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Agency Authority, Role and Responsibility

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

Mission Statement

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

Statement of Purpose

The Division provides a diverse selection of programs, services, and facilities for the citizens of Eau Claire
that focus on healthy lifestyles, social equity, environmental stewardship, public safety, and
collaboration within the community.

Department Goals
Accountability- To maintain open relationships with the community.
Responsive To provide for the needs of others.
Ingenuity - To be innovative and creative.
Professionalisnm 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.

Visionary Tagline
Live Life Better!

Statements
USDA Statement

Eau Claire Parks, Recreation, and Forestry facilities and programs are operated in accordance with the US
Department of Agriculture policy, which prohibits discrimination on the basis of race, color, sex, age,
handicap, religion or national origin.

Americans with Disabilities Act

Eau Claire Parks, Recreation, and Forestry will make every attempt to use facilities that comply with ADA
laws. The department will also use its best judgment in determining how parks and recreation services
can best be provided to handicapped individuals and how facilities can be made accessible.




ProgramConduct Statement

It is our goal to provide safe and inclusive activities and facilities at all times. Improper conduct including
but not limited to inappropriate language, inappropriate physical contact, abuse of staff or other patrons,
theft, vandalism, or any other illegal activities are not tolerated. In consideration of the safety and security
of our staff and patrons, ECPRF reserves the right to remove anyone from current or future participation
in or attendance at ECPRF activities or facilities in the event of improper conduct, including involving ECPD
if necessary.




Planning

Department Relationships
The relationship between the Park Maintenance Division and the Recreation Division is flexible and

requires close communication between the staff from each division. Generally speaking, the Park
Maintenance Division performs all maintenance related duties within the parks, open spaces, and trails in
the city of Eau Claire. The Recreation Division organizes programs and services such as ball diamond
reservations, conducts leagues and tournaments and other recreation programs throughout the city.

Community Planning Involvement
It shall be desirable for Eau Claire Parks, Recreation, and Forestry to have representation on any city,

county, state, federal, university, private business or school district facility planning committee whenever
possible. It will be the goals of that representation to offer recommendations that will avoid duplication
of facilities and ensure the provision of a comprehensive selection of recreation facilities and programs
for the citizens of the community.




Organization and Administration

Recreation Manager

(1 FTE)
Constituent Services Associate Il Administrative Associate |
(1 FTE) (1 PTE, 1 APRA Funded)
Facility Supervisor — Facility & Program Supervisor - Recreation Program Supervisor Recreation Program Supervisor Recreation Program Supervisor
Hobbs Ice Center u Fairfax Pool m & Volunteer Coordinator B Seasonal m Seasonal
(1 FTE) (1 FTE 30% Pool/70% Rec) {1 FTE) (1 PTE) (1 PTE)

Hobbs Ice Center Community Service

PTE Worker/Fairfax Pool Operator
Facility Specialists (2} (1 FTE 30% Pool/70% Parks) Concessions Operations
Facility Assistants (10) specialist
Facility Attendants (10) | (1PTE)
Fairfax Pool Recreation Programs
PTE PTE
Facility Specialists (2) Program Planners (8)
Head Lifeguard (4) Playground Leaders (10)
Lifeguards (55) Special Populations (10)
Cashiers (20) Facility Assistants (1)

T Athletic Officials (8)
Carson Concession Cashiers (15)
Instructors (45)

Event Staff (25)
Community Volunteers (4000+)
Outdoor Rink Attendants (15)

Swim Instruction
PTE
Indoor Aquatic Staff (16)

Each staff person reports to their direct supervisor as illustrated in the above chain of command. Direct
supervisors are responsible for evaluation, training, and overall supervision. If you have concerns during
the season, please communicate your concerns to the appropriate party.

If you have addressed your concern with the appropriate staff member and are not satisfied with the
result, please feel free to discuss your concerns with the Recreation Division Manager. Your supervisor
has a genuine interest in your health and well-being and, if made aware of a concern, will do everything
possible to rectify the situation to your satisfaction.

Administrative Facilities
The Parks Office located at 910 Forest Street is open:
7:30am — 4:00pm Monday — Friday

The Recreation Office located at 915 Menomonie Street is open:
7:30am — 4:00pm Monday — Friday

Customer Service
Division staff is well educated, trained, and motivated to provide positive interactions with the public that

ensures that the customer feels that they are important, valued, that they are the reason we are in
business, and that they are satisfied with the product they receive.

Elements of Exceptional Customer Service




Know who is boss. Our business is to service customer needs, and this can only be done if we
know what it is our customers want. Never forget that the customer pays our salary and makes
your job possible.

Be a great listener. Take the time to identify customer needs by asking questions and
concentrating on what the customer is really saying. Listen to their words, tone of voice, body
language, and most importantly, how they feel. Beware of making assumptions - thinking you
intuitively know what the customer wants.

Appreciate the power of "Yes". Always look for ways to help our customers or improve our quality
of services. When approached with a request (as long as it is reasonable) find a way to make it
happen. Some decisions may require an approval from a supervisor; get them involved if
necessary. Look for ways to make doing business with you easy. Always do what you say you are
going to do.

Identify and anticipate needs. Communicate regularly so that you are aware of problems or
upcoming needs. Customers don't buy products or services. They buy good feelings and solutions
to problems. Most customer needs are emotional rather than logical. The more we know our
customers, the better we become at anticipating their needs.

Give more than expected. Take the extra step to make things easier for our customers. Find an
answer, help to eliminate extra steps in a process, don’t transfer to another staff person. Make
every effort to answer their questions or know that the next person they speak with will
absolutely have the ability to provide correct information. Our existence and future relies in
keeping customers happy.

Make customers feel important and appreciated. Treat them as individuals. Use their name and
find ways to compliment them or recognize their loyalty, but be sincere. Customers are very
sensitive and know whether or not you really care about them. Thank them every time you get a
chance.

Help customers understand processes and systems. Think about how the customer is affected by
our processes and systems. Are they efficient and easy to use or understand? Complicated
processes or systems can create confusion, impatience, and frustration. Take time to explain how
your systems work and how they simplify transactions.

Know how to apologize. When something goes wrong, apologize. It's easy and customers like it.
The customer may not always be right, but the customer must always win. Resolve problems
immediately and let customers know what you have done. Make it simple for customers to
complain. Value their complaints and communicate them with your supervisor. It gives us an
opportunity to improve. Even if customers are having a bad day, go out of your way to make them
feel valued.

Get regular feedback. Encourage and welcome suggestions about how you could improve.
9 Listen carefully to what customers say and communicate those comments to a supervisor.
9 Use the online surveys and program evaluations to invite constructive criticism,
comments, and suggestions.




10. Train your team. Talk about exceptional customer service regularly. Provide your team with
information and power to make immediate decisions for minor issues. Appreciate and value
employees. Treating customers and employees well is equally important.

Human Resources

Work Schedules

The City reserves the right to schedule all work hours. The hours required of your position will be indicated
during your job interview, but may be subject to change at a later date. All employee work schedules will
be communicated using “When to Work.com.” An employee working 6 hours or more is required to take
a 30 minute unpaid break. Breaks cannot be used to shorten or extend the normal workday.




Employee Expectation Sheet
Supervisors each season will send out an Employee Expectation Form. This includes a tentative schedule
for the employee, wages, and required work orientations/dates.

Wisconsin Work Requirements for MinarSee AppendixQ Page65

Employee Benefits
As a part-time employee you have eligibility for limited benefits. You cannot accumulate vacation or sick
leave. Days off without pay will be limited and must be approved by your immediate supervisor.

Overtime/Comp Time/Holidays

Part time employees will not normally be scheduled to work more than 40 hours per week. Overtime
hours above and beyond an employee's normal workweek will not be paid, unless previously approved by
our supervisor. If approved to work overtime employees will be paid 1-% times the normal rate for that
position for all hours worked over 40 in a seven-day period. No compensatory time will be given to part
time/seasonal employees. In some instances Parks & Recreation programs will meet on holidays. Part
time/seasonal employees scheduled to work on the holiday will only be paid their regular wage.

Authorized Department Representatives

All contact with media, signatures requested on documentation, information related to an incident, and
other statements requested that may have legal impact in the name of the Department, are not
permitted. Any such request should be directed to professional staff. Part-time employees are not
considered an authorized representative of the Department.

Interviews may be authorized by professional staff for facility, program, and event promotion.

Disciplinary Policy

Disciplinary action against employees may be taken for violations of any personnel policies and
procedures or for unsatisfactory work performance. At the City's discretion, various types of employee
discipline may be imposed which include, but are not limited to the following: verbal warning, written
warning, suspension, or termination of employment. None of these disciplinary measures are required to
be used before discharge from employment occurs, nor are the listed disciplinary actions required to be
used in any specific order. Employees who violate City policies and procedures, or who have unsatisfactory
work performance are subject to disciplinary action up to and including discharge from employment.

Some examples of behavior that would normally justify corrective action include but are not limited to
the following:

Fraud in securing employment with the City
Incompetency

Inefficiency

Unauthorized absences

Repeated absence or tardiness

Neglect of duty

Insubordination or willful misconduct
Dishonesty

=A =4 =4 -4 -8 4 -8 -
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1 Assuming duties while under the influence of controlled substances or intoxicants; or
possession of said items during working hours.

1 Conviction of a felony or misdemeanor when the circumstances are substantially related

to the duties performed.

Negligence or willful damage to property.

Discourteous treatment of the public or fellow employees

Loss of driver's license if required for the job.

Violations of any lawful City order, directive, policy or work rule.

= =4 =4 =4

The offenses listed above are not intended to be all-inclusive, and discipline or discharge may occur for
any other reason depending upon the seriousness of the offense and the particular circumstances
involved. **See Appendix C for a sample Disciplinary Action Form** (page 50)

Daily Tasks

Employees may be provided with daily, weekly, and monthly checklists for the facility and/or park area.
They are expected to complete the tasks as noted, make comments about dangerous situations and report
problems to their immediate supervisor.

lliness

Your Supervisor should be notified as soon as possibieyou are unable to work due to illness. If your
supervisor is unavailable contact the Parks & Recreation office at (715) 839-5032.

Attendance

Absences or tardiness from work, in-services or staff meetings without the permission from your
immediate supervisor may result in disciplinary action or dismissal. All employees are expected to be at
their designated activity/job site early enough so that all preparations may be made to start the activity
or open the facility on time.

Timecards
It is the employee’s responsibility to completea time sheet recording all hours worked.
Locating the timesheet:
1 The timesheet templates can be found on the network. Please send this template to all
recreation employees.
9 U:drive/recreation/recreation staff, personnel, pay/Timesheets & pay dates
9 Select Timesheet PT (blue), Office staff FTE (yellow)

Employee:
Completing the timesheet:

9 Fillin the grey shaded cells ONLY

Employee Number (can be found on a paystub)
Last Name

First Name

Payroll End Date (all dates will auto populate)
Pay Rate

Program Number

Direct Hours

= =4 =4 =4 -8 -8 -9
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9 Fillin the Project Number (if applicable)
9 This will only be done if directed by a supervisor
1 Complete Overtime Data (if applicable)
9 Pay Rate (use your regular pay rate, accounting will adjust to OT pay)
I Direct Hours
Type your name into the “Employee Signature” line
Once completed, please save your form titled: lastname.firstname end date of payroll
(example: mobhr.christine 5.22.23)
9 Submit the timesheet electronically in Excel format to:
1 Recreation Program Staff
i. recathletics@eauclairewi.gov
T Summer cashiers, admissions, aquatics staff:
i. recaquatics@eauclairewi.gov
9 Hobbs Staff
i. rechobbsicearena@eauclairewi.gov
9 Subject line of the email should be: Timesheet — lastname.firstname
date (example: Timesheet — mohr.christine 5.22.22)
If you are unable to complete the electronic timesheet. Please contact your supervisor and they will work
with you to get one completed. Timesheets are due electronically to your supervisor by 8:00 a.m. on the
Monday before the payday. Late timesheets mean that the employee will not be paid until the following
pay period. A sample timesheet is available for your review. **See Appendix D for an example of a
complete Timesheet** (page 51)

=A =4

Pay Periods

Employees are paid every other week. A pay period begins on a Monday and runs for 14 calendar days.
Pay statements will be available at the Recreation Administrative office or Fairfax Pool after 1pm on
payday for 1 week. Please refer to the Payroll Procedures for Part-time and Temporary Employees form
for specific payroll procedures and periods. **See Appendix E for Payroll Procedures and payroll
periods** (page 52)

Occupational Hazards

Damage to personal belongings such as eyeglasses, watches, clothes, etc., is an occupational hazard. The
city is not liable for damages and will not reimburse employees.

Emergency and Department Contact List
**See Appendix A for Emergency and Department Contact List** (page 47)

Weather Emergencies

Adverse weather conditions do not necessarily justify the cancellation of a job duty. Whenever possible,
activities will be carried on during inclement weather. All employees should be aware of the weather
policies for their specific job duties. However, in general, if you hear the severe weather siren, follow these
steps:
1. Thessirens will sound when the National Weather Service determines that the City of Eau Claire is
in the direct path of a severe storm. Staff should immediately get more information and seek
shelter.

12
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2. Use all available means to find out more emergency or severe weather information. (Radio,

television, weather alert radio, etc.)

Communicate weather information to other persons.

4. Know where emergency/severe weather shelters can be located if needed. (Buildings, basements,
ditches, etc.)

5. If an emergency or severe weather is imminent to your location, protect your own safety (take
shelter immediately) and assist in protecting the safety of the other persons who may need
assistance.

6. First Monday of the month @ 11:00 test sirens sound

w

Lightning Policy(Refer to Security and Public Safe®gction
Emergency Closings

Emergencies such as severe weather, fires or power failures may occasionally disrupt City operations. If
City buildings and/or functions are closed due to extreme weather conditions or emergency situations by
direction of the City Manager, employees may be sent home or advised not to come to work. In the event
that this occurs, the hours missed from work will be accounted for by one of the following:

1 Leave without pay

Use of vacation or compensatory time

1 Agreement with the Department Director for make-up of the time on an hour for-hour
basis.

==

Facility Closings and Program Cancelations
City of Eau Claire Facilities — Activities located at City owned facilities including Fairfax Pool, Hobbs Ice
Arena, and enclosed shelters will continue to meet as scheduled. Program cancellations and facility

closings will be determined by the facility manager, assistant manager, program supervisor, recreation
manager, or department director.

Eau Claire Area School District Facilities — Activities scheduled indoors will be canceled when the schools

are closed for any reason.

Outdoor & Other Facilities — Activities located at outdoor facilities will meet as scheduled. Program

cancellations will be determined by the Program Supervisor or Manager with guidance from the Wisconsin
Department of Public Health’s “Child Care Weather Watch Guidelines.”
**See Appendix S for Child Care Weather Watch Guidelines** (pages 67 & 68)

Evaluations

Employees will be asked to meet with their supervisors periodically to evaluate their program/activity and
to set goals.

Their supervisor will evaluate each employee’s work performance. Employees are required to sign their
evaluation. Employees who wish to discuss their evaluation may set up an appointment to do so. These
evaluations will become a part of your permanent employee record.

**See Appendix F for Personnel Evaluation** (page 53)

13



Daily Attendance

Instructors and supervisors are required to take attendance each day of an activity. Attendance forms
must be turned in at the completion of the activity. Please review the sample attendance sheet. **See
Appendix G for ActiveNet Attendance Sheet** (page 54)

Eau Claire Area School District Summer School Partnership

Instructors are required to take attendance each day a class is scheduled for all programs that are part of
the summer school program partnership. Attendance records must be completed in black or blue ink.
Instructors using any other media to take attendance will be asked to complete a new attendance form
in black or blue ink.

Attendance records must be submitted to the program supervisor or director at the end of each session
or class section. Instructors may be asked to complete a comprehensive attendance record that includes
total attendance and number of no show students.

Expanded rosters are required for each class and should be attached to each attendance record when
submitted to the program supervisor or director.

Final Reports

Each employee will be asked to complete or to contribute to the completion of a final report at the end
of the program.

Lost & Found

All items of value are brought to the Recreation Administrative Office and secured in the safe and stored
up to one year. Every attempt is made to contact the owner when possible. Items of value may include
but are not limited to; wallets, purse, driver’s license, cell phones, and jewelry.

Other items found at facilities, programs, or events will be kept at the site until the end of the season.
After that time, all items will be brought to the Central Maintenance Facility where they are sorted and
donated to a local charity.

Fairfax Pool has a one-week policy for holding lost and found items due to the nature of items that are
found. At that time, all items are either disposed of or donated to a local charity.

Return of Department Issued Items

Employees are required to return all department issued keys, fobs, purchasing cards, uniforms, jackets,
and other items at the end of each season or upon termination. The department may charge for lost or
missing items. If lost or missing items are returned at a later date, the City may reimburse the employee
for any fees paid. Final Timesheets will be held until all items are returned. See the Administrative Office
or Program Supervisor to fill out a key checkout form.

Keys S50

FOB S5

Clothing full cost of replacement
Purchasing Cards S10

14



Dress Code

Appearance
All employees should be well groomed. Clothes worn on the job should be clean, free from rips, tears, or
holes and worn in a presentable manner.

Uniforms

Employees in the Recreation Division will be required to wear a standard uniform. These uniforms must
be worn at all times while you are on duty. However, uniforms should NOT be worn when you are not
working. General leaders and instructors will be required to wear the department’s standard t-shirt.
Concessions staff are required to wear the department’s standard t-shirt AND a hair net or an
appropriate hat of their choice. All Fairfax Pool employees, who are not lifeguards, are required to wear
the department’s standard t-shirt. Lifeguards are required to wear a department sanctioned swimsuit
with lifeguard logo. Lifeguards may also wear additional department issued sweatshirts, cover shorts,
and warm-ups. They may not wear, at any time, street clothes or non-department sanctioned clothing
while on duty. Swim Instructors are allowed to wear their own swimsuits (one-piece only for females)
as long as it is presentable in appearance. Program planners and specialists will be required to wear the
department’s standard director’s polo.

Shoes

Appropriate footwear should be worn based upon the job responsibilities. Supervisors will indicate the
accepted footwear for each program or facility.

Athletic shoes must cover the toes. Closed toed shoes are required at all concession stands. Sandals
with secure backs may be worn at some programs. Flip flops will not be allowed, except at aquatic
facilities.

Shorts

Shorts may be worn by part-time employees with the following provisions. Athletic or casual dress shorts
are acceptable, and must be hemmed. No denim. Shorts must be considered a professional length and
no shorter than middle thigh.

Uniform Tax Clause

According to IRS regulations, clothing or uniforms are excluded from wages of an employee if they are
specifically required as a condition of employment and are not worn or adaptable to general usage as
ordinary clothing. Clothing purchases of less than $15 per year per employee will be considered “de
minimus” and therefore will not be taxable. The value of clothing provided to employees that does not
meet the requirements of a uniform, per the IRS, will be added to the employee’s taxable income. This is
not a deduction from wages for the cost of the clothing; however it may increase the tax withholding.

Hazardous Materials

General City Policy
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The purpose of this notice is to inform you that the City of Eau Claire is complying with the OSHA Hazard
Communication Standard Title 29 Code of Federal Regulations 1910.1200, by compiling a hazardous
chemicals list, by using SDS's, by ensuring that containers are labeled, and by providing you with training.

The program applies to all work operations in the City where you may be exposed to hazardous substances
under normal working conditions or during an emergency situation.

The Risk Manager, is the program coordinator, and has overall responsibility for the program. The Risk
Manager will review and update the program, as necessary. Copies of the written program may be
obtained from the Risk Manager's office at City Hall.

Under this program, you will be informed of the contents of the Hazard Communication Standard, the
hazardous properties of chemicals with which you work, safe handling procedures, and measures to take
to protect yourselves from these chemicals.

Safety Data SheetsSD%)

SDS's provide you with specific information on the chemicals you use. The Stores Clerk will maintain a
binder with an SDS on every substance on the list of hazardous chemicals. The SDS will be a fully
completed OSHA Form 174 or equivalent. The Risk Manager, will ensure that each work site maintains an
SDS for hazardous materials in that area. SDS's will be made readily available to you at your workstation
during your shifts.

The Department's Right to Know Coordinator is responsible for acquiring and updating SDS's. He or she
will contact the chemical manufacturer or vendor if additional research is necessary or if an SDS has not
been supplied with an initial shipment. A master list of SDS's is available from your Department's Right
to Know Coordinator or the Facility Supervisor.

Training
Everyone who works with or is potentially exposed to hazardous chemicals will receive initial training on
the Hazard Communication Standard and the safe use of those hazardous chemicals during orientation.

Infection Control Policy

As a first aid provider you will rarely know if a patron has a communicable disease. It is therefore,
essential that you treat all patrons as if they could transmit infection. Blood and body fluid precautions
should be consistently used for all patrons.

Blood and body fluid precautions:
T Avoid direct contact with blood or body fluid whenever possible.
9 Wear disposable latex or vinyl gloves whenever you anticipate contact with blood or body fluid.
The city will provide non-latex gloves for this purpose.
1 Wash hands immediately after caring for a patron, even if gloves have been worn.

Health, Safety, and Accidents

Employees are responsible to check the program site for any potential hazards. This should be done daily.
Any debris (broken glass, etc.) that could cause an injury should be cleaned up. Anything you cannot
personally correct should be immediately reported to your supervisor. Employees should complete an
“Incident Report” and submit it to their supervisor as well. **See Appendix L for a visual of a complete
Incident Form** (page 60)




Employees should know where the nearest telephone is located. You will need to go early to the
class/program on the first day to check this out. If your program is outside a school, don’t just assume
the phone is in the school. Go in and find exactly where it is located, so that you can get to it quickly in
an emergency. Also know how to operate the phone at your site. Some phones require you to dial a
prefix before the number to access an outside line. For example, you dial 8-911, to call 911 from our
offices.

Employees are responsible for having their first aid box readily available and adequately stocked. We will
supply you with First Aid materials at the start of the season; however, it is your responsibility to get
replacement supplies as needed during the course of the program.

Program leaders/instructors are responsible for all participants registered for their activity. Check your
roster daily. Participants joining your program late should present you with a receipt. Get a parent’s
name and phone number from all late registrants.

Concussion Information

Concussion Acknowledgement Forms and Informational Sheets are required to be used for all youth
athletic leagues. Players, guardians/parents, and coaches are required to complete or accept via waiver
the Concussion Acknowledgement Form prior to the season start. Registrations may not be accepted
without agreement to the acknowledgment form. Each must also receive or agree to have read the
concussion informational sheets.

Emergencies & Injuries
When an injury or illness occurs, the employee must:
1. Determine if the scene is safe for the employees, participants, and bystanders
Determine if injury orillness is life threatening
Call 911 immediately, if needed
Put on Disposable Gloves
Provide care according to your level of training
Notify the participants’ parent or guardian, if the injured participant is under 18
Call their immediate supervisor if 911 was called

NoukwnN

Employees should know how to reach their supervisor in an emergency. Keep the Parks & Recreation
office number and personal home phone numbers of professional staff handy.

For serious emergencies that will require additional medical treatment, call 911 to request an ambulance.
Examples of serious injuries are: broken limb, sprain, animal bite, cut that will need stitches, severe
bleeding etc. If a situation is not life-threatening, try to obtain parent consent before calling for an
ambulance. The participant/patron’s parents may prefer to transport a child to the hospital themselves.
If the injured patron/participant is under 18 attempt to obtain parent consent before calling for an
ambulance. If severe bleeding occurs, several park locations including, Hobbs, Fairfax Pool and Carson
Park have Severe Bleeding Kits called “Go Bags”. These kits include special bandages and tourniquets.

An employee should NEVER transpettinjured participant to the hospital. An emergency vehicle,
parent, spouse, or other guardian should do this.

Privacy Statement
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While giving first aid or emergency care to a participant/patron, you may learn things about the individual
that are generally considered private and confidential. You must respect the person’s privacy by
maintaining confidentiality. Neverdiscuss the person or the care you gave with anyone, including other
staff members not caring for the victim, family, friends and the media. Only provide that information to
law enforcement, EMS or other staff caring for the victim.

The City does not provide accident or hospital insurance for people participating in Department sponsored
activities. Please do not tell a participant that the bill for their injury will be paid by the Parks & Recreation
Department.

The City does carry liability insurance. If a participant feels that the City is liable for an injury because of
negligence, they must file a claim in 30 days. Please have the participant contact our office as soon as
possible if they wish to file a claim.

Form Completion

Documenting injuries and incidents is extremely important. The record can help advanced health care
professionals better assess the condition of an injured person. If legal action occurs, a record can also
provide legal documentation to support what you saw, heard, and did at the scene. It is important to
thoroughly complete the form with specific details as soon as possible after the accident/incident.

O Accident Reports (Pink) must be completed any time you give first aid. No matter how serious or
slight the accident seems we need to have a record of it for insurance purposes. First aid can
range from giving an ice pack for a bump on the head to providing CPR. **See Appendix M for
visual of Accident Report** (page 61)

O Refusal of Care Form (Pink) must be completed if a participant refuses care. Only an adult (18yrs+)

or a parent/guardian of the injured child may refuse care.

**See Appendix N for visual of Refusal of Care Form** (page 62)

Incident Reports (Yellow) document damaged equipment, disciplinary action, or water rescues,
for lifeguards. **See Appendix L for a visual of an Incident Report** (page 60)

O O

After completing the appropriate form, follow the procedures below.
1.) Employee completes the appropriate form in accordance to expectations detailed in the
employee manual.
2.) After the employee signs the “employee” labeled line he/she notifies and sends the form
immediately to his/her supervisor. Be sure to sign this form or it will be returned.
3.) The Community Service Worker/Program Planner/Facility Specialist will review the form using the
criteria below as a guide.
a.) Was the correct form used?
b.) Is the form filled out neatly?
c.) Are correct dates included?
d.) Is patron contact information included?
e.) Is witness contact information included?
f.) Is correct location included?
g.) Is accident/incident description detailed enough? Written facts, not opinion.
h.) Isinjury and disposition filled out completely?
i.) Isthere a signature of employee filling out form?
j.) Make any necessary corrections.
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k.) Follow up with patron if injury consisted of any injury in which follow up care with a
physician is likely (cuts that require stitches, possible broken limbs, possible
concussion, etc.)

I.) Sign the form on the site supervisor line

4.) The Community Service Worker/Planner/Facility Specialist will turn in forms to Program
Supervisor within 24 hours of incident/accident.

5.) Community Service/Program Supervisor reviews according to criteria listed in #3.

6.) Community Service/Program Supervisor signs form and then forwards to the Safety Program
Supervisor within 24 hours.

7.) The Safety Program Supervisor reviews the completed form for accuracy, signs, and submits form
to the Division Manager within 24 hours.

8.) Division Manager reviews and signs and then forwards to Community Services Safety lead within
24 hours.

9.) Community Services safety lead reviews and records forms on the safety spreadsheet prior to
scanning and sending to the city Risk Manager within 24 hours. If originals are not physically sent
they must be shredded immediately after scanning.

If an injury is serious or EMS is called, the Program Supervisor and Recreation Manager need to be
contacted immediately. The appropriate forms will be forwarded to the Recreation Manager, Department
Director, Community Services Safety Lead, and the Risk Manager within 24 hours of the occurrence.

Each First Aid kit should include the following items Each Spill Kit should include the following items:
Ice packs Paper towels

Adhesive Bandage Strips Disposable gloves (Latex free)
Anti-Bacterial Wipes (Vionex) Bleach

Gauze Pads

Roller Gauze

Butterfly closures

Tape

Biohazard Disposal Bags (Red Bags)

Paper Towels

Disposable Gloves (latex free)

Eachd D 2 shbultldnclude the following items:
Abdominal Pads

Roller Gauze

Israeli bandage

CAT Tourniquet

Exposure Control PlanCleaning up a Blood Spill
ECASD Facilities
9 Close the area to foot traffic
9 Call the custodian on duty and inform them of the spill
9 Custodian will clean up the spill
9 Notify supervisor of the spill

Non ECASD Facilities
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Use this procedure if the blood spill is large enough to cover a 3”"x3” area.
Wear Disposable Gloves

Get red bio-hazard bag, paper towels, and bleach

Towel up the spill, place used towels in the red bag

Flood the area with bleach and let set for 2 minutes

Towel up the bleach, place used towels in the red bag

Properly remove gloves and place in red bag

Notify supervisor/custodian that there was a spill

Supervision of Employees

Program planners and facility specialists are considered the frontline management team. The primary
role is to bridge the professional staff with the program employees and participants. Program planners
and facility specialists will meet with the professional management team once per month during the
summer.

Administrative Office Support

The front office team will assist you with projects and ActiveNet support when additional help is
necessary. Please allow a minimum of three days to complete your request.

T

SuppliesViost office supplies are located in the work room. Please notify front office team when
taking supplies. Take only what you need, do not overstock your office area or facility. The front
office team may order supplies that are not in stock upon request.

Work Schedule$Recreation Divisio@alendarWork schedules must be entered on Outlook in
the Shared Program Planner/Specialist Division Calendar in a minimum of two week increments.

Webexindicates when you are in or out. When out, indicate where you are and when you are
returning.

MailboxesEach program or facility is assigned a mailbox in the work room. It is your
responsibility to check it daily.

Email Each program planner/specialist with a city email account is expected to check it during
every shift. Each of those accounts will be connected to a general city email account related to
their program area (along with the appropriate full-time program supervisor). Please do not use
your personal email account to communicate with customers, coaches, participants, etc.

Building Accesgach program planner/specialist will be issued an FOB and a set of keys.

Office PhonedJse of office phones will be monitored. Program planners will share office space
and an office phone. To check voicemail on the seasonal office phone, the code is 12345. Do not
change the outgoing message or the code. Front office staff will also be checking voicemails on
this phone. The only phone number that program planners/specialists should give out to the
public is 715-839-5032. Please do not provide your office or personal cell phone numbers to
customers, participants, coaches, etc.
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ComputersUse of office computers is shared. Program planners/specialists may use their
personal computer or lap top when an office computer is not available. All files must be
transferred to the “shared program directory” located on the city network, U drive.

Mailing Requirements
Please take note below the correct mailing procedures:

1

Place the send to address in the proper location on the outside of the envelope. Allow enough
space at the bottom of the business envelope for a barcode.

Update your mailing list to make sure your addresses are current.

Use all capital block letters, 12 font minimum. Omit all punctuation, except the hyphen in the ZIP
+4 code. The Zip + Code is not required.

Hand written addresses are not acceptable.

Make sure name, street address, and city/state/zip, can be seen entirely through the window
envelope. Tap down on a table to check it. Re-fold contents if necessary. If part of the address is
hidden, the reader rejects the envelope and has to be manually processed. Use a regular envelope
instead if any question.

Use a business size envelope instead of large envelope to save on postage.
Seal all large envelopes before putting in the tub. The business size envelopes don’t have to be
sealed, that will be done when postage is applied. If you do seal the business size envelope, please

note that with a post it note when you place it in the mail tray.

Out of country envelopes; Canada, etc. and certified mail. Please keep separate from other
envelopes and mark it with a post it note.

Special Services stamps-Keep below our return address and to the left of the send to address. If
you use an envelope with a clasp, make sure to cover with tape.

Work Request procedures
Internal Work Requests

We will be using Cartegraph.

Link to “How To” Submit a Request via Desktop | Scribe (scribehow.com)
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Entering a “Work Request” ...

1.

PwnN
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Login to Cartegraph
Click on the “Requests” Tab
Click on “Create +”
Click on “Add New” to enter your new requestor information
a. Fill in your details as much as possible.
b. Once all your details have been entered, click on “Save”.
Type in the address where the Maintenance is performed.
Type in the description and select the department. In our case, always, Parks
Once everything is entered, click on “Finish & Save”.
Parks Recipients:
The person responsible for the Work Request will “Accept” and look for any attachments.
If the recipients need more information from the sender, there is an option to “reply”, then you
can accept, decline, delegate.

Recreation Division Vehicle
Planners and Specialists will be able to use this vehicle in accordance to the following rules.

1
T
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All drivers must be at least 18 years of age.
All drivers are required to pass the Background Check with Driving approval through Human
Resources. Supervisors should assure Human Resources has corresponded with staff utilizing
fleet vehicles.
All drivers are required to read, sign, complete Fleet Training, and comply with Fleet Policy
All drivers must have a valid driver’s license
All drivers must submit current insurance coverage of personal vehicle to Human Resources prior
to operating city vehicles or obtaining mileage reimbursement. (minimal limits apply)
A vehicle “calendar” will be shared with program supervisors. It is the program supervisors
responsibility to ensure employees have signed the fleet policy and have a valid driver’s license
prior to use (no exceptions)
Only City employees can operate the vehicle provided they have a valid driver’s license (program
supervisors, facility specialists, and program planners)
Only City employees are permitted to ride in the vehicle (no family friends, volunteers, etc....)
Vehicle must be inspected by the driver prior to use and inspection form filled out and given to
their supervisor**See Appendix R for an example of an inspection form** (page 66)
After use, the vehicle must be cleaned inside and out. Let supervisor know if fuel is at or below
3/4 tank
Repairs and maintenance will be scheduled as required
Accidents or apparent repairs must be reported immediately to a Program Supervisor and the
Recreation Manager
Keys will be kept in the Recreation Administrative office
USES...

0 Travel outside of the City of Eau Claire boundaries must be approved, in advance, by the

Recreation Manager
0 May not be used for extended travel to conferences, workshops, etc..
0 Hobbs plowing of main entrances, walkways, and aisles. May not be used to plow the
entire parking lot (Parks/Streets are providing that service)
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0 Hauling recreation equipment to programs
0 Should be used at events as a marketing tool and to haul event items
0 Other, please discuss with the Recreation Manager

Press Releases

This is an excellent tool to promote an activity with low enrollment or advertise an upcoming special
event. Prepare press release accurately. Double check all dates, times and locations. Email draft of press
release to immediate supervisor for proofing, include a deadline of when the release needs to be sent
out. Once approved, email press release to Administrative Associate Ill for electronic distribution and
copy your professional supervisor. **See Appendix H for an example of a Press release** (page 56)

Request for Donations

If a need arises for requesting donations, please seek authorization from your immediate supervisor. Do
not request funds from businesses or private donors without permission!

Communicating with Partipants

Participant communications shall be done utilizing City provided equipment. Personal contact
information should not be provided to participants without authorization from a professional
supervisor.
9 Telephonelisten to participant’s issue and try to resolve without promising anything. Discuss
issue with your supervisor.
9 EmailWhen preparing informative emails to participants, remember the following: Do not ask for
a reply, do not give a phone number and start your email with “for informative purposes only.”
9 FacebookAll Facebook posts are managed by our front office team. Submit promotional and
general posts in writing to the front office team. Facebook is also used to communicate
cancellations and events.

Cancédhtion Line
Before Updating the Cancellation Line
9 Call the cancellation line at (715) 839-2913 before making any changes to the recording. Make a
note of any other previously cancelled programs. Make sure that you include all other
cancelled programs in your recording. Changes can only be made from a CITY DESK PHONE.

To Update the Cancellation Line

Call (715) 839-5032

Enter ID: 39-5033#

Password: 1234#

Extension of call handler: 39-2913#

Change Standard Greeting press 2

Rerecord standard greeting press 2

0 Cancelled Programs Greeting

A “Hi, you’ve reached the Eau Claire Parks & Recreation Cancellation Line.
Today is *say date*. *List cancelled/rescheduled programs* due to inclement
weather.

9 Press the # button to save your recording.
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23



9 Call the cancellation line again to make sure your message is updated; the date is stated and all
cancelled programs up to the moment are included.

Program Management

Program planners and facility specialists should consult with professional staff prior to making any
schedule changes. The expectation is that all waiting lists are monitored. If there are enough participants
on the waiting list and facilities and staff are available, sections should be added.

Orientation and Training

Program planners and facility specialists are responsible for conducting specific program and facility
orientation and training. Consult with professional supervisor when selecting dates.

Computer Training Sessions

9 Attend network training with Information Services.
V Set up Outlook signature
V Set up work request group
V Recreation management software overview
V Receive login and password for city network and recreation management software access
WhenToWork.com for Managers
WhentoWork.com is the service utilized by all Eau Claire Parks and Recreation Programs to communicate

with team members, distribute staff schedules, and authorize requests to work available, dropped, or
traded shifts.

As a Program Planner / Facility Specialist, you will be responsible for the following functions of
WhenToWork.com:

Creating and publishing work schedules for your program
Managing employee availabilities

Approving requests for time-off

Approving requests to pick-up a shift that is on the tradeboard
Managing your employee’s information

Assigning appropriate roles for your employees
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New Manager Accounts

You will be assigned a Manager Account for WhenToWork.com. This log-in and password is separate from
the WhenToWork Account that you use to trade, drop, or pick up shifts for other programs you may work
with. Main Manager will use your city email to setup a manager account for you.

Your Manager account is assigned by the Main Manager for the Whentowork.com service. Your Program
Supervisor will contact the Main Manger and request a Manager Log In for you. Once your Manger
Account Log In is created, you will receive email from WhenToWork.com with your temporary username
and password. The first time you log in, you will have the opportunity to change the username and
password provided in the email.

Managing Employee Information

As a Planner/Specialist, you have the ability to update each employee’s vital information. As you receive
updated information from your employee’s, please update their information on WhenToWork.com.
When the season ends, we need the most current mailing address and email for each employee. The
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Recreation Division will be using the information on WhenToWork.com to communicate with employees
throughout the year. We frequently are looking for additional staff to work special events or pick-up shifts
in other areas throughout the year.

To update employee information, click on the pencil next to their name in the employees list. Update
ONLY the contact information or other details specific to your program.

***Anniversary Dates and Employee #'s should never be changed. If you suspect an inaccuracy, speak
with your program supervisor before changing them. **

Adding New Employees

As new team members are hired, they will need to be added to WhenToWork.com and notified of their
username and password. This task is completed by Recreation Administrative Associates. When adding
new employees into WhenToWork.com, please be sure to take the following steps:
1) Click on Employees on the Home Screen
2) Click on the “Deleted Employees” tab and look for the employee’s name.
If listed:
a. Check the employee details to determine if it is the right person.
b. Click on Restore to activate their old account and then update their information.
If not listed:
a. Click on the Employees Tab to return to the employee list.
3) Click on Add New Employee and a Pop Up will open.
4) Fill in the Appropriate Information:
a. Info:
Please use their Legal First & Last Name. If they have a nickname, put it in quotes
following the first name.
Example:
Jonathan goes by Jo so the first name should be entered as Jonathan “Jo”
b. Positions:
Add the positions required for your program and also the position titled “Special Event
Staff”. When we bring in employees from all programs to work an event, we use this
position so that it appears on everyone’s trade board as an open shift.
c. Contact Information:
Please make sure that all employees added have a valid email address. You will need
this to send their temporary username and password.
d. Auto Fill Settings:
This is primarily used by the Fairfax Outdoor Pool in the Summer Months. We are still
determining how this can be implemented throughout the organization. Additional
information will be communicated as this occurs.
e. PayRate:
Do NOT USE This Field. Most employees have multiple positions and multiple pay rates.
We'll use the comments box to list a Pay Rate and Anniversary Date for each position.
f.  Custom Fields:
These are currently not being used.
g. Comments:
Enter the Pay Rate, Step, and Anniversary Date for their position. We’ll update this as
their positions change and they receive their annual step increase.
5) Click Add Employee
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6)

7)

Set Up their Email Notifications

a. Click on the Pencil next to their name in the Main Window.

b. Click on EDIT Email Notifications

c. Click on Edit in the row for the e-mail you entered.

d. Click on the check box for “Use as Reply to Address”. This allows everyone to reply to a
W2W Message directly from their email and the recipient of the reply will receive it in
their email.

e. “Select Notifications” by clicking on all of the check boxes. This ensures they are receiving
all communications from us.

f. Click “Save”

We are also requesting that all employees setup the ability to receive urgent messages and other
notifications thru text alerts. They can do this by clicking on “Change My Information” on the
home page.

Creating and Publishing a “New Schedule”

There are many ways in which to build a new schedule using Whentowork.com. This document is not
designed to address all of those methods. Our goal is to give a general guide and help you know how to
do so in a timely professional manner that is courteous to all of our users.

7)

Click on Schedules->Calendar View->Weekly
Click on the calendar and in the pop up window choose the week you are creating a schedule for.
Schedules always start on Monday and end on Sunday
Take note of the schedule’s current state by setting the position filter to “All Positions”
Set the “Position Filter” for your Program
Choose a Schedule View that works best for you and build your schedule.
Use the tutorials thru Whentowork.com to determine which set of features works best of you
within each schedule view.
Add Schedule Notes:
Schedule notes help everyone know whether or not the schedule is ready to publish. Sometimes
another program has to publish their schedule and you’re not done yet. Communicate that in the
schedule notes.
a. Note to Planners/Specialists: Let the planners/specialists know if you are working but
haven’t been able to finish. Remember to include when you will be back to finish.
b. Note to Employees: Let your staff know this is a draft. This is important if you are
working on a week that is already published by someone else.
Set the “Position Filter” to “All Programs”

Managing a Published Schedule

A

Trading shifts can be accomplished in two ways:

1) Viewing everyone’s schedule, propose a trade by dragging and dropping their shift onto
someone else’s. The other individual has to accept the trade and the manager approve the
trade before the schedule will reflect the change.

2) Posting their shifts on the tradeboard and requesting to pick up each other’s shifts. The
schedule will change when their pick up requests are approved

Dropping Shifts can be done by posting on the tradeboard.

The employee dropping the shift will remain scheduled until someone else requests the shift

and a manager approves the request.
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Open Shifts on the schedule can be picked up on tradeboard.
Employees must request the shift and a manager must approve the request before the schedule
will reflect the change.
Manually Editing a Published Schedule
Managers can go into a published schedule and edit a single shift or several shifts.
The best way to edit or add multiple shifts is by publishing, making your changes, and
publishing.
The best way to edit a single shift is in Calendar View.
1) Double Click on the Shift.
2) Make sure the “Send Notices to Affected Employees” option is not checked.
3) Make Your Changes
4) Click Save
If you need Copy a shift and assign additional employees:
Unpublish, Make your Changes, and Publish.
Working in the Current week is strongly discouraged
If you must, make sure you:
1) Communicate that the schedule is going to be unpublished
2) Work quickly to make your changes.
3) Publish this week before moving onto anything else.
An unpublished schedule can create havoc during a shift change and interfere with a
programs ability to serve their customers.

Timesheet Review

The reviewing of your employee’s bi-weekly Timesheets is one of your most important duties as a
planner/specialist. Each time sheet needs to be thoroughly checked for accuracy. If there is a mistake it
must be corrected before it gets handed in. It is the expectation that every timesheet that gets handed
to payroll from the Recreation Division is accurate and error free. **See Appendix D for an example of a
complete Timesheet** (page 51)

Please make sure the following steps are completed when reviewing timesheets:
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Set an early enough deadline for your staff to get timesheets to you so you have enough time to
go through them accurately.

Match hours worked with When to Work. Update if needed.

All pay rates listed are correct and match the pay plan.

All employee numbers are correctly written on time sheet.

All program numbers listed are correct.

If a “shared employee” save the timesheet in excel format in the appropriate Shared Employee
folder in the Timesheet general folder.

Timesheets need to be submitted to supervisors by midnight on the last day of the pay period.
Save verified Timesheets to the appropriate network file.

Locating the timesheet

|l

f
f

The timesheet templates can be found on the network. Please send this template to all recreation
employees.

U: drive/recreation/recreation staff, personnel, pay/Timesheets & pay dates

Select Timesheet PT (blue — fillable only), Office staff FTE (yellow)
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This PC » City Data (K:) # UserProfiles » Parks » Recreation @ Recreation Staff, Personnel, Pay » Time Sheets & Pay Dates » 2023

Employee:
Completing the timesheet:

9 Fillin the grey shaded cells
Employee Number (can be found on a paystub)
Last Name
First Name
Payroll End Date (all dates will auto populate)
Pay Rate
Program Number
Direct Hours
9 Fillin the Project Number (if applicable)
9 This will only be done if directed by a supervisor
Complete Overtime Data (if applicable)
9 Pay Rate (use your regular pay rate, accounting will adjust to OT pay)
I Direct Hours
Type your name into the “Employee Signature” line
Once completed, please save your form titled:
9 lastname.firstname date of end payroll date
T example: mohr.christine 5.22.25
9 Submit the timesheet electronically in Excel format to the following:
9 Recreation Program Staff: recathletics@eauclairewi.gov
9 Aquatic Staff: recaquatics@eauclairewi.gov
I Hobbs Staff: rechobbsicearena@eauclairewi.gov
9 Subject line of the email should be:
I Timesheet — lastname.firstname date
example: Timesheet —mohr.christine 5.22.25
If you are unable to complete the electronic timesheet. Please contact your primary supervisor and they will work
with you to get one completed.
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Supervisor:
1. Please ensure that the timesheet is completely filled out including the Employee ID, codes and hours are

indicated.

2. If a “shared employee” to be sure the other supervisor approves the hours, these timesheets should be
saved in the network file located under the corresponding year. After approving, put your initials in the far
left cell and save. The last supervisor approving should convert the timesheet into a PDF and move/save it
in the official payroll file.

ADMIMISTRATIVE EMPLOVEES (timesheet approval)

SHARED ACQUATICS EMPLOYEES (timesheet approval)
SHARED EMPLOYEES (timesheet approval)

3. Facility Specialists and Program Coordinators, should initial using the far left box for each line. DO NOT sign
the bottom. Be sure each time sheet has the correct file format as indicated below.

4. Program Supervisors will need to verify, sign, and save them as a PDF in the corresponding “official” payroll
file with the matching “end date”. Once all Timesheets are approved and saved, administrative staff will
check off sheets and email file to payroll. Include the check off sheets. Please send approved timesheets
file to payroll@eauclairewi.gov.

5. PDF file format must follow this sequence mohr.christine 5.22.25
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Payroll Coordinator: Please send all payroll related items to payroll@eauclairewi.gov.

Uniform Sales

All employees are required to purchase their uniform. Order forms must be completed for all uniforms
that are not purchased during orientation. Allow one week for processing.

Program Visitation

It is imperative for program planner’s to visit programs on a regular basis. This allows you to ensure
program quality as well as monitor employees. When it comes time to evaluate your employees you will
need to know how they perform at the job site. When visiting job sites it is important to jot down notes
about each employee. It is also important to provide positive on site feedback to the employee. Look at
the program site through the eyes of the customer. Communicate any of these issues with the employee,
supervisor, or maintenance.

When visiting programs please look for the following:
Site safety and safe employee practices.

Is activity level appropriate for the program?
Interaction with participants.

Site organization and cleanliness.

Posted information.

Employee visible and in uniform.
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Disciplinary Action

Document any disciplinary action when it occurs. Write down details, dates and times. This will support
written disciplinary actions. When need arises to discipline an employee with a written notification,
please follow these steps:

9 Fill out a disciplinary action form. **See appendix C for example of disciplinary action form**
(page 50)

9 Meet with your supervisor and employee to review the incident thoroughly. Make sure employee
signs disciplinary action form and completely understands the corrective action and what will
happen if there are further incidents.

9 Send signed copy of disciplinary action form to Human Resources

Evaluations

A final season personnel evaluation needs to be completed for every employee. Please take the
following steps when completing an employee evaluation:

9 Fill out the personnel evaluation. Please refer to your notes that you compiled on that
particular employee during your routine program visits.**See appendix F for an example of a
personnel evaluation** (page 53)

T Meet with the employee and discuss the employee’s performance. Have employee sign the
evaluation.
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9 You and your supervisor need to sign the evaluation. Send copy of evaluation to Human
Resources.

Employee Injured on the Job

In the event of an employee injured on the job, the employee must fill out a First Report of Injury Online
Form and notify their supervisor immediately. No matter how small or big the injury is, we ask that you
still report it. Fill out the form as soon as possible or within 24 hours of injury. Once your form is complete,
it will be sent to the Risk Manager and then forwarded onto your Supervisor for evaluation. If the injury
requires a loss of work time, the employee must submit a physician signed Return to Work Evaluation.
**See Appendix B for First Report of Injury (page 47)

Issuing Keys

Keys can be issued to staff by the program planner or facility specialist with approval from the Recreation
Manager. Supervisors must submit a key use form to the Administrative Associate Ill two weeks in
advance. All keys must be returned on the last day of the program or the last day of employment.

Equipment, Clothing, & First Aid

All equipment, clothing, and leftover first aid supplies are expected to be returned to the designated
equipment storage room at Hobbs Ice Arena or Forest Street. All equipment needs to be sorted and
inspected. All damaged equipment needs to be repaired or discarded before it is put in storage. All
equipment must be put neatly in the appropriate spot. Your job is not complete until all equipment,
supplies, clothing, and first aid are inventoried and placed in assigned storage appropriately. Submit
inventory to your immediate supervisor for approval. Your last timesheet will be held until this is
completed.

Program Evaluations
At the end of every program session, it is your responsibility to email the appropriate program evaluation
link to all participants. The results that we get from these evaluations, is extremely valuable in continuing
to put forth an excellent product in the future. It is your responsibility to review these results and note
common themes from these evaluations in your final report.

9 Instructional Evaluation www.eauclairewi.gov/preval

9 Youth Sport Evaluation www.eauclairewi.gov/sporteval

9 Adult Sport Evaluation www.eauclairewi.gov/ADSports

Final Reports

Final Reports are necessary to track valuable information that will be used for future program planning.
At the beginning of the season you need to read through the final reports of the previous summer to make
any necessary changes to programming that was noted. A financial statement needs to be included in
your report. In order to complete the financial statement you will need to track program attendance,
payroll and revenues/expenses (include sponsorships and donations). **See Appendix | for program
Financial Statement** (page 57)

Supervisor and Employee Conduct

Due to the potential for perceived or actual conflicts, such as favoritism or personal conflicts from outside
the work environment, which can be carried into the daily working relationship, relationships between
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supervisory employees and other recreation employees are not allowed if the supervisor and employee
will be employed in the same recreation work group.

Summer School Class Reporting

At least 1 week prior to the start of each session, program staff is required to verify school district
residency of each participant.

Each student that attends the ECASD (Open Enroll too) or lives within the School District Boundaries is
eligible to get the ECASD Student Discount during our summer programs.

Each ECASD Student that attends are programs (ECASD Discount Eligible), we will receive $45 per student
as long as they attend one day of class.

Our Department needs to verify each student that signs up for our ECASD Discount Eligible Programs. As
planners and supervisors, we need to ensure that students pay the correct fee. How do we do that?

1 Goto:
https://beacon.schneidercorp.com/Application.aspx?App=EauClaireCountyWI&PageType=Map

9 Click on “Search”

I Enter the Address and Click Search

9 Verify that the School District Says, “Eau Claire Area School District”.

If a student attends, doesn’t live within the boundaries but provides an ECASD Student ID #, please
reach out to Tia from the School District!
9 CCyour supervisor in the email with the Student’s Name, School Attending and Student ID #.
9 If a student took the discount, doesn’t attend the ECASD OR live within the School District
Boundaries, work with the front Admin Associate Ill/Supervisor to increase fee for participant.

At the end of each summer the Recreation Division submits a detailed billing report to the school district
that includes program cover sheets, rosters, and attendance sheets for every program. Please follow the
steps detailed below to provide information for this billing.

To ECASD (no staples, no back to back copies)
Highlight Non-Resident names on both the Roster & Attendance Pages

Items required for complete ECASD scan per program category (in this order)

1 Program Summary Page (should be one per program category or level)

1. Program Attendance (spreadsheet) Portrait

2. Program attendance (actual)

3. Program Roster, check boxes (address, custom fields, grade, paid amount, phone numbers)

Instructions for creating a data export from ActiveNet Activity Rosters to create ECASD Attendance
Spreadsheets. Detailed instructions are located in the file below.
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-

0 MName Date modified

2019 8/7/2021 1:02 PM
2020 2

2021

2022

2023
[=| Attendance Directions ActiveMet

Attendance Spreadsheets
Compl ete all fgreyo shaded areas
Do NOT remove or add lines/rows or columns
Copy activity name and code
Class Fee: Type in just the ECASD charge, number only (no $ or .00)
Copy remaining data export columns into the body of the spreadsheet
Retype student name into the two columns
Student # Column
o If student # entered, leave as is
o Ifno # and they are an ECASD resident, enter “ECASD”
o If a non-resident, enter “NR”
Enter Class Dates
Enter Attendance
o “1”if the student came to class
o Leave “blank: if the student was not at class
1  Scroll to bottom of page and enter data into the “grey” boxes

=4 =4 =8 -8 -84
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Program Enrollment Summary Pages
1 Complete all “grey” shaded areas
1 Data from the attendance sheets should be transferred and match
1 Check math
**see Appendix J for Summer School Attendance Cover Sheet** (page 58)

ActiveNet Software Instructions

Program Planners/Specialists are not authorized to register participants, take money of any sort through
ActiveNet, or reserve meeting rooms/locations. All requests involving these steps should be directed to
the Front Desk. Registrations/Reservations are NOT taken over the phone.

Program Access
1 Get the link from your direct supervisor or from the Department Secretary to access ActiveNet.

9 Save the link as a favorite on your computer.
9 Username and password are the same as your City network credentials.

Using Registration Reports
The primary way of viewing information that was entered into ActiveNet is by running a report. The

Registration module has a set of reports designed to extract information for activities. Report data can be
customized based on the information you need:

9 PDF/Word: Formatted for printing or saving.
9 Viewer: Best for viewing without printing or saving.




1

Excel: Formatted for printing, but allows for editing in Excel

Data Export: A file that can be opened in Excel. Best for sorting/extracting data in ways that aren’t
available through ActiveNet directly.

All reports can be filtered by activity.

Activity Information

These reports will provide you more information about participants, activities, and activity schedules. Go

to Reports > Registration and choose one of the reports below:

T

Activity Attendance Sheet: List the enrolled customers registered in the class as well as date,
time, and location of the activity.

Activity Attendance Sheet Daily: List the name of enrolled customers registered in the class for
just one chosen day the activity meets.

Activities Totals Report: List a summary of the activity metric and enroliments.

Activity Roster-Brief: List the enrolled customers and includes brief demographic information
from the customer’s account.

Roster-with Payments: List the enrolled customer and includes brief demographic information as
well as how much the customer paid for the activity.

Activity Roster-Expanded: List the enrolled customer and includes demographic information as
well as how much the customer paid for the activity.

Email Participants (ActiveNet details)

1

1

1

All mass emails to participants and account holders in ActiveNet will go through the
Administrative Associate lll. These include, but are not limited to:

0 Parent Welcome Letters

0 Program Schedules, Cancellations, etc.
Send all pertinent information to Administrative Associate Ill following this manner:

0 Class / Program Activity Code

0 Name of Class

0 Date, Day, Hour of Class

0 Body of email

A This should be proofed by the administrative associate and supervisor

0 Attachments (if any)
Deadline for participant emails is the Wednesday before your expected date of communication
to the administrative assistant

0 If you desire an email to be sent on a Friday, it must be received the Wednesday prior

0 If you desire an email to be sent on a Monday, it must be received the Wednesday prior

Finance




Mileage Reimbursement

Employees using their own vehicles for work related duties are eligible for reimbursement if they have
maintained appropriate insurance coverage. Reimbursement rates are based on the IRS Reimbursement
Rate which is adjusted annually.

Travel from home to your work site and from your work site to home is not eligible for reimbursement.
All travel must be logged on a monthly mileage report and all drivers must complete an Authorization for
Mileage Reimbursement Form (Please refer to this form for insurance requirements). **Please refer to:
Appendix 0 for example of Monthly Mileage Report ** (page 64)

Purchasing

1 Remember: When purchasing anything anywhere, make sure the vendor does not charge
sales taX We are tax exempt. You will receive a card with the city’s tax exempt number. If you
purchase something and tax is charged, it will be your responsibility to correct the error.

1 Purchasing Carbepartment purchasing cards are available to use for program related purchases.
Authorization for use is required from your professional supervisor prior to being checked out by
the front office staff.

91 Purchases
0 Each program purchase must be on a separate receipt.
0 Do not combine purchases for multiple programs on one receipt.

1 ReceiptsA copy of the original receipt should be submitted to a supervisor within one business
day. The following information should be included on the receipt:
Account number (and make sure it’s correct for the items purchased).
Name of card (Rec 1, Rec 2, Concessions, etc.).
Name of the Program/Activity the purchase is for.
First and last name of person who purchased the item(s).
Description of what was purchased (example: concession supplies, snacks, tools, parts).
Program supervisor name.
Please scan the receipt into the appropriate folders after the above information is
included on the receipt.
A File Location
9 U:\Recreation\Recreation Programs\1. Procurement Card Receipts
9 U:\Recreation\Recreation Programs\2. Program Receipts
A File Name Format
9 Date, amount, vendor, program, purchaser initials, (product details)
9  Example: 3.4.20 95.86 Sam’s HBSCON JB (buns, beverages, chips)

O OO O0OO0OO0Oo

Cash Handling Policies and Procedures

Manager and start change will be kept in the designated safe for each facility.
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All deposits should be verified when closing a cash drawer, and then placed in a lockable bank bag if
available.

For Carson: All deposits should be verified when closing a cash drawer. If there is a manager on
Rdziesx GKS& gAftf OSNATE SIOK OF aKASNRA RNI gSNJI |
with the Cashier Reconciliation Form (yellow), and then put the entire deposit in the safe. The
Concessions Operations SpecialisProgram Supervisavill take to the Parks and Recreation
Administrative office the next business day. Parks & Recreation Administrative front office will
verify, create a deposdnd deliver to the bank. If using a courier service, they will pick up the
deposit at the specified facility and deliver it to the bank or City Treasurers office.

For FairfaxAll deposits should be verified when closing a cash drawer. The Specialist on duty will
GSNAFe SIOK OFAKASNDRA RNIGSNI YR RSLX&Het = LI I O
Reconciliation Form (yellow), and then put the entire deposit in the saf&.Fairfax Specialist will

take to the Parks and Recreation Administrative office the next businesBai&g. and Recreation
Administrative front office will verify, create a deposit, and bring it to the bénksing a courier

service, they Mli pick up the deposit at the specified facility and deliver it to the bank or City
Treasurers office.

For Hobbs:All Hobbs deposits should be verified when closing a cash drawer, and then placed in
a lockable bank bag with @ashier Reconciliation Form (yellow). The Lead Cashier on duty will

verify the deposit anglace itin the Hobbs safe. lfead Cashigs not onduty, a Hobbs Building
Supervisor should verify and place it in the Hobbs safe. Deposits will be verified and processed by
the Parks & Recreation Administrative front office on the next business day.

Recreation Management Software will be used for all transactions and payments.

For Carson:Recreation Management Software will be used for all transactions and payments.
¢NI yalrOiAaz2ya FyR LI&YSyita NBOSAGSR a4 lye at
C2NXéSX AF F th{ GFroftSG Aa y2i pérabdnAiChecksicéhdvt {
be accepted. At closing, the satellite sales and money will be entered into Recreation Management
Software at the main stand if a POS tablet was not used in the satellite stand. All deposits will be
verified as indicad above.

i S
I G

For Fairfax: Recreation Management Software will be used for all transactions and payments.
This includes free admission and season pass entry. Checks cannot be accepted at POS registers
at admissions and concessions. A deposit must be created at the end oaleaclacday if any

currency or checks have been receipted. All deposits will be verified as indicated above.

For HobbsRecreation Management Software will be used for all transactions and payments. This
includes free admission. Transactions and payments occurring during regular business hours will
be entered and processed by the Parks & Recreation administrativestdficeChecks cannot be
accepted at POS registers at admissions and concessions. Transactions and payments received
after regular business hours, weekends and holidays will be handled as follows: Cash transactions
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and payments for rentals may not be accepted after regular business hours. A deposit must be
created at the end of each calendar day if any currency or checks have been receipted. All deposits
will be verified as indicated above.

All financial invoices and transactions will be entered into Recreation Management Software. Payment
plans must be approved by the Recreation Manager. User groups with rental agreements will be invoiced
directly by the Finance Department. User groups without agreements will be invoiced by the Parks and
Recreation Administrative staff for balances that are less than $5000.

Every customer paying for scheduled ice time and facility/room rentals must be given a receipt at the
time of payment. Notification of this policy will be communicated to all user groups by the Recreation
Manager.

The Parks & Recreation administrative office staff will enter and process all team and individual program
registrations. Each facility will require staff to enter and process all admissions and concession
transactions. Payment is required at the time of entry.

Designated staff, assigned by the Recreation Manager or Finance Department, will audit the cash receipt
books and reports each week. All system users will be included on these reports.

Verifying Start Change & Cash Handling Procedures While Open
The Admission desk and concession stand cashiers will need to pick up a start change from the manager

on duty at Carson Park and Fairfax Pool. Hobb’s admission desk and concession stand cashiers will get
the start change from the Parks & Recreation Administrative office staff or lead cashier. Cashiers should
be scheduled to check in 15 minutes prior to their shift. Each cashier should always count their start
change before opening their shift.

Only one cashier is assigned to a register/computer. If two or more people are working at the
admissions desk or in the concession stand, only the assigned cashier can work the cash register or
computer. When on break, registers/computers should be locked and password protected. Windows
should be closed and doors locked if other staff are not present.

Additional Start Change

If there is a safe on site, it must remain locked at all times. All manager change and start cash bags must
remain locked in the safe. Managers must verify ALL cash on hand prior to and at the end of their shift
or business day.

A manager will distribute start cash bags and make additional change as requested. Start cash bags
must be counted and verified by the cashier upon distribution. All start cash must be placed in the
locked cash drawer. At no time should money remain in the cash start bag during a cashier shift.

The Managers will have additional start change located in the designated facility safe. The manager will
verify the amount of cash on hand at the end of each shift. Managers will be responsible for ensuring
the start change is accurate and the larger bills are cashed in for smaller cash/coin.
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If the cashiers need additional change they will buy the change from the manager. For example, if they
need a roll of quarters they need to give the manager $10.00, which will be placed in the managers start
change bag. Start change should always remain at the same amount for the manager and cashiers.

9 Itis important to return all manager change and start cash bags to their original
denominations as specified on laminated cards attached to each.

1 Managers may need to go to the bank to replenish cash to match the specified amounts if
unable to do so with the cash on hand.

Transaction Errors
If a transaction error is made, cashiers must record the error on the Deleted Payment Log. Errors must

be recorded and cannot be corrected. The deleted payment logs can be given to supervisors.

Balancing a Cash Drawer
The cashier will count out the start change as specified and place it in their start change bag. The

remaining amount of cash, coin, and checks (only at Fairfax Pool) should be counted and recorded on
the Cashier Reconciliation Form (yellow). Verify the credit card transactions. Upon completion, the
manager on duty will verify the start cash bag and the deposit prior to the cashier leaving.

At the end of each shift, the manager on duty should run a Cash Distribution by Account and Cash
Receipts reports. The cashier should not see these reports until after the manager verifies the start cash
bag and deposit amounts. If the amount of currency and checks on hand do not match the amount on
the cash receipt report, the manager and cashier should recount the start change and deposit again. If
the amount is still incorrect, record the amount that is over/short on the cash receipts report.

1 Atthe end of each shift, cashiers should remove the cash tray in the register drawer to verify
that all money is removed. On occasion money is placed under the trays.

1 Atclosing, the cashier should leave tlvash drawer open so it is easy to see that there isn't
money in the drawer.

Beginning of Shift Directions
1. Cashier is given start change bag.

2. Loginto the computer with login credentials.

3. Login to ActiveNet with login credentials (same as network login and password)
a. ActiveNet Link: http://activenet.active.com/eauclaire/login
b. Sel ect the OBLUES6 continue box on the right
c. Follow DUO authentication instructions

4. Once logged into ActiveNet, click on the appropriate workstation and click submit.

5. This window will appear, DON’T SELECT ANYTHING UNTIL NEXT STEP IS COMPLETED.
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6.

7.

Confirm Float Amount

Pleaze count the beginning balance in the dravwer.

Float Amount | 200.00 |

| ok | Back

b

Verify and count your start change bag. Must match the amount on the screen.
a. All bills need to be counted individually. Take paper clipped money apart and count each
individual bill.
b. Do not open full rolls of quarters and only count if they are loose in a separate bag.
c. Ifyou find a discrepancy, find the manager onsite.
If correct, click “ok” and click on POS / Point of Sale if not already opened.

Shift Close (Cashier)

1.

oukwnN

When all transactions are complete and a manager approves closing a shift, the cashier should
close their register window, log out of the POS, and remove their cash drawer.

Cash counting should be done in a designated area away from customer view.

Count out start change as specified and put it in the start change bag.

Count remaining money in cash register drawer, this is your deposit.

Complete a Cashier Reconciliation Form (yellow) and initial.

Request manager verification of the start cash bag and deposit amount. The manager should
record over/short on the cash receipts report and initial both the yellow form and cash receipts
report.

Specialist on duty is required to count and verify all facility change, start change, and deposit at
the end of the business day.

Shift Close (Specialist on Duty)

1.

2.
3.
4

oo

Log-in to the Recreation Management Software program with your credentials.
Select Reports
Select Cash Receipts and Cash Distribution by Account reports
Verify cashier cash, credit, and check amounts.
0 If the amounts do not match, specialist and cashier should recount amounts again.
Record over/short on the Cash Reconciliation Form.
Initial the Cashier Reconciliation Form (yellow) and the Cash Receipts Report
Place the Cashier Reconciliation Form (yellow), cash, and checks in the deposit bag, then secure.

Reconciling a Shifiwill be completed by Parks & Recreation Administrative Office Staff)

1.

ukwnN

Print complete facility reports for each specific date to include Cash Receipts and Cash Distribution

by Account.
Count Facility change (Hobbs only).

Recount the cash/coin/checks in each bank bag.
Verify the cash with the reports.
If totals do not match, make corrections as able to.
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6. The designated Administrative Associate should enter the cash totals into the Cash Receipts
Summary and record over/short amount.

7. Take all deposits to the bank.

8. Replenish Hobbs manager change as specified.

Complete Report Procesgsill be completed by Parks & Recreation Administrative Office Staff)
1. Once verification and reports are complete, please send in the appropriate order.

2. These two reports should be combined in ONE file for EACH location:
a. Cash Distribution by Account Detail

b. Cash Receipts Summary

c. Over/Short Receipts — Please provide ALL over/short receipts for each location. Save in
the Over/Shorts Reports File.

Save the combined file here: U:\Recreation\Recreation Administration\CASH REPORTS
Rename by the date, amount and location. Ex: 10.7.21 526.00 Carson Park

Place in the appropriate folder by month and year

Send report(s) to treasury@eauclairewi.gov and accounting@eauclairewi.gov by 9am

@+ o o

ActiveNet Reports
1. Go to Reports — Daily Close Reports

a. Print Cash Distribution by Account Detail
b. Print Cash Receipts
2. Cash Distribution by Account Detail
a. Select the appropriate workstations
b. Select the appropriate workstations (Fairfax 1, 2, 3, 4)
c. Select the appropriate date
d. Select Run Report
3. Cash Receipts
a. Select the appropriate date
b. Select the appropriate workstations (Fairfax 1, 2, 3, 4)
c. Check the boxes for Summary Report and Include Payment total of users
d. Select Run Report

Program and Services Management

Recreation

The Recreation Division is responsible for the operation and management of community recreation
programes, facilities, and services. This includes:

Compliance with local, state, and federal requirements

Facility Management & Operations (Fairfax Pool & Hobbs Ice Arena)

Recreation Programming (instructional, athletics, and events)

Facility Scheduling (pavilions, athletic fields, and other facilities)

Concession Operations

Policy Development with Department Team

Financial Accountability and Annual Reporting
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9 Planning & Evaluation
T Community Relations

Fairfax Pool

Management is responsible for the operation, administration, and maintenance of Fairfax Municipal Pool
This includes:

Compliance with local, state, and federal requirements
Operation of a safe facility

Facility Security

Facility Scheduling

Grounds and Building Maintenance

System to track maintenance records

Personnel Functions

Concessions Operation

Financial Accountability and Annual Reporting
Communication with the public
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Hobbs Ice Arena

Management is responsible for the operation, administration, and maintenance of Hobbs Municipal Ice
Center. This includes:

Compliance with local, state, and federal requirements
Operation of a safe facility

Facility Security

Facility Scheduling

Grounds and Building Maintenance

System to track maintenance records

Personnel Functions

Concessions Operation

Financial Accountability and Annual Reporting
Communication with the public
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Program Schedules

All activities shall start on time according to the schedule developed by Eau Claire Parks, Recreation, and
Forestry. The program schedule should be strictly adhered to. Employees are not at liberty to close early
or make schedule changes without permission of their supervisor.

ADA Accommodations

Eau Claire Parks, Recreation, and forestry intends to comply with the intent and spirit of the Americans
with Disabilities Act. In some cases special accommodations will be made to allow participants to enroll
in your program. We will notify you in advance of any special circumstances. Please contact your
supervisor immediately if arrangements have not been made for accommodations requested by disabled
participants. If an employee needs special accommodations to perform assigned tasks, it is their
responsibility to inform their supervisor.

Registration

Pre-registration is required for all instructional and athletic programs for which a fee is charged. You will
be given a program roster, which lists the participants. Any participant whose name does not appear on
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your list should have a class receipt issued by our office. You are not at liberty to accept registrations at
the class site or to authorize changes from one class to another. Please direct all registration questions
to the Parks & Recreation office. Please review the Roster and Attendance sheet for further information.
**See Appendix G for visuals of an expanded roster and attendance sheet** (pages 54 & 55)

Physical Resources Management

Facility Reservations

Reservations for ECPRF Athletic Facilities, Fairfax Pool, and Hobbs Ice Arena are coordinated by the
Recreation Division. Park Pavilion and Shelter reservations are coordinated by the Parks Division.

Resources

The use of technology is a vital component to the recreation division operations, planning, and customer
services. The information and conveniences allow staff and customers to evaluate programs, facilities,
and services offered by the department. Reporting is more accurate, matrices are easier to develop,
and comparing data can be reviewed using and sorting a variety of criteria.

Software Programs
Software utilized by the department team include:
I ActiveNet
9 Munis (finance accounting software)
9 NeoGov (human resources staff management)
9 Microsoft Office Suite (business solutions software package)

Web-Based Information

The department team utilizes web-based sites and software as a resource for obtaining information,
providing information, and requesting feedback. Below is a brief listing of web-based resources utilized.
City Website

ActiveNet customer portal for online transactions (Recreation Management Software)
Survey Monkey

National Recreation and Parks Association

Wisconsin Parks and Recreation Association

Wisconsin Ice Arena Management Association

WhenToWork

WebEx
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Social Media Plan
Communication using various social medium has become vital to providing information and the
promotion of the department programs, facilities, and services. Preparing and planning for use of these
tools enlightened the department team to think about various scenarios, responses, and maintaining
data as public record. The process included the following steps:

9 Completion of Facebook worksheets

9 Meetings with the City Social Media Team and Consultant

9 Review and discussions regarding City social media policy
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Preparation of Facebook pages for General Administration, Fairfax Municipal Pool, and Hobbs
Ice Arena

Eau Claire Parks, Recreation and Forestry meets with the Social Media Team and Consultant at least
once annually to review implementation, analyze data, and learn about new features and options.

Security and Public Safety

Introduction

Accidents don’t just happen — they are caused. Eau Claire Parks, Recreation and Forestry seeks to
control loss and prevent accidents in four ways:

T

By providing written instructions to each employee or program participants on safety
procedures, which must be observed on the job or at a department facility.

By providing written advice to each employee about safe working habits and procedures, which
will reduce the risk of accident and injury.

By assigning responsibility for supervision, training and inspection.
By tracking employee accidents and program participant injuries and analyzing patterns,

adapting training requirements, making facility modifications and reviewing employee/program
participation feedback.

Accidents result from human failures — someone did something he or she should not have done, or
someone failed to do something he or she should have done, or a hazard went unrecognized and not
repaired.

Human failings can be controlled. A safe environment is your responsibility and part of your job. An
accident in which no one was hurt is still an interruption in service being provided and is actually a
warning signal that a possible hazard exists. Recognize and correct all hazards — if an unsafe act is
performed enough times, it will eventually result in an accident. Just how long it will take may vary, but
it will happen. Safety should be a way of doing business every day.

Process

The Safety Committee is responsible for implementing the following procedures to ensure a safe work
place, safe programs and safe facilities for the public. The process involves risk identification, risk
response and management of risk.

Public Safety, Law Enforcement and Security Plan Vision

Security and public safety is the process where the City of Eau Claire protects its employees and the
public from third parties such as crimes, traffic accidents and natural disasters. The goal of a public
safety, law enforcement and security plan is to reduce or avoid losses and injury among employees and
guests, through sound planning, supervision and training.
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Public Safety, Law Enforcement and Security Goal

The goal of the safety, law enforcement and security plan is to eliminate or reduce accidents to
employees, guests and financial loses to the City by recognizing the different types of losses, reducing
frequency and reducing the severity of accidents. This will be done through educating and training
employees in proper safety techniques, work procedures and supervision.

We desire to develop a Public Safety, Law Enforcement, and Security plan that seeks to provide the
safest environment for all park visitors, recreation program participants and staff, while maintaining the
essential natural and recreational character of our parks.

Public Safety, Law Enforcement and Security Objectives

Eau Claire Parks, Recreation and Forestry will strive to achieve its vision and goals by setting the
following objectives:
9 Educate employees, program participants and facility guests of proper safety practices and
applicable laws.

9 Identify staff that will be responsible for safety in work places, programs and facilities. Staff are
responsible for assisting in the enforcement of all park and facility ordinances, rules and laws.

9 Establish a Safety Committee with representatives from all work areas to identify risks respond
accordingly and reduce the risk frequency.

Public Safety, Law Enforcement and Security Policy Statement

The personal safety and health of each employee of the City of Eau Claire and the prevention of
occupationally induced injuries and illnesses are of primary importance. To the greatest degree possible,
management will maintain a safety program conforming to the best management practices of
organizations like Eau Claire Parks, Recreation and Forestry and provide mechanical and physical
facilities for the personal safety of employees and program participants. To be successful, such a
program must embody the proper attitudes toward injury and illness prevention on the part of all
employees and program participants.

The responsibility for safety must be shared:

9 Forits employees and program participants, the City of Eau Claire provides for safety via an
active Safety Committee. This committee will provide employees with an opportunity to share
safety concerns of employees and program participants with the City Risk Control Coordinator.

9 The Parks, Recreation and Forestry divisions will conduct on-going training for department
employees — both full-time and seasonal in a variety of subjects. Training opportunities should
include video, written instruction, hands on training and testing of knowledge.

9 The Parks, Recreation and Forestry Safety Committee will analyze accidents and incidents
involving employees and program participants, and follow through on possible changes in the
way the Department conducts business, in order to make employees and program participants
safer.

9 Eau Claire Parks, Recreation and Forestry shall conduct on-going inspections of park facilities,
playground equipment and program operations to ensure the safety of employees and program
participants.
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9 The Department Director shall ensure that formal and effective relationship exists between the
Parks and Police Departments by coordinating training, communication and mutual assistance.

Only through a cooperative effort can a good safety record be established and preserved.

Crime Scenes/Vandalism/Preserving Evidence
If you should happen to come across a crime scene, graffiti, needles, or other drug paraphernalia the
following steps should be taken immediately.

1. Call the Police Department and your Supervisor
2. Keep the public away and preserve the scene until the Police arrive.
a. Ifyouare unable to preserve the scene take photographs if possible and make a written
report.
3. Wait for approval from the Police Department to clean the area.

Lightning Policy
Criteria for suspension and resumption of an outdoor event, athletic contest, swimming at Fairfax Pool
or any other outdoor activity being hosted by Eau Claire Parks, Recreation and Forestry :

*  When thunder is heard or a lightning bolt is seen, the thunderstorm is close enough to strike
your location with lightning. Suspend play, activity or event and take shelter immediately. This
includes players, fans, patrons and ECPR employees.

* Thirty-minute rule. Once play, activity or event has been suspended, wait at least 30 minutes
after the last thunder is heard or flash of lightning is witnessed prior to resuming play, activity or
event.

* Any subsequent thunder or lightning after the beginning of the 30-minute count, reset the clock
and another 30-minute count should begin.

Emergency Action & Security Planning

Recognizing the importance of patron, guest, and staff safety in the event of an emergency is critical.
The protection and safety of guests and staff is a priority at all Eau Claire Parks, Recreation, and Forestry
facilities and programs. Each program will have an Emergency Action Plan (EAP). The EAP is designed to
provide the framework for responding to major incidents, including aquatic and medical emergencies, as
well as facility emergencies. The goals of this plan are to outline a strategy to prepare for, prevent,
respond to, and recover from an emergency. EAP plans will be addressed at each program or facility
specific orientation.

Emergencies and other life threatening situations that are part of each plan include; Fire, Chemical,
Security Evacuation, Violence/Abuse, Bomb Threat, Robbery, Missing Person, and Severe Weather.

In the case of a severe bleeding incident, “Go Bags” will be placed at Hobbs Ice Arena, Fairfax Pool,
Carson Baseball Stadium and Carson Park Football Stadium. These bags are labeled and located with the
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existing first aid kits. These bags include supplies such as tourniquets and Israeli bandages which will be
for employees to use in case of a life threatening bleeding incident.

Violence
If a staff member is presented with a potentially violent situation, she or he should clear the area of
patrons and call 9-1-1 for law enforcement. Staff should not confront a violent or hostile individual.

If a staff person notices an individual with a weapon, she or he will follow the “Run, Hide, Fight” Protocol
as established by the Department of Homeland Security.

Run If it is safe to do so

1 Leave personal items behind

91 Take others with you that are within your area but do not stay behind if they refuse to
leave

91 Put your hands in the air to signal you are unarmed if you encounter law enforcement.

1 Head towards Fairfax Park baseball diamonds. If that route is unsafe, choose a safe
route to run. Run in a “Zig Zag” pattern.

1 Call 911 when safe to do so

Hide if running is not a safe option

Lock the doors and barricade with heavy objects
Turn off lights

Silence all electronic devices

Remain silent

Look for other avenues of escape

Identify ad-hoc weapons

=A =4 =4 4 -4 A

Fight if running or hiding are not safe options
1 If confronted by shooter grab improvised weapons such as chairs, fire extinguishers, etc
9 Attack threat in numbers if possible
1 Fight is always the last option

Patrons and staff should proceed to the baseball diamond (just North of Fairfax Pool) as quickly and
quietly as possible. If safe to do so, a lifeguard should take a first aid kit and use the gate key located at
the bottom of the first aid kit to open the closest safest gate. Lifeguards should begin providing
emergency care once at the safest designated area. Once patrons/staff are at the baseball diamond,
someone with a cell phone should call 9-1-1. Attempt to give a description and number of the intruder(s)
and the number of people in the facility. Staff should attempt to account for all staff members present.

Media and Other Communications

Staff are not to discuss information about the emergency situation to media. Social media posts
regarding work or activities are not allowed on personal accounts. All questions from the media will be
directed to the City of Eau Claire designated representative at City Hall.
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EMERGENCY & DEPARTMENT CONTACT LIST

Emergency (dial 9-911 if using a city telephone)
Police Non-Emergency

Facilities

Recreation Office

Parks Office

Program Information Line
Fairfax Pool

Hobbs Ice Arena
Department Fax

Web Site

Direct Staff Extensions

Patrick Newkirk, Recreation Manager

Pete Seymour, Hobbs Facility & Program Supervisor
Claire Ystebo, Program Supervisor

Christine Mobhr, Facility & Program Supervisor
Jeremy Hardy, Program Supervisor

Emmanuel Boamah, Program Supervisor

Seasonal Program Planners
(Aquatics, Athletics, Special Populations, Ice Rinks)

John Lofgren, Parks Supervisor
Brendan Osborne, Parks Supervisor

911
839-4972

839-5032
839-5039
839-2913
839-1680
839-5040
839-1685
www.eauclairewi.gov/pr

839-5070
839-5198
839-4771
839-5034
839-8737
839-5035
839-3895

828-0353
828-0354
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Employee Injury Report - Form

REPORTING AN INCIDENT/ACCIDENT

hrtpsyffaswcognitoforms.camy CityOMEauClaire! I ncidenthecidentMear HitFarm

Injury/Illness - Form A .
City amployes is injured or é
became ill on the job ‘

Mon-Employee Incident - Form B

ALL
INCIDENTS/ACCIDENTS
MUST BE REPORT

WITHIN Non-employee experiences an ey
24 HOURS gocident on City property [l.e.
OF DCCURENCE! slip, trip or fall) =

Vehicle Accident/Damage - Form C

_ SCAN Accidents involving City vehicle
the OR code ar personally-owned vehicle *
to submit a used an City business
report.

Property Damage - Form D
General City Property Damage
[1,e. vondolism, water main
breok, domaoged or last

equipment)

Mear-Hit

Potential incident/hazard/

concern ondfor sofety

ideas & suggestions
Risk Management | 715.839.4942 =" EAU
riskrnonager@aauclairewl.goy @ CLAIRE
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Incident/Accident/Near-Hit Form

Incadent/Accident™ear-Hit Form Use this form to report accidents, injuries, medical situations, or traffic incidents. A report

MUST be completed within 24 hours of the eveani.

':'F"age1 Z Page 2

Type Of Qocurrence? *

Person Involved

Mame *

Department *

Position Title

Employee Mumber Fhane

Flease add your employes number il known

Employee Supervisors Name: =

St
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Employment Injury Report Page 2

Dare of Incident * Time of Oomrance =

Location of Incident *

s
Work being performed at time of occurance: *

e
Describe in detail the incident/event from start to finish: *

P
Other Comments

P

Incident/Accident/Near-Hit Form

Incident/AccidentMear-Hit Form Use this form to report aceidents, injuries, medical situations, or traffic incidents. A report
MUST be completed within 24 hours of the event.

1 Page i ﬂ Pags 2

Person Filing Report

Whom is filling this repart owt?

MName *
Phone *
Email *

By checking the hox, you certify that all infarmation is correct as reported to you. *

‘fes

Additional Attachments

or drag files here.

Uphosd any soditions) siEchments or cocUmenrs
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Employee Disciplinary Action Form

Recreation Division
EAU

915 Menomonie 5t, Eau Claire, Wl

C L A I R E Phone: (715) 839-5032

Email: recreation@eauclairewi_gov

EMPLOYEE DISCIPLINARY ACTION FORM

Employee Mame:
Date of Incident:
Description of Incident:

Mame did not attend one of three Lifeguard Skills Sessions for CPR/AED. The 3 sessions were scheduled
on July 6, July 21, and July 28.

Mame was scheduled to attend the session scheduled on July 21, 2016. He/She chose to pick up a shift
at Morth High from &:00 -8:15 PM. | was unable to relieve him/her in time to attend the skill session.

Ih'ame was reminded that he/she needed to attend on July 28 to make up the skill session. On July 28, |
sent a curtesy text message to remind him/her. Name sent back a message that he/she had other plans.

A meeting was scheduled with Name for August 1 at 4:00 PM. At this meeting, Nome & | discussed the
importance of the skills checks and how to improve his/her overall performance.

Mame understands:
* The skills check schedule (& paper copy was received.)
* He/She is not to pick up additional shifts, without supervisor approval

+ Attendance at the skill session on August 15 is Mandatory, to remain on the

schedule for the rest of the season.

This incident has been discussed with me. | understand that | have violated Department policies and
procedures for part time employees. | realize that this form will be kept in my file, and serves as a written

warning. Further violation of Department policy will result in further disciplinary oction or dismissal.

Employee Signature/Date Supervisor Signature/Date
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Example of Completed Timesheet
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Payroll Procedures & Payroll Periods

EAU CLAIRE PARKS AND RECREATION DEPARTMENT
Calendar Year 2026

*Payroll Procedures for Part-Time and Temporary Employees®

It is the responsibility of each employee to submit his or her completed timesheet. These are due immediately following
wour last day of work during that pay period. Late time sheets will be processed for the following payroll. A W-d for the
current year, an I-9 and an application must be on file with Human Resources before an employee is placed on the
payroll.

The timesheet must contain the following information:

Employee # e You will be issued an employee # You must put this on your
timesheet!

C5-Recreation for all recreation positions. Use rate per event for
any bi-weekly or per game rates; rate per howr for any howrly
wages. If you have worked more than one position or program, use
one line for each in the appropriate spaces.

Fouwr-digit number listed bebow.

Dates must be filled in above hoursfevents actually worked. Must
be in whole or quarter of an hour increments and total must be
recorded.

Be sure to sign your timesheet.

DepartrmentDIVISIon ...

Program #....
Total # of Events or Howrs._.

Signature & DETE e

PAYROLL PERIODS = January 2, 2026 = lanuary 1, 2027

Beginning Date | Ending Date Paid-Friday Beginning Date | Ending Date Paid-Friday
(Tirmeshest Due) [Tirmeshest Due)
December 15 December 28 January 2 June 29 July 12 July 17
December 29 | January 11 January 16 July 13 July 26 July 31
January 12 January 25 January 30 July 27 August 9 August 14
January 26 February 8 February 13 August 10 August 23 August 28
February 9 February 22 February 27 August 24 September & September 11
February 23 March 8 March 13 September 7 September 20 | September 25
March 9 March 22 March 27 September 21 | October 4 October 9
March 23 April 5 April 10 October 5 October 18 October 23
April & April 19 April 24 October 19 MNovember 1 November &
April 20 May 3 May & Movember 2 MNovember 15 November 20
May 4 May 17 May 22 Movember 16 | November 29 December 4
May 18 May 31 June 5 Movember 30 | December 13 December 18
June 1 June 14 June 19 December 14 | December 27 January 1
June 15 June 28 July 3
Program Codes:

1577 - Athletics

1562 = Administration
1575 - Carson Concessions
1576 - Recreation Instruction

1578 - Indoor Pool Operations
1579 - Neighborhood Centers
1580 = Special Community Programs

2350 = Hobbs Ice Arena

2391 = Hobbs Ice Arena Concessions
2355 - Outdoor Pool Operations
2356 = Outdoor Pool Concessions
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Personnel Evaluation

City of Eau Claire Parks & Recreation Department
Personnel Evaluation

Recreation Division

EMPLOYEE NAME: JOB TITLE(S):
EVALUATION PERIOD: FROM TO
5=EXCELLENT 4=GOOD 3=SATISFACTORY 2=FAIR 1=POOR
1. QUALITY OF WORK
Employee is prepared and organized 5 4 3 2 1 N/A
Employee follows directions accurately 5 4 3 2 1 N/A
Employee demonstrates leadership skills 5 4 3 2 1 N/A
2. INITIATIVE & QUANTITY OF WORK
Employee follows through on all assigned work tasks 5 Z 3 2 1 N/A
Employee accepts additional responsibilities & job assignments 5 4 3 2 1 N/A
3. INITIATIVE & DEPENDABILITY
Employee follows and works their scheduled hours 5 4 3 2 1 N/A
Employee requests for time off are limited and reasonable 5 4 3 2 N/A
4. CONTACT WITH OTHERS
Employee is actively involved with program participants 5 4 3 2 1 N/A
Communicates with and respects participants 5 4 3 2 1 N/A
Employee represents the City in a professional manner 5 4 3 2 1 N/A
Employee presents self as a positive role model in the community 5 4 3 2 1 N/A
Employee is cooperative with all co-workers 5 4 3 2 1 N/A
5. ATTITUDE
Employee is professional while on duty 5 4 3 2 1 N/A
Employee respects their immediate supervisor and professional staff 5 4 3 2 1 N/A
Employee follows Parks and Recreation policies and procedures 5 4 3 2 1 N/A
6. JUDGEMENT
Employee enforces rules and is consistent 5 4 3 2 1 N/A
Employee is fair and consistent when discipline is necessary 5 4 3 2 1 N/A
7. APPEARANCE
Employee is in appropriate uniform as required 5 4 3 2 1 N/A
Employee keeps a neat, clean site/facility 5 4 3 2 1 N/A
8. SAFETY
Employee reports damaged property and equipment as required (timely) 5 4 3 2 1 N/A
Employee files accident/discipline reports as required (timely) 5 4 <3 2 1 N/A
9. ATTENDANCE # of Excused Absences #of Unexcused Absences Why?
SUPERVISOR COMMENTS:
EMPLOYEE COMMENTS:

Please sign on the "Employee Signature" line below indicating that you have reviewed this personnel evaluation. Signing
this form does not indicate that you agree with the information within. If you do not agree with any statements or ratings,
you may write on this form or submit an attachment.

EMPLOYEE SIGNATURE DATE EVALUATED BY (SIGNATURE) DATE

REVIEWED BY EVALUATOR'S SUPERVISOR



ActiveNet Roster

Page 1of2 Activity Roster (Brief) Mar 17, 2022

448 PM

Karate-Do Instruction S4 (M 4:30pm) - FAYKT-401HB

Dates: Feb 28, 2022 to Apr 11, 2022 Season: 2021-22 Fall'Winter Ages: 5Yri1Mo to 17Yri1Mo
Time: 430PM to S5:30PM Term: Enroll Min/Max: 6 to 12 Enrolled: 14
Weakdays: M Site: Eau Claire Parks, Recreation, Waiting List: 1 Holds: 0
and Forestry
Type: FAW Enrfichment & Instruction Location: Hobbs Club Room Team Placeholders: 0
Activity Category/Age Category:  Youth Activities | Youth Taital: 14
Open: -2
ROSTER Transactions Shown Only
# Enrollee Name Tx Qty Age Gndr Primary Payer  Cell Phone Recelpt & Team Name Area
MName
Home Phone Email
1 Brown, Silas AM 1 710 M Brown, Lucas (715) 456-1603 1000401 004
(T15) 456-1603 lucasbrown&5§E
hotrmail.com
2 Daliman, Allison AW 1 11 F Beauvais, Michelle (715) 379-1000 1022620.002
10
(T15) 3T6-1000 michelle.
beauvaisEdid
yahoo.com
3 Daliman, Emmett AW 1 0.2 M  Beauvais, Michelle 1022620.002
(T15) 376-1000 michelle.
beauvaisBdid@
yahoo.com
4 Garcia, Greysen AN 1 T0 M Garcia, Pang (T15) 252-2368 1000443001
(T15) 252-2368
& Hidaka, Kai AW 1 510 M Hidaka, Hannah 1000145001
(B13) 201-4350 hannahhidakai®
gmail_com
& Meehan, Dravin AN 1 BE M Dahl, Angie 1000420001

(716} 376-5108  dahlaki4g@yahoo.
Com

7 Molina, Marianna AN 1 89 F Moling, Kristin (715)820-3080 1044778002
(715} B28-3060

& Oleson, Trevor AM 1 BO M Wamke-Oleson,  (851) 214-8350 1000061001
Vanessa

(651} 214-8350  Vwamke34@gmail.
Com

9 Starr, Jaxon AN 1 B4 M Stam, Lisa (715) 829-0033 1001 725.002
kayuspiritifyahoo.
com

10 Tomsen, Micah AM 1 81 M Tomsen, Sarah 1000417001

(412)867-1490  Shlson23@vahoo.
COm




ActiveNet Attendance Sheet

el LE Activity Attendance Sheet fon, 20
Karate-Do Instruction 83 (M 4:30pm) - FAYKT-301HB
Dates: Jan 3, 2022 to Fab 14, 2022 Season: 2021-22 FalllWinter Enroll Min/Max: 6 to 12 Enrolled: 14
Time: 04:30 PM to 05:30 PM Term: Waiting List: 0 Holds: 0
Weekdays: M Primary Instructor: AUNCUI Enrolled: 14 Team Placeholders: 0
Type: FIW Enrichmant & Instruction Location: Hoebbs Club Room Captivate: 0 Tatal: 14
Activity Category/Age School Age Ages: 5 to 17 Open: =2
Category: Programs | School
Age Youth
# | Enrollee Name Qty | Jan 3 |Jan 10| Jan 24 | Jan 31 | Feb 7 | Fab 14
4| Brawn, Silas 1)( >< Lj : XX
5| Dallman, Alison 1 \)( X >\ X O
4| Dallman, Emmett 1 >< x a >< O
4| Evleson, Evan 1 ><' >< XX
5| Hanevold, Brighton 1>< C> O ><’ >< ><:
L I TP
e IS [P
o] Snarel Ade O ole 010
ol Vraman, Kenichiro 1>(>< '>( >< >< )
eSS S
14| Winagarden, Jillian v >< % >< (’)
12| Woodeh teo PO LALXO
13218IskI.Zak 10 O OO(Q}\' O
o QOO IO
ILIDIMDL
R \_/ L




Press Release

Mews Release Contact: Christine Mohr
February 8, 2023 715-835-5032

EAU
CLAIRE

Outdoor Skating Rinks
Due the recent warmer weather, outdoor skating rinks at Boyd, Putnam, and Roosevelt will be
closed. Pinehurst Warming Shelter will be open for the sledding, snowboarding, snowshoeing

and gear share. At this time, the Crokicurl and skating rinks will not be useable.

The City Parks flooding crew will reevaluate the rinks on Friday. At this time, the trail groomer is
still out of service. We will provide an update once it's fixed.

Come out and enjoy winter in Eau Claire! #ecparks #ecrecreation #wintermission

For updates follow our Facebook page at www.facebook.com/cityofecpr
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Program Financial Statement- “Final Report”

Eau Claire Parks and Recreation Department

Frogram Financial Etatement

Swrdasr Adreatars Series ELAST
283F

EXPENSES
EES SR

EiTioH
OPI Certified Teacher - Summer Echoal [Etep &)
DPI Certified Teacher - Summer School [Etep B
Fec Facilitatar
Tatal {0.00
Fersonnel Fees T.65% 0.00
Total Perzonnel 0 0

AR TESE LS SRR SER RS S finclinder soload romtal Foor and castodbal sroriimed
LIEH UHITSGIT LUAHTITY
Cutdoor Adventures Zupplics

Qutdoor Adventure - Plature Hiking

Cutdoor Adventures Lifejackets

Pavillion Fental [per hour]

Stack OFfice SEupplics

:

Firzt Aid

ARSI TR

RYEEHEAE CHARGES LHAESE I2T8]
Clerical, Professional Staff, Support Other Depts S0% EXPRENEE f0.00

Facility Overhead

REVYENUES
SETSTEA TG

ECASD Participant
non-ECAZD participant
ECAZD Participant
non-ECAZD participant
ECASD Reimbursement

Total Registration
LR TR, R e s AHOUHT SUAHTITY
RESCEIFTION

Team Eponsorzhips

Total Dosations

TOTAL REYENUES

MET REVENUES [(EXPENSES)

I Y A
*% RECOVERY S0IVIO!

. PARTICIPATION
Has ECAIR ECAIR

TEAR THTEL N fham [ J— INHHER
2021
2013
2015
2011
206
b=/ 1k L3
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ECASD Summer School Attendance Cover Sheet

Gymnastics and Tumbling 2021
Enrollments
Total Total Total ECASD
Program Name Number Registerad ECASD Mon- |MNoShow| Actual ECASD Class Pupil
ECASD Attendance | Attendance | Duration | Minutes
Session 1
Gym Gymnasticats Syr (M-Th 9am) SAYTA-101HB 5 4 0 1 29 29 50 1450
Gym Beginners 5+ (M-Th 10am) SAYTA-102HB 12 11 1 0 £l 83 50 4150
Gym Advanced Beginners 6+ (M-Th 1lam) |SAYTA-103HB 14 14 0 0 a7 v 50 4850
Tumbling Grasshoppers (M-Th 11am) SAYTM-103HB 4 3 0 1 23 23 45 1035
Session 2
Gym Beginners 5+ (M-Th 9am) SAYTA-301HB 9 7 1 1 54 47 50 2350
Gym Advanced Beginners 6+ (M-Th 10am)  |SAYTA-302HB 12 9 2 1 70 58 50 2500
Gym Gymnasticats 5yr (M-Th 11am) SAYTA-303HB 6 5 1 0 42 35 50 1750
Tumbling Grasshoppers (M-Th 10am) SAYTM-302HB 3 3 0 0 20 20 45 900
Session 3
Gym Advanced Beginners &+ (M-Th Sam) SAYTA-501HB 11 11 0 0 78 78 50 3900
Gym Gymnasticats 5yr (M-Th 10am) SAYTA-502HB 9 9 0 0 56 56 50 2800
Gym Beginners 5+ (M-Th 11am) SAYTA-503HB 18 18 0 0 116 116 a0 5800
Tumbling Grasshoppers (M-Th 9am) SAYTM-501HB 4 4 0 0 32 32 45 1440
Session 4
Gym Beginners 5+ (M-Th 9am) SAYTA-T01HB 13 10 1 2 69 61 50 3050
Gym Gymnasticats Syr (M-Th 10am) SAYTA-702HB 8 6 0 2 30 30 a0 1500
Gym Advanced Beginners 6+ (M-Th 11am) |SAYTA-703HB 14 11 2 1 81 65 50 3250
Tumbling Grasshoppers (M-Th 11am) SAYTM-T03HB 5 3 2 0 29 15 45 675
Gymnastics and Tumbling Totals 147 128 10 9 917 845 780 41800
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Appendix K
Example of an Incident Report

e or INCIDENT REPORT

= EAU The: fellawing Tom is ba be completed immediately foliawing an incigang,

. "" CLAIRE mhﬁ%ﬁWM&%MMmm
Parka, Racramlon, & Porsatry mﬁmmdhbmmdwmmmm

Lacation fbe spectic): %&ﬁ redf E!Emaﬁ'ﬂ.‘m Date; /2032 Time: |+ O AM R
Patron's Name:_Pletey Cotten I='atr_m'|"l 'sAge_ | Phone:; ] 1'5 Ble1-5309

Addrass (streat, city, state, zip cada: Jﬁﬂ_ﬁﬂ#;&ghwﬁ@?m
Employee NEI"\‘EJJ.DEIE%_%}JL &% Leactor Phone: 715 -565 6555

Description of Incident (Wt an deaits, be speeifc). [] eheci wave if mare infarmation ia sltached

F’&Fﬂrmd hp Ir'r:unoFP

Reviewed by A
Site Supervisor, & AW L] . Date: o &

Program Supernvisor; l', ’ﬂr el Data;

Recreation Manager,__- wlvffﬂ' — Date: _M

For Fairfax & Indoor Pools Ol
Approx, Bather Load;

# of LG an Duty: Watar Conditions;
Type of Incidant fselectons): [ Rescus [ Dizcipline  [] Hazardous sibuation
Mame of ParentGuardian/Daycare wichild at Pool:
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Example of an Accident Report

CITY OF EAU CLAIRE PARKS & RECREATION DEPARTMENT
Recreation Division

P AT PATRON'S ACCIDENT REPORT

All accidants involving injury to patrons on or off City property while engaged in actvity undar
our supervision, howesver minor, musl be reported.

IMPORTANT! IN CASE OF SERIOUS INJURY, NOTIFY YOUR SUPERVISOR IMMEDIATELY!

INJURED PATRON

NAME we ace_fi T MALE O FEMALE

ADDRESS 715 T ciry BEauu Clagyre zip cope WL, 517

HomE TELEPHONE #_ 115~ § 31 - 5033, NAME OF PARENT/GUARDIAN_Memnte Slowsern-4
#F RIRCE]

WITNESSES | ;

NamE  Cdeu e Yetelon JoB TiTLE Prograym Sul'.:r-trm,&ﬂ

aporess §e15 2oath St Flarida Wi SY¥LE TELEPHONE £~ 116-B3 477 |

NAME JOB TITLE

ADDRESS TELEPHONE #

ACCIDENT

MAME OF FACILITY WBSI{L ﬁ}"ﬁﬂq payimATE oF accioent 00 D%

SPECIFIC Lucnnnu_ﬂ_ﬂuﬁﬂmm TIME OF ACCIDENT o 00 O am y{m

AEEIEEHT DESCRIPTION {what was the palrun doing and how did the accident I:n:,pan'?j Be Specilic

i‘s’:— Sf:-h Sc?{.t-
Mmun:mrwﬁr taﬁ;m:yﬂﬂﬂiﬁaf___hﬁwj ((.ufﬁ "l‘-S"F'\\) O Latt O Right

TREATMENT GIVEN: X Cleaned )Ef Applied lce Pack & Bandages b{cmlrullact Bleeding O Splinted
O Treated for Shoek O m E;au CPR O Performed Rescue Breathing
WHO ADMINISTERED TREATMENT?_C|n ire JOB TITLE <

DISPOSITION: ERHH‘IHII‘IEd inarea ' Released fo parents O pdvised 1o see physician
) Sent to hospital ) Released to ambulance  Mame of hospital or ambulance____

| - - 0244
[T
<0 - 2oy
e 1 ;
[ - 10- 2024
— TarE
e P — = 'C:._-}Ll
FOR OFFICE USE:
FOLLOW.LIP ON INJURY COYES ONO
Final Disgosition FOLLCW UP BY

U Rezrpalive'Rocroation Admanisimtion\Perms\Aocidet Bepon - Patrenl.dos
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Appendix M
Example of Refusal of Care Form




Monthly Mileage Report

U:\RecreationRecreation Administration\Forms

Use the electronic version of this form

Monthly Mileage Report

(File with Payoll by the Tth of the following month. To be paid on the
second biweekly payroll each month.)

Name: Month/Yr:
Employvee Number: Payroll Div/Dept: -
Odometer i@ Odometer i@ Less:
Date Purpose Place Beginning of Day Erd of Day Total Mileage Personal Mileage | Qualifying Miles
Total Cualifyving MMiles
Emploves Siznature Date:

Supervisor Signature

Date
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Appendix O
Facts for Injured Workers Page 1

CITY OF EAU CLAIRE

WHAT TO DO IF
YOU ARE INJURED
AT WORK

« MNotify your supervisor of your injury as soon as possible.

« |f you have an emergency situation, get medical treatment immediately
at your nearest emergency room or urgent care.

» If the injury is less urgent, make an appointment with a primary care
physician of your choice.

« Inform the medical provider that the injury happened at waork.

FIRST REPORT OF
INJURY

+ Complete the First Report of Injury form.
2 Submit form within one (1) working day of the injury.
e Form must be completed even if you do not seek medical attention.
SCAN :

the QR code to 2
submit an

RETURN-TO-WORK
EVALUATION
&
MODIFIED WORK
(LIGHT DUTY)

» Medical documentation (Return-to-Work Evaluation) is required after each
healthcare appointment.
o Completed by the attending physician.
o Returned to your supervisor immediately upon completion of each
office visit.
e Forms are available from healthcare provider and/or supervisor.

» The Return-to-Work Evaluation indicates if you are able to return to your regular job or
perform some type of modified work (light duty).
o Temporary work assignments may be amanged to accommodate restrictions
outlined by treating physician.
@ City of Eau Claire will accommodate any reasonable restriction.

COMMUMICATION

+ [t is your responsibility to keep your supervisor updated on injury status,
upcoming appointments, and current work restrictions.

ISKEY + Promptly return calls and/or emails regarding your work comp claim.
« The City is self-insured for workers compensation and utilizes a Third Party
WORKERS Administrator (TPA) to manage claims. Send any bills to the TPA.
COMPEMSATION « TPA Contact Information: UT'I]
INSURANCE e WMMIC (Wisconsin Municipal Mutual Insurance Company)
CARRIER FOR THE 2418 Crossroads Drive, STE 1500, Madison, Wi 53718 WM@ IC
cCITY N s Lo

&08-246-3336
WMMIC@WMMIC.COM

WORKERS COMPENSATION
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Appendix O
Facts for Injured Workers Page 2

« MAY | CHOOSE MY OWN TREATING PRACTITIONER?
o Yes. You may choose any physician, chiropractor, or other practitioner
licensed in the State.
@ In an emergency, treatment may be arranged until you are able to choose
Yyour own practitioner.
= Treatment that is reasonable and necessary is covered, including hospitalization,
therapy, testing, and prosthetic devices.
+« WHO PAYS THE MEDICAL BILLS?
o The City utilizes a Third Party Administrator (TPA) to manage workers compensation
claims.
o Send any bills you receive to the TPA.
o Mileage reimbursement forms can be obtained from Risk Management or the TPA.
FAQ « HOW IS COMPENSATION PAID?
= Employees remain on the City payroll while on workers compensation.
o You will continue to receive your check on normal payroll dates.
o Workers compensation benefits will be paid according to your fringe benefit sheet or
union bargaining agreement.
+« WHAT CODES DO | USE ON MY TIMESHEET?
CODE DESCRIPTION
360 Laat Time (off af wark due ta Work Comp)
265 Work Comp Medical (Medical appointments/vigils -
typically not exceeding 2 hours)
37 Light Duty
RISK MANAGEMENT THIRD PARTY ADMIMISTRATIOR (TPA)
Jasmine Dutton, Risk Manager WMMIC
608-246-3336
riskmanagen@eauclairewi.gov
MAYO CLINIC URGENT CARE
Phone: 715-B39-4942 Clairemont Campus
IMPORTANT Fax: 715-839-4840 715-83B8-5222
CONTACTS
203 S Farwell Street MARSHFIELD CLINIC URGENT CARE
Eau Claire, W1 54701 Eau Claire Center
T15-B58-4500
= EAU STATE OF WISCONSIN DWD
@ CLAIRE Workers Compensation Division
’ BOB-266-1340

WORKERS COMPENSATION




Appendix P

Wisconsin Work Requirements For Minors

Hours and Times of Day
Minors May Work in Wisconsin

State and federal laws do not limit the hours that minors 16 years of age or over may work, except that they may not be employed
or permitted to work during hours of required school attendance under Wis. Stat. § 118.15.

State and federal laws also permit minors under 16 to work up to seven days per week in the delivery of newspapers and
agriculture. In most other types of laber, minors under 16 may only work six days a week.

Most employers must obtain work permits for minors before permitting them to work. For further information, see the Wisconsin
Employment of Minors Guide (ERD-4758-P).

Maximum Hours of Work for After Labor Day June 1 through
14 & 15 year-old minors through May 31 Labor Day

Daily Hours N

Non-School Days 8 hours 8 hours

School Days 3 hours 3 hours
Weekly Hours

Non-School Weeks 40 hours 40 hours

School Weeks 18 hours 18 hours
Permitted Time of Day 7am-7pm 7am-9pm

Employers subject te both federal and state laws must comply with the more stringent section of the two laws.

State child labor laws prohibit work during times that minors are required to be in school, except for students participating in work
experience and career exploration programs operated by the school.

Minors under 16 years of age are limited fo the maximum hours and time of day restrictions even though they may work for
more than one employer during the same day or week.

Minors under 14 years of age are allowed to work In certain occupations (e.g., street trades, agriculture, and work in school
lunch programs. See the Wisconsin Employment of Minors Guide, ERD-4758-P, for more detail). These minors are subject to
the same hourly and time of day restrictions as minors who are 14 or 15 years of age.

Minors under 18 years of age may not work more than 6 consecutive hours without having.a 30-minute, duty free meal period.

Minors 16 & 17 years of age who are employed after 11:00 pm must have 8 hours of rest between the end of one shift and the
start of the next shift.

Minimum Wage for minors is $7.25 per hour. Employers may pay an “Opportunity Wage” of $5.90 per hour for the first 90 days
of employment. On the 91% day, the wage must increase to $7.25 per hour.

For further information about the federal child labor laws call (608) 441-5221, or write to U.S. Department of Labor, Wage &
Hour, 740 Regent Street, Suite 102, Madison, W1 53715.

For further information about the state child labor laws, call the Equal Rights Division in Madison (608) 266-6860 or Milwaukee
(414) 227-4384.

DEPARTMENT OF WORKFORCE DEVELOPMENT - EQUAL RIGHTS DIVISION
PO BOX 8928 MADISON W1 53708
Telephone: (608) 266-6860 TTY: (608) 264-8752

Website: http://dwd.wisconsin.gov/er/
The Department of Workforce Development is an equal opportunity employer and service provider. If you have a

disability and need to access this information in an alternate format or need it translated to another language, please
contact us.

ERD-9212-P (R. 12/2011)




Appendix Q

Equipment Inspection Check List

Equipment # 168
Date: g /Uﬂl \0\
Inspected By: \u,\"af’m Mako
Supervisor: U\{\{)c(id

ltems

Comments

Lights & Horn  (Headlights/Marker/Strobes)

All Gauges  {Lit & Working)

Fuel (Min! 3/4 to Full)

Controller & Fan  (Heater/Defroster/AC Working)

\’}us\ ovev hall’

Check Seat Suspension & Adjustment Controls

WY jw (o= ]H

Check Seat Belt  (Clean & Working)

10

Mirrors  (Not Missing/Broken/Brackets Tight/Clean)

11

Fire Extinguisher (Present/Validated & Current)

13

Clean Cab (Report! if A lot of Garbage Left & Cab is Bad)

14

Wash Windows (Inside & Out)

15

Windows (Operation/Cracks/Chips/Wiper Abrasion)

N QSN [N

16

Wiper Blades  (Check Operation/Cracks)

17

Windshield Washer Fluid  (Full)

21

Engine Qil  (Full with Proper Type & WT.)

S5

24

Tires (Good Condition & Tread Depth/Proper Air)
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Appendix R

Understand the Child Care Weather Watch
Weather Wisconsin

s

. . o
Wind-Chill +2%/ Wind-Chill Factor Chart (in Fahrenheit)

o 30°s chilly and may be \Wind Speed in mph
uncomfortable | w0 6] 20| 26] 30| 36| a0
o 15°0 30°is cold [ 40] 2 30 29

s 0°to 13° 1s very cold

o 220°10 0° is hitter cold
with significant risk of
frosthite

o -20°to -60° is extreme
cold and frosthite is likely

21 19

1

[
2
=
2
"
[T}
o
E
&
=
&
<

- Comfortable for out door Cauti
aution
play

Heat Index Chart (in Fahrenheit %)

Relative Humidity (Percent)

Heat Index

o 78° or below 1s considered

comfortable C |_s0] 45| 50l 55| 6ol 5] 70| 750 80l 85| 90| 95| 100
s 83°beginning to feel ® g0 80 8 81 8 8 8 s s s I
uncomfortable 5 83 8 AR © 92 9% 98 100 103
s 90° uncomfortable and E 91 93 95 97 100 103 105 109 M7 122 127 182
may be hazardous : 97 100 103 106 110 114 119 124 135

s 100° considered e 109 114 124 129 130

dangerous £ 119 124 131 137

All temperatures are in degrees

Fahrenheil

201

67



Child Care Weather Watch - Wisconsin

Watch\ng the weather is part of a child care provider's job. Planning for playtime, field trips, or weather
safety is part of the daily routine. The changes in weather require the child care provider to monitor the
health and safety of children. What clothing, beverages, and protections are appropriate? Clothe children to
maintain a comfortable body temperature (warmer months - lightweight cotton, colder months - wear layers
of clothing). Beverages help the body maintain a comfortable temperature. Water is best. Avoid high-sugar
content beverages and soda pop. Sunscreen should be used year around. Use a sunscreen labeled as
SPF-15 or higher. Read and follow all label instructions for the sunscreen product. Look for sunscreen with
UVB and UVA ray protection. Shaded play areas protect children from the sun.

Caondition GREEN - Children may play outdaors and be comfortable. Watch for signs of children
becoming uncomfortable while playing. Use precautions regarding clothing, sunscreen, and
beverages for all child age groups.

INFANTS AND TODDLERS are unable fo tell the child care provider if they are too hot or cold.
Children become fussy when uncomfortable. Infantstoddlers will tolerate shorter periods of outdoor
play. Dress infantsitoddlers in lightweight cotton or cotton-like fabrics during the warmer months. In
cooler or cold months dress infants in layers to keep them warm. Protect infants from the sun by
limiting the amount of time outdoors and playing in shaded areas. Give beverages when playing
outdoors.

YOUNG CHILDREN remind children to stop playing, drink a beverage, and apply more sunscreen.
OLDER CHILDREN need a firm approach to wearing proper clothing for the weather (they may want
to play without coats, hats or mittens). They may resist applying sunscreen and drinking beverages
while outdoors.

Condition - use caution and closely observe the children for signs of being too hot or cold
while outdoors. Clothing, sunscreen, and beverages are important. Shorten the length of outdoor
time.

INFANTS AND TODDLERS should play indoors in the winter during Condition Yellow periads.
Ensure that children have ample space for large motor play. During the summer months, clothing,
sunscreen, and beverages are important. Shorten the length of time for outdoor play.

YOUNG CHILDREN may insist they are not too hot or cold because they are enjoying playtime.
Child care providers need to structure the length of time for outdoor play for the young child.

OLDER CHILDREN need a firm approach to wearing proper clothing for the weather (they may want
to play without coats, hats or mittens), applying sunscreen and drinking liquids while playing
outdoors

- Condition RED - children should ot play outdoors due to the health risk.
INFANTS/TODDLERS should play indoors and have ample space for large motor play.
YOUNG CHILDREN may ask to play outside and do not understand the potential danger of weather
conditions.
OLDER CHILDREN may play outdoors for very short periods of time if they are properly dressed,
have plenty of fluids. Child care providers must be vigilant about maximum protection of children.

Child Care Weather Watch - Wisconsin was modified from an lowa Department Public Health, Healthy Child Care lowa document. Wind-Chill and Heat Index information is from the National Weather

Service,

Understand the Weather

The weather forecast may be confusing
unless you know the meaning of the
words.

Blizzard Waming: There will be snow and
strong winds that produce a blinding snow,
deep drifts, and life threatening wind chills.
Seek shelter immediately.

Heat Index Warning: How hot it feels to the
body when the air temperature (in
Fahrenheit) and relative humidity are
combined.

Relative Humidity: The percent of moisture
in the air.

Temperature: The temperature of the air in
degrees Fahrenheit.

Wind: The speed of the wind in miles per
hour.

Wind Chill Warning: There will be sub-zero
temperatures with mederate to strong winds
expected which may cause hypothermia and
great danger to people, pets and livestock.

Winter Weather Advisory: Weather
conditions may cause significant
inconveniences and may be hazardous. If
caution is exercised, these situations should
not become life threatening.

Winter Storm Waming: Severe winter
conditions have begun in your area.

Winter Storm Watch: Severe winter
conditions, like heavy snow and ice are
possible within the next day or two.
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EAU
CLAIRE

RECREATION SERVICES EMPLOYEE MANUAL
ACKNOWLEDGEMENT FORM

Reviewed March 2025

| acknowladge that | have received Blood Bormme Pathogen training and that | have read,
understand, and agres to follow the policies and procedures listed in the Infection
Contral Plan is located in the Recreation Services Employes Manual.

| acknowledge that | have read and that | understand the Recreation Services Employee
Fanual.

This manwal describes information regarding important emplayment policies of the City of Eau
Claire Recreation Division. | understand that if questions arise that are not addressed in the
manual, | should consult with my supervizors or the Human Resources Department.

Lince the information described here is subject to change, | acknowledge that revisions to the
rmanual msy occur. | understand that sccess to the official manuzl can be obtained by
contacting my supervizor. | alzo understand that revised information may supersede, modify, or
eliminate existing paolicies.

Furthermore, | acknowledge that this manual is neither a contract of employment nor 2 legal
document. | have received the manual, and | understand that it is my responsibility to read and
comply with the policies contzined in this manusl and any revisions made to it. | am aware that
viclations of the manuzl may subject me to disciplinary action, up to 2nd including discharge
from employment.

Employes Mame (print) Employee Mumber

Employes Mame (signature)

Date
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