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I – INTRODUCTION 
 
Purpose  
 
The purpose of this handbook is to establish and set forth specific guidance and standards for the set up and 
maintenance of the golf course and the operation of the golf course maintenance department. 
 
Golf Course Maintenance Overview  
 
Maintaining a championship quality club golf course will cost a million dollars a year or more depending upon 
location and the members’ or developer’s desired quality.  This coupled with the fact that much of the work of 
grooming, setting up, and maintaining a golf course is labor intensive makes the Golf Course Maintenance staff 
one of the larger staffs in the club.  Managing this large, highly specialized operation requires a sound business 
manager as well as a professional turf management expert. 
 
Modern Golf Course Superintendents are typically graduates of collegiate level turf management schools.  
Before ascending to the Superintendent position, they typically work a number of years at golf courses learning 
the practical skills of their trade and working their way up to Assistant Golf Course Superintendent.  They are 
usually compensated with a base salary commensurate with their education, background, and experience and a 
bonus opportunity for meeting budget or other specified goals. 
 
Their challenge in the golf business is unique – how to maintain an artificial playing environment with 
specialized grasses in various regions of the country with a host of micro-climates and conditions at the highest 
possible level while meeting the desires of the members or developer.  A Superintendent’s knowledge base 
includes agronomy, chemicals (herbicides, pesticides, fungicides, and fertilizers), soil composition, irrigation 
techniques, turf care equipment and techniques, equipment maintenance, tree and shrubbery care, and a deep 
knowledge and love of the game of golf. 
 
Every golf course is different; in fact, every hole on every golf course is different.  Combinations of soil, water, 
grass, sunlight, weather, temperature, and the knowledgeable application of chemicals make each area of the 
course a microcosm of nature.  This, the Superintendent is responsible for knowing, tending, and nurturing 
throughout the year.  Ironically, the end of all his efforts – the members for whom he is trying to provide ideal 
playing conditions on the course – are the very ones that damage and degrade the course with every round 
played. 
 
The Superintendent and the Head Golf Professional need to work closely on a variety of important issues – 
course set up, pin placements, tournament and event schedule, major turf treatment schedules, and playability.  
Also, like the Head Golf Professional, the Superintendent will work with a committee of members – the Greens 
Committee.  Often his greatest challenge will come from individual members with an uninformed opinion and 
vision for the golf course. 
 
The Superintendent hires, trains, and supervises a large staff of specialists and laborers to set up and maintain 
the course.  In larger clubs he will usually be assisted by an Assistant Professional, an Equipment Mechanic, a 
Chemical Applicator, an Irrigation Technician, Crew Leaders, Equipment Operators, and Greenskeepers.  
Throughout the year there are different tasks confronting the maintenance staff.  Various applications of 
fertilizer, herbicides, and pesticides, mowing the fairways, roughs, collars, and greens during the growing 
season, setting up the course each day, leaf blowing in the fall, repairs from storm damage, and constant 
adjustments and repairs to equipment.  During the slower winter months there is a large effort to service the 
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II – SUPERINTENDENT’S DUTIES AND RESPONSIBILITIES 
 
General  
 
The Golf Course Superintendent has large and varied duties, spelled out below. 
 
Job Description    
 
Position.  Golf Course Superintendent 
 
Essential Function.  Maintains golf course and related golf equipment. 
 
Duties and Responsibilities 
1.   Maintains all grounds related to the golf course. 
2.   Maintains course maintenance equipment. 
3.   Schedules personnel assigned to department. 
4.   Trains personnel assigned to department. 
5.   Supervises personnel assigned to department. 
6.   Evaluates personnel assigned to department. 
7.   Supervises all planting, fertilizing, and care of turf, plants, shrubs, trees, and other facilities on golf course. 
8.   Supervises operations of and personnel in equipment repair shop. 
9.   Records all work activities of personnel in the department. 
10.  Records all maintenance on course. 
11.  Prepares annual plan for golf course and annual budget for department. 
12.  Selects and prepares proper fertilizers and nutrients for all flora. 
13.  Develops and maintains drainage, irrigation, and watering systems. 
14.  Maintains course in proper playing condition. 
15.  Provides necessary input for all required personnel records. 
16.  Implements and enforces comprehensive safety program for employees, members, and guests on course in 

compliance with local, state, and federal laws. 
17.  Maintains accurate work records for all personnel in the department. 
18. Tracks departmental benchmarks. 
 
Reports To.  General Manager 
 
Supervises.   Assistant Golf Course Superintendent, Chemical Applicator, Irrigation Technician, Crew Leaders, 
Equipment Operator; Equipment Mechanic; Greenskeepers 
 
The Superintendent’s position is exempt from overtime. 
 
Qualifications  
 
Superintendent:  Must have prior experience and a degree in Agronomy or related field.  Must be a member of 
the Golf Course Superintendents’ Association of America and hold, at a minimum, a Qualified Applicator’s 
License from the state. 
 
Other key personnel:   
• Assistant Superintendent:  Must be experienced and capable in course care and maintenance.  Should be 

qualified to act as the Superintendent in the event of an emergency. 
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Superintendent’s Daily Log  
 
The Superintendent will establish and maintain a daily log that such records as course and weather conditions, 
rainfall, course set up, mowing heights, turf cultural practices, problems or trouble areas noted, number of staff 
working, routine and project work, rounds played, and other items of interest in the ongoing maintenance of the 
course. 
 
The primary purpose of this log is to note existing conditions daily so that trends can be identified, and an 
historical record created to provide as much information as possible about micro-climatic conditions and cultural 
practices employed. 
 
Daily Communications  
 
It is imperative that the Superintendent communicate daily with the golf operations staff to keep them informed 
of course conditions, ongoing maintenance work, and course repairs that may impact play.  It is also important 
that the golf operations staff keep the Superintendent fully informed on expected levels and timing of play, any 
special events, outings, or tournaments requiring special set up, and any other issues that may arise that affect 
the maintenance of the course. 
 
The Superintendent is also expected to keep the General Manager fully informed of any significant golf course 
issues, events, or activities so that he or she may appropriately respond to member comment or question. 
 
Monthly Golf Course Management Meeting  
 
The Superintendent will coordinate the timing of and set up a monthly meeting that will include the General 
Manager, the Head Golf Professional, and himself, to discuss any and all issues related to the operation and 
maintenance of the golf course.  This monthly meeting is the appropriate venue to discuss adherence to or 
deviation from the Annual Golf Course Plan, to resolve any issues relating to the course and its operation and 
maintenance, and to discuss planning for upcoming events. 
 
When properly planned and run, this meeting should take no more than an hour and allows the three people 
primarily responsible for the golf operation to stay fully informed of all golf-related issues. 
 
Greens Committee Meetings  
 
Most clubs have a Greens Committee made up of members who have a deep interest in and commitment to the 
game.  As such, they volunteer their time and effort to provide feedback and guidance to the Superintendent on 
the set up and maintenance of the course.  Greens Committees will normally meet once a month. 
 
The Superintendent will attend all Greens Committee meetings and provide a Superintendent’s Report.  It is also 
helpful to bring his Superintendent’s Daily Log, all GC Maintenance Benchmarks, and any other data or 
information requested by the committee.  The Superintendent must also keep the General Manager fully 
informed of all significant concerns and issues before by the committee. 
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III – LEADERSHIP AND MANAGEMENT RESOURCES 
 
General  
 
The Club provides various leadership and management resources to assist the Superintendent in the professional 
completion of his duties and responsibilities. 
 
Employee Handbook  
 
The Club provides a professionally written and printed handbook to every new employee.  The handbook covers 
all the essential information that employees need to know, including laws governing the workplace, pay policies 
and procedures, dress and grooming standards, workplace rules, benefits description, an explanation of the 
Club’s management philosophy, and an introduction to its culture.   
 
All supervisors are expected to be familiar with the material in this handbook and be prepared to answer 
employee questions.  Further, supervisors are expected to reinforce the Club culture at every opportunity. 
 
Leadership on the Line  
 
Every manager who works for the Club is given and expected to read a copy of Leadership on the Line – a book 
that spells out the Club’s service-based leadership and management philosophy. 
 
Managers’ Handbook  
 
Because of the higher expectations the Club has for its management staff, all managers and supervisors are 
given a copy of the Managers’ Handbook, which spells out in summary form the many requirements we have 
for our managers.   
 
Each of the requirements in this handbook references specific personnel or accounting policies so that managers 
can look up the source document for further information. 
 
Personnel Administrator  
 
The Club has a designated Personnel Administrator.  This Department Head is responsible for assisting 
managers in meeting all the requirements of the Club’s Personnel Policies.  While the Superintendent is 
ultimately responsible for ensuring that these policies are followed for his department, the Personnel 
Administrator is a great source of information and assistance. 
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IV – STAFFING 
 
General  
 
Golf course maintenance is a labor-intensive operation.  As such, human relation skills, efficient organization 
and staff scheduling, a productive work environment, high levels of personal productivity, and tight labor cost 
controls are essential to the operation. 
 
Departmental Organization  
 
Superintendents are responsible for organizing their departments as efficiently as possible to ensure that all work 
is assigned, properly supervised, and completed according to established standards.  
 
Proper organization requires not only that employees know who they report to, but that departmental policies 
and procedures are well-defined and that employees know what is expected of them at all times.  Further, it 
includes well-organized work and storage areas, where everything has and is in its designated place, where tools 
and equipment are cleaned and put away after use, where cleanliness and order signify an ongoing concern for 
the care and maintenance of assets, including the maintenance shop itself.  
 
Job Descriptions  
 
The Club has prepared standard job descriptions for the various positions of the golf course maintenance staff.  
Superintendents may modify these standard descriptions to meet their own needs. 
 
Personnel Management  
 
Professional personnel management covers a wide variety of leadership and management skills and practices 
that promote diligence and dedication on the part of employees.  Most importantly it recognizes the ultimate 
value of people in everything the Superintendent does and embraces the Principles of Employee Relations (see 
below).   
 
Beyond that, it is essential that the Superintendent learn and pay close attention to the Club’s Personnel Policies 
and Procedures, especially the staff counseling and disciplinary procedures.  These are covered in a summary 
fashion in the Managers Handbook. 
 
Principles of Employee Relations  
 
It is the intention of the Club to create and sustain a work environment that promotes happy and satisfied 
employees, thereby ensuring positive client, member, and guest experiences.  Therefore: 
• All employees will be treated with dignity and respect.  We will not tolerate discrimination or harassment 

in any form, or any conduct that is unseemly, unprofessional, or reflects poorly on the Club.  
• Rules, regulations, and policies will be applied uniformly and fairly to all employees.  We will not play 

favorites.  We pledge to conduct our employee relations in an honest and straightforward way.  Any 
necessary criticism or counseling will be conducted in private in a constructive manner with the intention 
of instructing and correcting rather than blaming. 

• Every employee contributes to the overall success of our operation.  The only difference among employees 
is their level of responsibility and authority.  Every employee is important. 

• The great majority of people want to do their jobs well and they take pride in their work.  When an 
employee fails, it is often a failure of management to properly train or communicate performance  
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• Pesticide application Per Superintendent’s annual plan 
• Water control Daily, but watch moisture level to avoid “boggy” spots 
 
Standards – Miscellaneous Areas  
 
All aprons, tee banks, and bunker edges are to be smooth, uniformly turfed with healthy grass free of infirmities 
and firm.  Turf loss is unacceptable. 
 
• Aprons, tee banks, and bunker edges will be maintained at rough height depending on climatic conditions 

and the grass variety (natural fescue areas will only be cut periodically based on growth rate, playability, 
and aesthetics). 

• Depending upon growth these areas will be mowed two to three times weekly with a triplex or rotary 
lightweight mower. 

• Directional cuts will be posed daily and will follow a contour, checkerboard, or straight pattern. 
• The operator will ensure that his area of cutting responsibility will be blended properly into the other 

manicured areas (tees, collars, approaches, fairways, intermediate rough, and rough) to maintain the 
playability and aesthetics of the course. 

 
Standards – Roughs  
 
Turf conditions in planted roughs will generally be maintained at a higher level that most other clubs.  They 
should be uniformly turfed with healthy grass and be free of impurities and infestations.  The grass height 
should be higher than fairway height to maintain a good contrast.  The height should be high enough to add 
some difficulty to shots but should not penalize players. 
 
The same conditions should prevail during all seasons.  This will require over-seeding during the winter months.  
However, in order to maintain the health of the Bermuda grass, over-seeding will be skipped every three to four 
years. 
 
The mower operator will take care in operation around trees so as not to damage crowned areas in any manner 
and will also provide a crisp, clean edge around native grass areas. 
 
The operator will also vary mowing patters on a weekly basis as directed by the Superintendent.  All cutting 
patterns must blend in properly with intermediate rough areas, greens aprons, tee banks, and bunker edges.  
 
Maintenance: 
• Mowing frequency Two times per week  
• Mowing equipment Rotary mowers  
• Mowing height 1.75 to 2.0 normally, lower in late spring and early summer to promote 

transition 
• Aerification Per Superintendent’s annual plan 
• Tee, green and bunker banks Hand mow once per week 
• Fertilization Per Superintendent’s annual plan 
• Pesticide application Per Superintendent’s annual plan 
• Water control Per Superintendent’s annual plan 
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VII – AGRONOMIC AND WATER STANDARDS 
 

 
Overview  
 
This document is a written standard that applies to ABC Golf Club and its unique location and design.  It is to be 
used as a guide and schedule for both agronomic and water quality issues that this facility is currently exposed 
to.  It is only a guide and may vary some, based on climate, tournaments, finances, or changes in the "Golf 
Course Maintenance Standards."  It will also vary based on differences in water quality or quantity.   
 
Greens  
 
The greens are the most highly maintained piece of ground on any golf course property.  The greens are to have 
the highest consideration with regards to any agronomic issues.  In general, the greens will be maintained in the 
following manner: 
 
• All greens will be built and maintained to USGA specifications. 
• Greens will be randomly soil tested at least quarterly for nutrient content.  This testing should be done at the 

same lab to maintain consistency.  It should also include ''base saturation" figures to determine sodium 
build-up.  These test results will be a factor in determining the fertility program.  All soil test interpretations 
will be done by the golf course Superintendent. 

• All greens will be flushed with a minimum of 1 ½ inches of irrigation water, every 14 to 21 days in order to 
reduce salt accumulation. 

• All greens will be aerified a minimum of two times per year.  The spring aerification will use larger 5/8-inch 
tines to relieve compaction. The fall aerification can use either 1/2-inch tines or 5/8-inch tines, depending on 
the current health of the greens.  Micro aerification should take place all summer and as necessary 
(hydroject and quadra-tines). 

• Hollow tine aerification holes will be filled with USGA spec sand that matches the type sand used in the 
greens construction profile.  This topdressing material is to be pure sand, no peatmoss.  The sand must be 
tested at an accredited lab. Aerification should not take place if greens are too wet or under severe stress. 

• All greens will be properly fertilized to maintain growth and repair potential without compromising greens 
speed.   

• All greens will be topdressed as needed but a minimum of two times per month is required.  The topdressing 
material will also be USGA spec sand matching the greens profile.  Topdressing should not take place if 
greens are too wet or under severe stress.  The amount of topdress will depend on the current growth habit 
of the grass.  The amount of topdress sand increases as growth rates increase. 

• Only properly trained staff members will be operating these mowers.  Higher mowing heights may be 
necessary if severe weather or stress become a factor, this allows for increased stress resistance.  The reels 
will be checked daily and maintained at the maximum sharpness.  The greens will be groomed (lightly 
verticut or broomed) as needed.   

• All greens will be inspected daily for deficiencies in turf from water, pests or traffic.  Appropriate measures 
(as prescribed by the Superintendent) will be taken as soon as necessary to correct any deficiencies. 

• ABC Golf Club uses the latest tools to help reduce its use of pesticides.  However, pesticide applications 
may be necessary to offset potential deficiencies in turf quality or health.   

• Verticutting bentgrass greens is a practice normally followed several times each year to reduce thatch.  
Groomers and brushes on walk mowers may also be used.  This process is called grooming.  Grooming 
stands the leaf blades up before they are mowed off, this is done on an as needed basis.  Also, a spiker on 
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VIII – COURSE SET UP AND MAINTENANCE 
 
General  
 
The daily set up and maintenance of the golf course is critical to the golfer’s experience.  The following general 
standards apply to all golf courses.  Local conditions may require additional standards or more detailed policies 
to ensure the quality of that experience.  
 
Course Set Up  
 
The Superintendent will assign properly trained staff to prepare the course for play each day.  While greens and 
tees are the most important areas of the course and will receive the greatest attention, the set-up crew must also 
survey other areas to ensure that the course is ready to meet the highest expectations of members and guests. 
 
The set-up crew will normally start on the first hole and work their way from hole to hole in the order that 
golfers will play the course.  They should start their rounds in enough time to stay well ahead of the first golfers.   
 
Reporting Unusual Condition 
 
As the set-up crew works its way around the course, they must be vigilant to observe any problems or unusual 
conditions on the course.  These can range from overnight storm damage, to blown sprinkler heads, to vandalism 
on the course, to any sign of disease or blight on any of the grasses.  Any problems should be reported 
immediately to the Superintendent by radio or phone. 
 
Greens and Mowing  
 
Greens and collars will be mowed in different direction each day to prevent the development of grain patterns.  
Mowing heights and frequency will be determined by the Superintendent based upon season, turf condition, 
local climatic conditions, expected levels of play, and any planned events.  
 
Prior to mowing, staff should inspect the surface of the green and collar to remove any foreign objects that 
could damage the mower.  Staff should also check for poa annua, which should be removed manually. 
 
The mower operator will follow all operating and safety procedures associated with the loading, transportation, 
unloading, operation, cleaning, and servicing of the mowing equipment. 
 
Cup Placement  
 
The placement of the cup should match the pin sheet location for that day.  The position of the cup should be at 
least eight feet from the collar with a five-foot diameter of putting surface.  The cup will be set at the proper 
depth and be clear of any grass clippings or other debris.  The pin must seat firmly in the cup recess and the flag 
should be clean without frayed edges or tears. 
 
After moving the pin location, ensure that the previous location is properly repaired and is level with the putting 
surface.  Any damaged turf should be replaced with fresh plugs from the nursery. 
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Bunker Grooming 
 
As the set-up crew moves from hole to hole, they should check each bunker to ensure that it needs no repairs, 
that any debris is removed, that the sand surface is groomed, and that bunker rakes are available and properly 
positioned.   
 
Divot Repairs  
 
The set-up crew should also check lay up areas and other locations known for divots, repairing them as 
necessary.  They should also check all locations where extra divot repair bottles are available for golfers and 
refill or replace bottles as necessary.   
 
Waste Containers  
 
All waste containers must be emptied, and clean trash liners replaced in the containers daily.  Once a week or 
whenever necessary, containers must be washed out to prevent build up of unpleasant odors. 
 
Ball Washers  
 
The set-up crew will also check each ball wash station, cleaning them as necessary, replenishing the soapy 
water, and replacing the drying towel with a fresh one. 
 
Tee Mowing  
 
Tees will be mowed in different direction each day to prevent the development of grain patterns.  Mowing 
heights and frequency will be determined by the Superintendent based upon season, turf condition, local 
climatic conditions, expected levels of play, and any planned events.  
 
Prior to mowing, tee markers must be removed, and staff should inspect the surface of the tee for any foreign 
objects that could damage the mower.  Staff should also check for poa annua, which should be removed 
manually. 
 
The mower operator will follow all operating and safety procedures associated with the loading, transportation, 
unloading, operation, cleaning, and servicing of the mowing equipment. 
 
Tee Marker Placement  
 
Tee markers will be placed in concert with the pin location, particularly on par 3 holes.  Markers must be 
perpendicular to the line of play, approximately 20 feet apart and five feet from the front or rear of the tee. 
 
When placing the tee markers, repair any obvious divots with divot sand. 
 
Fairway Mowing  
 
Mowing heights for fairways and approaches are 2/5 of an inch depending upon environmental conditions.  
Frequency will be determined by the 
 
Superintendent based on rate of growth but will generally be three or four times a week including once on 
weekends.  
 
Fairways and approaches will be mowed with five-plex mowers.  Narrow contour areas around greens, tees, 
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IX – SHOP SET UP AND MAINTENANCE 
 
General  
 
The golf course maintenance facility or shop is an essential part of the golf course maintenance effort.  This is 
the location where equipment and tools are stored and maintained; where materials such as mulch, seed, sand, 
and soil are stored; where chemicals for the maintenance and health of turf are kept; where supplies and spare 
parts are stockpiled; where the Superintendent has his office; where the computer which controls the irrigation 
system is located; and where the staff gathers for direction and training.   
 
Facility Organization  
 
The organization and efficiency of the golf course maintenance staff is, to a great degree, dependent upon the set 
up and organization of the golf course maintenance shop. 
 
Cleanliness and Order  
 
Cleanliness and order are clear signs of a well-organized golf course maintenance effort.  The Superintendent 
will ensure that the shop is cleaned daily to include sweeping, mopping, or hosing down work bays, cleaning of 
offices, rest rooms, hallways, and break areas, and that all tools used during the day’s effort are cleaned and 
properly put away. 
 
All equipment and tools must have designated storage locations.  This ensures that they can be quickly located 
for use and that missing items are readily noticed.  Shelving, storage cabinets or cubicles, locked storerooms or 
cages, and tool cabinets will be purchased or built in to ensure adequate and appropriate storage for all items.   
 
Cleaning responsibility for different areas of the shop must be assigned to individual employees, either on a 
permanent or rotating basis and the Superintendent or other supervisor must spot check to ensure all areas are 
kept clean and in proper order.   Those assigned cleaning detail are not expected to wash plates and cups of other 
employees after meal breaks.  All individuals are expected to clean up after themselves. 
 
Material Stockpiles  
 
Bulk materials, such as mulch, sand, seed, soil mixes, etc., will be stored in specified locations, typically in the 
shop yard.  It is best, as time and money permits, to construct large treated lumber bins on concrete pads for 
each different material.  This allows supply vehicles to back up and dump their loads in each bin without 
materials cross contaminating each other.  If bins are not available, more widely dispersed areas may be 
designated for the various materials. 
 
Fuel and Chemical Storage 
 
Fuel and chemical storage must meet all the requirement of local codes.  Typically, fuel will be stored in above 
ground tanks away from the maintenance shop.  A fueling station will be set up for all moving equipment.  All 
equipment will be shut off when fueling.  Portable fuel containers will be used to fill power tools outside the 
building.   
 
Chemicals, including herbicides, pesticides, fungicides, and fertilizers must be stored in accordance with 
manufacturer’s specifications and storage arrangements must meet all federal, state, county, local, and club 
requirements. 
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Equipment Repair and Maintenance  
 
All equipment and machinery will be maintained by a qualified full time Mechanic to meet all manufacturers’ 
specification and the expectations of the Superintendent and his Assistant. 
 
• Repairs are to be done in the most efficient manner possible.   
• Detailed repair and maintenance records will be kept by the Mechanic for each piece of equipment or 

machinery. 
• Only sharp and properly adjusted cutting units will be allowed to mow the course. 
• The Mechanic will supervise the daily servicing of equipment and machinery, using the opportunity to 

further educate staff members on the correct way of servicing and operating the equipment.   
• The Mechanic will inspect each piece of equipment and machinery for cleanliness and any repair or 

maintenance item when returned from operation and before storage. 
• The Mechanic will report to the Superintendent any employee who fails to properly service and clean any 

piece of equipment or machinery. 
• The Mechanic will not knowingly permit any equipment or machinery to be taken on the golf course that 

may have a potential safety problem.  Such problems will be repaired promptly. 
 
Tools and Diagnostic Equipment  
 
The Superintendent and Mechanic will determine what tools and diagnostic equipment are necessary to properly 
maintain all equipment and machinery.  These items will be purchased and assigned to the mechanic who will 
use them in the course of his duties.   
 
The Mechanic is expected to use all tools and diagnostic equipment properly, service and clean them as 
necessary, and provide for their ongoing security. 
 
Equipment Maintenance Schedule  
 
The Mechanic is responsible for establishing a preventive maintenance schedule in accordance with all 
manufacturers’ specification and the expectations of the Superintendent.     
 
The Mechanic must keep the Superintendent fully informed of the preventive maintenance effort and of any 
unexpected major repairs.   
 
Equipment Maintenance Records  
 
The Mechanic will keep detailed and up-to-date maintenance and repair records for each piece of equipment 
and machinery.  These records will be periodically reviewed by the Superintendent. 
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XII – SAFETY & SECURITY 
 
General  
 
The Superintendent is responsible for the safety and security of the golf course maintenance facility, its 
equipment and tools, and the employees who work there and on the golf course.  
 
Safety  
 
The Club is vitally concerned with the safety of its employees.  Keeping our operations safe is everyone’s 
responsibility.  Managers and supervisors have special responsibilities. 
 
Safety must be integral to the operation, not as an extra assigned duty.  Therefore, the Superintendent must 
meet the following responsibilities: 
• Identify any safety hazards in his areas of responsibility. 
• Analyze departmental positions for inherent safety hazards. 
• Modify work practices or workspaces to reduce hazard risks. 
• Ensure proper training of employees in all matters relating to safe work practices and work environment. 
• Conduct routine safety inspections. 
• Correct all deficiencies noted in such inspections in a timely manner. 
• Properly complete Accident Reports as needed. 
• Investigate and analyze Accident Reports to determine unsafe condition and causes of accidents. 
• Enforce safe work practices, special safety requirements, and the use of safety clothing, equipment, and 

personal protective equipment. 
 
Employees by virtue of their intimacy with work practices have a special responsibility to report any unsafe 
condition or practice immediately.  Further, they must adhere to all safety directions, policies, and procedures.  
Lastly, they must immediately report any accident or injury to their supervisor. 
 
Employees will meet their responsibilities only if they are assured of management’s commitment to a safe 
workplace and that the Safety Program is an integral part of the operation.  If they sense that management is 
simply going through the motions, they will too. 
 
Safety Procedures  
 
A comprehensive set of Safety Procedures will be developed and adhered to in all facets of equipment 
operation, handling of chemicals, and emergency planning and response.  Other procedures relating to the Club 
Safety Plan will be implemented and followed by all employees. 
 
Monthly mandatory safety meetings will be conducted by the Superintendent or Assistant.  
 
Fire Safety  
 
Fire safety is of concern in all club facilities, particularly the golf course maintenance shop where fuels, 
lubricants, and solvents are in daily use. 
 
The Superintendent is responsible for developing a Fire Safety and Evacuation Plan and training and rehearsing 
his staff to deal with a fire emergency.  All staff must be familiarized with the location of fire extinguishers and 
alarm stations and the operation of these life-saving systems in advance of any need. 
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XIII – RECORDS AND BENCHMARKS 
 
General  
 
The Superintendent is required to maintain certain records and benchmarks for his department.  Most are for his 
own use, but others may be checked by the General Manager and some material is useful in working with the 
greens committee. 
 
Personnel Records  
 
While official personnel records are maintained by the club Personnel Administrator, the Superintendent should 
keep copies of all important documents for each employee in a local file for his use.  Such documents include: 
• Personnel Data Sheets (PDS’s) for all personnel actions such as hiring, terminations, changes in positions 

or rates of pay, 
• Records of Employee Counseling, 
• Separation Documents, 
• Performance Reviews, 
• Vacation Requests, 
• Absentee Records, 
• Employee Accident Reports, 
• Notice of Extended Introductory Period, 
• MSDS Acknowledgements, and 
• Any other forms deemed necessary. 
 
Personnel records should be kept in individual files which are always kept locked and secured .  All records are 
considered confidential.  Superintendents should review Personnel Policy, P-100.06, Confidentiality of 
Employee Personnel Records, for more information. 
 
Chemical Records  
 
All records of the purchase, storage, handling, application, and disposal of the various chemicals used in the 
golf course maintenance operations must be on file in the maintenance shop. 
 
Irrigation Records  
 
Daily water usage records will be maintained by the Superintendent. 
 
Permits and Licenses  
 
All permits and licenses relating to the golf course maintenance operation, including pesticide handling and 
application permits, must be on file in the golf course maintenance shop.  It is the Superintendent’s 
responsibility to ensure all licenses are renewed on time. 
 
Safety Training  
 
All records of employee safety training and training in the use and handling of hazardous materials will be 
retained in the Superintendent’s files. 
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