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Introduction

The Parks and Recreation Department is responsible for providing high-quality recreational
programs, facilities, and services to the community. To ensure the continuity of operations
and the effective delivery of services, this succession plan establishes a framework for
identifying, developing, and preparing employees to assume key roles within the
department. Succession planning supports organizational stability, minimizes service
disruption, and promotes the retention of institutional knowledge.

Objectives

e Ensure uninterrupted delivery of services during planned and unplanned staff
absences.

e Prepare internal candidates for advancement into leadership or specialized
positions.

e Preserve organizational knowledge and technical expertise.

e |dentify and address skill gaps within the workforce.

e Provide standardized processes for managing vacancies and transitions.

e Align workforce development with the department’s mission, strategic plan, and
community needs.

Key Positions

Key positions within the Parks and Recreation Department have been identified as critical
to the success of operations. Succession planning efforts shall prioritize these positions to
maintain the efficacy of department operations. A position is considered key or critical if
one or more of the following criteria is met:

e Leadership Responsibility: The role provides strategic direction or manages major
programs or facilities.

e Specialized Knowledge or Certification: The role requires technical expertise,
professional certification, or compliance with regulatory standards that are not
easily replaced.

e Contribution to the Agency’s Mission: The role is directly tied to the achievement
of departmental goals, delivery of core services, or fulfillment of community
priorities.

e Decision-Making Authority: The role has responsibility for budget management,
policy implementation, or staff organization.



e Community Visibility: The role serves as a primary representative of the
department to the public, elected officials, or partner organizations.

e Succession Risk: The role is currently held by an individual approaching retirement
eligibility, with limited internal candidates prepared to assume the position.

Based on these criteria, the following positions are identified as key to the succession
planning within the Shakopee Parks and Recreation Department.

e Parks and Recreation Director

e Assistant Director of Recreation

e Community Center and Outreach Manager
e Aquatics Manager

e Recreation Program Manager

e |ce Operations Manager

e Membership Coordinator

Coverage and Absences

Position coverage is subject to approval by either the Parks and Recreation Director and/or
City Administrator. Inthe event of an unplanned absence, the designated replacement is
outlined below. Planned absences may be determined on a case-by-case basis. Forlong-
term absences, the Parks and Recreation Director will appoint an interim and determine
the length of interim positions. Notice of such appointments will be provided to the
department and affected staff whose direct supervisor is absent.

Position Short Term Absence Long Term Absence or Vacancy

(<14 days) (>14 days)

Parks and Recreation

. Assistant Director Assistant City Administrator
Director
Assistant Director of . . .
. Recreation Program Manager Director of Parks and Recreation
Recreation
Community Center and Guest Service Coordinator

Aquatics M
Outreach Manager quatics Manager

Ice Operations Manager Ice Arena Supervisor Recreation Program Manager

Aquatics Manager Community Center & Outreach

Aquatics Coordinator
Manager

Recreation Program
Manager Assistant Director Assistant Director




Community Center and Outreach

Membership Coordinator Admin Assistant
Manager

Development Opportunities

Professional development is a critical component of succession planning and
organizational sustainability. The Parks and Recreation Department recognizes that
preparing employees for future leadership and specialized roles strengthens the
department’s ability to fulfill its mission and ensures continuity of service to the
community. Development opportunities not only build individual knowledge and skills but
also foster employee engagement, improve retention, and create a culture of continuous
learning.

The department supports the following development opportunities for employees at all
levels:

e Position-Specific Training and Certification: Provides training and credentials
relevant to specialized roles (e.g., Certified Park and Recreation Professional,
Certified Pool Operator, Certified Ice Technician).

e Tuition Reimbursement: Supports continuing education to promote academic
advancementin fields alighed with departmental needs.

e Conference Participation: Encourages staff to attend national or state-level
professional conferences for exposure to emerging trends, networking, and best
practices.

e Cross-Training: Offers opportunities for employees to learn duties across divisions,
increasing operational flexibility and readiness for coverage during absences.

¢ Job Shadowing and Informational Interviews: Provides staff with first-hand
exposure to leadership responsibilities and career growth.

e Development Coaching: Incorporates career goals and advancement planning into
the performance evaluation process.

e Membership in Professional Associations: Encourages participation in national,
state, and regional organizations that support parks and recreation professionals
(e.g., MRPA, MIAMA, NRPA).

e Special Projects or Assignments: Assigns staff to lead or contribute to initiatives
that develop leadership skills and provide practical experience outside of day-to-
day responsibilities.



Staff Vacancies

In the event of a staff vacancy, the Parks and Recreation Director will evaluate the
positions’ responsibility and revise them as necessary to meet current and future
organizational needs. Internal candidates who demonstrate the required qualifications
and readiness for advancements shall be considered. Inthe cases of promotions, the
position must be posted internally for a minimum of three days prior to candidate
selection. External recruitment processes shall involve the Human Resources department
and be compliant with both city policy and applicable laws. An interim appointment may
be made to maintain stability until the vacancy is filled, at the discretion of the Parks and
Recreation Director and City Administrator.

Long-Range Planning

Succession planning shall be reviewed and updated regularly to align with departmental
goals and community needs. Long-range planning efforts shall include:

e Abiennial review of the succession plan and updates as required.

e Monitoring workforce demographics to anticipate retirements and staffing
transitions.

e Aligning career development pathways with future capital improvement projects,
program initiatives, and community growth.

e Promoting a culture of leadership development at all organizational levels.



