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HOMEWOOD -FLOSSMOOR PARK DISTRICT
MISSION STATEMENT

To improve the quality of life for the residents of the
HomewoodFlossmoor Park District community through
exceptional recreational opportunities, facilities and

parks while practicing environmental stewardship
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Homewood-Flossmoor
Park District HOMEWOODFLOSSMOOR PARK DISTRICT
e e 3301 FLOSSMOORRD. FLOSSMOOR, IL 60422

PHONE: (708)950300 FAX (708) 95B574

Dear Homewoodrlossmoor Park District Volunteers:

Welcome to the Homewoealdlossmoor Park District team!

Volunteersarea key to the success miany park district programs. As an important part of the
HomewoodFlossmoor Park District team, we have prepared this manual for you, which describe some of
the policies, procedures and responsibilities of the volunteers. Please read it carefullyouAferiew,

please sign th¥olunteer Verificatiorbelowand return it to

We hope that your experience here will be enjoyable and rewarding.

Sincerely,

Jodi Gosse
Volunteer Coordinator

Volunteer Verification

| understand that the Volunteer Meah describes important information about the Homewelodsmoor
Park District and that | should consult my supervisor regarding any questions not answered in this manua

Since provisions of the manual are subject to change, | further understandigiansdoe the
manual may supersede or eliminate one or more existing policies and that all such changes will
be communicated through official notices.

| acknowledge that this manual is neither a contract nor a legal document. | have received, read,
understam and will comply with both the policies containedhis manual and any subsequent revisions.

VolunteerOs Signature Date
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Customer Service and Communications

Customer Service

The followingis important informatiomegarding customer serviegpectations

1.

2.
3.
4

Providing quality parks and recreation opportuniteth friendly and caringpersonneis the
essence of our business.

Citizens are not an interruption to our work; they are the reason for our work.

Everyone should bedaed with respect and dignity

Volunteers should be helpful, courteous and represent the park dis&riptofessional manner.

Volunteer/Citizen Communication

Tips on how to deal with citizens in various situations:

When a citizen seeks information:

A. Give them your full attentian

B. Stop what you are dog and take time to be helpful.

C. Politely listen to information given to you.

D. Be as resourceful as possiltaen finding information for citizens.

Dealing with an angry citizen and/or conflict:

A. Take time to listen.

B. Be understanding and show concern.

C. Apologize for the guation.

D. Explain what you can do, not what you canOt do for themquiitk on-site minor

adjustment solves the concern, do what needs to be done to solve the problem. If more major acti
is needed, talk to your supervisor and with their knowlextgessistance, do what needs to be done
to solve the problem.

When explainingule or policyenforcement:

A. Explain a regulation whenever possible.
B. Keepthesituation on a positive note.
C. Refer compliments, complaints or problemyadooir supevisor.



General Information

Volunteer Appearance

Appearancehould be appropriate to the work situation. Every volunteer has some contact with the public
and, therefore, represents the Park District by his/her actions. Pleasesdresdhave been instructed.
Depending on the event, somaunteers will receive a-$hirt and/or nametag. Please wear these items
when you are volunteering.

[lIness/Incident/Injury Reports

Volunteers should report any ilinesses, incidents and/odexttsi whether involving a park user, volunteer
or employee immediately to their supervisor. The Homewdodsmoor Park District Accident/Incident
Report#301should be completed by the Park District supervisor or staff member prasess that
personis not presentThe supervisor will forwarthe reporto the proper department head.

Background Checks

In an effort to ensure the health and safety of every Park District participant and volunteer, the Hemewoot
Flossmoor Park District requires crimitackground checks on volunteers over the age ,of/th8 work

with children and who are engaged in regular ongoing dutiestwéhPark DistrictThis is done to protect

the rights of the onteer and the Park Distridf.you are volunteering for a oriene event such as Park

Pride Day, this does not applyour supervisor will advise you.

Volunteer Time Sheets

Keeping and turning in records of your hours enables the Park District to track volunteers for service
recognition. Itis your responsibility turn in volunteer time sheets. There is a Volunteer Log Book
located athe Irwin Center If you are volunteering for a one time event, thesy not apply.

Absenteeism

When you are assigned to a particular program, it is your responsibility tedenpat every session of the
program. In the event of an emergerayif youarenot able to attend a program due to unforeseen
circumstances, (example: sickness), gbauldcontact your supervisammediately.

Transportation

You may not transportgsticipants in your personal car.



Smoking/Alcohol/Drugs

The HomewooeFlossmoor Park DistrictOs policy prohibits the use of tobacco, alcohol and recreational
drugs irside any of their facilities or cany Park District property.

General Guidelines

1. Arrive at the program site no later than 15 minltefore the start of the program/event.

2. After the program, please make sure work areas are in the same condition as found.

3. Precaution should be taken with all equipment.

4. If any problems oaar with participants, parents, supervisor or staff memdsgk help fronthe

supervisotin charge. He/she will bevailableto discuss the problenvgth you after the program
5. Always remain calm and polite in all situations.
6. Do not leave any padipants unattended during the program.

We hope you find these guidelines helpful. If you have any questions, please feel free to call Jodi Gosse,
Volunteer Coordinator for Recreation(@08R57-7275

Volunteer Incentive Program

The HomewooeFlossmoorPark District is proud angppreciative of youservice toour organization.
Volunteers arerery important, as many programs would not be possible without you!

In order to express our gratitude for your services, you will receive the following:

1. OneT-shirt that identifies you as a volunteerceived after completion and recording of ten
service hours.

2. Volunteer Appreciation gifts, vary from year to yeavarded to volunteers working and
recording a minimum of 25 hours of service during the.year

3. Individual seasonal pool pass. Received upon request after completion and
recording of 100 hours of volunteer service during the year.

4, Volunteers working the Starry Night Concerts will receive one free ticket (upon request) for
a Starry Night Concert of their choice held during the same season.

We hope that your experience as a Homewslodsmoor Park District volunteer provesmboth
exciting and rewarding



Volunteer Emergency Information

The following form must be comgtied by each volunteer andll be kept onfile.

Date Date of Birth

Name

Address

City State Zip Code

Phone

Email

In case of emergeypgccontact

At( )

Or

At ( )

Please return this completed form to:

Jodi Gosse, Reeation Volunteer Coorditar
Marie Irwin Community Center

18120 Highland Ave.

Homewood, IL 60430

Important SafetyInformation

The HomewooeFlossmoor Park District condats recreation programs and activities in the safest

manner possible arttiereforeholds the safety of pacipants in highregard Participants and/or parents
registering their child(ren) in recreation or volunteer progrsinesildrecognize that there is an inherent
risk of injury when choosing to participate in reatien or volunteer activitie3:he Homewod-Flossmoor
Park District continually strives to reduce such risksraagiresparticipantgo follow safety instructions,

which aredesigned to protect the participantOs safety.

The risk management company that provides insurance coverage for thespaticequires the execution

of the Volunteer Wader of Liability. Thank you for your cooperation.



Waiver of Liability

As a participant (or parent/guardian of a participant) in the HomeWwtms$moor Park DistrictOs volunteer
program, | recogni and acknowledge that there are certain risks of physical injury and | agree to assume
the full risk of any injuries, damages of loss which | may sustain as a result of participation in any and all
activities connected with or associated with such a progr

| hereby freely consent to participate in this program. | agree to waive and relinquish all claims | may hav
a s a result of participating in the program against the HomeWwlmsdmoor Park District and its officers,
agents, servants and employees.

| do hereby fully release and discharge the Homewdodsmoor Park District and its officers, agents,
servants and employees from any and all claims from injuries, damage or loss which | may have or which
may occur to me on account of participation pragram.

| further agree to indemnify and hold harmless and defend the Homdwassinoor Park District and its
officers, agents, servants and employees from any and all claims resulting from injuries, damage and loss
sustained by me or arising out ognnected with or in any way associated with the activities of the

program.

A.D.A. Statement:

The HomewooeFlossmoor Park District intends to comply with the intent and spirit of the American
Disabilities Act. If you need any special accommodationsspleall the HomewoeBlossmoor Park

District (708957-0300) so that we may make the necessary arrangements for you. In the event of an
emergency, | authorize the Homeweleldssmoor Park District officials to secure from any licensed
hospital, physicianrad/or medical personnel any treatment deemed necessary for me or my minor
child/wardOs immediate care and agree that | will be responsible for payment of and all medical services
rendered.

ParticipantOs name Date

ParticipantOs signature or parent/guardianOs signature
(if under the age of 18)



Reviewed by:
Dept. Head
Director

Safety Coord.
PDRMA notified

HOMEWOOD -FLOSSMOOR PARK DISTRICT
ACCIDENT/INCIDENT REPORT

Complete this form immediately and return it to the Supt. of Admin. and Finance at the Administratipn Center. For
serious incidents call for assistance 957-0300. Complete all spaces on this form. See other side for OHow to handle
an accidentO.

Location /Address Specific Location Date/Time of Accident
Accident Type: I Participant Injury/Property Damage I Employee Injury/lliness

Injured Person/Owner of Property Date of Birth

Address Town State Zip

Home Phone Work Phone

Explanation

Part of body injured and to what
extent:

Property

Damage:

Explain in detail how accident/damage happened:

Was First Aid administered? | Yes | No | If yes, by whom?
Explain the extent of aid administered:
Were Paramedics called?* ‘ Yes ‘ No ‘ Were Police called? ‘ Yes No

*Paramedic Waiver:

The Homewood-Flossmoor Park District has advised me as to their intent to call paramedics and | have advised the
district that | refuse paramedic services and voluntarily elect not to remain at the facility pending the arrival of
paramedics.

Signature
Date




Witnesses:

Name/Relationship Address Phone
Name/Relationship Address Phone

Accident form completed by: Date Supervisors Initials

Use back of page for additional information or withesses. For employee injuries requiring medical attention, a Form
45 must be completed. This form is available from the Administration Center. HFPD
#301

Additional space for accident detail:

Additional witnesses:

(Name) (Address)

(Phone) (Relationship)

HOW TO HANDLE AN ACCIDENT

There is no single correct procedure to follow when an accident occurs. The Park District coverage
provider and not the Park District will make the determination as to whether or not the District is legally
liable for any medical bills or damages arising out of an accident. In very minor injuries (cuts, scratches)
you may administer first aid (ice, band-aid). If the accident is more severe, use the following procedure:

1. If the injury is to a child, contact the childOs parents and inform them of the nature of the injury and
request that they pick up the child.




If the person needs medical attention, call the paramedics (911). Notify the parents if it is a child.

Whenever th e child is taken for medical attention, always register them in the name of the

parent. When talking with the parents, be calm and reassuring.

If the person or parents inquire whether the Park District will pay for the medical bills, advise them

to call the Superintendent of Finance and Administration at 957-0300.

Once the person has been adequately cared for, call your respective Recreation Supervisor and

inform them of the accident. Then complete an Accident/Incident Form. If your immediate
supervisor cannot be reached, call the Administrative Office at 957-0300.

2.

3.

4.

5.
a.
b
c.
d.
e
f.
g.

If an accident investigation is likely, consider the following:

identify sources of evidence and preserve evidence

note position of people/equipment during and after accident

find and identify withesses

protect and save physical evidence

take pictures if possible

gather training records, maintenance logs, work schedules, inspection records, etc.
provide any additional information as necessary

6. Direct all inquiries to the Superintendent of Finance at 957-0300.

HFPD - #301
Revised 7/2008






