“Research demonstrates the myriad physical and
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mental health benefits of active lifestyles that make
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use of green spaces outside the home.”
– Senator Mark Udall,
Healthy Kids Outdoors Act
Section Introduction

Aside from the Township’s role in providing public services and
maintaining law and order, the Township has many roles and tasks
that are not readily obvious to the public.
This section discusses the various aspects of the Township’s roles in
citizens’ lives and the people who work to provide those services.
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INTRODUCTION
In this part of the report, the Township’s administrative
structure and personnel needs and policies will be
reviewed and discussed. We will review current staffing
levels and their associated tasks to formulate
recommendations for future needs. The intent is to
provide guidance to the Township going forward to plan
for and maintain a pool of talented staff who can provide
high quality recreational facilities and programs to serve
the growing needs of the residents.
The
recommendations that will be developed from this review
will be included in the “Recommendations” section of this
report.

complaints, and generally perform as public leaders. As
noted in The Township Commissioner’s Handbook, “The
commissioner has a role in representing the Township’s
communal interests - past, present and future.”3
LMT’s Board of Commissioners receives assistance and
advice from various boards, commissions, and
committees including the Planning Commission and the
Parks and Recreation Board. The Commissioners also
rely on a diverse staff of talented public servants, led by a
Township Manager who reports directly to the
Commissioners. Utilizing advice from these and other
advisory sources, the Commissioners typically make the
final decisions regarding Township affairs.

LEGAL DOCUMENT

Lower
Macungie
Township
Board of
Commissioners
2014

The elected officials in a First Class Township are known
as Commissioners. Township Commissioners set policy,
enact ordinances, form municipal authorities, create
police and emergency service departments, levy taxes,
approve
expenditures,
hire
employees,
receive

Source: http://lowermac.com/main_boc_about_us.cfm
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Lower Macungie Township is a First Class Township.
The roles and authorities of this form of municipal
government are described in The First Class Township
Code1. As indicated in The Township Commissioner’s
Handbook2, this classification of municipality in
Pennsylvania is relatively unique. Only 3.5% of all
municipal governments in Pennsylvania share this
classification. First Class Townships typically contain
large populations, are relatively dense, and are near
major urbanized areas. Most First Class Townships,
including LMT have populations over 20,000 people.
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NOTES
1

2

3

"FIRST CLASS TOWNSHIP CODE, THE" Act of Jun. 24, 1931, P.L.
1206, No. 331 Cl. 73 (Reenacted and amended May 27, 1949,
P.L.1955, No.569) , 4 Oct. 2013 <http://www.legis.state.pa.us/
WU01/LI/LI/US/HTM/1931/0/0331..HTM>.
Pennsylvania Governor’s Center for Local Government Services,
Township
Commissioner’s
Handbook,
Third
Edition.
(Pennsylvania Department of Community and Economic
Development, 2005).
Ibid.
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6.2

COOPERATIVE EFFORTS

LMT has a good cooperative relationship with neighboring
communities, including bordering townships and
boroughs. Cooperative efforts between departments of
neighboring communities include membership in the Joint
Municipal Planning Commission, which organizes
municipalities in the region to work cooperatively on
planning issues, equipment and work crew sharing with
neighboring municipalities’ Public Works Departments
and regular meetings with other Parks and Recreation
Departments to discuss issues and coordinate programs,
most of which involve community center operations. LMT
shares athletic fields, on occasion, with neighboring
municipalities as well as the East Penn School District
(EPSD). The Township also makes use of EPSD’s indoor
gym facilities to accommodate programs.
Additionally, several community-based citizen volunteer
groups have cooperative relationships with LMT. They
include The Lower Macungie Youth Association (LMYA),
Boy and Girl Scout troops, “Friends of the Parks” groups,
local firefighters, ambulance crews, and emergency
responders.

and prepares schedules for the fields. LMYA also helps
maintain the fields by lining them and grooming the
infields prior to play.
The Boy Scouts of America and the Girl Scouts of
Eastern PA volunteer for various projects that benefit the
community. Projects include clean-ups and Eagle Scout
projects which often involve park improvements.
“Friends of the park” neighborhood groups have
volunteered in the past to remove debris and paint park
benches.

Fire trucks
parked at the
Community
Center during
Community Day
activities.

Other community organizations are involved in the
Township’s ever popular Community Day. Firemen direct
traffic and emergency responders provide important
information and displays for the public. Local ambulance
crews work with the Township’s pool staff in emergency
training/rescue drills and by sharing proper medical
techniques.

LMYA is probably the largest and most active volunteer
group in the community. The Association provides
athletic programs and activities that involve over 3,000
households. LMYA has a cooperative agreement and
receives limited funding for its programs from LMT.
LMYA league activities, including nine sports programs
for both boys and girls and covering three-seasons, are
scheduled on Township-owned fields. LMYA coordinates
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6.3

MARKETING EFFORTS

PUBLIC RELATIONS

The Township offers numerous education and recreation
programs through the Community Center. As previously
noted, many of these programs are profitable and well
attended. In order to inform the community of the
programs and services offered, the Township has a multifaceted marketing strategy including electronic, published
and physical means.

Meeting announcements on Township website.

Staff providing
information
about Township
programs
during the 2013
LMT
Community
Day.
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Programs and events run or hosted by the Community
Center are promoted electronically on the Township
website and Patch.com, a community-specific news
website. Notices and information about programs are
also published in the Township’s quarterly newsletter,
which is mailed to all Township residents. Printed copies
of program and event flyers are also posted in the lobby
of the Community Center, on bulletin boards at the
Township pool, and in the foyer of the Township Building.
If attendance is suspected to be low, a mass email will be
sent to residents who have signed up to receive such
announcements.
In addition to the avenues listed above, large Township
events are advertised on Community TV cable channels,
the Craigslist and Patch.com websites, Facebook and
Twitter and advertisements are run in the East Penn
Press, a local newspaper. Furthermore, a banner or sign
may be hung near the entrance to the Township’s
Municipal Campus. Events which are held by some of
the Township’s volunteer boards, such as the
Environmental Advisory Council, are also promoted on
the Township’s website, Patch.com, Facebook and

Twitter.
Although programs and events are not
specifically promoted to non-residents, they are welcome
to join if there is sufficient space.
Public meeting notices are published in the East Penn
Press or the Morning Call on Wednesdays. Meetings
announcements are also posted on the Township’s
website, Facebook, Twitter and sent by email. In the
near future, public meetings are scheduled to be
televised.

PUBLIC INVOLVEMENT
As programming, recreation services, and many planning
efforts are undertaken for the benefit of Township
residents, it is important to garner their input. The
Township uses a variety of methods to encourage public
involvement including program evaluation forms, surveys,
opinion polls and public meetings.
Attendees receive program evaluation forms following
completion of classes or programs asking for feedback.
The forms ask attendees to rate the class or program.
Attendees are asked to indicate what they liked best
about the program and to offer any suggestions or
comments about the class. Suggestion forms are also
available for residents to indicate what types of programs
they would like to see offered.
Occasionally, the
Township inserts a survey with its quarterly newsletter.
Completed forms and surveys are stored at the
Community Center.
Periodic public opinion polls are placed on the Township
website’s municipal and recreation home pages. The
questions relate to a wide variety of subjects/issues of
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public interest and range from the need for a police force,
to the types of programs and facilities they desire.
Questions are written by the Board of Commissioners,
Township Manager, Park and Recreation Board, and
department heads and remain on the website for varied
lengths of time. Once a question is removed from the
website, the results are tallied and a copy is sent to the
party who wrote the question. The results are stored
electronically for reference and are used for informational
purposes only.
Public surveys are run and public meetings are held
during planning efforts such as the Greenway Master
Plan and this Plan to obtain resident input. Additionally,
the public is invited to all of the Township boards’,
committees’, and councils’ meetings which are held at the
Township Building. All meetings are advertised on the
Township’s website.

Sample survey question from Township website.
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6.4

POLICIES & PROCEDURES
The LMT park
rules are
posted at
Township
parks.

PARK RULES AND REGULATIONS
Chapter 16, Part 1 of the LMT Code of Ordinances,
entitled “Park Rules and Regulations” identifies policies,
which govern the use of Township recreational facilities.1
These policies include the General Rules for Township
Recreation Facilities, Rules for Recreation Buildings, and
the Agreement for Security Deposit and to Comply With
Rules for Lower Macungie Township Recreation Facility.
See Appendix G for the full Chapter 16.

RECREATION FACILITIES

The East Texas
Recreation Hall
is one of the
Township’s
rentable
buildings.

The General Rules for Township Recreation Facilities2
govern the use of Township facilities including
playgrounds, ball fields and other recreation areas in
order to protect the public’s health, safety and welfare.
Recreation buildings are subject to additional rules.
Hours that parks and recreation facilities are open to the
public vary seasonally. However, fishing along natural
bodies of water is permitted 24 hours a day and parks are
open until 10 p.m. during the winter to people who are ice
skating.
Parking is restricted to designated areas. Vehicles cannot
be repaired, painted, washed, etc. within parks or
recreational areas.
Motorized vehicles, and similar
vehicles are allowed only as transportation to and from
Township recreation facilities.
Prohibited activities include camping, hunting, golfing,
shooting, trapping, consumption or possession of
alcoholic beverages, damaging or defacing Township
property, and letting animals off leashes. Owners must
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clean up after their animals and dispose of the waste
properly. Intoxication, disorderly conduct and indecent
language are not allowed.
Group picnics or other group activities require a
reservation and permit. Fires must be contained in
Township-provided fireplaces or personally-owned grills
suitable for that purpose. Fires must be completely
extinguished and ashes properly disposed of after use.
Throwing, dumping, placing or leaving litter at a
recreation facility, near public buildings, or in/along bodies
of water within the Township is prohibited. Additionally,
landowners may not allow litter to accumulate if it can be
blown or swept onto Township property.
Use of Township ball fields may be restricted to a specific
purpose or age group when the Board of Commissioners
deem it necessary.3

RENTAL OF RECREATION BUILDINGS
The Rules for Rental of Lower Macungie Township
Recreation Facilities4 govern the use of Township
recreation buildings. Recreation Buildings covered by the
rules include Wescosville and East Texas Recreation
Halls. Unless modified by the “Rules,” recreation building
use is also regulated by “General Rules.” Events must be
completed and buildings vacated by midnight. There are
restrictions on loud music, alcoholic beverages, drugs
and other illegal activities. Commercial use of buildings is
prohibited.
Renters are given copies of the Rules for Rental of Lower
Macungie Township Recreation Facilities and copies of
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the Agreement for Security Deposit and to Comply with
Rules Lower Macungie Township Recreational Facility.
Rental fees, signed agreements and security deposits
must be submitted to the Township in advance of the
event. Renters are required to fully clean the facility and
pay for any damages. The Township may take legal
steps to collect any additional funds necessary for
repairs, etc. If renters violate any of the rules, the
Township reserves the right to refuse future rentals to the
individual, their relatives, and/or any affiliated
organizations.
Any exceptions to the rules described in the Ordinance
must be reviewed and approved by the Board of
Commissioners.5 Persons who violate Township rules
and regulations, are subject to a fine not to exceed
$1,000 plus costs.6

NON-RESIDENT PARTICIPATION
Non-residents can participate in most LMT programs and
events if space is available. Select programs are not
available to non-residents. Non-rentable pavilions are
available on a first come, first served basis. Most
programs which allow non-resident participation do not
charge an additional fee above that charged to residents.
However, non-resident pricing for building rentals, pool
passes and the Camp Olympic community garden plots is
higher than that of residents.

RISK MANAGEMENT PROGRAM
Most risk management procedures undertaken by the
Township are facility and maintenance related. These

procedures will be discussed in Section 7 of this report.
Administrative risk management procedures include the
use of waivers and release forms. Township volunteers
are asked to sign waivers which alert them of safety
concerns. Registration forms for children’s programs
include a photo release form. This allows the Township
to take and use photographs of the program participants.

RECORD KEEPING PROCEDURES
In order to monitor growth, trends, and expenditures, the
Recreation Department keeps a detailed record of its
programs.
Records include the number of classes
offered, attendee names and addresses, fees of the
instructor and fees to the participants. Ultimately, the
records identify profits generated by each program.
Detailed accounts of the expenses for facilities and rental
information are also documented by the Recreation
Department. These records are regularly forwarded to
the Finance Department for review and verification.
Regarding safety, the Township creates and files a
written report for every accident or incident. These
include incidents near the pool, on playgrounds, etc.

EXISTING OPEN SPACE PRESERVATION
TECHNIQUES
The Pennsylvania Municipalities Planning Code (PA
MPC) authorizes municipal governments to create land
use standards and regulations for the development of
land within their boundaries. The PA MPC also defines
powers that municipalities may use in assessing
developers fees or requiring improvements that benefit
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The Township’s Facility Rental Fees are available for public view on
the Township’s website.
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Spring Ridge
Crossing Park
was acquired
by the
Township
through
developer
dedication.

Agricultural
easements can
be used to
prevent future
development of
lands.

the public. Improvements that municipalities may require
developers to build include such things as roads, which
serve
their
developments,
utilities,
stormwater
management facilities, and recreation facilities, or provide
a reasonable fee in lieu of providing real facilities.
Further, the PA MPC authorizes municipalities to require
developers to set aside land for public use, or for
environmental protection. Thus, the Township has several
tools at its disposal, which it may use in response to ever
increasing needs for open space and recreation lands to
serve its growing population.
The primary method for LMT to acquire park and open
space lands and facilities is by dedication from
developers through the land development process. Since
the mid-1990’s, developers have been required to
dedicate lands within the 500-year floodplain of the
Swabia and Little Lehigh Creeks to the Township. In
addition, the Township requires developers to donate
2,000 sq. ft. of accessible land per lot or provide a fee-inlieu of providing recreational facilities as a condition of
approval. Any fees given to the Township for recreational
purposes are placed in an interest-bearing account and
dedicated to acquiring or developing land for public
recreational use. LMT has made use of these powers for
some time.
The Township has several other options as well, including
purchase or lease of lands; transfer of development
rights; use of Lehigh County’s Agricultural Conservation
Easement Program; imposition of easements; and, the
right of condemnation by eminent domain (although the
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landowner would have to receive fair market value for the
land).

NOTES
1
2

3
4

5
6

“§16-101. Scope and Location,” Chapter 16 Park Rules and
Regulations, Lower Macungie Township Code of Ordinances.
“Lower Macungie Township General Rules for Township Recreation
Facilities,” Chapter 16 Park Rules and Regulations, Lower
Macungie Township Code of Ordinances.
“§16-103. Special Rules for Ball Fields,” Chapter 16 Park Rules and
Regulations, Lower Macungie Township Code of Ordinances.
“Rules for Rental of Lower Macungie Township Recreation
Facilities,” Chapter 16 Park Rules and Regulations, Lower
Macungie Township Code of Ordinances.
“16-106. Exceptions,” Chapter 16 Park Rules and Regulations,
Lower Macungie Township Code of Ordinances.
“16-107. Penalty for Violation,” Chapter 16 Park Rules and
Regulations, Lower Macungie Township Code of Ordinances.
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6.5

ADMINISTRATIVE ISSUES

Currently, the Township’s Parks division of the Public
Works Department and Recreation Department operate
independently.
The Recreation Department is headed by a Director who
oversees recreation programs and the operation of the
community center and other rental facilities, summer
playground program, and swimming pool and their staffs.
The Recreation Director also submits a budget requesting
funding for programs and staff salaries to the Township’s
Board of Commissioners.
The Parks and Recreation (P&R) Board is a volunteer
board, which has overarching responsibility for LMT’s
parks and recreation programs.
The P&R Board
develops and submits an annual budget request to the
Board of Commissioners. Although most of the budget is
designated for park capital improvements, the P&R Board
works directly with and requests funding on behalf of
three leisure activity organizations; the Senior Citizens
Club, Lasers Swim Team, and the LMYA. The P&R
Board operates independently of both the Recreation and
Parks division of the Public Works Department and does
not necessarily consult with or include the Directors in the
decision-making process. Recently, the BOC asked the
P&R Board to bring their requests through a newly
created Public Works Committee instead of directly to the
Board. This is likely to delay P&R Board projects, budget
items, and requests.
The Public Works Director is responsible for maintenance
of LMT’s parks, facilities, roads, and sewers. The

Director is also responsible for scheduling of facilities and
operation of the parks as well as Parks maintenance staff.
Some of the Recreation Director’s responsibilities overlap
with the Public Works Director’s responsibilities for parks
and facilities, which has the potential of causing
miscommunication, misdirection and other problems in
providing programs and care for the Township’s parks
and facilities. Therefore, we recommend that a Director
of Parks and Recreation position be created to direct and
administer programs, staff, capital improvements, and
operation and maintenance of the Township’s parks and
cultural facilities. This position would be in addition to the
current Recreation Director, whose position would remain
unchanged.
The Director of Parks and Recreation would, as a result,
have better control of the parks and their care. This
would give the Commissioners and the public a single
point of contact for all items related to park and recreation
programs. Among the improvements would be the
Director’s ability to coordinate directly with the three
leisure organizations cited and have input into proposed
capital improvements to parks and other facilities.
Additionally, the Director would have the ability to
coordinate and prioritize work items such as: playground
maintenance, tennis and basketball court repairs, trail
maintenance, set up for special events, etc. While this
new position would relieve the Director of Public Works of
some current responsibilities involving parks and facilities,
the consultant team believes that the improved
coordination and quality control would be beneficial to the
Township and its citizens.
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6.6

ORGANIZATION

TOWNSHIP ORGANIZATIONAL FLOW
CHART
To help staff and citizens understand the workings of the
Township’s government and structure, LMT has
developed an organizational flow chart. The chart is
comprised of a series of boxes containing position titles,
which are connected to other boxes, indicating the flow of
authority and responsibility for Township functions and
services. On the next page is the current LMT Functional
Organizational Flow Chart, which was last updated in
March 2013.
Shown at the top of the chart, the elected five-member
Board of Commissioners (BOC), has general authority
and responsibility for the operations, services, taxes and
policies. In addition to its other responsibilities, the BOC
acts on offers of volunteer service to boards, committees,
commissions and councils, delegates committee
responsibilities, enacts ordinances and decides municipal
policy issues. The Treasurer/Tax Collector collects all
institution, district, Township, and other taxes received
from the residents of the Township.

Additionally, there are twelve appointed citizen volunteer
boards, committees, commissions and councils, who
advise, make recommendations and serve the BOC.
These include the Planning Commission, Public Safety
Commission, Historical Commission, Environmental
Advisory Council, Parks and Recreation Board, Library
Board, Vacancy Board, Zoning Hearing Board, Audit
Advisory Committee, Board of Appeals, Building Code
Board of Appeals and the Traffic Impact Advisory
Committee.
Advisory board and commission members are appointed
by the BOC and deal with specific issues within the finite
responsibilities assigned to their board, commission or
council. They generally advise the BOC on policy issues
arising from requests initiated by the BOC, municipal staff
and/or residents and interested groups.

By authority of the BOC, the Township Manager is tasked
with managing the Township’s day-to-day operations and
its five Department Directors including; Planning and
Community Development, Public Works, Recreation,
Special Projects, Finance, and the Township Secretary
and receptionist. Each of the Directors is responsible for
their respective employees, equipment, supply purchases
and routine tasks and functions.
Page 6-10 Township Administration & Personnel

Section 6

Lower Macungie Township Parks, Recreation and Open Space Plan

Organizational Chart, Lower Macungie Township, 24 Sept. 2013
<http://lowermac.com/main_general_info_township_depts.cfm>.
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6.7

PERSONNEL

DEPARTMENT OF PUBLIC WORKS

Park Maintenance Staff

Senior Staff

The Parks Crew has six permanent full-time (including the
crew chief) and one part-time employees. Fourteen
seasonal employees supplement the Department’s needs
between April and August.

The Department of Public Works (DPW) and other
Department Directors report directly to the Township
Manager for day-to-day supervision. They often act,
however, in a cabinet level capacity, advising both the
Township Manager and Board of Commissioners on key
policy issues. The DPW Director oversees fulltime and
seasonal employees, requisitions equipment, materials
and supplies, and manages many of the Township
facilities’ vendor and sub-contracting needs. The Director
has five direct reports, the Crew Chiefs for Roads,
Sewers, Facilities and Parks, and one full-time
administrative assistant. Additionally, the Director has
responsibility for six full-time and one part-time
maintenance crew and fourteen seasonal employees.
Public Works Maintenance Staff

Department of Public Works Organization

The Parks
Crew is
responsible for
routine mowing
tasks, among
other things.
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The Township has four maintenance crews, including
Facilities, Roads, Sewers and Parks, each of which is
headed by an experienced crew chief.
Each
maintenance crew, has well-defined responsibilities that
often require specialized skills, equipment, supplies and/
or materials.
Crews share man-power, equipment,
materials, supplies and other resources as needed. This
allows the DPW freedom to efficiently utilize equipment
and personnel for routine assignments and ramp-up
capacity, when needed for emergencies and/or large
projects.

RECREATION DEPARTMENT
The Recreation Department is largely responsible for
recreation program development, implementation and
management, although, there are number of facilities that
are at least partially maintained by Township staff under
the direction of the Department Director.
The
Department’s permanent positions include three full-time
and one part-time Recreation Department/Community
Center/Program management positions, and five parttime Community Center attendants. Seasonal employees
include one full-time Pool Manager, twenty-four full and
part-time lifeguards, eight admissions/concessions
workers and forty-four part-time playground program
counselors.
Community Center
Community Center attendant tasks include customer
service related tasks, monitoring behavior of users in the
gym and community rooms, making sure trash cans are
emptied regularly and that restrooms have toilet paper
and hand towels. They are also responsible for clean-up
of spills and debris on the floors that may pose a trip or
slip hazard, and to remove ice and snow from the center’s
entrance walks and doorway areas.

Lower Macungie Township Parks, Recreation and Open Space Plan

Swimming Pool Manager
The Pool Manager is responsible for scheduling and
managing staff, maintaining required standards for public
health and safety in all aspects of operation of the
Township-owned pool. The broad responsibilities of the
Pool Manager require specialized training and
management experience including; the proper handling of
hazardous chemicals, routine maintenance of filtration
equipment and daily inspections of diving boards and
pool decks, food service and accounting for the
deposition of user fees, etc.
Lifeguards
Lifeguards are responsible for the safety of pool patrons,
assisting in the general care and cleaning of the pool
facility, maintenance and minor repair of equipment, and
accurate record keeping for assigned tasks and patron
accidents/incidents.
Lifeguards require red cross
certification.
Pool Attendants/Concessions Staff
Pool attendants and concessions staff are charged with
greeting patrons, collecting fees, maintaining the cash
register, assisting in opening and closing of the pool,
proper food handling and storage, trash pick-up and
general cleanliness of their respective work areas. It is
the Pool Manager’s responsibility to train seasonal and
part-time staff in proper food handling and preparation.
Playground Counselors
Aside
from
their
education
and
supervision
responsibilities, playground program counselors are

charged with making litter control at the site a fun
enjoyable daily project.

VOLUNTEERS
LMT has a variety of volunteer committees, boards, and
commissions that meet monthly, or as needed to provide
input and feedback for Township operations. Mostly,
these are regular citizen boards (there are twelve of
them), such as the Park and Recreation Board, Library
Board, etc. Altogether, some seventy-two citizens make
up the twelve boards, committees, and commissions.
Some boards have only three members (Appeals and
Building Code Board of Appeals), while most others have
seven.

Recreation Department Organization

Township staff reports that, beyond these boards,
committees and commissions, there are few regular
volunteers, although calls for help with special events and
one-time efforts are met.
Other volunteer opportunities include special projects
sponsored by local Boy Scout and Girl Scout Troops.
These two groups quite often do clean up and small
construction projects to improve the parks and facilities.
Other volunteer groups such as the Neighbors of
Watermill Park have painted the park benches to improve
the park and its appearance, but these efforts appear to
be mostly one-time events.

Pool staff
members ready
to assist
patrons.

The Township welcomes other volunteers for help at
special events or at the community center. They also
encourage other neighborhoods to set up “Friend’s of the
Park” groups who would maintain visual control and take
on clean up tasks, etc. in their local park.

Lower Macungie Township Parks, Recreation and Open Space Plan
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6.8

PERSONNEL POLICIES

For park, recreation and open space facilities and
programs to be successful, a well-qualified staff that is
adequately trained and equipped to complete their
defined tasks is necessary. Finding appropriately trained
staff can be difficult, and a well-developed approach is
needed to obtain and sift through applications in an effort
to find the best qualified candidates. As a part of this
study, the Township’s methods and procedures to find
suitable employees was reviewed. LMT uses several
methods to advertise for candidates, including the
Township website, the East Penn Press, and notices
posted at Township facilities.
Once applications are received and reviewed, qualified
candidates are interviewed by the appropriate department
head or staff person and a recommendation is made to
the Township manager for approval.
New full time staff are hired and permitted a 90-day
orientation period. Following satisfactory performance
during the orientation period, employees are brought on
permanently with the understanding that they can still be
terminated if deemed necessary. Employee evaluations
are generally conducted on an as-needed basis.
Employee training is accomplished through a series of inservice days and is customized to provide appropriate
subject matter for lifeguards, playground staff, and
community center attendants.
During these sessions,
detailed, in depth information and explanation is provided
that pertains to each group and their job. Each group is
provided a manual describing the rules and regulations in
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writing. In the case of the lifeguards, training may
continue throughout the summer and involve emergency
drills and practice visits from local ambulance teams to
coordinate exchanges of injured victims.
The Township recruits volunteers, similar to full-time staff,
through a variety of methods.
The vehicle most
commonly used to find and fill volunteer vacancies on
committees and advisory boards is the Township website.
A form found there allows citizens to indicate their interest
and expertise. Upon submittal of a completed form the
Board of Commissioners will review and vote to accept
any new members. The newly approved member is
bound to the position according to Township policy for
boards, commissions and committees.

volunteers. The manual is very detailed and covers all
the rules and regulations for Township staff and
volunteers. These policies are important to help maintain
proper order, fairness and an opportunity for employees
and volunteers to participate within a government
organization.
LMT’s Continuing Education Policy mandates that
employees obtain approval from their Department
Manager prior to enrolling in continuing education
classes, workshops, seminars, conferences, or courses
that are part of a degree granting program. If approved,
these expenses are reimbursed by the Township upon
successful completion of the course and submission of an
Expense Report form.

The Township Newsletter also provides notices of
opportunities for volunteer work. Volunteers working for
one or two days to help out with special events are not
required to fill out paperwork or sign an agreement.
Other volunteers, quite often Boy Scout troops and Eagle
Scout candidates, do service projects to earn merit
badges or attain the rank of Eagle Scout.
There is a process for approval and support of scout or
volunteer projects. The process requires submission of a
“Process for Approval and Support of Scout or Volunteer
Projects” form. Upon review and recommendation by staff
and the Parks and Recreation Board, projects are
approved by the Public Works Director or Township
Manager.
LMT has a Policy Manual, which was updated in April
2012, that governs the functions of employees and
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STAFFING REQUIREMENTS

participation in events, and make events easier on
Township staff.

A detailed review of Township staffing needs revealed
that the level of staff is sufficient for the facilities,
programs and services currently offered, although, as the
park system grows to accommodate increased population
and demand, current staffing levels will have to be
adjusted.
The Recreation Department has experienced tremendous
growth recently thanks to a more than doubling of
programs from 208 to 506 in a two-year period. This
dramatic growth necessitated the addition of one full-time
employee to the Department. This type of increase in
programs justifies hiring a new staff person. If the
recommended expansion of the Community Center,
which would allow more programs and provide additional
meeting space, becomes reality in the near future as
hoped, it may be necessary to reevaluate staff to insure
proper supervision and organization of the additional
space.

Listing specific volunteer opportunities on the Township’s “Volunteer
How –To” webpage can encourage more regular volunteerism.

Currently the bulk of volunteers are either involved on
Township Committees or the occasional Eagle Scout
Project.
The Township advertises opportunities for
volunteers information on its website. To encourage
volunteerism on a more regular basis, specific needs and
assignments should be posted, rather than general
requests for help. Such postings are more likely to create
interest and motivate people to volunteer. Simple and
one-time tasks, such as making signs or parking cars at
special events are examples of this type of volunteerism.
This method can encourage community “buy in” and
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