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Well-planned and thoughttul
programming is like making ... A PIE

Assess
Plan
Implement

Evaluate




Recreation Planning Process

(in a textbook)

® Review existing programs
& services in community

* Look for opportunities

® Goals & Objectives
e Format & Timing
e Resources & Financials

and/or deficits
* Make informed decisions * Staffing & Supervision
L using data e Program Content

¢ Execution of the
program

(0 Judge the worth of the
program during or after
implementation

e Documentation

N




Recreation Planning Process
(in reality)




Implement

In PRCA it looks like this...

2023 PRCA Program Production Schedule

Winter 2023 Spring 2023 Camps 2023 Summer 2023 Fall 2023

i Jan 1, 2025 - April 1, 2023 - Memoric! Doy - Lobor Doy -
FEERIECATELE warch 31, 2023 Mgy 31, 2023 Summer 2022 Lahar Day Der 31, 2023
Evaluation warksheets due by 5/1/22 sz /122 10/1/22 21123
|Chris) Update seasonal . B
registration, discount dates by B/13/z2 iz 1122 /a3 4723
‘Workshest step # 1 due by B/12/22 11711722 1111722 1/7/23 47723
Manager worksheet review E/f15/22 - B/19/22 11/15/22 - 11/18/22 | 11/17/22 - 11]18/22 1/8/25 - 1/12/23 441023 - 4,/12/23
Build programs in RecTrac and
reviaws Activity Proof Report by 8/28/22 1130422 12522 1/27/23 42823
Interface and images due in
shara Drive by B/29/22 12f1f22 12f1f22 1/31/23 4f28/23
Wanagsr intzrface review B/30/22 - Bf31/22 12/zf22-12/5/22 12/8f22 - 12/5/22 2/1/23-2/5/23 4/25/23 - 5/3/23
:::;::;Cf PRCA Complate 5901722 -5/2/22 12/6/22-12/7/22 13/12/23-12/14/22 2623 -20783 54723 - 5/5/23
Admin Systems: Prepare droft #1 9522 - 5/30/22 12/7/22 - 1/6/23 12/15/22 - 1/12/23 2/8/23 -3/3/23 5/8/23 - 6/2/23
PRCA first proof 10/3/22 - 10/7/22 1/8/23 - 1/13/23 1/13/23 - /20,23 34,25 - 3/10/22 &/5/23 - 6/9/23
1* round edits made in RecTrac 104322 - 107422 17823 - 1/13/23 11323 - 1,/20/23 34023 - 310023 5/5/23 - 6/9/23
seasonal marketing request .
submitted to Manazer by 10/7/22 1/13/23 1/20/23 310423 6/9/23
:‘Tﬂ"ms}':: L round 8t | g waze | 1A623- 12073 |y | 3A1/23-3723 | ei1s/aE-ens/
prCA finzl proof 10/17/22 - 10/21/22 | 1/21/33 - 1/25/33 127425 - 2/1/23 3f18/23 - 3/25/23 519/23 - 6/23/23
2™ rpund edits mads in RecTrac 10/17/22 - 10/z21/22 1f21/323 - 1/25/23 1/27/23 - 2/1/23 3/18/23 - 3/23/23 518,23 - §/23/23
Review Activity Proof Report
and make corrections by loj21/22 1/25/23 22/ 3/24(23 6/26/23
Adnin Systems: Indund €6 | soouz-worzefaz | wesizs-usuiz | ez | sasizosein | sfers-sfaniz
Admin Systems: Brochure and
mailing list to printer 117122 /323 nfa 33123 T3
Set programs to Active status
and review on WebTrac from 11/5/22 /1023 Z/10/23 477723 7714723
customer point of view by
Brochures to KRC/ PO and on - 21723
website 111522 2f17/23 (website oniy) 4/14/23 72123
Residant registration begins 1128422 3/6/23 3/6/23 5/1/23 Bf1/23
Mon-Res registration begins 12/5/22 31323 /1323 5/8/23 Bf8/23
10% Registration discount 11/28/22 - 12/12/22 3/8/23 - 3/18/23 3/8/25 - 5/18/23 5/1,/235 - 5/14/23 Bf1/23 - 8/14/23




Actually it looks more like this...

Juswa|dwi|

Juswa|dw

Juswa|dwl

Juswa|dw



Review of previous reports and
documentation

Update seasonal registration,
discount dates by (Chris)

Worksheet step # 1 due by

Manager worksheet review

Build programs in RecTrac by

Review Activity Proof Report and
make corrections by

Manager seasonal plan review

Interface and images reviewed
and final in Share Drive by

Admin Systems: Prepare draft #1

PRCA first proof

1%t round edits made in RecTrac

Admin Systems: 15 round edits in
brochure

PRCA final proof

2" round edits made in RecTrac

Review Activity Proof Report and
make corrections by

Admin Systems: 2nd round edits in
brochure

Admin Systems: Brochure and
mailing list to printer

Set programs to viewable on web
and review on WebTrac from
customer point of view by

Brochures to KRC / PO and on
website

Resident registration begins

Non-Res registration begins

10% Registration discount

Complete Evaluation Report

Review previous documentation

Assessment is the first step of the
Program Production Schedule

Previous documentation could be...
» Evaluation worksheets
= Survey results
= Staff experiences
» Professional assessment
= Historical data



Purpose, Goals and Objectives

Review of previougfeports and
documentati

Update seasonal rgffistration,
discount date Chris)

Worksheet step # 1 due by

Manager worksheet review P u rp O S e

Connect directly to mission/vision/QSFOC

make corrections by

— Why are you offering it?

Manager seasonal plan review

Interface and images reviewed
and final in Share Drive by

Admin Systems: Prepare draft #1 G 1

PRCA first proof

What will be accomplished?

Admin Systems: 1° round edits in
brochure

PRCA final proof

Objective

Review Activity Proof Report and
ions

Measurable statements to lead to

Admin Systems: 2nd round edits in
brochure

accomplishing the goal

mailing list to printer

Set programs to viewable on web b
and review on WebTrac from — l I 1 e I I Ce — W O
customer point of view by °

B — Behavior — what?

Resident registration begins
C — Conditi how?
Non-Res registration begins O n 1 1 O n OW °

D — Degree — when?

Complete Evaluation Report




Review of previoug#eports and
documentati

Update seasonal regfstration,
discount dat Chris)

Worksheet step # 1 due by

Manager worksheet review

Build programs in RecTrac by

Review Activity Proof Report and
make corrections by

Manager seasonal plan review

Interface and images reviewed
and final in Share Drive by

Admin Systems: Prepare draft #1

PRCA first proof

15t round edits made in RecTrac

Admin Systems: 15 round edits in
brochure

PRCA final proof

2" round edits made in RecTrac

Review Activity Proof Report and
make corrections by

Admin Systems: 2nd round edits in
rochure

brochul

Admin Systems: Brochure and
mailing list to printer

Set programs to viewable on web
and review on WebTrac from
customer point of view by

Brochures to KRC / PO and on
website

Resident registration begins

Non-Res registration begins

10% Registration discount

Complete Evaluation Report

Format & Timing

Consider your audience
»Are they beginners or experienced?
*Where do they live, work?
What have past participants said?

School calendar, community events

Offer a variety of formats/days/times

Self-directed

Use available data; el
trial and error is expensive

Program Types



Identify Resources

Review of previoygfreports and
documentat!

Update seasonal rgéistration,
discount dats Chris)

Worksheet step # 1 due by

[ ]
Manager worksheet review 1 S ‘ a

Build programs in RecTrac by

make corrections by

[ ]
Review Activity Proof Report and -y S 1 Ca

= Space & Facilities

Interface and images reviewed
and final in Share Drive by

» Equipment

= Supplies

1%t round edits made in RecTrac

Admin Systems: 15 round edits in e c | I I I Ol O |
brochure

PRCA final proof

uman RESOURCES

Review Activity Proof Report and

make corrections by “i
Admin Systems: 2nd round edits in M

brochure

Admin Systems: Brochure and PW‘

mailing list to printer

Set programs to viewable on web M

and review on WebTrac from

customer point of view by - . %

Brochures to KRC / PO and on
website

Resident registration begins

Non-Res registration begins _J

10% Registration discount

Complete Evaluation Report




Review of previoygfreports and
documentat!

Update seasonal gghistration,
discount daf (Chris)

Worksheet step # 1 due by

Manager worksheet review

Build programs in RecTrac by

Review Activity Proof Report and
make corrections by

Manager seasonal plan review

Interface and images reviewed
and final in Share Drive by

Admin Systems: Prepare draft #1

PRCA first proof

1%t round edits made in RecTrac

Admin Systems: 1° round edits in
brochure

PRCA final proof

2" round edits made in RecTrac

Review Activity Proof Report and
make corrections by

Admin Systems: 2nd round edits in
brochure

Admin Systems: Brochure and
mailing list to printer

Set programs to viewable on web
and review on WebTrac from
customer point of view by

Brochures to KRC / PO and on
website

Resident registration begins

Non-Res registration begins

10% Registration discount

Complete Evaluation Report

Partnerships & Sponsorships

Who could you team up
with?

Collaborations allow for
better use of resources
Be creative and think

outside of our field (public,

non-profit, commercial)
Over communicate and
outline expectations

ADULT & SENIOR PROGRAMS

rercsevs PARTNERSHIPS
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Program Worksheets

Review of previougfeports and
documentati

<

Update seaswtraﬁon, ¥
discount dat (Chris) [ ) 0
v @l g a
[ _ CITY ZKETTERING

Worksheet step # 1 due by

Parks, RECREATION AND CULTURAL ARTS DEPARTMENT
Manager worksheet review

= *  Information Solutions Portal

Build programs in RecTrac by

Review Activity Proof Report and
make corrections by

Manager seasonal plan review

Q . Type only in yellow spaces. ‘@ ]

Interface and images reviewed

and final in Share Drive by i Unfilled spaces wil fll C ITY & KETTE RING
o4

]
3
oy
o

gutomatically.

Pazks, Recreanion ano Cutturar ArTs DEPARTMENT

Admin Systems: Prepare draft #1
PRCA - PROGRAM WORKSHEET

Program Pricing and Proposal

PRCA first proof
Warking Program Name'l Example Fitness Program |
Program Supernvisor: Chris George Year: 2022
Admin Systems: 1* round edits in Knowledgebase News Downloads/Fol Program Coordinator: Season: Spring
brochure help articles - Bro . Program Type [RecTrac): Fitness Age: Adult
Program VER Classification: Fitness Instruction Skill Level: Beginner
PRCA final proof Program VEBR %: 85% Lifecycle: Growth

21 round edits made in RecTrac Goals and Objectives of Program (Desired result of program)

Review Activity Proof Report and
make corrections by

Admin Systems: 2nd round edits in
brochure

Admin Systems: Brochure and
mailing list to printer

Esti Personnel Expenses for a single section

Set programs to viewable on web Hourly | Pianning | Program
and review on WebTrac from Coordinator {only if Direct Expense) Rate Time Time Wages Benefits TOTALS
customer point of view by 5 - 0 0 = 5 - 5 - 5 -
Brochures to KRC / PO and on > - 2 u = 5 - s 5
website PRCA Staff [Direct Expense)
Example Staff 1 5 1500 1 o = § 15005 262 |5 17.62
) L _ Example Staff 2 5 1000 1 1 = |s 2o00]s 349 |5 2349
R Ry il Example Staff 3 $ 1200 0 5 |- |s soo0|5 1047 |5 7047
Grand total PRCA staff: $  111.58
Non-Res registration begins Contractor Information Rate (per or fiat) Min. Wages
5 = = 5 - 5 5
10% Registration discount > : = 5 - s 5
$ = |5 - |5 $
Grand total Contractual: 5 -
Complete Evaluation Report GRAND TOTAL PERSONNEL: § 11158




Let’s take a look at the worksheet!

Review of previoygfreports and
documentat!

Update seasonal rghistration,
discount dat (Chris)

Worksheet st due by

Manager worksheet review

Type only in yellow spaces. @
Build programs in RecTrac by [ — ‘
OF
outomatically CITY 2 KETTERING

Pagks, RECREATION AND CULTURAL ARTS DEPARTMINT

Review Activity Proof Report and

make corrections by PRCA - PROGRAM WORKSHEET

Program Pricing and Proposal

Manager seasonal plan review

Working Program Name'l Example Fitness Program |
Interface and images reviewed
and final in Share Drive by

Program Supernvisor: Chris George Year: 2022

Admin Systems: Prepare draft #1 Program Coordinator: Season: Spring

Program Type (RecTrac): Fitness Age: Adult

Program VER Classification: Fitness Instruction Skill Level: Begi

PRCA first proof Program VBR %: 25% Lifecycle: Growth

Goals and Objectives of Program (Desired result of ram
1%t round edits made in RecTrac d Tog ( program)

Admin Systems: 15 round edits in
brochure

PRCA final proof

2" round edits made in RecTrac Expense Projections - Use estimates for a SINGLE SECTION

Esti Personnel Expenses for a single section
Review Activity Proof Report and Hourly Planning | Program
make corrections by Coordinator (only if Direct Expense} Rate Time Time Wages Benefits TOTALS
$ = 0 0 = $ - S - $ -
Admin Systems: 2nd round edits in 3 - 0 0 = 5 5 - 5
brochure PRCA Staff (Direct Expense)
(it Sy e Gt Example Staff 1 $ 1500 1 0 = $ 15005 2,62 5 17.62
mailing list to printer Example Staff 2 5 1000 1 1 = 5 20005 349 |5 2349
Example Staff 3 5 1200 0 5 = $ 6000|5 1047 |5 7047
Set programs to viewable on web Grand total PRCA staff: § 11158
and review on WebTrac from 7 5 =
customer point of view by Controctor Information Rate (per or fiat) Min. Woges
$ = = $ - $ $
Brochures to KRC / PO and on s - = $ - s $
website 5 - = 5 - 5 - 5
Grand total Contractual: 5 -
Resident registration begins GRAND TOTAL PERSONNEL: 5 11158

Non-Res registration begins

10% Registration discount

Complete Evaluation Report




Review of previougfeports and
documentatf

N

Update seasqgal gFgistration,
discount date' (Chris)

<

Worksheet st due by

2N

Manager wol t review

N

Build programs in RecTrac by

Review Activity Proof Report and
make corrections by

Manager seasonal plan review

Interface and images reviewed
and final in Share Drive by

Admin Systems: Prepare draft #1

PRCA first proof

1%t round edits made in RecTrac

Admin Systems: 1° round edits in
brochure

PRCA final proof

2" round edits made in RecTrac

Review Activity Proof Report and
make corrections by

Admin Systems: 2nd round edits in
brochure

Admin Systems: Brochure and
mailing list to printer

Set programs to viewable on web
and review on WebTrac from
customer point of view by

Brochures to KRC / PO and on
website

Resident registration begins

Non-Res registration begins

10% Registration discount

Complete Evaluation Report

Build programs in RecTrac

There are separate trainings for this one ©

And there are lots of helpful folks
willing to step in and help you!

RECTRAC | &)




Review Activity Proof Report and
make corrections by

aaaaaaaaaaaaaaaaaaaaaaaaa

Interface and images reviewed
and final in Share Drive by

website

Non-Res registration begins

Review Activity Proof Report

How do you check basic info (days, dates, times, max/min
count, etc...)?

//@

DATA GRID

How do you check high level info not in data grid (fees, rules,
questions attached to an activity or section)?

//@

ACTIVITY PROOF REPORT

Make necessary edits before running interface



Interface and images due in Share Drive

Admin Systems: Prepare draft #1

1%t round edits made in RecTrac

Admin Systems: 15 round edits in
brochure

PRCA final proof

Admin Systems: 2nd round edits in
brochure

Admin Systems: Brochure and
mailing list to printer

Set programs to viewable on web
and review on WebTrac from
ustomer point of view by

Note: there is a training video on the Employee Portal

IMPORTANT!!

Brochure Interface Process

For help with the AR brochure process, please

Watch on 8 YouTube

watch the video below.

The interface is your first edit. Do not wait until the first

proof of the guide to make edits.
Examples:

= 1.e. interface will default to ages 6-99, we want it to be 6+

= 1.e. remove the staff line if applicable

= 1.e. make sure there are spaces between month and day

If actual errors are found, fix it in RecTrac!




Manager workshgfft review

and final in Drive by

website

Non-Res registration begins

15t & 21 proofs, edits in RecTrac,
Activity Proof Report (again)

Our goal is to have fewer edits after design is done because we
have edited the interface before submitting to Admin Support

Any changes you make in the brochure proofs need to also be
made in RecTrac
= Most common: Dates and fees

Make sure all of your edits have direction for Abby/Leah (not
questions)

= If you have a question for someone, the brochure proof is not the
place to put it



eeeeeeeee

website

Non-Res registration begins

Make programs active,
review web from customer POV

Making programs active can be done in bulk — saves a lot of time!
Remember: if you don’t do this step, nobody can sign up online

Go online to make sure your stuff looks good to the customer

Think about keywords

Swim lesson example:

Swim, swimming, lesson, lessons, class, classes, instruction, parent,
child, infant, toddler, aquatic, aquatics

This one is pretty good. What else could be added?



Review of previogfreports and
documentatr

<

Update seasonal rgistration,
discount daf (Chris)

Worksheet ue by

N

Manager w t review

A

Build progr: cTrac by

Review Activity Prghf Report and
make corre

<

Manager se: plan review

<

Interface and images reviewed
and final in Drive by

<

Admin Systefgsdfrepare draft #1

N

PRCA first proof,

K

1 round ed de in RecTrac

<

Admin Systems: 1Sfound edits in
brochure

PRCA final pggof,

<K

2" round e de in RecTrac

<

Review Activity Pgof Report and
make corre Y

S

Admin Systems: round edits in
brochure

Y

Admin Systems: Bybchure and
mailing list tel

Bl

Set programs to vie le on web
and review of rac from
customer pointqgf view by

N

Brochures to KRC / P#fand on
website

Resident registratigh begins

N

<«

Non-Res regi on begins

N

10% Registr: discount

<

Complete Evaluation Report

Evaluation Report

Registered program participants automatically get an email from
us after their program

Results from the survey can
be found on the Dashboards

Thanks for participating with us! We hope you had a great time and we'd love to hear
about it! Our goal is to provide a high-quality experience and you can help ensure we are

doing just that.

Please take our survey

City of Kettering

Parks, Recreation & Cultural Arts Department

Contact Us:
kettprca@ketteringoh.org
(937)-296-2587




Review of pr: reports and

documentatr

?

Update seasonal rgistration,
discount daf (Chris)

]

Worksheet sigp, ue by

<

Manager w t review

A

Build prograggs cTrac by

AN

Review Activity Prghf Report and
make corre

<

Manager se: plan review

<

Interface and images reviewed
and final in Drive by

B

Admin Syste epare draft #1

<

PRCA first proof,

AN

1 round ed de in RecTrac

<

Admin Systems: 1Sfound edits in
brochure

PRCA final pggof,

A

2" round eqigs g#fde in RecTrac

N

Review Activity Pgof Report and

<

make corre Y
Admin Systems: round edits in
brochure

Admin Systems: Bybchure and
mailing list tel

Bl

Brochures to KRC / P#fand on
website

Resident registratigh begins

Program
Evaluation
Report

K

Non-Res regi n begins

<

pa

<

10% Registr discount

Complete Evaluation Report

Evaluation Report

rogram | Season
nrollment

xpenses | Financials
valuation Results

Recommendations



Review of previogfreports and
documentatr

<

Update seasonal rgistration,
discount daf (Chris)

]

Worksheet ue by

<

Manager w t review

A

Build progr: cTrac by

Review Activity Prghf Report and
make corre

<

Manager se: plan review

<

Interface and imagfes reviewed
and final in Drive by

B

Admin Syste Afrepare draft #1

<

PRCA first proof,

AN

1 round ed de in RecTrac

<

Admin Systems: 1Sfound edits in
brochure

PRCA final pggof,

A

2" round edy de in RecTrac

N

Review Activity Pgof Report and
make corre y

<

Admin Systems: round edits in

brochure

A

Admin Systems: Bybchure and
mailing list tel

N

Set programs to vieygble on web
and review o rac from
customer poinigf view by

N

Brochures to KRC / P#fand on
website

Resident registratigh begins

K

Non-Res regi on begins

<«

N

10% Registr discount

<

Complete Evaluation Report

Type only in yellow spaces. The
non-colored cells will auto fill
from Step 1

Evaluation Report
@

-/
City 2 KETTERING

Parks, RECREATION AND CULTURAL ARTS [DEPARTMENT

PRCA - PROGRAM EVALUATION WORKSHEET

Program Evaluation

Use this worksheet to evaluate the product at the conclusion of the program. Use actual expense and enrollment information,

along with evaluation responses, information from the product plan and RecTrac to complete the form. If any items scores below
the stated objective, recommedations and notes should be included. When applicable, include data from previous
sessions/years to help create recommendations

Program Name

Activity Number

#VALUE!

Season Spring Date

Year 2022

Did participation Meet Expectations?

Section(s)

Enrollment Evaluation

Projected Actual (all sections)
Minimum Count: 12 Actual Enrolled: | 0
Maximum Count: 20 Waitlisted:
Enrolled Fee Revenue Enrolled Fee Revenue
Resident: 5 $ 4000 | % 20000 Resident: s - 3 -
Non-Resident: 1 $ 50005 5S000 Non-Resident: s - s -
Resident Early Bird: 5 S 36.00 |5 18000 | Resident Early Bird: S - S -
Man-Res Early Bird: 1 S 4500 (5 4500 | Non-Res Early Bird: S - S -
Res CIL Member: o S - S - Res CIL Member: S - S - For CiL
Mon-Res CIL Member: W] S - S - MNon-Res CIL Member: S - s - program use
Projected Revenue: | & 475.00 Actual Revenue: 5 -
Total # sessions planned: b Total # sessions held:

Expense Evaluation

Actual Supply Expenses

Item

Amount

Actual Personnel Expenses
Staff Rate Hours Total
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
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