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ƴ PURPOSE  

This manual of park maintenance schedules and operations has been developed in order to con-

form to the appropriate set of maintenance standards as set forth by Glendoraôs Community Services 

Commission, staff, and the National Recreation and Park Association Park Maintenance Standards. 

The Community Services Department has developed these park maintenance standards to assist 

in guiding the maintenance of City parks. The maintenance standards were developed at the request 

of the Community Services Commission to support the City Councilôs vision, as well as to provide the 

community with the best pos sible parks and facilities. 

This manual has been prepared to serve as an information al tool and as a standard for  Park 

Division employees and custodial staff of the Cityôs recreation centers. The manual will serve as a 

general guideline for the frequency of maintenance for our parks, facilities, and equipment. 

It is the employeeôs responsibility to contact his or her immediate Supervisor or the 

Parks/Community Services Manager for instruction s on circumstances not covered in this manual. 

It is the employeeôs responsibility to take notice of safety conditions at each park or facility, and 

take immediate action to secure against accident or injury until the hazard can be eliminated. 
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ƴ PARKS AND FACILITIES MAINTAINED BY PARK S DIVISION  

City Hall Complex                                       116 East Foothill Boulevard 

Library  140 South Glendora Avenue 

Police Department 150 South Glendora Avenue 

Finkbiner Park 

Lobb Field 160 North Wabash Avenue 

Legion Building                                 159 North Cullen Avenue 

Scout Hut                                        435 East Dalton Avenue 

Youth Center 437 East Dalton Avenue 

Restrooms and Snack Stand             166 North Minnesota Avenue 

Gladstone Park                                               600 East Gladstone Street 

Crowther Teen and Family Center 241 West Dawson Avenue 

La Fetra Senior Center                                   333 East Foothill Boulevard 

South Hills Park 701 East Mauna Loa Avenue 

Big Tree Park                                                      665 South Santa Fe Avenue 

Ole Hammer Park                                       362 North Live Oak Avenue 

Willow Springs Park 515 North Willow Springs Lane 

Glendora Museum                                      314 North Glendora Avenue 

Village Bus Plaza                                           158-1/2 North Glendora Avenue 

Glendora Transportation Center 410 East Dalton Avenue 

Big Dalton Campground 2041 Big Dalton Canyon Road 

Big Dalton Day Camp 3000 Big Dalton Canyon Road 

Carlyle Linder Equestrian Park 1000 Glendora Mountain Road 

Louie Pompei Sports Park 1100 South Valley Center Avenue 

Parks Yard 1636 Compromise Line Road 

 
Assessment Sites   
 
Sunflower & Hampton  ˓Candish Avenue ˓  Jennifer & Mauna Loa 
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ƴ BREAK PERIODS  

Employees in the Parks Division are entitled to a morning break between 10:00 a .m. and 10:20 a.m.  

Breaks can be taken at the job site however, employees should not park City vehicles on the park turf 

while taking a break at the job site. 

Lunch is scheduled between 12:00 p. m. and 12:40 p.m. 

ƴ USE OF CITY VEHICLES  

Employees are expected to utilize City vehicles only to transport themselves and their equip-

ment to and from the job site to perform job -related tasks. 

ƴ OPERATION OF CITY VEHICLES AND EQUIPMENT  

City vehicles and equipment are the property of the City of Glendora and are purchased for 

the specific purpose of providing service to the residents. Vehicles must be treated responsibly in order to 

maximize their useful life. Reckless or irresponsible treatment of City vehicles and equipment will be 

cause for disciplinary action. 

Any employee observed abusing City vehicles through reckless driving or abusing mechanical 

equipment through negligence or misuse will be subject to d isciplinary action as stated in the City of 

Glendora Personnel Rules, Section 9.8.0. 

When the vehicle is not in use a designated crew member will remove the vehicle key. In cases 

where the vehicle is left unmanned and not in view of a crew member, the vehicle is to be locked.  

 

BEFORE  

AFTER  
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ƴ MAINTENANCE ELEMENTS  

Each task contains basic elements for maintaining the parks and facilities. 

Turf Care        Mowing, aeration, reseeding, top dressing, weed control . 

Fertilization                          Fertilization of turf, trees, shrubs, or floral plantings . 

Irrigation                                Automated or manual watering of turf, trees, shrubs,  and floral plantings. 

Disease & Insect Control       Prevention, correction, and management of disease and/or insects in 

turf, trees, shrubs, floral plantings either by cultural or chemical 

methods; includes pest control in and around park buildings . 

Hardscape Surfaces             Sweeping, blowing, and power washing of walkways, parking lots,  

tennis courts, dugouts, Bandshell area, and any other hardscape 

surfaces in our parks and facilities. 

Repair Maintenance required to facilities or park amenities. 

Inspection Visual and physical examination of a park facility, equipment, or  

amenity to ensure compliance, safety, and proper operation . 

Floral Planting                        Watering, fertilizing, disease control, dead-heading, cultivating,     

weeding, planting, or removal of ornamental flowering bedding plants . 

Restrooms Cleaning, sweeping, sanitizing, stocking of supplies; all vandalism and graffiti 

are to be reported to the Parks/Community Services Manager. 

Special Features                    Maintenance of equipment or facilities such as drinking fountains, flag  

poles, soccer goals, tennis, volleyball, and basketball netting, picnic 

tables, signs, litter receptacles. 

Tot Lots                                 I nspection and maintenance of play equipment and weekly raking 

of wood-chip surface to level dips and ruts, and to remove litter and 

other foreign objects in the surfacing material . 

ƴ QUALITY OF WORK  

Each park or facility under the maintenance schedule of the Parks Division will be evaluated 

using a check list. A copy of this list is included in the Appendix. The purpose of the check list is to 

provide information to the Supervisor as to the progress of routine maintenance tasks, to highlight 

any park area or facility that needs repair, and to facilitate the prompt scheduling of this work in the 

near future.  

The check list will be completed weekly by the crew leader or the Supervisor and turned in to the 

Parks/Community Services Manager. The Crew Leader or Supervisor will then give all parties the 

information regarding the work to be scheduled in the following days and weeks. 
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ƴ UNIFORMS  

The City of Glendora supplies all full-time & part -time park maintenance workers with a 

complete uniform that is expected to be worn daily. Lockers have been supplied to store clean 

uniforms and personal safety equipment. Youth-to-Work crew members will be supplied with a City 

of Glendora shirt that should be worn while the employee is working. If for any reason you cannot 

wear the uniform supplied to you, contact the Crew Leader or Parks Supervisor. 

ƴ SAFETY EQUIPMENT  

The City of Glendora provides all required safety equipment to their employees for all jobs 

that we perform. 

 

 

 

 

 

 

 

 

ƴ MOW  CREW ðWEEKLY ROUTINE TASKS  

 

The mow crew is expected to perform other tasks each week at each park they visit in addi -

tion to mowing all turf grass. While one crew member is mowing the turf, the other crew members 

should perform the following duties:  

Park Maintenance 

¶ Picking up loose litter throughout the park.  

¶ Reporting any park/restroom  damage, vandalism, graffiti, etc. to the Supervisor.  

¶  Spraying or manually removing weeds in curbs, gutters, sidewalk cracks, and planter/mulch 

 beds.   

¶ Line trimming around poles, trashcans, and areas where a mower cannot reach; edging all  

 sidewalks and along mulch beds and tree wells; blowing all walkways and concrete areas. 

Irrigation Check 

¶ Inspecting the landscape for dry or worn areas and reporting these to the Supervisor.  

¶  Checking irrigation clocks weekly; resetting clocks for seasonal run times.  

¶ Making sure all heads are working properly and nozzles are clear of debris; trouble shooting  

  systems between 6:30 a.m. and 8:30 a.m . 

¶ Reporting any breaks to the Supervisor; in an emergency, turning the station off immediately 

 and reporting it to the Supervisor. 

¶ Retro-fitting irrigation systems as needed.  
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Pruning 

¶ The Mowing Crew is also responsible for pruning all park tree branches up to 9 feet to allow for 

mowing and pedestrian clearance. 

¶ Any tree or tree branch that requires more extensive pruning can be scheduled with the con tracted 

tree crew; reporting this t o the Supervisor so that the work can be scheduled is another duty the 

crew performs. 

¶ Removing weeds, grass, and debris from around the root crown of trees and maintaining these areas 

weekly; spraying with a herbicide, edging, line trimming, and putting do wn mulch around trees. 

Maintenance of Landscaped Areas 

¶ Mulched areas and garden beds should be maintained with a clear delineation between the turf 

and mulch/soil areas at all times. 

¶ Spot spraying with herbicides on a regular basis fence lines, curbs, gutters, sidewalk cracks, 

around poles and borders to maintain them in a weed -free condition. 

¶ Weekly monitoring of the irrigation management and weed control in all garden beds.  

¶ Weekly monitoring of the staking of newly planted trees for proper support and sufficient 

irrigation. 

Playgrounds 

¶ Raking the playground wood-chip surfacing weekly and backfilling low spots around the 

equipment. 

¶ Removing by hand all weeds and debris/foreign objects in the chips.  

¶ Reporting any damage, vandalism, graffiti, etc. to the Supervisor.  

ƴ HANDY -MAN DUTIES  

Much of the work the mowing crew observes during the work week requires a more extensive 

scheduling of resources and labor time. Such duties as these will be performed by workers skilled in 

such tasks. These duties include: 

¶ Performing weekly play equipment safety inspections. 

¶ Inspecting all restrooms for burned -out lights, malfunctioning toilets, urinals, sinks, hand dryers,  

etc.; looking for graffiti and reporting any damage to the Supervisor so that the repair work can  

be scheduled. 

¶ Maintaining all City drinking fountains in working condition.  

¶ Making sure all park security lighting is functioning; checking for vandalism to park benches, picnic 

tables, etc., and reporting these issues to the Supervisor so that the repair work can be scheduled. 

¶ Checking, cleaning, and replacing as needed all City padlocks that are rusted or malfunctioning. 

¶ Maintaining all park signs in a stable, graffiti - free condition.  
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ƴ PARK MAINTENANCE ANNUAL CALENDAR  

Certain park maintenance tasks take place routinely over the course of the year. In addition to 

routine maintenance, park crews assist recreation programs with setup and break down for each event. 

Events are scheduled through the Department and advertised to the public through the Community 

Services Recreation & Activities Guide. 

January 
¶ Two public holidays (New Yearôs Day and Martin Luther King Day) 

¶ Spray pre-emergent herbicide on park landscape areas and tree wells 

¶ Storm damage preparation, including sandbagging, cleaning roof drain spouts, etc.  

¶ Schedule landscape projects when mowing schedule slows down 

¶ Weed spraying in street ROW areas for Public Works 

¶ Rose pruning throughout City facil ities 

¶ Remove holiday lights at the Transportation Center 

¶ Finish taking down soccer goals as begun in December 

¶ Holiday lights in uptown village  Removed by contractor 

February 

¶ Turn off irrigation at Lobb Field in preparation for Snow Day   

¶ One public holiday (Presidentôs Day) 

¶ Spray roses with volk oil and dormant spray; apply Merit insecticide around roses for systemic 

insect control 

¶ Storm damage preparation, as needed 

¶ Plant annual  color  beds 

¶ Continue street ROW weed spraying Citywide, as needed 

¶ After removal of soccer goals has been completed, begin installation of baseball backstops at 

Goddard and Sandburg (six 10ô x 20ô chain link panels at both schools) 

March 

¶ Fertil ize turf areas, as needed 

¶ Top off wood -chip playground surfacing in tot lots  

¶ Aerate with solid and/or hollow tines  and de-thatch turf areas, as needed 

¶ Storm damage preparation 

¶ Add mulch to mulched areas in parks 

¶ Reset irrigation schedules and lighting timers to Daylight Savings Time 

April 

¶ Preparation for Easter Egg Hunt at Finkbiner and Gladstone Parks; deliver necessary items per 

Recreation Supervisor and pick up these items the following Monday 

¶ Preparation for Earth Day at City Hall, per the Planning Dept.  

¶ Golf tournament preparation at Glen Oaks Golf Course; pick up and take down tables, chairs, 

and EZ-up 

¶ Continue aeration and de-thatching park turf areas  

¶ Return to weekly mowing schedule 

¶ Fertil ize and dead-head roses 
¶ Annual servicing of trucks and equipment 

¶ Rototill sand volleyball courts and top off  with fresh sand as needed 

¶ Spring break for local schools 
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May 
¶ Prepare the Bandshell for dance recitals; pressure-wash Bandshell and turn off irrigation for the  

event 

¶ One public hol iday (Memorial Day) 

¶ Prepare and plant annual color beds, as needed 

¶ Spot-spray weeds as needed 

¶ Mowing is scheduled for every week 

¶ Adjust irrigation schedules for drier weather as needed  

¶ Clean up and prepare Day Camp area and buildings 

¶ Overseed Bandshell area turf  

June 

¶ Begin water route for City -wide tree wells  

¶ Irrigation repair and troubleshooting as needed  

¶ Top off mulch areas as needed 

¶ Aerate with solid and/or hollow tines  turf as needed 

¶ Fertil ize roses and dead-head 

July 

¶ Purchase work boots for General Employees 

¶ Prepare Lobb Field for summer use 

¶ One public hol iday (July 4)  

¶ De- thatch  tur f  as needed  

¶ Spot spray weeds in all landscape areas as needed 

¶ Irrigation repair and trouble shooting  

August 

¶ Remove baseball backstops from Goddard and Sandburg 

¶ Install soccer goals per instructions from Recreation Superintendent 

¶ Prepare Bandshell for dance recitals and turn off irrigation for the event  

¶ Install football goal posts at Louie Pompei Sports park 

¶ Schedule work around vacation time of employees 

September 

¶ One public hol iday (Labor Day) 

¶ Reduced mowing schedule (approx. 2 weeks) due to over seeding 

October 

¶ De-thatch  turf areas and Aerate with solid and/or hollow tines  

¶ Smog checks for park yard diesel vehicles 

¶ Hang holiday lights at the Transportation Center  

¶ Set up and take down Halloween carnival at Finkbiner; gather wood for bonfire at Lobb Field  

¶ Paint benches at Heritage Park for Pumpkin Festival 

¶ Golf tournament preparation at Glen Oaks Golf Course; pick up and take down tables, chairs, and 

EZ-up 

¶ Holiday lights hung in Ficus trees in Village shopping district by Contractor 
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November 

¶ Three public holidays (Veteranôs Day and Thanksgiving weekend) 

¶ Reset irrigation clocks and park lighting for the ending of Daylight Savings Time and cooler 

weather 

¶ Turf in many areas is going dormant; reduce mowing schedule as needed 

¶ Storm preparation in all areas 

¶ Fertil ize cool season turf areas 

¶ Prepare and plant annual color beds 

December 

¶ Assist with the installation of the holiday tree at Village Bus Plaza as needed 

¶ Turn off irrigation clocks as needed during rainy weather  
¶ Set up and take down City Managerôs Pot Luck at Legion Building 

¶     Schedule around the holiday vacation time of park workers  

¶ Remove football goal posts at Louie Pompei Sports park 

 

ƴ BUS STOP MAINTENANCE  

Clean and removal graffiti from bus benches Twice weekly 

Empty trash cans at bus areas Twice weekly 

 
 
 
 
 
 
 
 
 
 
 
 
 
ƴ DOWNTOWN PARKS MAINTENANCE  

Task Frequency 

Bus Plaza restrooms are cleaned and pressure washed   Daily/Contractor 

The trash cans are emptied Daily 

The crew checks for graffiti removal  As needed 

Pressure-wash trashcans: Foothill Blvd. /Bennett Ave. Weekly 

Litter clean-up  Daily 

Blow off the sidewalks Every 10 days 

Maintain the planters, irrigation, and trees  Weekly/Contractor 

Seasonal work downtown 

Pressure washing the sidewalks                                                               Every 10 days 

Pressure washing the sidewalks after chalk drawing contests                           April 

Put up and remove Christmas wreaths October ï January 

Check, repair, or replace tree lights in the bus plaza                                     October 

Assist with Bus Plaza decorations December
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ƴ ASSESSMENT DISTRICT/STREET MEDIANS MAINTENANCE  

Task Frequency 

Inspect landscape areas Weekly 

Check irrigation Weekly 

Repair Irrigation As needed 
Graffiti removal As needed 

Litter cleanup As needed 

Report any unsafe conditions Daily 

Make sure sidewalks are blown off                                                Weekly (Youth To Work) 

Maintain the planters, irrigation and trees  Weekly 

Report dead or dying plants or trees  Daily 

    Maintain parking lots behind the shops on the east & west sides       Weekly/Contractor 

 

Along with maintaining parks and facilities, we also oversee and maintain assessment districts, park-

ways, and street medians. Below you will find the major maintenance areas only. The Parks Division has 

other smaller pocket areas we are responsible for maintaining which are not listed. 

GROUNDS 

Baseline View Park  Goddard Water Reservoir 
Morgan Ranch Reservoir   Hidden Spring Reservoir 

Vern Gillette Pump Station   Glendora Ave. Rear Uptown Parking Lots 

Parks Division Yard     

MEDIANS 

Route 66 Baseline Road Center Median 

Glenwood Median Grand Ave. 

Lone Hill Palopinto Island 

Financial Way                                                         Woodcraft & Banna 

Auto Center Dr.  

Vista Bonita & Walnut 

PARKWAYS AND CHANNELS 

Route 66 & Compromise Line Rd.  

Banna & Arrow Hwy. Barranca Foothill Turf Frontage 

Baseline & Glendora Ave. Pkwy. Bennett Ave. Channel 

Boulder Springs & Glendora Mt. Rd. Catherine & Valley Center Pkwy. 

Cullen & Sierra Madre Pkwy. Cypress & Live Oak Pkwy. 

Foothill Planter Barranca to Wildwood Foothill & Whispering Oaks Pkwy. 

Glendora Mtn. Rd. & Palms  Glendora Pkwy. in front of Golf Course 

Glengrove & Foothill Blvd.                                    Highland/Oak Knoll 

Leadora Channel Mauna Loa & Glendora Ave. Pkwy. 

Mountain View & Church Parking Lot                  Sierra Madre & Glendora Mtn. Rd. 

Sierra Madre 500-800 Sunflower & Gladstone 

Valley Center & Claraday Vermont & Ada Ave. 
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ƴ ANNUAL MAINTENANCE SCHEDULE FOR ALL PARK SITES  

In addition to the annual maintenance schedule for all park areas, as listed above, each park site 

has specific areas that need annual attention. The following schedule lists the maintenance needs of 

all parks. 

ALL PARKS: 

Adding topsoil to dry spots and depressions in turf twice yearly. 

Adding perennial ryegrass seed blend to sparse turf areas as needed (approximately 2 bags). 

Adding starter fertilizer to turf areas, as needed (approximately 2 bags) . 

 

RENOVATION AND MAINTENANCE 

Task Frequency 

Picking up litter throughout park  Daily 

Restroom cleaning and restocking                                                       Daily/Contractor  

Building inspection and maintenance Weekly 

Irrigation repair and monitoring Weekly 

Mowing, edging, and line trimming  Weekly 

Inspecting and repairing play equipment                                                   Weekly   

Park tree maintenance Contractor 

Weed management Weekly 

Planter and mulch bed maintenance Weekly 

Topping off wood chip surface in playgrounds Every year 

Inspecting and maintaining Skate Park Weekly 

Rototilling sand in volleyball court  Weekly, 

          May, June, July, and August 

Power washing Bandshell February, May, and August 

Power washing tennis courts June and September 

Spraying pre-emergent herbicide October and January 

Solid & hollow tine aerating March, September 

Rose pruning January 

Rose insect control February 

Fertilizing/dead heading roses April, June 

Blowing debris off rooftops and rain gutters Twice yearly or as needed 

Power-wash playground surfaces June and September 

Adding topsoil to turf dry spots and depressions As needed 

Adding perennial ryegrass seed blend to sparse turf areas May, September 

(approximately 2 bags)                                                                 

Adding Bermuda grass seed (2 bags)                                                                 May 

Adding starter fertilizer (2 bags)  May, September 

Adding urea (2 bags) June 

Spraying pre-emergent herbicides January 

Solid & hollow tine aeration April, June and August* 

Trim Oak Trees                                                                                   Grid Trim/Contractor  
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SPORTS FIELDS 

Task Frequency 

Adding topsoil to turf dry spots and depressions As needed 

Adding perennial ryegrass seed blend to sparse turf areas    March, July, November 
(approximately 3 bags) 

Adding starter fertilizer (3 bags)  March, July, November 
Spraying pre-emergent herbicide February, June, October 
Solid & hollow tine aeration July, November 

 

GLEN OAKS GOLF COURSE 
The Glen Oaks Golf Course is operated by a contractor; however, staff will assist with repairs or 

maintenance as directed. 
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BIG TREE PARK 
All renovations and maintenance as outlined on p. 12. ñBig Treeò (Moreton Bay Fig) will be trimmed 

every other year by contractor. 

 

 

BIG DALTON DAY CAMP AREA 

Task Frequency 

 

Picking up litter throughout park  Daily 

Park tree maintenance Weekly 

Weed management Weekly 

Planter and mulch bed maintenance February 

Spraying pre-emergent herbicide October and January 

Clean Big Dalton Camp May and August 

Empty trash cans                                                                                              Daily          


