October  6, 2009

EXHIBIT A
St. Charles Parish Parks & Recreation Master Plan 
Scope of Work
Project Understanding

The St. Charles Parish Parks and Recreation Department desires professional services for the preparation of a Parks and Recreation Comprehensive Master Plan.  The Master Plan should be a broad-based strategic planning tool for the entire Department that will provide clear direction and a vision for the long-term development of the organization.

The process will involve an in-depth assessment of the Parish’s parks and recreation needs to be used to supplement the ongoing Parish’s Comprehensive Plan broader recommendations for parks and recreation, and to update the Parish’s Capital Improvement Program.

Work Plan
Task 1 – Project Kickoff
 Prior to the Project Kickoff, the Parish will need to form a Parks and Recreation Master Plan Advisory Task Force, comprised of between 12-15 representatives from various recreation interests throughout the Parish, the School District, and other groups or individuals that may be determined pertinent to include. This group, referred hereinafter as “the Task Force,” will serve in an advisory capacity and provide community perspective on issues related to the programmatic goals and outcomes of the project. They will review materials at key milestones, providing input and serving as a sounding board for the consultant and the Parish.  

Once the Task Force has been formed, the Kickoff  activities will be scheduled to take place over a period of up to 2 consecutive days of consultant time, as follow: 
A. Kick-off Meeting – WRT will participate in a meeting with Parish staff to finalize the work schedule and program; review available inventory, GIS mapping, and other data relevant to the parks system; and establish working protocols to be used during the planning process. In addition, WRT will conduct an initial meeting with the Parks and Recreation Master Plan Advisory Task Force, to review goals and objectives of the project, the anticipated schedule, and the Task Force’s role and responsibilities.
B. Orientation Tour
Guided by Parish staff, WRT will take a tour of the Parish’s parks and recreational facilities.

C. Data Collection – WRT will collect, log, and review key data and information provided by the Parish, to gain a thorough understanding of the project background. 

Task 2 – Public Input

Activities in this task are designed to run in tandem with specific activities from Tasks 1 and 3.  For example, Task 2.1 should be scheduled to dovetail into the end of the project Kickoff, to take advantage of the consultant’s presence in St. Charles Parish. Similarly, activities 2.2 and 2.3 will run concurrently with activities 3.1 to 3.3 under Task 3, as noted below.
2.1  Stakeholder Interviews: 
During this task, WRT will conduct interviews with key organizations and individuals involved in parks and recreation issues in St. Charles Parish. Examples of stakeholders include community leaders, recreation user groups, and other recreational providers. The interviews will focus on identifying core values and existing park and recreation issues and needs, including strengths, weaknesses, opportunities, and threats. Some of the interviews may be conducted by telephone. Parish staff will be responsible for scheduling interviews that are conducted in-person.
2.2  Household Survey 
WRT will help the Parish to conduct a non-scientific survey of households regarding issues related to parks and recreation planning in the Parish.  With Parish staff input, WRT will develop a short questionnaire covering topics such as park facility usage, user satisfaction, perceived needs, preferences and priorities, and funding.  Basic questions about key demographic factors (age, gender, address, length of residency, etc.) will also be included. The Parish will use resident water bills as the primary means to distribute the questionnaire; it will also be posted on the Parish website and/or distributed as a flyer at park facilities to expand input opportunities. The Parish will be responsible for collecting and tabulating the surveys, and for providing the tabulated results to WRT. WRT will be responsible for interpreting/summarizing and analyzing the results. 

2.3 Community Meeting - Series 1

Coinciding with the completion of activity 3.3,  up to three (3) 2-hour community meetings will be held over two (2) consecutive days. To make the best use of this timeframe, the sessions will be scheduled back to back (morning, lunch, afternoon and/or evening). At least one (1) session each will be held on the East  and West Banks.  WRT will design a simple flyer and, if necessary, draft a press release, that the Parish may use to advertise the meetings. These documents will be provided in .pdf format for posting on the Parish’s website. The meetings will begin with a presentation by WRT of the findings of the inventory and analysis to provide an informed basis for citizen deliberations. The presentation will be followed by facilitated discussion (breakout/focus groups) designed to elicit public input regarding strengths, weaknesses, opportunities, and threats related to the Parish’s parks and recreational facilities. 
Task 3 – Facilities and Programs Inventory/Needs Assessment
In Task 3, the Parish’s existing parks and recreational facilities will be inventoried and assessed. This inventory and assessment will be coordinated with the community input collected in Task 2, including interviews, community meetings, and the household survey, to help define issues and needs. The results of the inventory, assessment, and community input will be synthesized in a summary parks and recreational facility needs assessment.

3.1 Existing Facilities Inventory
Following up on the initial site tour conducted in Task 1.2, WRT will work with Parish staff to develop a comprehensive inventory of all parks and recreation facilities maintained by the Parks and Recreation Department, including undeveloped park and open space acreage. This inventory will consider factors such as the general state and condition, age and size of each Parish-owned facility; safety and security; public access; capacity and location in relation to the population served; and compatibility with and connectivity to the surrounding neighborhoods. GIS data will be used to map the parks and recreational facilities. In addition to the inventory of Parish facilities, recreational facilities operated by the School District and other public, private, and volunteer recreational providers within and in the immediate surroundings of the Parish will be inventoried based on available records and stakeholder interviews conducted in activity 2.1.
3.2 Program Evaluation 
WRT will perform an evaluation of programs and related facilities run by the Department and selected in conjunction with the Department.  The Recreation Program Assessment will assess the strengths and weaknesses of the major programming areas.  The evaluation will incorporate, but is not limited to:

· Program facilities

· Capacity utilization

· Revenue generation history and opportunities
· Seasonal program capabilities

· Program life cycles

· Existing partnerships/sponsorships and opportunities
· Participation and retention

· Service gaps 

3.3 Planning Context and Demographics
WRT will characterize the overall context for the provision of parks and recreational facilities in the St. Charles Parish. Topics addressed will include the regional context; the physical characteristics and development patterns of the Parish as they pertain to parks, recreation, and open space; socio-economic trends based on available data; and population projections. Available demographic data will be used (by census tract if available). The following demographic characteristics data will be included:
· Population density

· Age Distribution 

· Households 

· Gender

· Ethnicity

· Household Income

This data will be mapped in GIS to produce density maps to support other tasks. This analysis will provide an understanding of the demographic environment for the following purposes:

· To understand the market areas being served by the park and recreation system and distinguish customer groups.

· To determine changes that are occurring in the Parish and assist in making proactive decisions to accommodate those shifts.  

· To provide the basis for an equity mapping and service area analysis

3.4  Facility Standards 
WRT will analyze park classifications and facility standards.  This will be applied to demographic data from the projected population and combined with program needs identified during the household survey and general observations from the Park Facilities/Program Assessment task.  To provide a basis for identifying standards and criteria specific to St. Charles Parish, WRT will undertake an assessment of four different and complementary types of needs for parks and recreational facilities:

· Expressed Needs: Recreational activities presently accommodated within the park system but which are not adequate to meet the demand

· Latent Needs: Recreational activity needs not currently provided within the park system

· Comparative Needs: Needs suggested by comparison (benchmarking) with services provided in communities with similar characteristics

· Normative Needs: Needs as defined by published standards of the National Recreation and Parks Association, Urban Land Institute, and others adjusted to the particular circumstances of the Parish.

The expressed and latent needs will be defined based on community input from the stakeholder interviews, community meetings, and the household survey (Task 2). Comparative and normative needs will be based on research by WRT. The result will be a synthesized definition of needs in the form of level of service standards, service areas, or other appropriate criteria for different types of parks and recreational facilities.  WRT will work with the Parish staff to review and confirm, modify or add to existing park classifications and facility standards for all park sites and amenities.  These classifications will consider size of park, population served, length of stay, and amenity types within park.  Facility standards include major amenities and the population served per facility. 
3.5 Service Area Mapping 
The standards and criteria defined in Task 3.4 will be mapped and compared to the Parish’s existing supply to identify deficiencies or gaps (i.e., new parks and recreational facilities needed to meet the needs of the present and projected future population).  This includes mapping by classification and major amenities by facility standards as applied to population density and geographic areas.  The base information for this analysis will be projected population density by census tract (as acquired during the demographic analysis).  A service area is defined as a circular area around a park or amenity whose radius encompasses the population associated with the appropriate facility standard for each park classification and amenity.
3.6 Development of Level of Service (LOS) Guidelines and Facility Space Guidelines 

Based on the findings from Subtasks 3.4 and 3.5 (Needs Assessment), WRT will develop LOS and facility space guidelines for existing and future parks and recreational facilities.  
3.7 Park Land Acquisition Criteria

WRT will articulate criteria for land acquisition, such as: potential to serve currently under-served areas or areas that will experience strong growth in demand for recreational facilities and services; potential for providing opportunities for development of revenue facilities and development partnerships; and potential to preserve environmentally significant and sensitive areas that might otherwise be lost from the public domain.  Specific park sites will not be identified.
3.8 Staff and Task Force Meetings
The results of this task will be presented to Parish staff and to the Task Force before moving into the next task. (To ensure time and cost-efficiencies, the meeting with the Task Force will be scheduled to coincide with one of the Consultant’s trips to St. Charles Parish related to the St. Charles 2030 Comprehensive Plan.) A consolidated set of comments will be provided by staff to WRT, who will make any necessary revisions to its report.
Task 4 –Operational and Financial Assessment

WRT will perform an analysis of the Department to evaluate its operations and financial situation.  This analysis will identify potential future departmental organizational levels along with appropriate staffing needs and requirements.  This evaluation will consider the community input and facilities/program assessment tasks.  

4.1 Operational Analysis 
WRT will review the Department to assess its operations and level of effectiveness.  This could include data collection, analysis and on-site observations of key organizational components and may include consideration of the following areas:

· Hours of operations

· Programs and services

· Administrative structure/organizational design

· Staffing utilization and needs 

· Service contracts, if any
· Performance measures and indicators

· Information systems and technology

· Communications (marketing)
· Field equipment/resources

· Procedures manuals

· Partnerships/volunteer support (Booster Clubs, etc.)
The current operations will be evaluated against best industry practices. A summary of the analysis will be prepared presenting the overall findings, analysis and recommendations. 
4.2  Financial/Cost-Revenue Analysis
The financial situation of the Department will be reviewed with three primary goals:

· Understand the financial dynamics to further advance the understanding of proposed operations gained through the work described above

· Review funding and accounting practices with an objective of accurate financial fund tracking and the ability of the Department to have more useful financial information for strategic decision-making

· Seek opportunities to improve the financial sustainability of the Department including evaluating expenditures and increasing proposed and new sources of revenue 

This analysis will look at the operating and capital budget, potential user fees, current and other revenue generating opportunities, grant opportunities, and revenue forecast.

4.3 Staff and Task Force Meetings
The results of this task will be presented to Parish staff and to the Task Force before moving into the next task. (To ensure time and cost-efficiencies, the meeting with the Task Force will be scheduled to coincide with one of the Consultant’s trips to St. Charles Parish related to the St. Charles 2030 Comprehensive Plan.) A consolidated set of comments will be provided by staff to WRT, who will make any necessary revisions to its report before holding the second series of community meetings (activity 5.1).
Task 5 – Master Plan Development

5.1 Community Meetings – Series 2
Up to three (3) 2-hour community meetings will be held over two (2) consecutive days to comprehensively review the outcomes of the previous tasks. WRT will design a simple flyer and, if necessary, draft a press release that the Parish may use to advertise the meetings. These documents will be provided in .pdf format for posting on the Parish’s website. To make the best use of this timeframe, the sessions will be scheduled back to back (morning, lunch, afternoon and/or evening).  At least one (1) session each will be held on the East and West Banks.  Reports may also be posted online.  Comments received from the public will be collected and reviewed with Parish staff and the Task Force before responding or integrating any of them into the draft Master Plan document.
5.2 Draft Master Plan 

The Master Plan document will include the findings and analysis from all previous tasks.  In addition, the document will contain the following elements/sections: 
· Policy Framework

This section will comprise a vision, general goals, and measurable objectives for the future development of the Parish’s parks system. This vision, goals and objectives will be consistent with those developed as part of the St. Charles 2030 Comprehensive Plan. The framework will address parks, open space, recreational facilities, and recreational programs.
· Plan Strategies and Options
The Master Plan will include strategies and options designed to provide for the present and future park and recreation needs of the residents of St. Charles Parish. As appropriate, these strategies and options will address both the system as a whole (e.g., operations and funding) and individual parks and facilities within the system (i.e., improvements to existing facilities or new facility development or partnerships to address deficiencies identified in the needs assessment). Strategies for park and recreation facilities, services, and programs; open space and natural resources; trails and greenways; public access to the water; and other topics as appropriate will be developed.

· Cost Estimate

WRT will prepare an order of magnitude cost estimate for capital expenditures based on the inventory and assessment of needs.  This estimate is suitable for system-wide capital improvement budgeting and support of funding proposals, and will not provide construction cost estimates for specific projects. 

· Prioritization and Phasing:  5-year and 20-year Implementation Options

WRT will prioritize facilities and programs development actions according to criteria such as: under-served existing needs; needs based on changing demographics and participation trends; needs of special population groups; needs based on changing geographical development patterns; potential for revenue generation and/or funding potential. Facility and program options will be identified for both a 5-year and 20-year time horizon.  

· Funding Strategy

WRT will identify potential sources of capital and operating funds to support the plan.  This work will include identification of “best practices” in other jurisdictions based on WRT’s experience elsewhere.  Funding mechanisms will be described and evaluated in terms of appropriateness for St. Charles Parish.  

5.2 Draft Review

WRT will submit the Draft Master Plan document to Parish staff for review. One color reproducible hard copy and a digital file will be provided. The Parish will be responsible for copying and distributing the document to Task Force members and others as may deem appropriate, and may choose to post it online. 
5.3 Staff and Task Force Meetings
WRT will hold meetings with Parish staff and the Task Force to collectively discuss the draft document. (To ensure time and cost-efficiencies, the meeting with the Task Force will be scheduled to coincide with one of the Consultant’s trips to St. Charles Parish related to the St. Charles 2030 Comprehensive Plan.).  One (1) set of consolidated comments will be provided by the Parish to WRT, who will make necessary revisions to the document to produce a final document.
5.3 Presentation to Parish Council

Following all reviews of the draft document, incorporation of review comments, and preparation of a final document, WRT will present the Parks and Recreation Master Plan to Parish Council for adoption.
EXHIBIT B

St. Charles Parish Parks & Recreation Master Plan 

Compensation Schedule
The following cost estimate is based on an assumption of no more than 4 trips for meetings by the Consultant to St. Charles Parish specifically for this project. Two additional meetings are intended to coincide with Consultant trips scheduled as part of the ongoing Comprehensive Plan process (CPSC).  Any deviation from this design that results in additional trips being required of the Consultant to complete this scope will be considered additional services. Such additions will require advance authorization in writing and compensation based on amounts and methods contained in the authorization.  

[image: image1.emf]Task Professional Fees# Trips Pers/Days

Task 1 Project Kickoff 4,760.00 $             1 5

Task 2 Public Input 12,480.00 $          

1 4

Task 3 Inventory/Needs Asessment 20,960.00 $          

w CPSC 1

Task 4 Operational & Financial Assessment 14,960.00 $          

w CPSC 1

Task 5  Master Plan Development  18,880.00 $          

2 plus 1 CPSC 6

Professional Fees Total  72,040.00 $          

Upset Limit 6,800.00 $             Reimbursables (travel expenses for 4 trips plus 

lodging, meals and car rental fees associated w/ 2 

other trips dovetailing into CPSC trips, 

reproduction, phone, public outreach support - 

communications/graphics, etc.) 
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		Adjusted Budget Estimate-092909						Principal		Senior Assoc.		PUD II

		Task				Hours		$   200.00		$   140.00		$   100.00		Task Fees				Professional Fees		# Trips		Pers/Days

		Task 1		Project Kickoff		28		8		12		8		$   4,080.00				$   4,760.00		1		5

				Task Force Kickoff		4		2		2				$   680.00

		Task 2		Public Input														$   12,480.00		1		4

				Stakeholder Interviews 		24		8		8		8		$   3,520.00

				Household Survey		20		4		8		8		$   2,720.00

				Community Meeting Series 1		40		16		16		8		$   6,240.00						1		4

		Task 3		Inventory/Needs Asessment		160		20		40		100		$   19,600.00				$   20,960.00		w CPSC		1

				Task Force Meeting		8		4		4				$   1,360.00						w CPSC		1

		Task 4		Operational & Financial Assessment		100		20		40		40		$   13,600.00				$   14,960.00		w CPSC		1

				Task Force Meeting		8		4		4				$   1,360.00						w CPSC		1

		Task 5 		Master Plan Development 		84		8		32		44		$   10,480.00				$   18,880.00		2 plus 1 CPSC		6

				Community Meeting Series 2		32		16		16				$   5,440.00						1		4

				Task Force Meeting		8		4		4				$   1,360.00						w CPSC		1

				Final Presentation to Parish Council		8		8						$   1,600.00						1		1

		Professional Fees Total 				524								$   72,040.00				$   72,040.00

		Reimbursables (travel expenses for 4 trips plus lodging, meals and car rental fees associated w/ 2 other trips dovetailing into CPSC trips, reproduction, phone, public outreach support - communications/graphics, etc.) 				Upset Limit						Upset Limit		$   6,800.00		Upset Limit		$   6,800.00

														$   78,840.00







		Original Budget Estimate								task

		task				    WRT		(by other)		subtotal

		Task 1		Project Kickoff		$   6,840.00				$   6,840.00

		Task 2		Public Input - Stakeholder Interviews/Community Meeting		$   6,920.00				$   6,920.00

				Citizen Survey *				*		*

		Task 3		Inventory/Needs Asessment		$   31,300.00				$   31,300.00

		Task 4		Operational & Financial Assessment		$   19,000.00				$   19,000.00

		Task 5 		Master Plan Development 		$   21,500.00				$   21,500.00



				MASTER PLAN FEE TOTALS:  		$   85,560.00		$   - 0		$   85,560.00

		Reimbursable Expenses (WRT:printing, reproduction, travel**, etc.)				$   4,500.00				$   4,500.00

		Minus work included in the comprehensive plan				$   25,890.00				$   25,890.00

						$   64,170.00				$   64,170.00
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