabilities programming

· Over 3,500 acres of park land

· 115 miles of trails

· 654-acre South Platte Park – a natural park, preserving area wildlife and their natural habitat along the South Platte River.

· Outdoor BMX cycling track

· 9-station batting cage facility

· 3 18-hole miniature golf courses
South Suburban provides a well-balanced and diversified program of over 600 recreation activities to meet the year round recreational needs of all age groups within the community.  Major recreation program are athletics, aquatics, ice skating, tennis, outdoor recreation, senior citizens, children, youth and teen programs, dance, drama and other cultural arts, fitness, alternative recreation for children of working parents (daycare, before and after school program, day camps), programs for individuals with disabilities, gymnastics.

At the present time, the District has over 3757 acres of developed and open space parkland.  The District has an extensive trail system, highlighted by the nationally recognized High Line Canal, which meanders for 19 miles through the District and is open for hikers, bicycle enthusiasts and horseback riders.

In 1980, 1988, and 1996 South Suburban Parks and Recreation was named the winner of the National Gold Medal Award.  The award was presented by the National Sports Foundation, which sponsors the yearly competition, and is designed to focus attention on the achievements of park and recreation departments throughout the nation.  The annual award recognizes the continuing efforts of the abundance of staff and volunteers working diligently to meet the challenge of recreational and park needs in their communities.  The award acknowledges those agencies that support individual, team and family participation in sports and recreation activities.  Our District was cited for its excellence in the field of park and recreation management.

The District has successfully passed five general obligation bond issues totaling $51,750,000 and issued revenue bonds in excess of $15,125,000 and: Certificates of Participation totaling $15,300,000 which acquired and built the majority of District facilities.  Over the past several years, the District’s grantsmanship efforts have raised several million dollars for special projects and programs.

BASIC OBJECTIVES

The basic objectives of a South Suburban Internship are to provide students with the opportunity to:

· test and utilize the theories and skills they have learned at the university in a working environment

· develop new skills in a variety of areas which will help them to understand their personal strength and weaknesses

· to give them direction for future career choices and study areas for improvement

· create a better understand of the workings of a parks and recreation department and the underlying philosophies

· strengthen relationships between academic and professional communities

GENERAL OBJECTIVES OF THE RECREATION DEPARTMENT

1. The primary objective of the Recreation Department is to provide for all citizens a variety of leisure time services that are safe, enjoyable and accessible.

2. The primary purpose of recreational activities and programs is to provide an enjoyable, worthwhile experience for the participants.  The actual learning of skills is secondary to active participation for all.  Also important is the development of the participant as a well-rounded individual, and the encouragement of good sportsmanship.

3. The Department should provide programs and activities that:

a) Allow for individual as well as team participation

b) Encourage team work as well as provide opportunities for individual self expression and creativity

c) Promote the physical, mental and social well being of the participants

4. All persons living within the South Suburban Park and Recreation District shall be entitled to participate in or share equally any recreation facility, program or activity regardless of race, color or creed.  The only discriminatory features of participation will be in the interest of safety, welfare, proper behavior, past behavior, and physical ability by age and sex.

5. Any eligible organization within the District shall be entitled to use any recreational facility, subject to scheduling with the Recreation Department, and subject to proper conduct and use of such facilities as detailed by the Recreation Department.

6. Activities and programs sponsored directly by South Suburban shall have priority of use.

7. All recreation programs and activities for which South Suburban Park and Recreation District monies are used directly shall be under the direct sponsorship of South Suburban.

8. As a general statement, recreation programs should be designed to operate on a self-supporting basis.  Programs and activities for senior citizens and individuals with disabilities should be at least partially subsidized by the District.

9. Facilities should be operated with operating costs being met by user fees and charges.

10. Certain facilities, as specifically designated by the Board of Directors as revenue-producing facilities, will be operated in such a manner as to produce revenue over and above what is determined necessary to operate.

GENERAL OBJECTIVES OF THE PARKS DEPARTMENT

1. To provide and maintain well-planned parks and recreational facilities for the District.

2. To provide and maintain facilities and equipment, within the parks, which will serve the physical and athletic needs of its citizens.

3. To work in conjunction with the Recreation Department in providing healthful and creative activities.

4. To endeavor to meet the standards as specified by the community and National Recreation and Park Association in regard to land areas, facilities, personnel, design, equipment and planning.

5. To ensure the clean and orderly appearance of parks, grounds, structures, and facilities; while protecting and managing the health, safety, welfare and convenience of the people using them.

6. To continually investigate, experiment and incorporate anything, which might enhance the worth of the parks, grounds or facilities, either recreationally or aesthetically.

7. To promote, at all times a high degree of public relations among the employees of the District, the citizenry, and other organizations, either public or private, within the community as a whole.

8. To cooperate with other agencies, organizations and groups within the District to provide parks and facilities in a condition which will best meet their recreational needs.

9. To provide skilled and trained leadership to coordinate and effectively carry out the programs of maintenance and care of existing parks and facilities; and the best utilization of the personnel within the Department.

10. To manage and administer the Department’s budget so as to provide adequate staff and equipment to effectively meet the above objectives.

GENERAL OBJECTIVE OF THE PLANNING DEPARTMENT

1. To provide the District with well planned parks and recreation facilities.

2. To recognize and meet the standards as specified by the community, region and National Recreational and Park Association in regard to: land use, facilities, landscape architectural design, and recreational trends.

3. To plan for the District’s future needs, as well as the present needs, by providing a long range plan for park, open space, and facility development, and to keep the plan up-to-date by periodic review and revision.

4. To work with other governmental entities to provide for joint planning, joint use, and joint financial support for facilities and programs.

5. To continually investigate, experience, experiment and incorporate any park planning technique which might enhance, either recreationally or aesthetically, the park experience.

ELIGIBILITY

Students must be under the sponsorship of an accredited college or university program in Parks, Recreation, Physical Education or Planning and Landscape Architecture.  Students should be aware that generally, pay, housing or transportation is not provided.  Students are responsible for making these arrangements themselves.

BENEFITS
Workmen’s Compensation, paid mileage, free use of facilities, and free registration for some classes are some of the benefits received.w3
APPLICATION AND ACCEPTANCE TO THE INTERSHIP PROGRAM
All students interested in establishing an internship program with South Suburban should submit a written application to the Manager of Communications and Marketing (see application form).  These applications will be evaluated and interviews will be scheduled.  Applications should be submitted a semester or quarter prior to the internship.

Upon acceptance into this program, he/she will be assigned to a supervisor to whom he/she is directly responsible.  At this time, the student’s goals and objectives will be determined and a plan for a program will be established.  The number of weekly hours worked will be agreed upon by and mutually beneficial to both the intern and the District.

GENERAL INTERNSHIP RESPONSIBILITIES

1. Interns will be required to provide the District with written program goals and objectives.

a) Career Goals

b) Internship Goals

· Areas of specialization in which they would like exposure

· Contacts they wish to make

· Skills and experience they wish to acquire

c)
Contributions intern thinks he/she can make to the District

2. Interns will be required to familiarize themselves with the policies and goals and general operations of the District, including:

a) A review of policy manuals including but not limited to the employee handbook and manuals relating to area of priority emphasis

b) Discussion of policies with supervisory/program staff

c) Attendance at staff meetings at the supervisory and administrative levels

d) Attendance at a Board of Directors Public Meeting

3. Interns will provide supervisor with weekly record of work completed.

4. Interns will have a minimum of two evaluations during their internship.  Written copies of these evaluations will be kept on file and sent to the schools that the interns represent.

5. Interns will be required to complete at least one major project while participating in the program.

6. Interns will be asked to evaluate their internship program at the end of their term.

7. Interns are required to represent the District in a professional manner, including proper dress, punctuality and enthusiastic participation in the working situation.  Interns should be willing to spend the time to get the job done; this may include weekends and evenings.

UNIVERSITY SUPERVISOR RESPONSIBILITY

Please aid the student in filling out the application and offer comments to help us develop our program.  As the university supervisor in charge of an intern, we encourage you to continue an active involvement during the student’s internship. We also encourage the university supervisor to communicate frequently with the intern and the District.  We would appreciate a list of your intern requirements, as well as deadline dates for the student’s work.

AREAS OF SPECIALIZATION AVAILABLE TO INTERNS

During your internship, you will be exposed to several facets of the Parks, Planning or Recreation Department.  On your application, please indicate the areas on which you wish to concentrate.

1. Aquatics

2. Senior Citizens

3. Individuals with Disabilities

4. Sports and Athletics

5. Cultural Arts

6. Nature and Environment

7. Outdoor Recreation

8. Children/Youth Programs

9. Golf Course Maintenance

10. Parks Management and Maintenance

11. Parks Planning and Landscape Design

12. Recreation Center Operation

13. Fitness

14. Tennis

15. Ice Arena Operation

16. General/Special Interest Programming

17. Marketing and Public Relations

AREAS OF EXPOSURE WITHIN AREAS OF SPECIALIZATION
1. Budget Preparation

2. Programming

3. Catalog Creation

4. Public Relations/Communication

5. Program Supervision

6. Registration

7. Revenue/Participation Reports

8. Purchasing

9. Hiring Process

10. Scheduling

11. Payroll

12. Equipment Handling

13. Planning Process

14. Park Information

In the following programs, the intern may work with several administrators, park supervisors, facility managers or recreation programmers.  This series of internships provides the students with a better understanding of the overall program.  The internships for this series include:

· Public Relations Management

· Park Management and Landscape Maintenance

· Facility Management
These areas generally require the intern to have some former experience in the field.  Please review the specific internship outlines listed.

QUESTIONS MOST FREQUENTLY ASKED BY INTERNS

1. Will housing be supplied?

Housing will not be provided.  However the District will informally assist interns in looking for housing.  They should expect to pay $400 to $800 per month for single occupancy.

2. Will transportation be provided?

Transportation will not be provided.  We strongly encourage interns to provide their own transportation since public transportation is very limited.  The District will reimburse students for mileage driven on the job.

3. What benefits will be provided?

Interns will be covered by Workmen’s Compensation and general insurance.  Interns will have access to most facilities and classes.

Program Management Internship

To aquaint the intern with a variety of recreation functions including program development and coordination, publicity, budgeting and financial management, and hiring, instruction and evaluation.  This internship will also familiarize the student with the computer registration system.

Choose five areas of emphasis:
Athletics






Tennis

Aquatics






Skiing (Winter Intern Only)

Fitness/Wellness





Therapeutic Recreation

Gymnastics





Platte Park (Environmental)

Youth Programming




Golf Program

Outdoor Recreation




Cultural Arts

Racquetball





Ice Skating

Senior Citizens

Facility Management Internship

To provide the intern the opportunity to experience working in a quality facility.  Dealing with aspects of maintenance, management of employees, facility scheduling, marketing and publicizing, budget, cash management, programs, pro shops, concession operations and risk management. 

Available facilities include:

Aquatic Facilities

Working in aquatic facilities will give you exposure to the operation of outdoor and indoor pools.  Each pool is unique in its programming schedules and interns will work with swim teams, diving, facility rentals, revenue administration, safety training, catalogue development and marketing.

Recreation Centers

Working in a recreation center can allow you many opportunities.  Each center is unique.  A majority of centers offer racquetball courts, weight rooms, pools, childcare, gyms, cardiovascular equipment and classrooms.  One center offers a gymnastics center.  Interns will learn daily operations of the center which include opening and closing the facility, daily cash reports, customer service, maintenance procedures, facility rentals, program scheduling, program coordination, receptionist procedures, pro shop, budgeting and special reports.

Ice Arena

The ice arena management internship will provide a variety of experiences including all aspects of facility maintenance; employee management; program and facility scheduling, crowd control and facility risk management.  Interns will assist in the development of a marketing plan; obtaining sponsorships for various ice shows, competitions and hockey tournaments; budgeting and cash flow management; pro shop retailing and marketing; all aspects of concession operations.

Holly Tennis Center (April through October only)

Holly Tennis Center is open from March through September.  This six court outdoor complex is the central location for the District’s tennis programs.  There are more tennis tournaments held at this center during these months than any other facility in the state.  Interns will learn how to schedule and run tournaments, develop tennis classes, leagues, clinics and other programs.  The complex has an office with a pro shop and schedules all court rentals and lessons for the District.

South Platte Park Nature Center

South Platte Park offers an intern the opportunity to be involved in learning how to manage a natural area in an urban setting.  The intern will be exposed to management techniques related to personnel, wildlife and finance.  The selected intern will be involved with the District Park Ranger program and learn about public relations and safety programs in the parks and recreation field as it relates to the job of a park ranger.

Littleton Golf and Tennis Club
An internship at Littleton Golf and Tennis Club will include learning about staffing, cash control, merchandising, facility scheduling and customer relations.  The intern will face the challenges inherent in merging a golf and tennis operation including relations with separate supervisory staffs.  Interns can explore our unique environment, some projects which have succeeded or failed, and why.  The intern would work with the facility manager and will assist in a variety of staff or management projects.

Parks Management, Facility and Construction Maintenance

Landscape Maintenance Internship

(April through September Program Only)

To provide the intern with practical management experience in the areas of landscape maintenance (turf, open space, trails, forestry and irrigation), construction and facility maintenance, horticulture and forestry, risk management and insurance, and natural resources management.  Interns with previous experience in park setting preferred.

Choose three:

Park Maintenance and Management

A park maintenance intern will briefly experience all aspects of landscape installation and maintenance.  A two to three week stint on each of the forestry, horticulture, irrigation, turf, natural open space, trails and ballfield crews will provide a cursory overview of the park maintenance profession.  This intern will gain an understanding of the techniques and equipment used by all the park crews.

Park Management and Insurance (Risk Management)

And internship in Park Management and Insurance will involve a broad perspective of park maintenance.  The intern will gain experience ranging from forestry to turf management.  The intern will also be involved in budget formulation and analysis, risk management, insurance coordination, computerization and general administrative duties.

South Platte Park Visitor Services

South Platte Park offers an intern the opportunity to be involved in learning how to manage natural resources in an urban setting.  The intern will be exposed to management techniques related to personnel, wildlife, as well as finance.  The selected intern will be involved with the District Park Ranger program and learn about public relations and safety programs in the parks and recreation field as it relates to the job of a park ranger.

Landscape Maintenance

An intern on the forestry crew will gain experience in most aspects of urban tree care.  The intern will be exposed to proper planting and pruning techniques as well as learning methods for observing, identifying and controlling insect and disease pests.  Experience will also be gained in operating a variety of equipment including chain saws, brush shippers, front-end loaders and a tree spade.

An intern on the horticulture crew will learn to plant, transplant and maintain annual flowers, perennial flowers, roses and foliage plants. The intern will also gain experience in shrub pruning and methods used to observe, identify and control insect and disease pests in flower and shrub beds.

Grounds, Trails and Athletic Field Maintenance

An intern in this position will briefly experience many of the maintenance aspects involved in the upkeep of the District’s many park amenities, trails and athletic fields.  The intern will operate a variety of pieces of equipment and learn about the need for teamwork, how to schedule crew tasks and other duties significant to grounds, trails and athletic fields.
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INTERNSHIP APPLICATION

Date_________________

Name______________________________________________________________________



Last




First



Middle

Phone______________________________________________________________________



 Mobile #



   Alternative #
Temporary Address___________________________________________________________

(during internship)

 Street



City


State/Zip

Permanent Address___________________________________________________________




     Street



City


State/Zip

Birthdate______________________ Social Security Number__________________________

University Supervisor_________________________________________________________





Name






Phone

Address____________________________________________________________________




     Street




City

State/Zip

Name of College/University____________________________________________________

Major_______________________________   Expected Graduation Date________________

Area of Emphasis_______________________

1. Do you have access to your own transportation?



Yes(

  No(
2. Are you licensed to operate a vehicle, other than a passenger car?

Yes(

  No(
If yes, give type_______________________________________

3. Preferred Starting Date_______________Preferred Ending Date____________________

How many total hours does your College/University require for your internship? _________________

4. Are you interested in part-time work during your internship?

Yes(

  No(

If yes, how many hours would you like to work? (Circle one)


5 hours

10 hours
15 hours
More

5. Please select and rank 5 of the following areas of specialization for your internship.  (# 1 being first priority)

_____Aquatics

_____Ice Arena Operations

_____Special Interest Programs

_____Senior Citizens
_____Cultural Arts


_____Parks Management Maintenance
_____Nature/ Environment
_____Outdoor Recreation

_____Planning/Landscape Design
_____Fitness

_____Golf Course Maintenance

_____Recreation Center Operations

_____Sports & Athletics
_____Individuals with Disabilities
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