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CITY OF

EAU
CLAIRE

Parks, Recreation, & Forestry

Dear Volunteer,

On behalf of the City of Eau Claire Parks, Recreation & Forestry Department, | would like to take
this opportunity to thank you for your interest in volunteering and making a positive difference in
our community! With your commitment to volunteer, you have joined the ranks of over 2,000
individuals and groups who annually donate their time and talents to support our vision and
mission of service.

Active participation by citizens and agencies — like yourself, plays a critical and a key component
to the success of our nationally recognized department. Volunteers bring a wealth of skills,
knowledge and experience that enables us to provide services and programs that would not
otherwise be possible. From “coaching to trail blazing” — volunteers are truly our community
champions and one of our greatest assets!

It is our goal to provide you with a rewarding experience that integrates your service with
department needs in a safe and sound setting. With that goal in mind, our Volunteer Handbook
serves as a helpful tool in providing pertinent information and guidelines that will successfully
introduce you to our Volunteer Program.

Please follow these links for more information on Volunteer Opportunities:

Recreation: https://www.eauclairewi.gov/recreation/volunteer-opportunities
Parks: https://www.eauclairewi.gov/recreation/parks-forestry-cemetery-division/volunteer-
opportunities-copy

Thanks again for dedicating your time and talent toward making our community an exceptional
place to live, work & play!

Sincerely,

A
' | f

L 'll'{":- - L=

Claire Ystebo
Recreation Program Supervisor

EAU
CLAIRE
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City of Eau Claire

Vision
Eau Claire is a vibrant city with exceptional quality of life and services.

Mission Statement
It is our mission to assure the common good through services essential for a safe,
sustainable, engaged and healthy community.

Values

o Integrity

¢ Environmental and Fiscal Sustainability
e Service Excellence

e Transparency

e Enjoyment, Fun, Enthusiasm

e Vision

e Diversity

e Collaboration

Value Statement
The City delivers services in an ethical, professional, fair and transparent manner.

The Eau Claire City Council values each other and City staff by fostering a collegial, inclusive,
respectful and engaging policy-making environment.

Eau Claire's City staff values innovative and responsive approaches to service delivery, and embraces
a culture of continuous improvement.

The City values its employees and strives to recruit, retain and support the best workforce possible.

City of Eau Claire Overview

Eau Claire, located in north-western Wisconsin, about 85 miles east of Minneapolis-St. Paul, was
incorporated in 1872 and currently has a population of over 65,000. The community has a diverse and
expanding economic base in manufacturing, information technologies, health care, and retail trade. The
city is home to the University of Wisconsin-Eau Claire as well as the Chippewa Valley Technical
College. Eau Claire City Hall is located at 203 S. Farwell Street.

Eau Claire offers citizens a "one-stop" connection to volunteer service opportunities affiliated with the
City of Eau Claire. Our goals of our Volunteer Program are:

o Connect people with opportunities to serve

o Build capacity for effective local volunteering

e Promote volunteerism

¢ Coordinate special service initiatives
By giving our community members these opportunities, we can help to build a community where people
can thrive!



Eau Claire Parks, Recreation, & Forestry

Vision
Contribute to making Eau Claire a vibrant and healthy community.

Mission
To provide exceptional park, recreation, forestry, cemetery, and facility services that will
engage the community and enrich our citizens and visitors.

Core Values

Accountability - To maintain open relationships with the community.
Responsive - To provide for the needs of others.

Ingenuity - To be innovative and creative.

Professionalism - To be qualified and prepared to work.

Honesty - To be open and transparent.

Health - To provide quality opportunities for physical fitness and activity.
Environmentalism - To provide healthy spaces and places.
Security - To enforce rules fairly and consistently.

Safety - To minimize accidents.

Explorative - To learn new ways to enhance services.

Courage - Do the right thing when it’s the right thing to do.



Use of Volunteers

Volunteers will be used by the City of Eau Claire in four main areas.

1. Event Volunteer (one-day): In individual will volunteer for the City of Eau Claire Parks or
Recreation These events include; but are not limited to, community service events, clean-up
events, parades, holiday events, and family events. The role of the event volunteer is to follow

event policies and procedures.

2. Volunteer Youth Coaches (long-term): The Volunteer Coach will be responsible for
supervising and instructing participants during practices and games. Design and
implementation of weekly practice plan. Demonstrate various skills to participants on proper
methods and strategies of play. Communicate with staff, participants and parents in a

professional manner.

3. Specialized Recreation Program Volunteer (long-term): The volunteer will assist the Program
Planner with execution of the specialized program. They will assist participants in the program
as directed by the supervisor to include serving food and drink, games, and program activities.

4. Program Instructor/Assistant- (one day or long-term) The volunteer will assist the lead
instructor with implementing the lesson plan, set-up and take-down and interact with program

participants.

5. Concession Stand Volunteer (one day or long-term) They will be serving food and drink to the
public. The role of the Concession Stand Volunteer is to follow approved sanitation policies and

procedures.

Volunteer Opportunities

The City of Eau Claire has both on-going and single day volunteer opportunities for individuals or
groups. Highlights of our most common volunteer opportunities are listed below. For a complete listing
of volunteer opportunities and specific volunteer position descriptions, please visit our website at

http://www.eauclairewi.gov/volunteer.

Recreation Opportunities

Program Instructor/Assistant (year-round)
Youth Sport Coaches (year-round)
Specialized Recreation Programs (year-round)
Special Events (varies)

Park & Forestry Opportunities
Adopt-A-Park/Trail (year-round)
Group Park Projects (varies based on season)

Special Event Opportunities
Amazing Eau Claire Clean-Up (April)
National Night Out (August)
Clearwater Winter Parade (December)



http://www.eauclairewi.gov/

Becoming a Volunteer

Application/Agreement
All volunteers must complete the Volunteer Application & Agreement before volunteering with the City.
If a volunteer is under 18 years of age, the application must be completed by a parent or legal guardian.

Background Check

The City of Eau Claire reserves the right to conduct background checks, which includes, but is not
limited to driving record, criminal record, etc. Background checks may be conducted annually.
Background checks will be made for all volunteers who work routinely with vulnerable populations,
especially youth, senior adults and persons with disabilities.

Placement

Once you have been approved as a volunteer, we will place you in a volunteer position according to
your position request, your skills and city need. If your placement is not meeting your needs or
expectations, please contact your supervisor and/or the Volunteer Coordinator. We will do our best to
find another opportunity with a better fit.

Training
All permanent volunteers should receive a position description outlining their responsibilities.
Volunteers will receive training and supervision appropriate to their position.

Supervision

Volunteers will be assigned a supervisor according to the position. The supervisor will provide an
orientation and will keep ongoing communication with the volunteer. The supervisor will be listed on the
position description. The volunteer may at any time contact the Volunteer Coordinator if there are
conflicts with the supervisor of their position.



Volunteer Recruitment, Selection, Orientation, Training and Retention

Recruitment

Volunteer recruitment is done in several ways:
Advertisement of positions in monthly newsletter and emails.
Posting of positions on City of Eau Claire Facebook page.
Attending volunteer fairs.

Word of mouth.

Volunteer Tracker Management System.

Selection

One-time event volunteers may fill out an application. This can be a Volunteer Interest Form or
specific event form. They are not interviewed for their positions. They are not required to perform a
background check.

Long-term volunteers must fill out an online application. A background check will be performed on
volunteers that will be working routinely with vulnerable populations, especially youth, senior adults and
persons with disabilities. Volunteers will meet with the Program Director for an interview before being
approved for the position.

Orientation
One-time event volunteers will receive orientation for the event the day of the event. They will also
receive an email the week of the event reminding them of time and location of the event.

Long-term volunteers will receive an orientation to their position before they begin. They will also
receive an orientation of the facility that they will be working at.

Training
One-time event volunteers will receive training the day of the event according to their duties. They
will be trained to maintain safety while working.

Long-term volunteers will receive training before their first day of beginning their position. They will
be trained according to the standards of duties they will be performing to create a safe environment for
themselves and the participants.

Retention

Volunteers have the opportunity to fill out a year-end survey provided by the Volunteer Coordinator. If
they are in a position that receives evaluations, they will have the opportunity to rate the program.
Volunteers receive volunteer recognition gifts as well as public recognition when possible.



Volunteer Policies and Procedure

Purpose of Volunteer Policies

These policies are written to provide overall guidance and direction to staff and volunteers engaged in
volunteer involvement and management efforts. These policies do not constitute, either implicitly or
explicitly, a binding contractual or personnel agreement. Our agency reserves the exclusive right to
change any of these policies at any time and to expect adherence to the changed policy. Changes or
exceptions to these policies may only be granted by the Volunteer Coordinator and must be obtained in
advance and in writing. Areas not specifically covered by these policies shall be determined by the
Volunteer Coordinator and the Recreation Manager.

Definition of "Volunteer’

A "volunteer" is anyone who, without compensation or expectation of compensation beyond
reimbursement, performs a task at the direction of and on behalf of the agency. A "volunteer" must be
officially accepted and enrolled by the agency prior to performance of the task. Unless specifically
stated, volunteers shall not be considered as "employees" of the agency.

Attendance/Absence
All volunteers should arrive on time for their agreed upon work schedules. Volunteers are asked to
please advise their program supervisor of an absence as far in advance as possible.

Dress Code

Volunteers, like staff, are responsible for presenting a good image to the public. Volunteers should
dress appropriately for the conditions and performance of their duties. Some positions may require a
uniform.

lliness/Personal Health

Your direct supervisor should be notified as soon as possible if you are unable to report to your
volunteer assignment. If your direct supervisor is unavailable, please contact the Parks and Recreation
Administrative office at (715) 839-5032.

First Aid / Emergency Procedures

In the case of an emergency, complete first aid to the level of your training. If the injury is serious, call
911. If a staff member is available, please assist that individual in an emergency by obtaining first aid
supplies / blood borne pathogen kits and assisting with crowd control. First aid kits and blood borne
pathogen kits are located at most program locations. Accident Report Forms must be completed within
24 hours of an incident. Please contact your supervisor to complete the form.

Reporting Hours
It is important to track volunteer hours. You may be asked to record your hours.

Vandalism/Damage to Equipment

Any unsafe situation, including broken glass, vandalism, broken playground equipment or other unsafe
conditions should be reported to your supervisor immediately. Instructions will be given to you by your
supervisor to remedy the situation. Any graffiti or signs of vandalism must be reported and fixed ASAP.
Please call the appropriate office or your supervisor to report damage to equipment, grounds, facilities,
etc.



Supervision of Participants
At no time should a City of Eau Claire volunteer leave a program participant at a site unsupervised.
Contact your supervisor if there is a reoccurring problem with a child not being picked up.

Volunteer Appreciation

Thank you to all our volunteers for giving their time to the City of Eau Claire! Many programs rely on
volunteers to succeed. Volunteers are recognized through volunteer gifts, celebration of National
Volunteer Week in April and public acknowledgement.

Evaluation

Volunteers will receive regular feedback and evaluation from their supervisor. In addition, the volunteer
is encouraged to regularly communicate their needs and satisfaction of their volunteer experience with
their supervisor or the Volunteer Coordinator.

Disciplinary Action

Volunteers who do not adhere to the Policies and Procedures as well as the Code of Conduct
contained in this manual subject themselves to disciplinary action. The normal procedure for violations
follow this order:

1. Oral reprimand

2. Written warning

3. Suspension

4. Termination from volunteer position

Considering the seriousness of the offense, discipline may begin any step. The above guidelines are
not restricted to the Policies and Procedures contained in this manual. A volunteer will not be
terminated until the volunteer has had an opportunity to discuss the reasons for possible dismissal with
supervisory staff.

Computer Use

Most volunteers will not have computer access. If computer access is necessary for the volunteer
position, e-mail and internet use is limited to business purposes. This means that the City expects staff
and volunteers to use e-mail and the internet for business related purposes to research relevant topics,
obtain useful business information and to communicate with peers and City specific agencies,
companies, forums and listservs. The City insists that staff and volunteers conduct themselves honestly
and appropriately on the internet and respect the copyrights, software licensing rules, property rights,
privacy and prerogatives of others, just as they would in any other city dealings. All City policies apply
to staff and volunteer conduct on the internet, especially (but not exclusively) those that deal with
intellectual property protection, privacy, misuse of City resources, sexual harassment, information and
data security and confidentiality.

The Electronic Communications Policy/Internet Usage can be referenced on the City Intranet, please
ask your supervisor to access this for you.



Alcohol / Drug Use

Drinking of alcoholic beverages or the use of harmful and illegal drugs while on the job is prohibited.
The City of Eau Claire will expect all volunteers to arrive to work in a physically sound working
condition. Volunteers not arriving to work in a physically sound condition will be sent home and could
be dismissed immediately. Volunteers may not bring alcohol or drugs to any Eau Claire facilities.

Use of City Equipment
No city-owned equipment, vehicles, tools, supplies, machines or other items which are the property of
the City of Eau Claire shall be used for personal use by any volunteer.

Smoking

In accordance with City Ordinance Chapter 8.05, smoking is prohibited throughout the workplace. No
person shall smoke or carry any lighted cigar, cigarette, pipe or any other lighted smoking equipment in
any enclosed, indoor areas in City buildings or in or on any City vehicle or equipment. In exterior areas
of City-owned buildings, no smoking is allowed within twenty feet of an access point or forty feet from
any building air intake system. This policy applies equally to all employees, customers, visitors and
volunteers.

Religious and Cultural Differences

It is extremely important to recognize that people have religious and cultural backgrounds that may be
very different from yours. It is important to remain non-judgmental, as you will encounter people with
different customs, values, traditions, and practices. These differences need to be respected.

Sexual Harassment

Sexual harassment will not be tolerated. Volunteers who feel they are victims of harassment should
contact their supervisor or the Volunteer Coordinator. All harassment complaints will be handled in a
confidential manner and we will not retaliate against any individual for reporting a claim of harassment
or cooperating with an investigation. It is the policy to provide protection to female and male staff,
volunteers and individuals served against sexual harassment and/or hostile work environments.

Sexual harassment is described as unsolicited, unwelcome, non-reciprocal behavior. It may range from
inappropriate sexual innuendoes to coerced sexual relations. Sexual harassment may also include, but
is not limited to, the behaviors or actions below, which are directed at the victim or said in the victim’s
presence:

Unsolicited verbal sexual comments and harassment

Inappropriate sexual or gender-related jokes

Inappropriate discussion of sexual interactions

Subtle pressure for sexual activity

Inappropriate comments about a person’s body or sexual activities

Distribution of or sharing of sexually related materials (i.e. cartoons, magazines, videos)
Sexually related communications via email or voicemail

Patting, pinching, or unnecessary touching

Demanding sexual favors

©ooNOORWN =
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Other Harassment

No volunteer or participant shall, on the basis of race, sex, creed, national origin or disability, be denied
equal access to programs, activities, services or benefits, or be limited in the exercise of any right,
privilege, advantage, or opportunity.

Weather

Outdoor events may be cancelled due to weather. The City of Eau Claire Facebook and Eau Claire
Parks & Recreation Facebook pages will be updated as the inclement weather arrives. If you have a
question whether to report due to weather conditions, please contact 715-839-5032.

11



Volunteer Code of Conduct

o Participants are expected to exhibit appropriate behavior at all times. Be courteous and polite in all of my
actions

o Show respect to all participant, staff, equipment, supplies and facilities. Any form of harassment will not be
tolerated. Refrain from using foul language and causing bodily harm to other participants or staff.

o Itis mutually and expressly understood that volunteer services shall be donated and that said volunteer is not
entitled to nor expects any present or future salary,
wages or other benefits for these voluntary services.

o Treat all individuals with a sense of dignity, respect, and worth. Make a personal commitment to be
nonjudgmental about cultural differences, living conditions and the life-style of each person with whom | work.

o Avoid profane and abusive language and disruptive behavior that is dangerous to self and others.

o Abstain from the use of photo, audio or video recording equipment unless given consent.

o Respect all confidential information. Volunteers are responsible for maintaining the confidentiality of all
proprietary or privileged information to which they are exposed while serving as a volunteer, whether this
information involves a single staff, volunteer, client or other person. Refrain from gossip.

o Do not pressure anyone to accept my political, cultural, or religious beliefs.

o Be dependable, recognizing the commitment and responsibility to my volunteer assignment. Be on time to my
volunteer assignment and ready to participate.

o Accept assignments consistent with my interest, abilities, and available time.
o Accept assignments with an open mind and a willingness to learn.

o Avoid conflict of interest situations and refrain from actions that may be perceived as such. Volunteers should
reveal any potential or actual conflicts of interest as they arise.

o  Will not use possess, or be under the influence of alcohol or illegal drugs at any time.
o Abstain from all illegal activity.

o Wear appropriate clothing. All items of clothing must be suitable for the work environment and should not
contain offensive or objectionable material.

o Follow safe workplace practices, including participation in applicable education sessions, using appropriate
personal safety equipment and reporting accidents, injuries, and unsafe situations to a supervisor immediately.

o Report suspicious activities to the appropriate legal authorities.

o Be ateam player. Keep an open mind and value the input and suggestions of my fellow volunteers, hosts, co-
workers, and colleagues. Come to decisions democratically. Seek consensus.

o Be patient when working on group projects. React with grace when your idea is not the one chosen. Support
your project to the best of your ability.

o DO NOT hug any participants. We have a no hug policy here. High fives and fist bumps are acceptable. This is
for the safety of volunteers and participants.

Name (please print)

Signature

Date / /

12



Supervision and Evaluation of Volunteers

Supervision

One-time event volunteer supervision will be minimal. They may be checked on during the event, but
this is not required. Some events will require volunteers to sign out equipment and that be returned at
the end of the event, checking with the Volunteer Coordinator or designee as they do so.

Long-term volunteer supervision will be dependent on the position they hold. All positions where a
volunteer will be working with youth and individuals with disabilities, a supervisor must be available to
them while they are working. In other positions, immediate supervision is not necessary, but the
supervisor must contact the volunteer periodically to be updated.

Youth Sport Coaches will not require a supervisor to be with them while coaching. They should be
contacted by the Program Director throughout the season to ensure they are working well with players,
other coaches and parents.

Evaluation
Short-term event volunteers will not be evaluated for their time.

Long-term volunteers, including youth sport coaches, will be evaluated at the end of their volunteer
time or at least annually. A copy of the evaluation form is included on the next pages. The areas
evaluated will be professionalism, responsibility and effectiveness. There will also be the opportunity
for the volunteer to fill out their evaluation of the program at this time if they so see fit.

Recognition of Volunteers

Volunteers will be recognized for the time and skills they give to the City of Eau Claire. Special event
and long-term volunteers’ efforts are recognized with a personal thank you note after the event.

Each year, volunteers will be recognized during National Volunteer Week in April.

One-time event volunteers will be given a small volunteer appreciation gift.

Long-term volunteers will be given items, such as program t-shirts and/or Fairfax pool passes.

Each program/event hosts its own application process. For more information about each opportunity
and application please follow this link:

Volunteer Opportunities | City of Eau Claire, Wisconsin (eauclairewi.gov)

13
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City of Eau Claire EAU

Parks, Recreation, & Forestry CLAIRE

PR, ReOrasion, & Foresmy

Volunteer Application

ORGAMIZATION:

GROUP CONTACT PERSOM (at least 18 yrs. Old):

TITLE QR POSITION

PHOME NUMBER (day) Email:

MAILING ADDRESS

VOLUNTEER INTERESTS:

[ ) Coach (Football, Soccer, Basketball, Hockey) ( ) Recreaticn Programs (Par-T-Rec, Insinuctors, etc.)
{ ) Event Volunteers [Community Service) ( ) Parks City Beautification (parks, trails, efc.)
{ ) Other:

ESTIMATED NUMBER OF PARTICIPAMTS: (groups)

Caomments:

FREFERRED SITE:

TEMTATIVE STARTIMNG DATE: Tirne:

| authorize the City of Eau Claire to conduct a complete criminal background check. Please Note: Failure to disclose convictions
of all violations of law (inchuding. but not limited to all traffic viclafions, underage drinking, speeding. and crdinance violations) will
disqualify you from further consideration for volunieer service with the City. | hereby release the City, It's councdl, It's employees,
and its agents, as well as all providers of information, frem any liability related to fumishing and receiving information related to
amests and convicions. Pursuant to City policy, convictions fior violations of law will not be an automatic disqualification from
volurteer service and will only be considered as it relates o specific jobs. Have you ever been comvicted as an adult of any felony
of misdemeanor violations of law (including all traffic viclafions, underage drinking, speeding. and ordinance viclations)?

[ )YES { YNOD

If you checked yes above, list all:
Date & Place Nature of Cffense Diisposition

SIGMATURE DATE

Piease return completed form to:
Eau Claire Parks & Forestry, clo Volunteer Coordinator
815 Menomonie Street, Eau Claire, W1 54703 OR recvolunteers eauclairewi.gov

14



EAU CITY OF EAU CLAIRE VOUNTEER SERVICES
CLAIRE LIABILITY WAIVER AGREEMENT INDIVIDUAL

This Agreement is made, by and betwean the City of Eau Claire, hereinafter referred fo as the “City” and

herzinafier refermed to a= the “Woluntees”.

[WOLUNTEER NAME)

PURPOSE: The purposs of this Agreement is to cutline the responsibilities of the City in providing volunteer cpportunities, and to
create an understanding between the City and the Voluntzer. This Agreement shall not in any way constitute nor create an
employer'employee relafionship between the City and the Volunteer.

This Agreement shall apply to persons voluntarly peforming non-compensated services for the City, including but not limited to,

AGREEMENT FOR NON-COMPEN SATED SERVICES: The VWoluntesr agrees to abide by all relevant City policies and proceduras
and to perform the volunteer services in a safe, responsible manner in accordance with the descriptions of service.

In consideration of the City giving me permission to perform these volunteer services, | understand that (please mnitial each):
____lam not to appesr for volunteer service under the influence of any illegal drugs or slcohol.

___ 1 bring any child{ren) with me under 14 years of age. | undersiand | will b= held sclely liable, and assume all risk of liability, for oy
child{ren)’s actions and sgres o hold the City harmiless from amy and all such related claims against the City; exxcept for injuries and
damages caused by the sole negligence of the City.

| agree not to go beyond the scope of volunteer work agreed to without suthorization.

___Ifl am to be treined on any actvity that | am unfamiliar with. to leem the corresponding policies. it is my responsibility to understand
them cormpletely or ask guestions until | feel confident to perform them.

_lunderstand that | am to report any on-the-job imjury or illness, no metter how minor, to the Volunteer Coordinator at 715-330-5032.

TERMIMATION: | understand that | or the City may terminate this agreement at amy fime without cause, and that | am volunteening my
sendices gt will and may be asked to discontinue such without prior notice or reason.

WAIVER & HOLD HARMLESS: As a condiion of Participant's Paricipation, Participant agrees to exercise reasonable care at all times
with respect to the safety of Paricipant’s own person and their personal property. Participant understands, howewer, that there are certain
dangers. hazards, and risks inherant in any event or activily. Participant's Participation may imeolee risk of damage fo property, bodily
injury, and, in some cases, death. The City cannot and does not assume any responsibility for such personal injunies or property damage
to the Participant. Accordingly, Parficipant, for any and all of their heirs, assigns, relsted individusls, and related entities does heraby
waive, relesse, sbsolve, discharge. and agres fo hold harmiless the City and any and all of ifs officers, directors, employess. agents,
cogches, administrators, attarneys, insurers, related individuals, and relsted entities from and against any and all ights, ceims, demands,
causes of action, obligations, suits, liens, damages, or lisbilities of any land and character whatsoewver, whether sounding in contract,
negligence, strict liabilty, or othersise, and whether known or unknown, suspected or claimed, which the participant shall or may heve in
the future against the City ansing out of, based on, related fo, or connected with the Participant's Participation.

Imdiwidual Mame Waolunteer Location

This agreement is will be in effect for the duration of my volunteer services beginning this date:

Marme of Individual Contact Signature:
Address: City!State/Postal Code:
Phone: Ernail:

Please refurn completed form fo:
Eau Claire Parks & Forestry, ofo Volunteer Coordinator
915 Menomonie Street, Eau Claire, W1 54703 OR recvolunteersifieauclairewi.gov

15
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Adopt a Park or Trail Application =/ CLAIRE

i'l'n::dajr's Date

Mame of Organization
(A= it would appear on sign)

Contact Person (Group Leader)
{First & Last)

Mailing Address Phone Number{s) Email

COrganization Website

Type of Organization OBusiness OSchoal OMeighborheod Associations
AChurch AClub AService Group AOther
Interest Location for Adoption  OMorthside ASouthside OWestside
OCentral/Downtown OCther

Do you have a preference? OPark ATrsil AOther AMao Preferencs

Estimated Humber of Volunteers  Adulis kids {under 18)

What does your organization hope to gain from this experience?

Type(s) of projects your organization would like to accomplish?

O | understand that this is an application for the Adopt a Park and Trail Program, and that an Eau
Claire Parks, Recreation, & Forestry representative will contact me to finalize an agreement.

16



Adopt a Park or Trail Application ‘E:le RE

CITY OF EAU CLAIRE YOUNTEER SERVICES LIABILITY WAIVER AGREEMENT GROUP

Cur Organizatkan, The , Wollnbser our serices 1o the Chy of Eais Ok re bo performs anly
e servioes agreed o Dy e Oy, We undersiand that we will nol be conupensated for our work, Do e woiunbcser 1o peiorm ina
P apores] e Maminirer.

PURFDEE: The purpose of s Aqreement |5 30 auiine the resporsiviBes of The Chy in prosiding solunieer opporiunies, and iz
creade an undersianding between the Ciy and the Yolunteesr, This Agreement shal nol inany way constiuge nor cmale an
cimpd o Memployes nelationshio beteeen the Sty and the Waokanieor,

This Agresmeend shall apody 1o persans soluntandly perfoming non-compensaled services for the Cily.

AQOREEMENT FOR NON-COMIPEM3ATED BERVICEE: Tha Woldmieer agress i aboda by all reavant Cily podoes and procedunes
@ B0 Do 10 WOl UMIEET Serenes In o e eEDOnE e manner 0 aooondancd wih e desorintons of St

Wia ac individual partiolpants b thic organlzation agres to ths following:

| am nict B0 appear for selunieer serdoae under the nfuence of any dkegal drogs oF akcohol.

IF| bring any ofdld[ren) with me under 14 years of age, | understand | wil be hedd solety Gabke and assume all rsk ol Gabliy.
Tar ey orild[ren s @clions and agrae (o hold the Ciy hammbess Tnom any and &l such relaied daims agars] the Gy, eocepl Tor
rpuries and damages osuesed by thi Sohe reglgenos of the SRy

| agree nod #o g0 beyond fhe scopa of volndesr work sgreed 1o sithoul authorzaton

IF | @m b B Eraineed onoany @clieity B | oo andamiliar with, o leam e coresponding policles, s my respons Bty o
understand them compleiety or ack questions unil | feel condident B0 perfoms e

| unidiershand that | @ io report any onsthiesjob inury oF lindsss, no mathar Row minos, e Yolurieer Cosoed inafor

ADOFT-A-PARK 3ITATEMENT OF AGREEMENT: | have read and agree o abide by e soloes, regulatons and sabeby
recomenendatons as oul Torh by thie City of B Claine Farks and Racreadon in regard 1o 1he “Adopt-A-Park™ Frogram. | understand
ha this & an applicatian for the "Adapd-A-Fare” Program and thad the Wolunbesr Coordinabor wil conacl mee 6o finalze an agreemnoend.
m aadditian, | undersiand that the Volumleer Coondinmior will make the Anal deseminalion s ioowheiher 8 groun can paricipale and 1he
final park assignment. | undersiand the Volumeer Coondinalor Wil @lso hoes e auiharity o remose indhd duals\groups drom tha
prograim [T they do nol hokd up fhe guideines of the "Adopl-A-<Park™ Program. H & my responsbiily %0 have al padicgants of my
organization rrohyed in the “Adoapi-A-Fars” Program sign the Chy of Eau Caine Farks and Recreaton solunbssr saier fToma. Finally.
undersiand ol of the raes of the "Adopda-Park” Programipark policies of fhe Sy of Eau Clake Parks and Recreation and fafune §o un
hacdd thizse guideines wil jeopardze my or my grous’ s invobeement in the "adopd-A-Park™ Program

TERMINATION: | undersiand that | or frhe Sy may lemeinale this ageeemaent ab anyg Tme withom caise, and thal | e solasdesnng my
servioes ab wil and may be asied i o soond nue such withods prior nobkoe oF reasan.

WANER E HOLD HARMLE A E: | am fuly Jeane thal 1he wor associaled with beirg o SRy Volunteor involves cerain reks of physoa
Injary or death. Being Tuly mfcmied as %0 ihese risks and in consdenaton of my being alowed o parlicipale in ihe Chy's Volunleer
Frogram. | hereby assume al riss of injury, damage and harm o mysel ansing from such actyies or use of City feciiles. | alsos
heereby indid dually and on behall of my hers, exgouiors and assignees, release and hoid harmess The Sy, is offcia’s, employees and
@pervis and wane amy righd of recovery Thad | mmight haene Iz bring & claim o a Bwsul against them for any personal injury, death or
Ol COMEQQUETICOS DOCUITING %0 e artsing oul of my wolunizer activiies.

ol Mamis: Wolunieer Localian:

This agreement B wil be in afect for the duration of ney woknbssr SeEnicEs Degnning this dabe:

By Group Confact Mame:
by ol Eau Clake
Slgnaiure
Please return complered form fo- Address:
Eau Claire Parks & Foresiry
/o YVolmieer Coordinator City, StalePosial:
215 Kenomaonie Strest .
Ezu Claire, W 54703 Fhane: E-mait
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EAU
Post Clean Up Report CLAIRE

To be completed each time an individual/group cleans and maintains a park or trail. Please turn in no
later than the 30™ of each month. If no activities were completed, please provide the adopted park/trail,
group/organization involved, and check box at the bottom of the page.

Activity Date: Adopted ParkiTrail:

Group/Organizationf/Individual:

Contact Person (Group Leader):

Primary Contact Phone(s):

Total Number of Volunteers: Total Time Worked:
Total Number of Bags Collected (trash or weeds):

What other activities did you complete during your work day? (ex: inspections, trash removal,
weeding, etc.):

What was the general condition of the adopted parkitrail?

List any items of concern that may require maintenance attention: Excessive erosion on trail, broken
sprinkler heads, graffiti, broken equipment, drug paraphernalia, dead trees, efc. — please provide
specific location:

Have all the necessary forms/policies been submitted for all volunteers? D Yes D No

Our group did not participate in any work this month: D
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Post Clean Up Report

Adopt-A-Park/Trail Roster

EAU
CLAIRE

To be completed each time a group returms from maintaining a park or trail, and turned in no later than

the 30" of each month.

Work Date:

Group/Organization:

Participant

Participant's Email

Approximate
Number of Hours

Please return monthly post clean up report to: Claire Ystebo, recvolunteers@eauclairewi.gov
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Ty o City of Eau Claire Parks, Recreation, & Forestry
EAU Volunteer Confirmation

CLAIRE

Parks, Ascrastion, & Formstry

It is agreed, between Eau Claire Parks and Recreation and that said person will teach,

direct or supervise the following activities according to the terms as ocutlined.

POSITION &

PROGRAM LOCATION DATES TIMES

Volunteer
Program Leader

#« The schedules may be modified by the department in case of low enrollment or other factors (weather, registrations,

change in specific program schedulesfofferings)

1 authorize the City of Eou Claire to conduct @ complete criminal background check. Please Mote: Failure to discloss comictions of all violations of Loy
{induding, but nat limited o all eSic violations, underage drinking, speeding, and ordinance vialations) will disgqualify you from further consideration for
veolunieer senice with fe City. | hereby release the Cily, it's council, s employees, and its agents, as wel 2= all providers of informadon, from any Eability
related %o furnishing and recehing insarmation relxied to arrests and comictions. Pursuant to City policy, comictions for vialations of law will not be an
auwiomaic disqualification from volurieer serdice and will nly be considered as it rela%es 10 specific jobs. Have you ever been comicied as an adull of any
felomy or misdemeanar vicladons of law {including all fraffic viclations, underage drinking, speeding, and ordinance viglations)? [ IYES | (MO

If you checked yes abowe, list all:
Date & Place Mature of Offense Dispasition

By signing below, | am acknowledging and agreeing to the terms of volunteering. | further agree fo abide by all rules and
regulations established by the Recreation Division. | understand that my velunteering position may be meodified or terminated

for any violation of Department policy.

Individual Name Volunteer Supervisor

This agreement is will be in effect for the duration of my volunteer services beginning this date:

Mame of Imdividual Contact: Signature:
Address: CitylState/Postal Code:
Phone: Email:

Please return completed form to:
Eau Claire Parks & Forestry, clo Volunteer Coordinator
815 Menomonie Street, Eau Claire, W1 24703 OR recvolunteersieauclairewi.gov

20



Volunteer Evaluation Form
For Use with Long-Term Volunteers
Part A: Completed by Supervisor

EAU
CLAIRE

Mame: Position:
Period of Evalustion: Supesrvizor:
Rating scale: 1 = needs improverment 4 =wery good

2 =fair E =szuperior

3 =good N/A = not applicable
1. PROFESSIOMALISM

Understands purposes and goals of organization
Understands and complies with confidentiality

Relates well with public

Exhibits poize-in handling difficult situations

Exhibits sincere imterest and enthusiasm towards work

Comments:

2. RESPONSIBILITY
Reliable about scheduls and time commitment
Completes assignments in a timely fashion
Pays attention to detail when neceszary
Willing to take on assignments

Comments:

3. EFFECTIVEMESS
Welcome opportunities to lesrn information or procedures that will make work maore effective
Follows through on assignments
Willing to 3=k gquestions when in doubt
Uncovers and communicates all pertinent facts
Comments:

Benefits to agency from this voluntesr's skills, experience and knowledge are:

Additionzl Comments:

Signature of Supervisor: Date:

Signature of Volunteer: Date:
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City of Eau Claire Volunteer Evaluation Form
To be completed by Long-Term YVoluntesr
Part B: Completed by Volunteer

EAU
CLAIRE

Mame: Position:
Period of Evaluation: Supervisor:
Rating scale: 1= ne=ds improvement 4 =wery good

2 =fair & =szuperior

2 =good N/& = not applicable

1. ORIENTATION AND TRAIMING
The gosls and purposes of the organization were dearly explained.
Wy job description was reviewed, and procedures were explained.

Training was effective and provided the tools needed to perform the assigned tasks.

Comments:

2, SUPERVISION
Supervisor was available to me when | had guestions or needed information.
Supervisor's attitude was one of professional regard.
Lines of supervision were clear.

Comments:

PLEASE RESPOMND TO THE FOLLOWING QUESTIONS:

What training or growth opportunities would benefit you'?:

What additional "teols" would maks your work more effective and/or pleasant?

What are some suggestions or goals you would offer to ocur organization?

Howe could we improve our voluntesr structure?

Additional Comments:

Signature of Supervisor: Date:

Signeture of Violunteer: Diate:
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City of Eau Claire
Volunteer Check List

(recruitment, orientation and termination)

] Review and update volunteer descriptions and volunteer postings
[ Select candidates to interview for volunteer position
[ Schedule interviews (contact candidates)
] Conduct the interview
o Explain Volunteer Position (provide job description)
Provide Volunteer with Volunteer Manual
Provide “Background Disclosure Form” (have them sign it)
Provide “Coach Concussion Form” (in necessary, have them sign it)
Ask for availability
o Verify Certifications (if necessary)
[ Schedule Volunteer Orientation
L] Request background check from Human Resources
1 Complete Volunteer Orientation
= Complete Program Administration
o Review Rules & Expectations of Program
e Discuss Program Plans & Program Resources
o Address how to appropriately speak to participants of program
= Review all necessary dates and schedules
= Review equipment check out and return policy
o Issue equipment and clothing (if necessary)
= Discuss Communication Plan (retrieve contact information from volunteer & give
out supervisor contact information (phone numbers, emails, best way to be
reached)
» Provide Program Rosters (if necessary)
= Review Facility Site
Facility site orientation
Facility tours (if necessary)
Information and Emergency Action Plans
Weather Policy
= Determine start date

O O O O

1 Monitor volunteer as needed throughout program
[J Collect issued equipment and clothing (if necessary)
1 Volunteer Recognition (thank you card, program picture, volunteer city pass)
L] Log volunteer into volunteer database
» Conduct volunteer performance assessment
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JOB DESCRIPTION - CITY OF EAU CLAIRE

POSITION TITLE: Specialized Recreation Program Volunteer
DEPARTMENT: Community Services

DIVISION: Recreation

REPORTS TO: Specialized Recreation Program Planner
POSITION CODE: Volunteer

DATE: March 2024

General Function
Assist Specialized Program staff during program
Assist Specialized Program participants during program
Communicate with staff, participants and parents/guardians in a professional manner

Position Scope
This position reports to the Specialized Program Planner. The role of the Specialized Program volunteer is
dependent on program’s plan of operation.

Essential Functions
¢ Provides high quality customer service and interaction with participants.
Assist with execution of program.
Perform assigned program responsibilities.
Maintains safety standards and report as necessary.
Assist with set-up and clean-up of program as necessary.

Non-Essential Functions
Performs related duties as required

Supervision/Direction Received
Specialized Program Planner

Supervision/Direction Exercised
Not applicable

Background Check
Continuing volunteer

Work Environment
Work may occasionally demand light lifting of up to 50 pounds. Volunteers may be assigned various tasks to
include: set-up, clean-up, concessions/food prep, food and drink service and program participant contact.
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JOB DESCRIPTION - CITY OF EAU CLAIRE

POSITION TITLE: Volunteer T-Ball Coach
DEPARTMENT: Community Services
DIVISION: Recreation

REPORTS TO: Recreation Program Planner
POSITION CODE: Volunteer Coach

DATE: March 2024

General Function
This position is responsible for the education of each member of the youth athletic team.

Position Scope
This position reports to the Program Planner. The Volunteer Coach is responsible for developing enjoyable and
informative practices/games in an organized manner.

Essential Functions

The Volunteer Coach will be responsible for supervising and instructing participants during practices and
games. Design and implementation of weekly practice plan. Demonstrate various skills to participants on
proper methods and strategies of play. Communicate with staff, participants and parents in a professional
manner.

Non-Essential Functions
Performs related duties as required

Supervision/Direction Received
Program Director

Supervision/Direction Exercised
Not Applicable

Work Environment
Work is mainly done outside, with occasional light lifting.
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JOB DESCRIPTION - CITY OF EAU CLAIRE

POSITION TITLE: Volunteer Soccer Coach
DEPARTMENT: Community Services
DIVISION: Recreation

REPORTS TO: Recreation Program Planner
POSITION CODE: Volunteer Coach

DATE: March 2024

General Function

This position is responsible for the education of each member of the youth athletic team.

Position Scope
This position reports to the Planner. The Volunteer Coach is responsible for developing enjoyable and
informative practices/games in an organized manner.

Essential Functions

The Volunteer Coach will be responsible for supervising and instructing participants during practices
and games. Design and implementation of weekly practice plan. Demonstrate various skills to
participants on proper methods and strategies of play. Communicate with staff, participants and
parents in a professional manner.

Non-Essential Functions
Performs related duties as required

Supervision/Direction Received
Program Planner

Supervision/Direction Exercised
Not Applicable

Work Environment
Work is mainly done outside, with occasional light lifting
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JOB DESCRIPTION - CITY OF EAU CLAIRE

TITLE: Concession Stand Volunteer
DEPARTMENT: Community Services
DIVISION: Recreation

REPORTS TO: Recreation Program Supervisor
POSITION CODE: 003
DATE: March 2024

General Function
Has positive communications with the customers, encouraging their business at the stand.
Communicates with the Concession Manager
Promotes new products and daily specials.

Position Scope
This position reports to the Concession Stand Manager. The role of the Concession Stand Volunteer is to

follow approved sanitation policies and procedures.

Essential Functions
Sells concession products.
Prepares concession product for sale.
Maintains safe-serve food handling practices and sanitary conditions in the stand.
Performs maintenance and general housekeeping of concession stand according to Health
Department Standards.
Provides high quality customer service.
Maintains safe operation and cleaning of all concession equipment.

Non-Essential Functions
Ability to make general arithmetic computations accurately and with reasonable speed.
Possess strong oral and written communication skills.
Ability to operate basic concession equipment.
Possess strong customer service skills.
Ability to move 50 Ibs. or less of concession product.

Supervision/Direction Received
Concession Stand Manager

Supervision/Direction Exercised
Not applicable

Background Check
No

Work Environment

Work is mainly sedentary with occasional light lifting of up to 50 pounds. Volunteers may be assigned to work
at any of the three concession stands in our department (Carson Park, Fairfax Municipal Pool or Hobbs
Municipal Ice Center) as needed.
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JOB DESCRIPTION - CITY OF EAU CLAIRE

TITLE: Park Pride Volunteer
DEPARTMENT: Community Services
DIVISION: Recreation

REPORTS TO: Recreation Program Supervisor
POSITION CODE: 005
DATE: March 2024

General Function
Provide support in park and trail maintenance and clean-up.
Assist Park staff with seasonal maintenance tasks.
Adhere to safety standards and policies.

Position Scope
This position reports to the Community Services Supervisor. The role of the Specialized Program volunteer is
dependent on the parks needs

Essential Functions
e Provide parks and trails clean-up support.
Perform as crew members on parks and trails maintenance.
Assist with the control of invasive species and planting of native species.
Complete special or seasonal maintenance tasks as needed.
Maintains safety standards and report as necessary.

Non-Essential Functions
Performs related duties as required

Supervision/Direction Received
Community Services Supervisor

Supervision/Direction Exercised
Not applicable

Background Check
Yes

Work Environment
Work may occasionally demand light lifting of up to 50 pounds. Volunteers may be assigned various tasks to
include: wedding, planting, lifting, bending, kneeling, standing, and walking
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