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I. Department Information 

Vision 

The vision of the Parks and Recreation Department is to help develop Shakopee into a community of 

choice to live, work, and play for existing and future residents, by developing innovative and high-

quality parks, trails, natural areas, cultural resources, and recreation programming.  We will enhance 

{ƘŀƪƻǇŜŜΩǎ ŜŎƻƴƻƳȅΣ ǉǳŀƭƛǘȅ ƻŦ ƭƛŦŜΣ ŀƴŘ ǎŜƴǎŜ ƻŦ ŎƻƳƳǳƴƛǘȅ ŦƻǊ ŀƭƭ ǊŜǎƛŘŜƴǘǎΦ  

Mission 

Shakopee will maintain high quality facilities, continue to develop innovative parks and trails, and 

implement relevant programming by maximizing all available resources.  

City Values 

¶ Integrity : We say what we mean, and we do what we say 

¶ Best for the Community: We work on behalf of community interests, not individual interests 

¶ Accountability:  We are committed to achieving results and taking accountability for our 

actions 

¶ Innovation: We strive to creatively improve our services and our community 

¶ Welcoming, Open to Difference: We are receptive, we listen, and we are open to the 

differences of others 

¶ Fair and Consistent: We are fair, consistent, and respectful in our service to the public 

¶ Fun: We enjoy what we do, and we have fun doing it 

Purpose Statement 

Working together, we provide fun and engaging recreational programs, activities, and spaces for the 

betterment of the community 

Parks and Recreation Offices 

Address: 1255 Fuller St South, Shakopee, MN 55379 

Phone: (952) 233-9500 

The offices are open Monday-Friday from 8:00am to 4:30pm.  Parks and Recreation offices are closed 

on City holidays.  

Parks and Recreation Divisions 

This handbook serves as a guide for overall department procedures and policies.  Depending on each 

staff member and the division in which they work, there may be additional information that will apply 

to that specific position.  

¶ Ice Arena 

¶ Guest Services  

¶ Aquatics 
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¶ Fitness 

¶ Recreation Programs 

¶ Parks Services 

Recreation Facilities 

SHAKOPEE COMMUNITY CENTER 

Contact 
Address: 1255 Fuller St South, Shakopee, MN 55379 

Phone: (952) 233-9500 

Manager: Community Center & Outreach Manager 

Key Features 

¶ Indoor Aquatic Center: Leisure pool (zero-depth entry, play features, water slide), lap pool, 

sauna & hot tub, changing rooms  

¶ Gymnasiums  

¶ Walking Track  

¶ Fitness Equipment & Classes: Strength/cardio machines, free weights, group fitness classes 

¶ Indoor Playground ς ά¢ƘŜ [ƻƻƪƻǳǘέ  

¶ Sakpe Ti Lounge ς ά{ŜƴƛƻǊ Loungeέ 

¶ Rentable rooms and meeting spaces 

 

SHAKOPEE ICE ARENA 

Contact 
Address: 1225 Fuller St S, Shakopee, MN 55379 

Phone: (952) 233-9531 

Manager: Ice Arena Manager 

Key Features 

¶ Two full sheets of Ice 

¶ Bleacher Seating ς Rink 1, 900; Rink 2, 335 

¶ Partnership with Go4Gold Skating Academy & Shakopee Skate School 

¶ Location for Training Haus and TCO Physical Therapy 

¶ Ice Rentals are available year round 

 

LOG CABIN 

Contact 
Address: 1099 Adams St. S., Shakopee, MN 55379 

Manager: Assistant Recreation Director 
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Key Features 

¶ The building features a kitchenette area, tables, chairs, and restrooms. 

¶ Available rentals daily from 8:00 a.m. to 11:00 p.m.  

¶ Rentals: hour-by-hour on weekdays, blocks / full-day or longer on weekends & holidays.  

¶ Keys are picked up at Shakopee Community Center during its normal operating hours on the 

day of the rental.  

 

SANDVENTURE AQUATIC PARK 

Contact 
Address: 1101 Adams Street S, Shakopee, MN 55379 

Phone: (952) 233-9529  

Manager: Aquatics Manager 

Key Features 

¶ Sand beach leading out to a sand-bottom, chlorinated pool 

¶ 220-foot waterslide 

¶ Two 12-foot drop slides in the deep end.  

¶ Pirate ship jumping platform in the deep end.  

¶ Splash pad-style water features in the shallow end. 

¶ Water basketball & volleyball.  

¶ Sand beach features a playground, volleyball net, picnic shelter, and shade structures. 

¶ tƻƻƭ ōǳƛƭŘƛƴƎ ƛƴŎƭǳŘŜǎ ŎƘŀƴƎƛƴƎ ǊƻƻƳǎΣ ǊŜǎǘǊƻƻƳǎΣ ƭƻŎƪŜǊǎΣ ŀ ǊŜƴǘŀōƭŜ ŎƻƳƳǳƴƛǘȅ ǊƻƻƳ ά¢ƘŜ 

/ƻǾŜέΣ ŀƴŘ ¢ƻƳƳȅΩǎ aŀƭǘ {ƘƻǇ ŎƻƴŎŜǎǎƛƻƴ ǎǘŀƴŘΦ 

 

Shakopee Parks 

SIGNATURE PARKS 

Huber Park 
Located along the Minnesota River in downtown Shakopee, Huber Park is a premier Shakopee park for 

hosting events and accessing local trails. The park is located along the Minnesota Valley State Trail 

with access from Chaska to Bloomington. 

Key Features:  

¶ Community Playground 

¶ Rentable amphitheater 

¶ Rentable shelter 

¶ Huber Park Concert Series 

¶ Fitness in the Park 

¶ Movies in the Park  
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Lions Park 
Lions Park is a showcase community park, providing leisure opportunities for all ages and abilities. The 

50-acre park has something for everyone! 

Key Features 

¶ 18-hole Disc Golf Course: The course features open grassy area, mid-sized trees, water holes 

and newly added obstacles. The course recently underwent renovation making it even more 

fun for all levels of players. There is no cost to play the course. 

¶ Fun For All Playground 

¶ Log Cabin 

¶ SandVenture Aquatic Park 

¶ Splash Pad 

¶ Pickleball Courts 

Quarry Lake Park 
The 111-acre park in the East Shakopee Industrial area contains a quarry lake; fishing and non-

motorized boats are permitted. 

Key Features 

¶ Fishing 

¶ Kayak Rental Station 

¶ Xcel Energy Mountain Bike Trail: Quarry Lake Park is home to a 3.25-mile, all-weather course 

that winds around Quarry Lake. The trail is flat, fast and has good combination of woods and 

prairie riding. 

¶ Playground 

¶ The Shakopee Prior Lake Water Ski Association (SPLWSA) uses Quarry Lake each year for team 

practices, tournaments, and free water ski shows in the summer.  

Scenic Heights Park 
Scenic Heights Park was originally built in 1991. A new playground opened in 2022, and an edible 

landscape garden has been established to offer free harvestable plants to the community. An outdoor 

Fitness Court and pickleball courts opened in summer 2024 as well. 

Key Features 

¶ Fitness Court: The Fitness Court has two sides, one for circuit and strength training and one 

for workout activities like Zumba, Pilates or yoga. The circuit training side is designed to 

provide a full-body workout in just seven minutes by rotating through seven zones: core, 

squat, push, lunge, pull, agility and bend. 

¶ Edible Landscape Garden: The edible landscape garden grows plants, shrubs, and trees that 

are maintained by a group of volunteers and is available for anyone in the community to 

harvest and eat 

¶ Pickleball Courts 

¶ Playground 

¶ Rentable Shelter 

¶ Basketball & Sand Volleyball  



7 
 

Tahpah Park 
Tahpah Park is home to Joe Schleper Stadium, Miracle Field, and a multi-use grass field, and eight ball 

fields which host youth baseball games, menΩs, softball leagues.  

Key Features 

¶ Miracle Field: An adaptive baseball diamond featuring rubberized turf, wheelchair accessible 

dugouts and gates, and inclusive play for athletes of all abilities  

¶ Playground 

¶ Bathrooms 

¶ 8 ballfields (seven have lights) 

¶ Rentable Support building featuring concessions and storage 

Jackson Commons Park 
Jackson Commons offers picnic shelters, hammock posts, trails, and farm themed playground. 

Key Features 

¶ Farmstead Bike Park: a bike course and pump track with three difficulty levels 

¶ Playground 

¶ Sledding hill 

¶ Lake 

¶ Trails 

PARKS MASTER LIST 

Park/ Facility Name Address 

17th Avenue Sports Complex 2600 17th Ave. E., Shakopee, MN 55379 
Archery Range 551 County Highway 101 N., Shakopee, MN 55379 
Autumn Hill Park 1956 Evergreen Lane, Shakopee, MN 55379 

Boat Launch 501 County Highway 101 N., Shakopee, MN 55379 
Cloverleaf Park 2777 Crane St., Shakopee, MN 55379 
Emerald Lane Park 2600 Emerald Lane E., Shakopee, MN 55379 

Glacier Park 8550 Portage Lane E, Shakopee, MN 55379 
Green Meadows Park 3100 Thrush St., Shakopee, MN 55379 
Hackney Park 575 Hackney Ave., Shakopee, MN 55379 
Hamlet Park 7300 Cambridge Road, Shakopee, MN 55379 
Hiawatha - Wermerskirchen Park 625 Seventh Ave. E., Shakopee, MN 55379 

Holmes Park 628 Fourth Ave. W., Shakopee, MN 55379 

Jackson Commons Park 2345 Zumbro Ave., Shakopee, MN 55379 
Jennifer Lane Park 2500 Jennifer Lane, Shakopee, MN 55379 
Killarney Hills Park 1450 Tyrone Drive, Shakopee, MN 55379 
Langdon Terrace Park 4194 Rymark Court, Shakopee, MN 55379 
Meadows Park 1566 Sage Lane, Shakopee, MN 55379 
Memorial Park 1801 County Road 101 E., Shakopee, MN 55379 
Muenchow Fields 1255 Fuller St. S., Shakopee, MN 55379 
hΩ5ƻǿŘ [ŀƪŜ tŀǊƪ 2853 County Road 79, Shakopee, MN 55379 
Pheasant Run Park 2075 Cardinal Drive, Shakopee, MN 55379 
Prairie Bend Park 1983 Parkway Ave., Shakopee, MN 55379 
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Quarry Lake Park 6201 Innovation Blvd., Shakopee, MN 55379 
Ridge Creek Park 7800 Crossings Blvd., Shakopee, MN 55379 
Riverview Park 455 Harrison St. S., Shakopee, MN 55379 
Royalty Park 101 Ardennes Ave. W., Shakopee, MN 55379 

Saddle Ridge Park 1754 Caspian Lane, Shakopee, MN 55379 
Savanna Oaks Park 6225 Oxford Road N., Shakopee, MN 55379 
Shakopee Skate Park 1255 Fuller St. S., Shakopee, MN 55379 
Southbridge Community Park & Dog 
Park 

7101 Southbridge Parkway, Shakopee, MN 55379 

Stagecoach Park 1700 Stagecoach Road, Shakopee, MN 55379 
Stans Park 1056 Fuller St. S., Shakopee, MN 55379 
Timber Trails Park 1397 Blue Heron Trail, Shakopee, MN 55379 
Valley Crest Park 1844 Ivy St., Shakopee, MN 55379 
Marystown Dog Agility Course 1565 Lusitano St., Shakopee, MN 55379 
Westminster Park 801 Valley View Road, Shakopee, MN 55379 
Whispering Oaks Park 8975 Horizon Drive, Shakopee, MN 55379 
Xcel Energy Mountain Bike Trail 6201 Innovation Blvd., Shakopee, MN 55379 
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II. Shakopee Parks and Recreation Department 

Organizational Chart 
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III. Standard Operating Procedures 

 

1. Dress Code 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

The dress and appearance of city employees is a direct reflection on the professionalism of our 

services. City employees meet with the public every day as part of their role. A neat, well-groomed and 

appropriately dressed employee will present a positive image of the city and demonstrate the pride of 

our city employees. 

This policy applies to all Recreation Department staff without specific dress requirements (e.g. 

Aquatics, Ice Arena, or Certified Fitness Instructors) 

General Guidelines ς ά5ǊŜǎǎ ŦƻǊ ¸ƻǳǊ 5ŀȅέ 

¢ƘŜ /ƛǘȅ ƻŦ {ƘŀƪƻǇŜŜ Ŧƻƭƭƻǿǎ ŀ άŘǊŜǎǎ ŦƻǊ ȅƻǳǊ Řŀȅέ ǎǘŀƴŘŀǊŘΦ 9ƳǇƭƻȅŜŜǎ ǎƘƻǳƭŘ ǳǎŜ ƎƻƻŘ ƧǳŘƎƳŜƴǘ 

and consider their schedule, duties, and interactions with the public when selecting daily attire. 

¶ Casual attire may be worn on days when staff do not have meetings with residents, outside 

agencies, or other third parties 

¶ Business casual or business attire is required on days when meetings, presentations, or public 

events are scheduled 

¶ If staff are representing the City at a program, event, or service, City of Shakopee attire should 

be worn with the logo visible, or a city-issued name badge placed on the top left of the shirt 

At all times, employee appearance must remain neat, professional, and appropriate for a community 

recreation environment. 

Not Permitted at Any Time 

¶ Clothing that is dirty, wrinkled, torn, frayed, or has holes 

¶ Clothing with offensive, discriminatory, or sexual images or language 

¶ Clothing made of Lycra/spandex (yoga pants, leggings, bicycle shorts) unless paired with 

appropriate professional coverage 

¶ Clothing that reveals an excessive amount of skin (midriff, low-cut tops, very short 

skirts/shorts) 
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Enforcement 

Supervisors and management retain the right to 

determine if employee appearance is 

inappropriate. Staff may be sent home to change 

or may face disciplinary action if they do not 

comply with this policy.
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2. Staff Conduct 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

This policy applies to all staff working in the City of Shakopee Parks and Recreation Department. Staff 

are expected to maintain a professional, safe, and respectful environment when interacting with 

children, adults, coworkers, facilities, and equipment. Maintaining a respectful workplace and positive 

community environment is a shared responsibility. 

General Conduct 

¶ Staff must be free of conditions that would adversely affect participant safety or wellbeing. 

¶ Staff must appear clean, neat, and appropriately dressed per the Dress Code. 

¶ Staff must be at their assigned site as determined by the supervisor. Staff are expected to be 

ready to work at their scheduled start time, which may include arriving early enough to 

prepare. 

¶ In the event of illness or other conflicts, the supervisor must be notified immediately. It is the 

ŜƳǇƭƻȅŜŜΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŦƛƴŘ ŀ ǎǳōǎǘƛǘǳǘŜ for their work hours.  Missed shifts without 

adequate coverage will result in disciplinary action. 

¶ Staff are expected to know and follow all facility emergency procedures, including severe 

weather, fire, and medical emergencies. 

¶ Use or possession of alcohol, tobacco, vaping products, cannabis, or illegal drugs during work 

hours or on city property is prohibited. 

¶ All employees must carry and display their City-issued identification badge or a City-issued 

uniform while on duty. 

¶ While on duty, staff are expected to focus on serving the public, monitoring facilities and 

programs, and performing assigned tasks. Personal tasks, like homework, reading, social 

media, or cell phone use, are not allowed during work hours, except during scheduled breaks. 

Respectful Workplace & Behavior 

Parks and Recreation staff must model professionalism and respect in all interactions with children, 

adults, and coworkers. The following behaviors are prohibited: 

¶ Violent behavior: harassment, intimidation, bullying, or use of physical force. 

¶ Discriminatory behavior: inappropriate remarks or actions based on race, color, creed, 

religion, national origin, disability, sex, gender identity or expression, pregnancy, age, sexual 

orientation, marital status, familial status, or public assistance status. 

¶ Offensive behavior: profanity, inappropriate jokes, vulgar language, rude outbursts, or 

disparaging comments. 

¶ Sexual harassment: unwelcome conduct of a sexual nature, including unwanted advances, 

physical contact, sexually explicit comments or jokes, or requests for sexual favors. This applies 

in person, electronically, and through social media. 
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Customer & Public Interaction 

¶ Staff must remain courteous, patient, and tactful, portraying a positive role model to all and 

representing the City with professionalism. 

¶ The City does not expect staff to accept abusive behavior from participants or the public. If a 

situation escalates, staff may request supervisor intervention, professionally end the contact, 

or in cases of imminent danger, call 911. 

Professional Boundaries 

¶ Staff may not engage in public displays of affection in the presence of children, parents, 

patrons, or coworkers. 

¶ Staff must respect personal boundaries; everyone has the right not to be touched in ways that 

make them uncomfortable.  

¶ Staff may not transport participants in personal vehicles. 

Supervision of Children & Youth 

¶ At no time during a recreation program may a staff member be alone with a single child in a 

space where others cannot observe them. 

¶ Staff must never leave a child unsupervised. 

¶ Children must only be released to a parent, guardian, or other authorized individual identified 

in writing by the parent/guardian. 

Prohibited Behavior Toward Participants 

The following forms of abuse are strictly prohibited and may result in immediate dismissal: 

¶ Physical abuse ς hitting, spanking, shaking, or slapping. 

¶ Verbal abuse ς humiliating, degrading, or threatening. 

¶ Sexual abuse ς inappropriate touch, language, or behavior. 

¶ Mental abuse ς shaming, withholding care, or showing cruelty. 

¶ Neglect ς withholding food, water, or basic supervision. 

Staff will use positive guidance techniques such as redirection, positive reinforcement, and 

encouragement. Discipline must be age-appropriate and never include physical punishment. Physical 

restraint may only be used when necessary to prevent immediate harm. 
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3. Customer Service & Responding to Concerns 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

We are committed to creating a community where people want to live, work, and play. Guided by our 

vision of a safe, welcoming, and attractive environment, we strive to make every interaction with 

residents and visitors reflect the high quality of service they expect and deserve. 

hǳǊ ŎǳǎǘƻƳŜǊ ǎŜǊǾƛŎŜ ŀǇǇǊƻŀŎƘ ƛǎ ōǳƛƭǘ ƻƴ ǘƘŜ /ƛǘȅΩǎ ǾŀƭǳŜǎΥ ƛƴǘŜƎǊƛǘȅΣ ŀŎŎƻǳƴǘŀōƛƭƛǘȅΣ ŦŀƛǊƴŜǎǎΣ ƻǇŜƴƴŜǎǎ 

to difference, and a commitment to the best interests of the community. These principles shape how 

we listen, respond, and follow through with each individual we serve. 

For Parks and Recreation staff, this means going beyond simply answering questions or solving 

problems. It means working together to provide fun, engaging, and inclusive programs, activities, and 

spaces while treating every person with respect, empathy, and consistency. By doing so, we 

strengthen trust, build positive relationships, and demonstrate pride in our role as representatives of 

the City of Shakopee. 

A customer is identified as anyone our department services.  This could be a facility member, renter, 

resident, or program participant and/or their guardian.  

Responding to Customer Concerns (LAAF) 

To ensure a consistent experience for all, staff are encouraged to use the LAAF model when 

responding to concerns, questions, or complaints. 

LISTEN Ÿ ACKNOWLEDGE & INFORM Ÿ ACT Ÿ FOLLOW UP 

1. Listen: Give the customer your full attention, maintain eye contact, and allow them to explain 

their concern without interruption. Use open-ended questions. 

2. Acknowledge & Inform: Validate the ŎǳǎǘƻƳŜǊǎΩ concern by acknowledging their feelings and 

ǘƘŜ ƛƳǇƻǊǘŀƴŎŜ ƻŦ ǘƘŜ ƛǎǎǳŜΦ {ƛƳǇƭŜ ǇƘǊŀǎŜǎ ǎǳŎƘ ŀǎ άL ǳƴŘŜǊǎǘŀƴŘ Ƙƻǿ ǘƘŀǘ ŎƻǳƭŘ ōŜ 

ŦǊǳǎǘǊŀǘƛƴƎέ ŀǊŜ ŜŦŦŜŎǘƛǾŜΦ  Provide clear and transparent information about policies, processes, 

or next steps. If additional information is needed, explain the timeline and how updates for 

their issue will be communicated. 

3. Act: Take appropriate steps to resolve the concern for the customer or escalate to the 

appropriate supervisor as needed. Act promptly! 

4. Follow up: After the initial response, reconnect with the customer to confirm the issue was 

resolved or to provide an update if additional steps are still in progress. 

NOTE: !ǘ ŀƴȅ ǘƛƳŜΣ ƛŦ ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ ŎƻƴŎŜǊƴǎ ƛƴǘŜǊŦŜǊŜ ǿƛǘƘ ǎǘŀŦŦ ŘǳǘƛŜǎΣ ǘƘŜȅ ōŜŎƻƳŜ ŀǊƎǳƳŜƴǘŀǘƛǾŜ 

or continue to be unsatisfied, refer them to management staff.  The City does not expect staff to 

accept abusive behavior from participants or the public. If a situation escalates, staff may request 

supervisor intervention, professionally end the contact, or in cases of imminent danger, call 911.  
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Telephone Etiquette 

tƘƻƴŜ ƛƴǘŜǊŀŎǘƛƻƴǎ ŀǊŜ ƻŦǘŜƴ ŀ ŎǳǎǘƻƳŜǊΩǎ ŦƛǊǎǘ ƛƳǇǊŜǎǎƛƻƴ ƻŦ ǘƘŜ ŦŀŎƛƭƛǘȅΣ ǎǘŀŦŦΣ ŀƴŘ ǘƘŜ /ƛǘȅ ƻŦ 

Shakopee.  It is important that staff are aware and intentional of their telephone communications with 

the public. 

Staff should answer the phone in a cheerful but professional manner.  If you cannot assist the 

customer immediately, ask the caller to please hold for a short moment.  

When answering the telephone, staff should:  

1. Identify the Facility 

2. State their name 

3. Ask an open-ended question 

9ȄŀƳǇƭŜΥ άDƻƻŘ ƳƻǊƴƛƴƎΣ {ŀƴŘ±ŜƴǘǳǊŜ !ǉǳŀǘƛŎ tŀǊƪΦ  ¢Ƙƛǎ ƛǎ {ŀƴŘǊŀΣ Ƙƻǿ Ŏŀƴ L ƘŜƭǇ ȅƻǳΚέ 

Positive Tone 

At Shakopee Parks & Recreation, every interaction with our community is an opportunity to create a 

positive experience. The tone we use ς both in person and through email or phone ς can shape how 

customers feel about our programs, facilities, and staff. 

¦ǎƛƴƎ ŀ ǇƻǎƛǘƛǾŜ ǘƻƴŜ ŘƻŜǎƴΩǘ Ƨǳǎǘ ƳŜŀƴ ōŜƛƴƎ ǇƻƭƛǘŜΤ ƛǘ ƳŜŀƴǎ ŦƻŎǳǎƛƴƎ ƻƴ ǎƻƭǳǘƛƻƴǎΣ ǇƻǎǎƛōƛƭƛǘƛŜǎΣ ŀƴŘ 

helpful guidance rather than limitations or obstacles.  

w9{thb5LbD ²I9b ²9 5hbΩ¢ hCC9w {ha9¢ILbD 

¶ Instead of sayingΥ άbƻΣ ǿŜ ŘƻƴΩǘ ƘŀǾŜ ǘƘŀǘΦέ 

¶ TryΥ ά²Ŝ ŘƻƴΩǘ ƘŀǾŜ ǘƘŀǘ ŜȄŀŎǘ ǇǊƻƎǊŀƳΣ ōǳǘ ǿŜ Řƻ ƘŀǾŜ ώŀƭǘŜǊƴŀǘƛǾŜ ǇǊƻƎǊŀƳκǊŜǎƻǳǊŎŜϐ ǘƘŀǘ 

ƳƛƎƘǘ ōŜ ŀ ƎǊŜŀǘ ŦƛǘΗέ 

w9{thb5LbD ²I9b ¸h¦ 5hbΩ¢ Ybh² ¢I9 !b{²9w 

¶ Instead of sayingΥ ά{ƻǊǊȅΣ L ŘƻƴΩǘ ƪƴƻǿΦέ 

¶ TryΥ ά¢ƘŀǘΩǎ ŀ ƎǊŜŀǘ ǉǳŜǎǘƛƻƴΗ [Ŝǘ ƳŜ ŦƛƴŘ ƻǳǘ ŀƴŘ ƎŜǘ ōŀŎƪ ǘƻ ȅƻǳ ōȅ ώǘƛƳŜŦǊŀƳŜϐέ ƻǊ άL ŀƳ ƴƻǘ 

ǎǳǊŜΣ ƭŜǘ ƳŜ ŎƻƴƴŜŎǘ ȅƻǳ ǿƛǘƘ ǇŜǊǎƻƴ ƛƴ ŎƘŀǊƎŜ ƻŦ ǘƘŀǘΦέ 

RESPONDING WHEN A STAFF MEMBER IS OUT OF OFFICE 

¶ Instead of sayingΥ ά{ŀƴŘǊŀ ƛǎ ƎƻƴŜ ǘƻŘŀȅΣ ǎƻǊǊȅέ ƻǊ άL ŀƳ ƴƻǘ ǎǳǊŜ ǿƘŜǊŜ {ŀƴŘǊŀ ƛǎέ 

¶ TryΥ ά{ŀƴŘǊŀ ƛǎƴΩǘ ŀǾŀƛƭŀōƭŜ ǊƛƎƘǘ ƴƻǿΣ ƛǎ ǘƘŜǊŜ ǎƻƳŜǘƘƛƴƎ ǘƘŀǘ L Ŏŀƴ ƘŜƭǇ ȅƻǳ ǿƛǘƘΚέ ƻǊ ά{ŀƴŘǊŀ 

is currently out of office, but she can return your call when she is back on [date]Φέ 
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4. Cancellations 

Approved By:   Issue Date:   Revision Date:   
 

General Procedures 

¶ Refunds may be processed to the original payment method (credit/debit cards), via check for 

cases when the original payment method is unavailable or cash was used, or as a credit on the 

ŎǳǎǘƻƳŜǊΩǎ registration software account.  

¶ Any fee, deposit, or charge labeled as non-refundable will not be refunded upon cancellation. 

Shelters and Facility Rentals 

¶ Cancellations made 30 or more days prior to the scheduled reservation are eligible for a 

refund. 

¶ Cancellations made within 30 days of the reservation date are not refundable. Customers may 

choose to reschedule their reservation within 60 days of the original event date or forfeit their 

reservation. 

Programs Registrations 

¶ A full refund will be issued if an activity, event, or program is canceled by the Parks and 

Recreation Department. Typical cancellations include inclement weather, low enrollment, 

instructor illness or facility conflicts.  Staff make every effort to reschedule activities prior to 

cancellation.  

¶ Registrations cancelled before the registration deadline are eligible for refund of all program 

registration fees.  

¶ Registration deadline is 1 week prior to the start of the program unless otherwise stated in the 

program description.  

¶ Registrations cancelled after registration deadline are not eligible for refund unless due to a 

medical reason ς medical reasons are considered on a case-by-case basis and are subject to 

approval.  

¶ Participants may be removed from a program by staff for violations of the code of conduct. In 

such cases refunds will not be issued.  

Membership, Punch Card, and Season Pass Purchases 

¶ Memberships may be cancelled within three business days of original purchase and receive 

full refund  After this period, refunds will not be issued. 

¶ A 30-day, written notice is required to cancel monthly memberships. If proper notice is not 

provided, the membership will automatically renew.  

¶ Annual and monthly memberships not meeting the minimum one-year commitment are 

subject to a $50 early cancellation fee, due at the time of cancellation. 

¶  If the facility cancels a membership due to a violation of the Zero Tolerance Policy or amenity 

rules, no refund will be issued. 
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Outdoor Athletic Facility Reservations 

¶ Facility cancellations made at least 72 hours prior to the reservation start time are eligible for 

refund.  

¶ Reservations cancelled on or after the start date for any reason will result in forfeiture of all 

fees. 

¶ Reservations may be cancelled due to facility conditions; in such cases a full refund will be 

issued for the affected dates. 

Ice Reservations 

¶ Any cancellations made before 30 days of reservation is eligible for a full refund. The renter will 

be responsible for the full fee if the cancellation is less than 30 days before the reservation.    
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5. Reservations 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

Park Shelter Rentals 

¢ƘŜ /ƛǘȅΩǎ ǇŀǊƪs and trail system offers a variety of facilities and shelters. For exclusive use of a facility 

for a given date and time, a shelter reservation is required and can be made by contacting the Parks 

and Recreation office at least seven days in advance of the proposed date(s) of usage. Reservations are 

accepted on a first-come, first-served basis. Rental fees are due once the reservation has been 

approved. ShakopeeΩǎ park hours are 6 a.m. to 10 p.m. 

Special use permits are required for activities such as amplified or live music, pig roasts, large 

barbecues, inflatables, dunk tanks, weddings, car shows, disc golf tournaments, or events open to the 

public. There may be an additional charge for these events.  

PARK SHELTER RENTALS & FEES 

Park shelter reservations are accepted on the first business day in January for present year (except for 

Huber Park). Reservations can be submitted either online or in person to the Parks and Recreation 

Office. Reservations are not final until application has been received, and payment is made in full. 

Shelter fees are outlined in the City of Shakopee Fee Schedule which is updated annually and 

approved by council. 

Open Air Park Shelter 

¶ Available May 1-Sept. 30 (weather permitting) 

¶ No deposit required 

¶ [ƛƻƴΩǎ tŀǊƪ 

Enclosed Park Shelter 

¶ Available March 1-Nov. 30 

¶ $100 refundable damage deposit due at time of reservation 

¶ Green Meadows Park, Hiawatha-Wermerskirchen Park, Holmes Park, Ridge Creek Park, Scenic 

Heights Park, Southbridge Community Park, Westminster Park 

Huber Park Picnic Shelter Only 

¶ Available within 30 days of your requested date 

¶ $100 refundable damage deposit due at time of reservation 

Quarry Lake Park Picnic Shelter Only 

¶ Available May 1 ς Sept. 30 (weather permitting) 

¶ No deposit required 
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Shakopee Community Center Room Rentals 

Groups or individuals interested in reserving or renting facilities may do so by contacting Recreation 

Facilities Specialist Barb Potthier at 952-233-9505 or bpotthier@ShakopeeMN.gov, or by booking a 

room online. Rental fees are due at the time of reservation.  

RENTAL FACILITY RULES 

¶ Renter is responsible for their own setup and takedown. 

¶ The Shakopee Community Center is not responsible for items lost, stolen or left behind. 

¶ Reservations should be submitted at least 14 days in advance of rental date. 

¶ All rentals are to include setup, event and takedown time in the total rental time period.  

¶ Smoking/Vaping is prohibited in the building and on grounds. 

¶ Shakopee facilities operate under a zero-tolerance behavior policy. 

¶ Decorations are permitted within guidelines or with permission only. Failure to follow will 

result in loss of deposit or expense incurred. 

o Encouraged: Free standing items, center pieces, balloons, signage on easels. 

o NOT ALLOWED: confetti, glitter, open flame candles, tape, glue, nails, tacks, staples, 

sand, silly string, rice, flower petals, adhered items or hooks on walls, ceilings or 

fixtures`. 

¶ The renter is responsible for the condition of the area used and for the supervision of the 

participants. 

¶ The renter is responsible for returning the area to the condition in which it was found. This 

includes cleaning, wiping down tables, vacuuming, etc., as needed. A damage deposit loss 

may be assessed if space is left in poor condition. 

¶ Failure to comply with regulations will be cause for revocation of use, loss of future rental 

ability, invoiced expenses for amounts exceeding damage deposit and 

damage deposit forfeiture. 

¶ The renter is responsible for the conduct of members of its group. Disorderly conduct will 

result in exclusion from the facility. Children must be supervised. 

¶ Beer and wine is only permitted for rentals taking place in the Community Room at the 

Community Center.  Renter must have a valid liquor license and pay the additional damage 

deposit.  

RENTABLE SPACES 

Room Capacity Price 
Community Room 150 $85 per hour Sunday - Friday 

$110 per hour Saturdays 
Conference Room  10 $25 per hour 
Party Rooms (Mon.-Thu.) 22 $45 
Enigma Room 45 $45 
Arena Multi-Purpose 50 $45 
Upstairs Meeting Room 25 $45 
Upstairs Multi-Purpose 40 $45 
Multi -Purpose Activity 
Room 

165 $45 
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Gym (per court) 400 $55 

Birthday Parties 

Each package includes 14 place settings and a two-hour rental of a party room. Parties are best suited 

for children ages 5-10 and are available on Saturdays and Sundays. Party availability may vary 

depending on other scheduled events, such as open gym, open swim/skating, or facility rentals.  

Birthday parties must be reserved online. 

Birthday party package pricing is outlined in the City of Shakopee Fee Schedule which is updated 

annually and approved by City Council.  

PARTY PACKAGE GUIDELINES: 

¶ Each package includes up to 12 children, plus two parents/guardians of the birthday child. 

Additional children may be added (up to 16 total) for $10 each. 

¶ Alcohol is strictly prohibited. 

NON-HOSTED PARTIES 

¶ Splash Party  

¶ Lookout Playground Party  

Shakopee Ice Arena Rentals 

The Shakopee Ice Arena sells ice time to teams, clubs, camps, and private groups at any time of the 

year. Ice rental is available for team practices, birthday parties, company parties, or family outings. 

Room Rate 

Fall-Winter Prime (Oct. 1 to Mar. 15) 
Monday-Friday 2 to 9 p.m.  
Saturdays, Sundays, non-school days & holidays 6 
a.m. to 9 p.m. 

$253/hour (plus sales tax).  

Fall-Winter Non-Prime (Oct. 1 to Mar. 15) 
Monday-Friday 6 a.m. to 2 p.m. and After 9 p.m. 
Saturdays & Sundays 9 p.m. to 6 a.m.  

$199/hour (plus sales tax) 

Spring/Summer (Mar. 16 to Sept. 30) $199/hour (plus sales tax) 
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6. Group Utilization of Facilities 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

Shakopee Recreation Facilities welcome groups from schools, daycares, camps, and similar 

organizations. To ensure a safe and enjoyable experience, the following policies apply: 

Group Discount: Available for groups of 20+ participants. Discounted fees are based on the applicable 

resident rate for the facility.  Deposits may be required and are non-refundable unless weather or 

other circumstances result in the prior closure of the facility.  

*Groups from Shakopee Public Schools are governed by the Joint Powers Agreement approved 

through City Council.  

Supervision Ratios: 

Supervisors must be age 16 or older. 

¶ Ages 4 & under: 1 supervisor per 3 children 

¶ Ages 5-9: 1 supervisor per 6 children 

¶ Ages 10+: 1 supervisor per 10 children 

Check-In & Orientation: Groups must check in at the front desk upon arrival. Before activities begin, 

an orientation on facility rules must be given by a supervisor, manager, or head lifeguard/building 

supervisor. 

Supervision & Behavior: The group leaders are responsible for all participant behavior. Groups 

violating facility policies may be asked to leave without refund. 

Scheduling & Communication: Groups must schedule their facility attendance prior to arrival and 

provide their expected arrival/departure times and number of participants. Groups of 20+ arriving 

ǿƛǘƘƻǳǘ ǇǊƛƻǊ ŎƻƳƳǳƴƛŎŀǘƛƻƴ Ƴŀȅ ƭƻǎŜ ǘƘŜƛǊ ŘƛǎŎƻǳƴǘ ƻǊ ōŜ ŘŜƴƛŜŘ ŜƴǘǊȅ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ŘŀȅΩǎ 

schedule.  
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7. Customer Transactions 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

The City of Shakopee Parks and Recreation Department is committed to maintaining the highest 

standards of financial accountability and transparency. Cash handling is a responsibility that requires 

accuracy, consistency, and integrity. All employees entrusted with this duty are expected to follow 

procedures that protect both the individual cashier and the City. 

Handling City funds is a serious responsibility - these dollars represent taxpayer resources and 

community trust. Strict and consistent cash handling practices ensure that revenues are secure, errors 

are minimized, and financial records remain accurate. Every cashier is responsible for always following 

these procedures to safeguard public funds and uphold the reputation of the City of Shakopee. 

Cashier Basics 

¶ Never leave money unattended or the cash drawer open.  Cash is to be locked in the approved 

location at all times.  

¶ Staff should complete every transaction before starting the next transaction. 

¶ Staff may not make change for themselves.  If you need change, exit the desk and ask a 

coworker or supervisor to assist. 

¶ Every transaction must be taken at an approved counter.  

¶ In instances where a customer will receive change, keep their money sitting on the drawer of 

counter until you have issued their change and receipt.  This will minimize discrepancies about 

how much money the guest initially gave you.  

¶ Always use the least amount of bills when giving change (i.e. $15 change should be one $10 

and one $5 if possible). 

Credit Cards/Debit Cards 

¶ PCI Compliances are required annually for all staff who process credit card transactions.  

¶ All card payments must be processed through authorized point-of-sale terminals or systems 

that encrypt data. 

¶ Staff may not copy, write down, or otherwise store customer card numbers or security codes. 

¶ LŦ ǇŀȅƳŜƴǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǎŀǾŜŘΣ ƛǘ Ƴŀȅ ƻƴƭȅ ōŜ ǎǘƻǊŜŘ ǎŜŎǳǊŜƭȅ ǿƛǘƘƛƴ ǘƘŜ /ƛǘȅΩǎ ŀǇǇǊƻǾŜŘ 

payment system. Staff may never keep payment details on paper, in personal devices, or 

outside the system. 

¶ Issue a receipt and confirm transaction approval before finalizing services or access. 

Personal Checks 

This procedure outlines how staff should securely and consistently handle personal checks at all City 

of Shakopee recreation facilities, including the Community Center, Ice Arena, and SandVenture 

Aquatic Park. It applies to any full-time, part-time, or seasonal employee who accepts or processes 
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check payments and is designed to protect both the customer and the City while ensuring smooth 

daily operations. 

ACCEPTED USE 

¶ Personal checks may be accepted for: 

o Membership purchases or renewals 

o Facility or room rentals 

o Program registration 

¶ Starter checks (without a printed name and address) cannot be accepted. 

¶ All checks must be made payable to the City of Shakopee. 

IDENTIFICATION 

¶ /ǳǎǘƻƳŜǊǎ Ƴǳǎǘ ǇǊŜǎŜƴǘ ŀ ǾŀƭƛŘ ŘǊƛǾŜǊΩǎ ƭƛŎŜƴǎŜ ƻǊ ǎǘŀǘŜ ƛǎǎǳŜŘ L5. 

¶ Staff must record the ID Number and phone on the upper right corner of the check. 

¶ The name on the check must match the name on the ID. 

CHECK REQUIREMENTS 

To be accepted, the check must include: 

¶ Printed name, current address, and phone number 

¶ Authorized signature 

¶ Matching written and numeric amounts 

¶ Current date (no pre- or postdated checks) 

¶ Drawn on a U.S. bank account in U.S. dollars 

STAFF STEPS 

1. Verify before accepting 

o Confirm the check meets all requirements above. 
o Verify ID matches the name on the check. 

2. Process the payment 
o Check # will automatically be printed on the receipt 

1. LŦ ƛǘ ŘƻŜǎƴΩǘ ǇǊƛƴǘ, make sure to write the check number on receipt 
o Enter the payment in the POS system. 
o Place the check immediately in the cash drawer (never leave it on the counter or in a 

personal area). 
3. End of shift 

o Bundle all accepted checks with the close of day paperwork. 
4. Secure the bundle in the facility safe until processed. 
5.  Questionable checks 

o Do not accept any check that appears altered, incomplete, or suspicious. 
o Politely decline and offer another payment method. 
o Notify the Supervisor or Manager on Duty for review and documentation. 

RETURNED CHECKS 

¶ A $30.00 fee applies to all returned checks (NSF or closed account). 

¶ The Finance Department will contact the customer directly. 
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¶ Individuals with two or more returned checks will lose check privileges for all City recreation 

facilities. 

¶ Facility Managers should track and report any repeat offenders. 

RECORD KEEPING 

All checks and related receipts should be included in the daily deposit packet and stored according to 

City Finance procedures. Records must be available for review during audits or reconciliation. 

CANCELLATIONS, VOIDS, AND REFUNDS 

Only authorized staff are permitted to process cancellations, refunds, and voids.  Staff should refer 

customers to the appropriate person to have these transactions processed.  

¶ Parks and Recreation Full Time Staff 

¶ Manager on Duty (SandVenture or Community Center) 

CASH 

Cash refunds are not allowed at any time.  All refunds require documentation to be submitted to 

finance.  Every refund should have an associated transaction in Civic Rec.  Refunds for cash payments 

are made via check in the mail to the customer ς these take 7-10 days to process as they must be 

approved by City Council.  

CARD 

For Credit Card refunds, the refund should be made to the original payment method.  If this is 

unavailable, then process the refund via check or as credit on the ŎǳǎǘƻƳŜǊΩǎ account.  

 

Cash and Change Fund 

SandVenture Aquatic Park Shakopee Community Center Shakopee Ice Arena 

Start up cash - $100 in each 
register 

Change fund - $300 

Start up cash ς $100 in each 
register 

Change fund ς $500 

Start up cash - $100 in each 
register 

Change fund - $150 

 

Shift Changes, Balancing the Drawer, and Deposits 

SANDVENTURE AQUATIC PARK 

¶ Staff reference the CivicRec transaction report and balance the drawer 

¶ Start up Cash and change fund is counted and secured 

¶ Daily transaction report and deposit is brought to the Shakopee Community Center and 

placed in the safe 

SHAKOPEE COMMUNITY CENTER  

¶ Staff reference the CivicRec transaction report and balance the drawer  

¶ Start up cash and change fund is counted and secured  
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¶ Daily close out detail report printed, count down drawer, put all funds in deposit bag and drop 

in top safe. Make sure the safe is locked 

ICE ARENA 

¶ Staff reference the CivicRec transaction report and balance the drawer  

¶ Start up cash and change fund is counted and secured  

¶ Daily close out detail report printed, count down drawer, put all funds in deposit bag and 

drop-in Shakopee Community Center (?) safe. Make sure safe is is locked 

DEPARTMENT DEPOSIT 

Deposits are made daily Monday through Friday, apart from City holidays.  To complete the deposit, 

staff must have access to CivicRec and Open Edge software.  

¶ Print άFINANCE- Transactions by Payment Type- All Locationsέ from CivicRec 

¶ Print Summary & Detail Report from Open Edge  

¶ Match totals from both CivicRec and Open Edge reports 

¶ Match the total cash and check amounts to reports  

¶ Complete the άwŜŎǊŜŀǘƛƻƴ /ŀǎƘ /ƻǳƴǘ {ƘŜŜǘέ ŦǊƻƳ CƛƴŀƴŎŜ 

¶ Fill out deposit slip 

o The yellow carbon copy of the deposit slip should stay in the deposit book, only send 

the white copy to finance.  Once the deposit book is finished, submit to finance for 

record keeping. 

¶ Lƴ ǘƘŜ ǎŜŎǳǊŜ ƳƻƴŜȅ ōŀƎΣ ǇƭŀŎŜ ŀƭƭ ŎŀǎƘΣ ŀƭƭ ŎƘŜŎƪǎΣ ǿƘƛǘŜ ŘŜǇƻǎƛǘ ǎƭƛǇΣ ŀƴŘ ǘƘŜ άwŜŎǊŜŀǘƛƻƴ /ŀǎƘ 

/ƻǳƴǘ {ƘŜŜǘέ 

¶ Once processed, the secure deposit bag is brought to City Hall and placed in the safe at the 

main level customer service desk 

Theft 

Theft of City funds, supplies, or property is considered a serious violation of both public trust and City 

policy. Any employee who intentionally takes or misuses City money or resources is not only violating 

departmental standards but also betraying the community whose dollars we are entrusted to protect. 

Even small acts of dishonesty, such as pocketing cash, falsifying records, or failing to report a known 

discrepancy, are treated with the utmost seriousness. 

Employees found to be involved in theft will face immediate disciplinary action, up to and including 

termination of employment, and the matter may be referred to law enforcement for investigation. 

DƛǾŜƴ ŜƳǇƭƻȅŜŜǎΩ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ǎŀŦŜƎǳŀǊŘƛƴƎ ǘŀȄǇŀȅŜǊ ŘƻƭƭŀǊǎΣ ǘƘŜ /ƛǘȅ ƻŦ {ƘŀƪƻǇŜŜ ŜƴŦƻǊŎŜǎ ŀ 

zero-tolerance standard for theft. 

All employees share responsibility in safeguarding City assets. This includes reporting suspicious 

activity, irregularities, or concerns to a supervisor or Human Resources without delay.  

Robbery 

In the event of a robbery or attempted robbery, employee safety is the top priority. Money and 

property can be replaced ς ƭƛǾŜǎ ŎŀƴƴƻǘΦ {ǘŀŦŦ ǎƘƻǳƭŘ ǊŜƳŀƛƴ ŎŀƭƳΣ ŎƻƳǇƭȅ ǿƛǘƘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭΩǎ 

demands, and never attempt to resist or act heroically. If possible and safe, the panic button should be 
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activated to alert authorities. If this is not possible during the incident, staff should wait until the 

situation has passed and immediately call 911. 

If money has been handed over to a robber, staff have two immediate responsibilities: 

1. Notify a supervisor as quickly as possible by phone. 

2. Write down all details remembered about the individual and the circumstances. This includes 

height, hair color, clothing, mode of travel (walking, driving, biking, etc.), vehicle description, 

direction of escape, and any other notable features.  
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8. Zero Tolerance Policy and Suspensions 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

Purpose 

To ensure a safe and respectful environment for all guests and staff at Shakopee Parks and Recreation 

facilities. This procedure provides staff with clear direction on how to respond to inappropriate or 

unsafe behavior. 

Shakopee Parks and Recreation Disciplinary Guidelines 

CODE OF CONDUCT:  

All guests, participants and members of the Shakopee Parks and Recreation facilities are expected to 

exhibit appropriate behavior while participating, spectating or attending any program or activity in or 

on City Property. The following guidelines are designed to provide safe and enjoyable activities for all 

participants:  

¶ Show respect to all participants and all facility staff  

¶ Take directions from facility supervisors and staff  

¶ Always use respectful and appropriate language  

¶ Promote a safe environment by treating yourself and others with care and respect  

¶ Take care of equipment, supplies and facilities to ensure a positive experience for everyone  

Failure to follow these rules may result in suspension from Parks and Recreation facilities, to include 

Shakopee Community Center, Shakopee Ice Arena, and SandVenture Aquatic Park. The City of 

Shakopee Parks & Recreation Department strives to make your expŜǊƛŜƴŎŜ ŦǳƴπŦƛƭƭŜŘΣ ǊŜǿŀǊŘƛƴƎΣ 

educational and safe, but it is important to recognize the department will not allow disruptive or 

unsafe actions by visitors.  

ZERO TOLERANCE POLICY:  

The respect and safety of our guests and staff is required by all facility users.  Shakopee Parks and 

Recreation will not tolerate certain behavior, and such behavior will result in suspension or trespass 

from the facility. The Parks and Recreation staff shall have sole discretion of what constitutes negative 

conduct or behavior covered by this policy.The Shakopee Parks and Recreation staff will involve the 

Shakopee Police, when necessary, to enforce this policy.   

 

 

LEVELS OF OFFENSE AND RECOMMENDED ACTIONS 

Behaviors are categorized by severity and disruption to staff, patrons, and facility operations.  Based 

on the behavior and repeat offenses, staff should reference the following chart to determine what 

action is warranted.  
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Level of Offense Behavior Categories Disciplinary Action 

Level 1 

¶ Swearing or inappropriate discussion 
topics 

¶ Disrespecting staff, property, or amenity 
specific rules 

¶ Violating amenity age requirements 
¶ Gathering or loitering in egress points or 

walkways 

¶ Verbal warning 

¶ One Day Suspension 

¶ Two Week Suspension 

¶ Criminal Trespass for one year 

Level 2 

¶ Theft of Services 
¶ Rough housing 
¶ Disruptive behavior 

¶ Alcohol, cannabis, tobacco or nicotine use 
in/on City property 

¶ Inappropriate behavior 

¶ One Day Suspension 

¶ One Month Suspension 

¶ Criminal Trespass for one year 

Level 3 

¶ Threatening or harassment or Intimidation 
¶ Fighting or physical altercations 
¶ Theft of property 
¶ Vandalism 

¶ Destruction of property 
¶ Underage alcohol use in/on City property 
¶ Illicit drug use in/on City property 

For all criminal offenses, facility staff 
will involve the Shakopee Police 
Department. 

 

STAFF RESPONSIBILITIES 

Observation & Enforcement 

¶ When inappropriate behavior occurs, frontline staff should immediately take action to address 

the situation. It is the responsibility of ALL Parks and Recreation staff to enforce facility rules 

¶ Reference the Disciplinary Action Chart (above) to determine the proper response level and 

corresponding disciplinary action.  

¶ Before issuing a suspension, check the Quick Reference Binder to determine if the individual 

has prior documented offenses.  

Progressive Discipline & Issuing Suspensions 

¶ If a suspension is warranted, frontline staff must immediately contact the Building Supervisor 

or Aquatic Manager to take over the situation. 

¶ The Supervisor or Manager will assess the situation, confirm the appropriate disciplinary level, 

and proceed with issuing the suspension. 

Suspension Procedures:  
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1. Communicate Clearly: Calmly inform the individual of the reason for the suspension and its 

length. This conversation should be respectful, direct, and focused on behavior. Try to leave 

emotions or frustrations out of it!  

2. Provide Written Notice: Complete a Suspension Notice.  Review the form with the suspended 

individual and provide them with a copy.  

3. Document the Incident: File the original notice in the Quick Reference Guide and complete 

the incident form. 

Trespass Procedures:  

If a criminal trespass is warranted, contact the Shakopee Police Department to issue the trespass 

notice on behalf of the facility.  As soon as it is safe and prudent to do so, notify the Facility Manager 

via phone call. Document the incident fully using the Incident/Accident Form, including the 

responding officers name and case number, if applicable.  

Communication and Follow Up 

¶ If the individual is a member, the Facility Manager will send a copy of the suspension notice to 

the email on file.  

¶ Facility Managers should follow up with the parents/guardian after the second offense on the 

next business day. Note of the parent contact or attempt at parent contact should be added to 

the CivicRec account.  

¶ Depending on the situation, facility managers may choose to develop a Facility Usage Plan to 

encourage behavior improvement and second chances.  This plan may shorten or alter a 

suspension notice if the individual acknowledges responsibility for the behavior and 

demonstrates remorse and willingness to take steps to rectify the situation.  The decision to 

issue or modify a Facility Usage Plan is at the sole discretion of the Facility Manager, is not 

guaranteed, and is based on the unique circumstances of each case. 
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9. Trips: Senior & Camps  

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

This establishes consistent standards for planning and managing field trips for youth and senior 

programs. It ensures participant safety, staff accountability, and compliance with city procedures. 

Staff Conduct 

¶ Field trips are designed for the benefit of participants, and staff are expected to remain fully 

engaged and professional throughout the outing. 

¶ Staff must actively supervise and are solely responsible for participant behavior from check-in 

until return. 

¶ Applicable rules and expectations for each attraction must be reviewed with participants 

before arrival. 

¶ Staff should not treat the trip as personal recreation; their role is to work, not participate. 

¶ City of Shakopee identification (staff shirts, badges, or other approved attire) must be worn for 

visibility and accountability. 

¶ Professional conduct, respectful communication, and attentiveness to participant needs are 

required at all times. 

Travel Procedures 

¶ City vehicles should be used when available. If not, an approved vendor or charter service may 

be contracted. 

¶ All drivers must be authorized by the City (Acknowledgment of Driving Policies and 

Procedures for Parks & Recreation Department Employees) and meet applicable licensing and 

training requirements.  

¶ Departure and return times must be clearly communicated to participants and caregivers in 

advance. 

¶ Staff must carry participant rosters, emergency contact information, medical/allergy notes, 

first aid supplies, and a cell phone. 

Best Practices 

¶ Staff Supervision: 

o Youth: 1 staff per 10 youth 

o Seniors: Trips with 40+ seniors require 2 staff 

Á Depending on accessibility needs of the participants, additional staff may be 

requested 

Á Volunteers may be used to replace staff when approved by Recreation 

Manager. 

¶ Conduct head counts at all major points (departure, arrival, departure from venue, return). 

¶ Establish a meeting location at the field trip location in case of separation or lost participants. 
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¶ Review trip expectations and behavior guidelines with participants before leaving. 

Documentation & Accountability 

¶ Collect permission slips, if required by vendor (youth) or trip registrations (seniors) prior to the 

trip. 

¶ Ensure compliance with City financial policies: 

o Per Diem: Staff meals may be reimbursed if not included in the trip 

o Gratuity: Reasonable tips (15ς20%) for drivers or guides are permitted with 

documentation. 

o P-Card: May be used for approved expenses (admissions, meals, gratuities) with 

itemized receipts; personal purchases strictly prohibited. 
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10. Emergency Procedures 

Approved By: 

 

 Issue Date: November 
25, 2025 

 Revision Date:  November 
2026 

 

Purpose  

To provide clear, consistent guidance for staff responding to emergencies at Shakopee Parks & 

Recreation facilities. This SOP ensures the safety of staff, patrons, and participants while maintaining 

proper communication and accountability during incidents. 

Key Terms  

¶ Lockdown: Secure interior spaces during a threat inside the facility. Restrict movement and 

follow official guidance. 

¶ Lockout: Secure exterior doors when a threat exists outside; normal activities continue inside.  

Do not allow entry or exit until ǘƘŜ άŀƭƭ ŎƭŜŀǊέ ƛǎ ƛǎǎǳŜŘΦ 

¶ Shelter in Place: Remain indoors in a secure area during environmental or hazardous threats. 

¶ Reunification Point: Designated location for reuniting participants with ƎǳŀǊŘƛŀƴΩǎ post-

emergency. 

¶ Safe Zone: Pre-determined area away from hazards for temporary refuge during emergencies. 

General Responsibilities 

¶ Staff: Ensure participant safety, follow emergency procedures, communicate with supervisors, 

provide first aid, and document incidents. 

¶ Supervisors: Maintain communication with staff, coordinate response, and approve 

participant release. 

¶ Media: All inquiries are directed to the Communications Manager or Parks & Recreation 

Director. {ǘŀŦŦ ǎƘƻǳƭŘ ǊŜǎǇƻƴŘΥ άI have no information to share at this time; please contact our 

communications managerΦέ 

Emergency Communication & Notification: 

¶ Incidents requiring closure >1 hour: Notify Recreation Facilities Manager / Aquatics Supervisor. 

¶ EMS or Police involvement: Notify Recreation Facilities Manager when emergency has 

concluded. 

¶ Full facility closures: Must be approved by the Parks & Recreation Director. 

Severe Weather / Tornado 

Location   Designated Safe Zone   

Community Center   Downstairs locker rooms, gym hallway   

Ice Arena   Player locker rooms   

Sand Venture Aquatic Park   Log Cabin Basement   
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LEVEL: WATCH  

¶ Monitor emergency alert systems.  

¶ Keep staff and patrons posted of changes or emergencies.  

 LEVEL: WARNING  

¶ Safe Zone: Move everyone to the designated safe area, ensuring participants stay together as 

a group.  

¶ Remain in the safe area until the warning expires or public safety personnel has issued an all 

clear.  

¶ Instructors must remain with participants throughout the duration of the shelter in place.  

¶ Always have the program roster and a cell phone with you.  

¶ Youth in a program or activity can only be released to a parent or guardian by the instructor or 

public safety personnel.  

¶ Supervisor Contact: Stay in communication with your supervisor during any inclement 

weather event.  

¶ Weather Alerts: When possible, your supervisor will inform you of incoming weather and 

guide you on precautionary measures.  

AFTER THE STORM  

¶ Evacuate any damaged areas cautiously.  

¶ Call 911 if necessary.  

¶ Report any injuries.  

¶ Assist in any first aid needed in your area.  

¶ Continue to monitor emergency alert systems for additional storms and inclement weather. 

 

Fire 

Location   Designated Safe Zone   

Community Center   Skate park   

Ice Arena   Skate Park  

Sand Venture Aquatic Park   Log Cabin   

 

EMERGENCY ACTION STEPS  

¶ Sound the alarm to signal evacuation of the building/facility.  

¶ Call 911 immediately.  

¶ Evacuate your immediate area. Ensure all participants/patrons stay together and follow you.  

¶ Safe Zone: Lead participants/patrons to the designated safe zone and keep everyone 

together.  

o Instructors must stay with the patrons in their program.  

o Youth in an activity can only be released to a parent or guardian by their instructor.  
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¶ First Aid: Administer first aid if necessary to anyone who is injured.  

¶ Follow Public Safety Instructions: Adhere to all directions from public safety personnel.  

o Return to the building only when an all clear has been issued by public safety 

personnel.  

¶ Notify Supervisor: Contact your direct supervisor, who will handle communication up the 

chain.  

¶ Gather Information: Collect details on how the fire started and complete an Incident Report 

Form.  

 

Assault / Fight 

An assault is any act intended to cause fear of immediate bodily harm or death, or the intentional 

infliction or attempt to inflict bodily harm.  

EMERGENCY ACTION STEPS  

¶ Call 911 immediately.  

¶ Intervene Safely: If staff feel safe, use necessary physical measures to stop the assault.  

o Move Bystanders: Remove bystanders from the area quickly.  

o Provide First Aid: Administer first aid to the victim if needed.  

¶ Emergency Personnel: Have another staff member meet emergency responders and guide 

them to the scene.  

¶ Gather Information: Obtain as many details as possible about the assailant and the incident. 

Complete an Incident Report Form.  

¶ Notify Supervisor: Contact your direct supervisor, who will manage communication up the 

chain.  

¶ Media Communication: All communication with news media will be handled by the Parks and 

Recreation Director and the Communications Manager.  

 

Active Threat 

An active threat is a situation in which a person or group poses an immediate danger to others, 

typically by using weapons or other means to inflict harm or violence. This term is often used in 

reference to scenarios involving an active shooter, but it can also include other forms of violent threats 

such as bombings, stabbings, or any circumstance where individuals are at risk of immediate injury or 

death.   

EMERGENCY ACTION STEPS  

¶ Run, Hide, Fight  

o Run: If it's safe to do so, evacuate the area quickly and safely.  

o HideΥ LŦ ŜǾŀŎǳŀǘƛƻƴ ƛǎƴΩǘ ǇƻǎǎƛōƭŜΣ ŦƛƴŘ ŀ ǎŜŎǳǊŜ ƘƛŘƛƴƎ ǇƭŀŎŜ ǿƘŜǊŜ ȅƻǳ ŀǊŜ ƭŜǎǎ ƭƛƪŜƭȅ ǘƻ 

be found. Choose a location with thick walls and minimal windows if available.  

o Fight: As a last resort, if your life is in immediate danger, attempt to disrupt or 

incapacitate the threat using any available means.  
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¶ Call 911 when safe or press the panic button if available.  

o LŦ ȅƻǳ ŎŀƴΩǘ ǎǇŜŀƪ ǿƛǘƘƻǳǘ ōŜƛƴƎ ŘŜǘŜŎǘŜŘΣ ƭŜŀǾŜ ǘƘŜ ƭƛƴŜ ƻǇŜƴ ǎƻ ŘƛǎǇŀǘŎƘŜǊǎ Ŏŀƴ 

locate the call and listen to the situation.  

¶ Evacuate or Secure Participants: Move all participants away from the threat. If possible, lead 

them to the designated safe zone. If the safe zone is inaccessible, take them to another secure 

interior area. Get everyone low, away from windows, and lock or barricade doors. Turn off the 

lights if possible.  

¶ Provide First Aid to anyone who is injured, if it is safe to do so.  

¶ Stay in Secure Area: Remain in the secure location and wait for further instructions from 

public safety personnel.  

 

Missing Persons 

EMERGENCY ACTION STEPS (COMMUNITY CENTER AND ICE ARENA)  

¶ Gather Information: Ask the reporting party ŦƻǊ ǘƘŜ ƳƛǎǎƛƴƎ ǇŜǊǎƻƴΩǎ name, age, approximate 

weight, height, what they are wearing and any other identifiable information.  

¶ Details on Last Seen: Inquire how long the person has been missing and where they were last 

seen.  

¶ Staff Notification: Communicate via walkie talkie to all staff personnel details of missing 

person.   

¶ Public Announcement: Make an announcement over the P.A. system, place a staff person at 

each exit point.  

o άAttention guests we are looking for _____ (name). He/she is __ years old, is wearing 

________, is about ______ tall and was last seen ______.  Please search the area 

around you. Any able-bodied patrons please come ______ to help us searchέ   

Level 1: Person missing for less than 10 mins  

¶ All building staff should be notified of the missing person with name and description.  

¶ Staff should inform the front desk staff if missing person is seen.  

¶ Begin search for missing individual.   

o Mobilize building staff to search all public areas of the building.  

o Make an additional announcement over the P.A. system.  

o Lockdown all entrances.  

¶ After building search is complete or 10 minutes have passed, move to a Level 2.  

Level 2: Person missing for more than 10 mins  
In addition to the steps in Level 1:  

¶ Call 911  

o Provide the descriptive details of the missing person.  

¶ Continue to search the building.  

¶ Continue to lockdown all entrances.  

¶ Follow instructions from public safety personnel.  
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EMERGENCY ACTION STEPS (SANDVENTURE)  

Person receiving the report : 

¶ If a guard ς stand and cross your arms above your head and blow one long whistle blast. All 

other guards will copy and do the same to clear the pool and run to their respective area.  

¶ If an assistant ς go over the walkie, guards will then clear the pool.   

Lifeguards:   

¶ Clear the pool.  

¶ Guards in Chairs 1 and 8 gather able-bodied patrons to begin foot sweeps.  

¶ Guards in Chairs 2-7 and boardwalk run to deep end to begin deep water dives.  

¶ Guards on break ς two guards run to deep end to help with deep water dives, one to help with 

foot sweeps.   

¶ Guard with patron ς walk them to the manager and stay with them. Manager will ask 

questions and make announcement while you stay with the parent.   

Assistants:  

¶ Assistant(s) on roam goes to check and evacuate locker room.  

¶ Assistant(s) in admissions take a walkie and close the front gate so no one can enter or leave 

the facility and then run to check lions park (playground, park, bathrooms, etc.).  

¶ Assistant at the top of the slide listen for the name of the child over the walkie, get all people 

in line for the slide to go to the sand. Check your line for the missing child. Once everyone is 

on the beach, run to join foot sweeps.  

Manager:  

¶ Make the announcement άAttention guests, we have a missing child. Their name is _____. 

They are __ years old and wearing _____. They were last seen by the _____.έ άAny able-bodied 

patrons please come to the north side of the pool near the building to help with foot sweepsέ 

Repeat it twice.   

¶ Continue to make the announcement of the description of the patron every minute or two.  

¶ After 5 minutes without finding the person, call 911.  

¶ Call the Aquatics Supervisor and Parks and Recreation Director  

** One long whistle blast when patron is found. If patron is unconscious, proceed with unconscious 

EAP. 

 

Medical Emergency  

A medical emergency can include allergic reactions, asthma attack, cardiac arrest, respiratory distress, 

sprain or broken bone. In the event of a medical emergency, all staff should provide care to the level 

that they are certified to provide while waiting for EMS to arrive.  

RAPID RESPONSE: DETERMINE LIFE THREATENTING CONDITIONS  

¶ Check individual for consciousness, breathing, pulse, and severe bleeding. 

¶ Call 911 and direct them to the nearest entrance using door numbers if you know them. 


