Communication Matrix

Title Frequency Format Owner Recipients
Communicaiton Tools
CivicRec Software Daily Online Park and Rec Staff Park and Rec Staff
In-Person Meetings Daily In Person All City Staff All City Staff
Microsoft Outlook (Email) Daily Online, Mobile All City Staff All City Staff
Microsoft TEAMS Daily Online, Mobile All City Staff All City Staff
SharePoint "CityNet" Daily Online All City Staff All City Staff
Social Media Daily Online, Mobile Communications Everyone
Virtual Meetings Daily Online All City Staff All City Staff
Webex Phone Software Daily Online, Mobile All City Staff Everyone
External Communication and Public Meetings
City Council Bimonthly In Person and Streamed  |City Clerk Everyone
Economic Development Authority Meeting Monthly Online and Streamed Director of Planning and Development Everyone
Feedback Sessions/Focus Groups As Needed In Person/Virtual Communications Residents
Parks and Recreation Activities Brochure 3x per year Print/Online Parks and Rec Staff Mailed to residents and available online
Planning Commission Monthly In Person and Streamed  |Director of Planning and Development Commission Members and Residents
Program Marketing (Flyers, Social Media posts) Daily Online Communications & Park and Rec Staff Everyone
Snapshot Magazine Quarterly Print/Online Communications Mailed to residents and available online
Special Events and Outreach Monthly In Person City Staff Residents and Participants
Website Daily Online Communications & Park and Rec Staff Everyone
Parks and Recreation Department
All Department Meeting Bi-Monthly In Person Parks and Recreation Director All Parks and Recreation Full Time staff
Aquatics Specialist, all Part Time
Aquatics In-Services Monthly In Person Aquatics Manager 9 ) P
Aquatics staff
Parks and Recreation Director, Ice
CAPRA Meeting Weekly In Person/Virtual Community Center and Outreach Manager Operations Manager, Recreation Program
Manager, Aquatics Manager
Carpe REC'quiem (Staff Workshop) Quarterly In Person Parks and Recreation Director All Parks and Recreation Full Time staff
Department Weekly Update Weekly Email Community Center and Outreach Manager All Parks and Recreation Full Time staff
Ice Operations Manager, Aquatics
Facility Operations Meeting/Walkthrough Monthly In Person Facilities Maintenance Manager Manager, Fitness Coordinator, Parks and
Recreation Director, Arena Supervisor
Guest Service Supervisor, Recreation
Community Center Team Meeting Quarterly In Person Community Center and Outreach Manager L K p i i
Facilities Specialist, Fitness Coordinator
Fitness Staff Meeting Quarterly In Person Fitness Coordinator All Part Time Fitness Staff
Parks and Recreation Director,
X . . Recreaiton Program Manager, Recreation
Grant Meeting Quarterly In Person/Virtual Grant Coordinator i .
Supervisor, Community Center and
QOutreach Manager, Fitness Coordinator
Guest Service Supervisor, All Part Time
Guest Service Staff Meetings Quarterly In Person Community Center and Outreach Manager ) P
Guest Service Staff
Ice Arena Supervisor, Ice Arena
Ice Arena Staff Meeting Quarterly In Person Ice Operations Manager L P §
Specialists, all Part-Time Ice Arena staff
Recreation Coordinators, All Part Time
Recreation Staff Meeting (Summer Start-Up) Seasonally In Person Recreation Program Manager

Recreation Specialists




Recreation Team Meeting

Bi-Monthly

In Person/Virtual

Assistant Director of Recreation

Recreation Program Manager, Recreation
Coordinators (3), Aquatics Manager,
Aquatics Specialist

Safety Committee Meeting

Monthly

In Person/Virtual

Parks and Recreation Director

Ice Operations Manager, Aquatics
Manager, Fitness Coordinator, Arena
Supervisor, Recreation Program Manager,
Community Center and Outreach
Manager

Social Media Meeting

Monthly

In Person/Virtual

Recreation Program Manager

All Parks and Recreation Full Time staff

Weekly Management Briefing

Weekly

In Person

Parks and Recreation Director

Parks and Recreation Director,
Recreation Program Manager, Ice
Operations Manager, Community Center
and Outreach Manager, Assistant
Director of Recreation

City Wide

Budget Planning

Seasonally

In Person/Virtual

Finance Director

Managers and Directors

City Wide Safety Committee

Quarterly

In Person

Human Resources Director

All departments are represented

City Wide Wellness Committee

Quarterly

In Person

Human Resource Director

All departments are represented

Devlopment Discussion

Weekly

In Person

City Administrator

Varies - applicable Managers or Directors

Key Leaders Staff Meeting

Weekly

In Person

City Administrator

Assistant City Administrator, Human
Resources Director, I.T. Director, City
Clerk, Grants Coordinator,
Communications Manager, City Engineer,
Finance Director, Fire Chief, Police Chief,
Parks and Recreaiton Director, Director of
Planning and Development, Public Works
Director

Park Meeting

Monthly

In Person

Parks Supervisor

Parks and Recreaiton Director, Director of
Planning and Development, Public Works
Director, City Engineer, Senior Planner - Parks
and Long Range, Community Center and
Outreach Manager, Recreation Program
Manager, Environmental Technician,
Assistant City Engineer

SHAKOPEE

INNOVATING. ENTERTAINING. THRIVING.

City of Shakopee | 485 Gorman St., Shakopee, MN 55379
952-233-9300 | www.ShakopeeMN.gov




