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WELCOME TO THE TEAM

Dear Volunteer,
We understand that volunteers offer unique talents and perspectives, and we are excited to work with you. We have a
passionate and communicative team here, and we believe that you will fit right in during your volunteer service.
Volunteering with us comes in several different forms. From face painting at a large-scale event, to coaching a youth
sports team, to cleaning trash from streams in our parks, all of our projects are equally important to us and to fulfilling
our mission. We take pride in all the services we offer our community here at Parks & Recreation, and soon enough you
will find out that Parks & Rec is a great place to volunteer your time and energy.
We want you to feel comfortable asking for support throughout the duration of your involvement in our activities. After
all, you are supporting us by helping us provide quality activities, events, and services to our community. In order to
ensure positive experiences occur during those services, there are some things we will need you to understand and
adhere to, most of which are listed in the following pages. We simply ask that you always strive to be attentive and
enthusiastic when serving with us.
We look forward to helping you enjoy your volunteer experience and doing great work in Frederick County. On behalf of
our team of Recreation professionals, I wish you a warm welcome and thank you for choosing Parks & Recreation for
your volunteer service.

Sincerely,

Eric Appel
Recreation Superintendent
Frederick County Division of Parks & Recreation
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VISION
Division’s Mission Statement
The Frederick County Division of Parks and Recreation is committed to the highest level of care for our natural and historic
resources while making the park facilities and recreational programs available to all. We believe that the benefits of parks and of
recreation are far-reaching and vital to each and every individual, family, and community in Frederick County.

Recreation Department’s Vision Statement
The Department of Recreational Services will enhance the quality of life by providing innovative activities and programs to meet
the recreational needs of our community. We will encourage participation in a variety of recreational opportunities that will
foster enjoyment and lifelong learning.

Volunteer Vision Statement
The achievement of the mission of the Division of Parks and Recreation is better served by the active participation of citizens of
the community. To this end, the Division accepts and encourages the involvement of volunteers within all appropriate
programs and activities. All Division employees are encouraged to assist in the creation of meaningful and productive roles in
which volunteers might serve, and to assist in the recruitment, management, and recognition of Division volunteers. The goal of
the volunteer program is to increase and/or improve the capabilities of paid staff through the effective utilization of community
volunteers.

GOALS OF THE VOLUNTEER PROGRAM
The goals of the DPR’s volunteer program are as follows:


To create and nurture mutually beneficial partnerships with area community groups, schools, nonprofits,
governmental organizations, and businesses.



To conserve resources by utilizing volunteers to support and strengthen the work of the Division of Recreation &
Parks staff.



To provide volunteers with opportunities that offer meaningful, productive work, while learning new skills and
meeting new people.



To recognize volunteers and convey appreciation for their contributions of time and talent.



To foster a sense of community and understanding among citizens with diverse backgrounds and experiences.

ROLE OF THE VOLUNTEER
Volunteers are valued additions to the Division staff and our operations. As such, volunteers shall be extended the right to be
given meaningful assignments, the right to be treated fairly, the right to effective supervision, the right to full involvement and
participation, and the right to recognition for work performed. In return, volunteers agree to actively perform their duties to
the best of their abilities and to remain loyal to the goals, rules, and procedures of the Division and County.
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Volunteers do not replace Recreation Staff; rather they the team’s ability to achieve their goals in accordance with their
priorities. No volunteer will serve in a position where there is a direct conflict of interest with an activity or program of the
Division, whether personal, philosophical, or financial.
The Division accepts the service of all volunteers with the understanding that such service is at the sole discretion of the
Division. Volunteers agree that the Division may at any time, for whatever reason, terminate the volunteer’s relationship with
the Division. Likewise, the volunteer may, at any time, decide to discontinue their relationship with the Division. Notice of
such a decision must be communicated as soon as possible to the volunteer’s supervisor.

BENEFITS TO THE VOLUNTEER
Volunteering has a meaningful, positive impact on our community. It can have many benefits for you too. The benefits of
volunteering include:


Learning a new skill. Volunteering is the perfect vehicle to discover something you enjoy or to develop a new skill.



Being part of your community. Volunteering is ultimately about helping others and having an impact on people’s wellbeing. What better way is there to connect with your community and give a little back?



Finding a sense of achievement. Volunteering is about enthusiastically giving your time, energy and skills freely. It
may be true that no one person can solve all of the world’s problems, but what you can do is make the little corner of
the world where you live just a little bit better.



Boosting your career options. If you are thinking of a career change,
then volunteering is a perfect way to explore new fields.



Discover interests and hobbies. Finding new interests and hobbies
through volunteering can be fun, relaxing and energizing. Sometimes a
volunteer experience can lead you to something you never even
thought about or help you discover a hobby or interest you would not
have considered.



Meeting a diverse range of people. Volunteering brings together a
diverse range of people from all backgrounds and walks of life. Not only
will you develop lasting personal and professional relationships but it is
also a great way to learn about the people that live in your community.



Sending a message to your employer, teachers, friends and family.
Volunteering reflects and supports a complete picture of you, and gives
real examples of your commitment, dedication and interests. Show
people what you are passionate about and maybe you will inspire them
too!



Earning service-learning hours. Students are able to earn hours for
their participation in service learning projects. Service learning makes
connections between the classroom and the community.
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CUSTOMER SERVICE
CREATING A POSITIVE CUSTOMER SERVICE IMAGE
As a volunteer of Frederick County Parks and Recreation, you may be the only contact a citizen has with his/her local
government. During that first contact, a first impression is vital to the image of the organization as a whole. Many individuals
quickly form an opinion of an organization based on their initial contact with just one person. Therefore, it is extremely
important that our volunteers understand and effectively carry out a positive customer service image.
We are in the service business. How we choose to provide this service directly relates to the image or reputation of our
organization. It is our goal to provide quality programs and facilities for our customers (participants) that exceed their
expectations. There are a number of factors included in creating a positive customer service image. The following helpful
guidelines were developed to assist you in effectively representing our service image.
PROVIDING INFORMATION TO THE CUSTOMER
 Stop what you are doing, if possible, and give the customer your undivided attention.
 Politely listen to the participant's request for information or assistance.
 Give clear concise answers and allow the customer respond to confirm understanding.
 Be certain that the information that you provide is correct.
 Make an effort to obtain correct information for the customer if you do not already have the information needed.
 Politely refer the customer to the appropriate staff member, brochure, or website for more information if you cannot
provide the proper information.
PROVIDING INFORMATION IN RUSHED OR HECTIC SITUATIONS
 Be courteous and polite when giving information.
 Present information as concisely and quickly as possible.
 Keep your primary customer as the center of your attention and finish with them before dealing with the next person
in line.
 Let those who are waiting for their turn know that you are aware of their presence.
 Do not appear frustrated and put off.
 Facial expressions or voice tones that indicate annoyance with customers are not appropriate.
 Do not short-change people on information if you do not know the answer.
 When rushed, do not waste time and words.
EXPLAINING RULES AND REGULATIONS
 Explain rules and regulations without belittling the patron.
 Keep the situation on a positive note.
 Keep your objective, which is to help patrons understand and abide by rules and regulations, clearly in mind.
 Give clear explanations about the rules you must enforce.
 Explain rules, rather than scold, as you enforce them. Do not enforce without an explanation.
 Your enforcement of rules and regulations should not be abrupt or hurried unless there is a serious personal injury or
safety concern
CALMING UPSET CUSTOMERS
 Be understanding.
 Take the time to listen to the upset customer.
 Do not blame the customer for becoming upset.
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PROBLEM SOLVING
 Suggest reasonable alternatives when attempting to honor a customer's request.
 Give every indication that you want to be helpful by your verbal and non-verbal behavior.
 Deal with each customer as an individual.
 Impress upon the customer that he/she is important enough to do all that you can when trying to grant a request.
 Do not make a situation worse by promising things that you cannot deliver.
 Do not give a quick or blunt refusal of a customer request.
 If a customer should take out his/her feelings on you do not take it personally.
 Maintain composure when being asked a difficult request.
COURTESY
Attitude
 Take every opportunity to be a positive representative of the organization.
 Take pride in doing a good job of serving the public.
 You are a valuable member of the organization.
 Your actions have a great impact on future business.
 Take initiative rather than having the attitude, "let someone else do it" or “this is no concern of mine."
Image and Style
 Positive results occur when you display courtesy and attention to customer’s needs.
 First impressions are important. A personal style that includes a friendly smile, pleasant voice and confident delivery
conveys the message that you are knowledgeable and helpful.
 Body language that reflects approachability and a receptive feeling creates rapport with the customer.
 Good posture creates the image of an alert and intelligent employee.
 Use proper phone etiquette and put a smile in your voice.
 Make an effort to anticipate guest needs in advance.
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ORGANIZATIONAL LIST

Eric Appel

Recreation Superintendent

Erin Kleintop

Recreation Manager

Keith Tapley

Recreation Supervisor

Carrie Sprinkle

Recreation Supervisor

Calli Guercio

Recreation Supervisor

Phil Kefauver

Recreation Specialist

Tina Lehman

Recreation Specialist

Sarah Delise

Recreation Specialist

Chris Krogh

Recreation Specialist

Ginny Edwards

Recreation Specialist

Kelly Ketzenberger

Park Naturalist

Daniel Cook

Park Naturalist

Kari Saavedra

Museum Manager

EMERGENCY PHONE NUMBERS



Frederick County Sheriff’s Office (non-emergency):
(301) 600-2071



In an emergency: Dial 911



DPR Park Rangers: 240-285-9170



Frederick County Animal Control: (301) 600-1546



Poison Control: 410-706-7701 or 1-800-492-2414
Identify the poison if possible.



Frederick Memorial Hospital Emergency Room: (301)
698-3500



Emergency Communicator Center (ECC):
(301) 600-1603



Child Protective Services: (301) 600-2464
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VOLUNTEER EXPECTATIONS
WORK ETHIC
Code of Ethics: Volunteers must demonstrate integrity by providing honest customer service, without favor, which
instills and sustains public trust in the department. As volunteers serving the community, you are a role model that is
responsible for your own actions and stewardship of our public assets. Volunteers must provide courteous customer
service by being organized, being patient, having enthusiasm, being fair and consistent, having a sense of humor, being
open to suggestions, and being adaptable and flexible.
Work Ethic: Take Initiative! Be aware of your surroundings at all times to ensure patron safety. Be positive;
respect not only the facility and its assets, but also the patron and their belongings.
Relatives / Friends: If a volunteer brings their relative / friend to their workplace, the person must be enrolled in
the program (paid registration where required) unless they are also an approved volunteer.
Customer Interaction
Interaction with Parents and Participants: Smile! Be attentive and approachable. Be polite and respectful to
customers at all times. Answer all questions. If you do not know the answer, find the answer or direct the
patron to the person who can assist them.
Preventing accusations of abuse:







Do not allow children to sit on your lap or the laps of those you supervise
Do not lift, hold, or carry a child except in an emergency
Do not reward participants with hugs and kisses; use kind words and ‘high-fives’ instead
Never touch a participant in their private areas
Never use teasing, abusive, or cruel language
Never force a child into a seat, shake them, grab them or use punishment

Inappropriate behavior:
The following personal habits or behaviors are inappropriate while on duty:
 Flirting with customers
 Vulgar or off-color language
 Gossiping/speculating about covolunteers, Supervisors, or customers
Smoking, drug, and alcohol: It is our policy to
ensure a smoke and drug-free workplace for all
employees. Being under the influence, using,
possessing or distributing controlled dangerous
substances, including alcohol and tobacco, at any
time when performing services for the Frederick
County Division of Parks and Recreation is strictly
prohibited. This includes the use of any vaping
device. Additionally, Maryland law restricts the
use of tobacco or alcohol anywhere on school
property. Maryland law also makes it a civil
offense for anyone under the age of 21 to use or
possess tobacco products.
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Volunteer Health Information
Volunteers should fill out and upload the Volunteer Health Form to the Frederick County Parks and Recreation
Volunteer Portal. This form serves to notify the supervisor if the volunteer has any important health related
information, which would be referenced in the event of the emergency.

Home Address and Phone Number Changes
Volunteers should ensure that their volunteer record in the Division’s Volunteer Portal remains up to date
including ensuring home address, phone number, and email address remain up to date. It is important that the
Division have up-to-date information in order to ensure communications with volunteers.

Volunteer Training
Volunteers are required to attend the mandatory training
associated with their volunteer responsibilities as directed by the
volunteer supervisor.

Volunteer Time Tracking
Volunteers are required to document their time spent working
with the Division. Volunteers will document their service capacity
and time served on the Volunteer Time Sheet, which will be
submitted to your supervisor. Your supervisor will go over this
with you in further detail.

DRESS CODE
Public image is an integral consideration for every volunteer. Neat and proper appearance is important in portraying
professionalism to our customers and the general public. The volunteer’s supervisor will inform the volunteer of any
specific dress policy related to the volunteer’s area of service; however the general guidelines for attire are as follows:

Shirt: While ‘on the clock’ as a representative of the Division, wear the required Frederick County Division of Parks
and Recreation volunteer shirt that you are given. Shirts must be neat, clean, and without holes. Shirts must be
worn in a manner that covers your midriff. Volunteer shirts may not be defaced or altered in any way (i.e.
bleaching, cut, etc.). If your shirt has become damaged or stained, please contact your supervisor on how to
obtain a new one. When ‘off the clock’ as a representative of the Division, please refrain from wearing a
Division ‘volunteer’ shirt.
Pants: Wear pants or shorts that meet the ‘professional’ description in the first line of this policy. Shorts must
meet the ‘Finger Rule’ (be within the length of your fingers or longer when extended with arms straight at your
sides while standing.) Undergarments should not be visible, including tank tops.
Accessories: Limit jewelry for safety reasons. The Division allows you to wear earrings (quarter sized loops or
smaller) in your ears only. Cover tattoos that show inappropriate or distracting images while on duty.
Footwear: For safety purposes, sandals or open-toed shoes are not permitted. Shoelaces must be tied.
Note: Your supervisor must approve any alterations to the Dress Policy.
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INFRACTIONS/DISCIPLINARY ACTION
You are responsible for reading and knowing the policies and procedures in these guidelines.
Disciplinary Action: In the event a volunteer has violated a stated County policy, and/or is not performing his/her
duties satisfactorily, disciplinary action will be taken in accordance with the Division’s disciplinary policy. Depending on
the severity of the infraction, an immediate dismissal can be issued. An immediate dismissal may be issued for serious
inefficiencies, a careless or uninterested/unprofessional attitude, habitual tardiness, incompatibility, dishonesty,
intoxication, insubordination, committing a felony, or causing physical or mental harm to staff or participants. All
offenses and communication with the volunteer will be documented as well.
Disciplinary action may include the following:
Verbal warning with immediate supervisor. Violation will be discussed and examples on how to improve will be
explained.
Written warning from immediate supervisor. A communication report will be created and placed in the
volunteer’s service file. Volunteer and supervisor will both need to sign off on the communication report once
discussed.
Suspension or immediate dismissal from serving at Parks and Recreation programs and facilities. The volunteer
will be asked to turn in all Frederick County Government related items (Equipment, badges, keys, t-shirts, etc.)
Any volunteer who has been dismissed will be informed expediently by their supervisor stating the reason or reasons
for dismissal.

ATTENDANCE
Recreation volunteers are expected to work their assigned hours and be punctual for all work shifts. Please remember
that you have made a commitment to the participants of your program and/or facility; their ability to participate in and
enjoy their activity is based on your attendance and punctuality.

Schedules and Time Off Requests
Work calendars are distributed via e-mail prior to the program’s start. It is your responsibility to carefully review the
calendar and note all assigned shifts and to speak with your supervisor with any concerns or questions.

Illness
If, for any reason, a volunteer cannot be on the job during his/her required hours, the volunteer must notify his/her
immediate supervisor in advance and as soon as possible. Make every effort to speak directly to a live person – do not
assume that voicemails or texts will be received as soon as they are sent

Tardiness/Absenteeism/No Show
Excessive tardiness and absenteeism may be grounds for discontinuing the volunteer service

ELECTRONIC DEVICE USE
Personal Cell Phone Usage: Personal telephone calls, use of a cell phone, and texting for personal use are not
permitted during working hours. Cell phones must be silenced. Exceptions must be approved by the Program
Supervisor. A phone (i.e., either a landline or a cell phone) will be available for use in the event of an emergency or
recreation related calls.
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PUBLIC RELATIONS & SOCIAL MEDIA
Photographs, whether taken on a cell phone or otherwise, that are not authorized for program publication
purposes (example: taking a photo of a participant on a cell phone and placing on a personal social media site
such as Facebook) are not allowed.

Public Relations
As a member of the Frederick County Department of Parks and Recreation, you represent Frederick County
Government.
Certain requirements and behavior are expected of you, as well as favorable public relations with participants, parents,
community members, the public, and other County Departments. Personal appearance, mannerisms, and excellent
customer service will set the example and create an impression that the public will have of the department.
If you are approached or contacted by any media personnel (newspaper, television, radio, etc.) where you would be
identified as a volunteer of the Frederick County Division of Parks and Recreation, please direct all inquiries to your
Supervisor immediately, and do not comment without permission. All DPR media relations require pre-approval from
the Recreation Superintendent.
Following this procedure, DPR managers can best determine which volunteers can most accurately represent the
Division with the media representative.

Personal Social Media
Social media has proven to be one of the most impactful tools for all in our current world; as a volunteer, DPR asks that
you respect the communication and promotion goals of the department.
Should you have a doubt or question whether to post or share something regarding the Department, it is most
appropriate to contact your immediate supervisor.
DPR thanks you for respecting these guidelines and
understanding the benefits that social media offers
for our Department to connect with citizens with
minimal risk of privacy, copyright and legal
concerns.

Confidentiality / Not to Disclose
Volunteers understand that in the performance of
their duties they will have access to certain sensitive
and confidential information about participants that
is or may be protected by both State and Federal
law. For that reason, it is the policy of DPR that all
information obtained about a participant is
confidential and may not be mentioned, shared, or
otherwise disclosed for any reason other than when
required by the job responsibilities assigned by the
County. Further, such information may only be
released to authorized individuals.
Volunteers further understands that if they
wrongfully disclose confidential information, they
may be subject to disciplinary action by the County
up to and including dismissal.
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GENERAL POLICIES
EMERGENCY PROCEDURES
In any emergency situation, your first priority is the safety of participants, those in the facility, and yourself. Call 9-1-1
in any true emergency. Your supervisor, in any situation, should be contacted as soon as it is safe to do so.

Fire Procedures
If you see or smell smoke, evacuate immediately!






As you are evacuating, if you see a fire alarm system pull station, pull it if alarm is not already sounding.
Know and follow evacuation procedures for each facility you work in.
Call 9-1-1 to report the fire and location.
Use a fire extinguisher on small fires ONLY and ONLY if it is safe to do so.
If clothing catches fire, STOP, DROP, ROLL!

Threat Procedures
Threats are acts that intend to intimidate, harass, threaten, coerce, or cause fear of harm, made by oral or written
words, gestures, or symbols, which communicate an intent to cause physical or mental harm. Threats could come
from a current employee or volunteer, a former employee or volunteer, denied job applicant, visitor, participant,
participant’s family, or family or associates of employees or volunteers. Volunteers must report a threat regardless of
the relationship to the volunteer.
In instances where there is a threat of imminent danger to life, the procedures under “Lockdown” will be implemented
unless another emergency category may be more applicable. Enact the County procedures that are necessary to
maintain the health and safety of others and be confident in your decision.
In all instances, an individual who is immediately involved in or is a witness to an incident of danger, should first report
it to police by calling 9-1-1. As soon as it is safe to do so, your supervisor should be immediately contacted.
Active Assailant: An active assailant is an individual(s) actively engaged in killing or attempting to kill people in a
populated area. The assailant could use any type of weapon with the intent to inflict mortal or great bodily harm.
During an act of violence employees should follow the principles of AVOID, DENY, DEFEND. Avoid, Deny, Defend is a
non-linear approach where employees are encouraged to use any and all of the following principles to increase their
chance of survival based on the circumstances and information they are presented with at the time of the event.
AVOID





Pay attention to your surroundings.
Have an exit plan at all times.
Move away from the source of the threat as quickly as possible.
The more distance and barriers between you and the threat, the better.

DENY






Create barriers to prevent or slow down a threat from getting to you.
Lock or barricade doors.
Turn the lights off.
Remain quiet and out of sight
Silence your phone.

DEFEND


If you cannot Avoid or Deny, Defend yourself.

CALL 9-1-1. When Law Enforcement arrives, show your hands and follow commands.
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Lockout: A lockout is a facility-based action. During a lockout the building perimeter is secured and locked and all
facility occupants are returned inside. Call 9-1-1. All entry/exit doors are monitored. Examples of when a lockout may
be implemented include: criminal activity outside the facility, dangerous events in the community, or protests that
become violent. All participants should be gathered into an interior room that affords maximum protection and
concealment from windows. Close and lock doors and windows. Do not allow anyone to leave the room until the “all
clear” has been given by law enforcement.
Lockdown: A lockdown is a room-based action. Call 9-1-1 as soon as it is safe to do so. During a lockdown, interior
doors are locked, occupants moved out of sight and prepare to evade or defend, and maintain silence. Examples of
events where a lockdown may be appropriate include an active attacker or intruder. All work and facility activities shall
stop immediately. In case of an active assailant, employees shall follow the Avoid, Deny, Defend guidance. Lockdown
procedures shall be taken only when it is unsafe or impossible to evacuate the facility.

Suspicious Activity
Suspicious Persons and Activity:







Be aware of your surroundings. Know who belongs at that site and who is out of place.



Call Frederick County Sheriff’s Dept. at (301) 600-2071, to report all suspicious activity. The dispatcher will
take your information and dispatch the proper assistance. Be sure to provide as much information as
possible such as:
• vehicle-make, model, and color and tag info if possible.
• Reporting people get the following: estimated height, weight, race, clothing, and facial hair if any.
• Be sure to provide the exact location/direction of travel of all persons and vehicles involved in what
you are reporting.





Call 911 if situation escalates to an emergency situation.

Know of the easiest, most accessible exits at all times.
Do not put yourself, any of the staff, or participants in harm’s way.
Do not approach the vehicle(s) or the person(s)
Move class participants away from imminent danger. This may be a room, park shelter or open area away
from the scene.

Notify your Supervisor.
Complete an incident report with the information provided to law enforcement.

Sheltering in Place Procedures
Certain emergencies require taking shelter and remaining there until the danger has passed. If you are inside, stay
there. If you are outside, seek shelter in the safest available location. You should not try to shelter in a vehicle unless
you have no other choice. Every emergency is different and available shelter may vary. Notify your supervisor as soon
as you have safely sheltered in place.
Weather related events
Thunder/Lightening, Rain: Upon the first sound of thunder or sight of lightning, activities should be suspended
immediately. All activities will be suspended until 30 minutes after the last sound of thunder or sight of lightning.
This 30-minute clock restarts for each thunder or lightning flash detected.
Tornado or Severe Weather Warning: In the event of a tornado or severe weather warning, seek shelter in your
suggested severe weather shelter area. This is likely the basement or lowest point of your building, away from
windows. Close window blinds, if time. Go to a small interior room with no windows, if possible.
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Flooding: Some of our parks follow along creeks and rivers and may be prone to flooding. During times of
extreme rain, these parks will be closed. If you are scheduled to work at one of these parks, your supervisor will
let you know when these parks are closed and no work or programming will occur, or if there have been changes
to your work schedule or programs. Do not walk, swim, or drive through flood waters. Parks may decide to close
certain fields once they take heavy amounts of rain, which will result in cancellations of a day or multiple days
after the rain occurred.
Hazardous material event
Stay in the building or get to a building if outdoors. Shut and seal windows and doors with duct tape and/or towels. Be
aware that elevators and HVAC systems may be shut down. Depending on your facility, you may be the one to shut off
the HVAC/ventilation system. Emergency personnel and/or your supervisor will let you know when it is all clear.

Missing Child
If an individual reports that they cannot find someone, they should be directed to the site supervisor for assistance. The
first attempt to find the missing patron will be to walk in and around the park building/area. If the missing person is a small
child, all available staff will assist in looking for the patron. Telephone calls may need to be made to see if the person may
have found a ride home. The supervisor may have the park area secured to find a missing patron.
1. Staff should secure the building or park area.
2. Communicate with other staff members, cross-referencing the last known location of the individual.
3. If deemed missing, check logical places first (playground, bathroom, etc).
4. Staff member(s) should walk the park thoroughly searching for the missing participant.
5. After 10-15 minutes of the child missing, call Frederick County Sheriff’s Dept. at
(301) 600-2071
6. Remaining staff should keep program participants calm and ensure their safety by staying in one defined area.
7. Contact your supervisor and inform them of the situation.
8. Parent/guardian should be notified of situation.
9. Turn in a completed Incident Report Form to your supervisor.
10. When notified of a missing child, important information to gather includes:







Gender
Race
Age
Eye and hair color






Weight
Clothes worn
Any distinguishing characteristics
Location or area last seen

Height

Winter Weather
Program cancellation information will be posted on the Division Cancellation Line. The Division Cancellation Line can
be reached at 301-600-6291. Announcements are placed on this line by the office of Recreation as they are
determined. This line is for public information.
County-Wide Inclement Weather Cancellations
Call the Cancellation/Information Line (see above) for updates to the day’s programs. FCPS cancellations do not
necessarily mean DPR’s programs are cancelled. We aim to make the decision at the earliest time possible for whether
or not your class or shift is cancelled. Your supervisor will communicate this information to you as soon as they are
able.
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SUSPECTED CHILD ABUSE
Frederick County volunteers have a legal obligation to report suspected cases of child abuse to the Division of Social
Services. We take child abuse seriously and a criminal background check is made of all staff for offenses related to
child abuse. If you suspect a child is being abused, please call your supervisor immediately.
At all times, you must be alert for potential signs of child abuse or neglect, whether sexual, physical, verbal, or mental.
Please reference the Child Abuse addendum to review “Signs and Symptoms of Child Abuse, Neglect, and Mental
Injury,” and see the legal definitions of Child Abuse and Child Neglect. The addendum details information to familiarize
you with physical and behavioral indicators that are often associated with child abuse, neglect, and mental injury.
Please note that the list is not inclusive. Nor does the presence of any of these indicators necessarily mean that a child
is being abused, neglected, or is a victim of mental injury. However, the repeated occurrence of an indicator, the
presence of several indicators, or combination, or the appearance of serious injury or harm should alert you to the
possibility of abuse or neglect.
If you suspect a child is being abused or if a child begins to discuss an inappropriate contact or abusive situation, please
contact your supervisor and then follow these procedures while being inconspicuous:


Sit the child in a quieter area and talk to the child in a comfortable tone



Listen to the child carefully. Realize that he/she may not have the vocabulary or verbal ability to express an
abusive experience.



Look for any alarming marks, scars, bruises, etc. or unusual displays of behavior



Do not jump to conclusions, but do not express doubt or disbelief to the child. If you honestly suspect
something is wrong, contact the Program Supervisor immediately. Do not wait and do not discuss it with other
staff. It is the law that you must report suspected child abuse.



Try to write down the child’s exact words immediately after the conversation so your reporting can be
accurate.



Additionally, if a participant displays a pattern of inappropriate or unusual behavior, employees should
immediately begin written documentation of the behavior and incidents, and include the following:
1. Describe the situation that preceded the behavior.
2. Describe the actual observed behavior and/or nature and extent of injuries or abuse or neglect of the
child, using objective language.
3. Describe the results of the behavior, including how staff and other participants reacted or were affected.
4. Include any information relayed by the individual of previous possible abuse or neglect.

The volunteer should notify the Program Supervisor with this concern and information. The Program Supervisor
will discuss the concerns and determine the course of action.
If there is any doubt or question of whether to report such cases, the matter will be resolved in favor of the child’s
safety and will be reported to the Division of Social Services.

RENDERING FIRST AID
In certain capacities as a volunteer, you are required to maintain current certifications in First Aid, CPR, and AED. If
your certifications have expired, contact your supervisor. It is your responsibility to render aid to your program
participants, or any patron in your facility.

First Aid Kits / AED Equipment
Each site or volunteer is equipped with a first aid kit. The volunteer should ensure the first aid kit is fully stocked at the
beginning of each shift. Inform your supervisor if your first aid supplies are low. Each site is additionally equipped with
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an AED. Familiarize yourself with its location. While it is regularly inspected, let your supervisor know immediately if
you see that it is missing components or has been tampered with.

First Aid Procedures
Rendering non-serious First Aid: Utilize supplies in your first aid kit to bandage or wrap abrasions. Do not use topical
ointments or cleansers to treat injuries since the victim may have an allergy to them. Cleanse with soap and water only
and then dress with an appropriate bandage.
If you observe a participant in a program exhibiting health problems that may prevent them from participating in
activities you will need to determine the appropriate course of action. Potential actions may include but are not limited
to the following:
1.
2.
3.

Allow the participant to sit out of exerting activities.
Find alternate activity for participant.
Call a parent to pick up, if needed.

Standard Emergency Procedures: In serious situations, call or send a responsible person to call 911 or Poison Control
(1-800-492-2414), if necessary.
Administer first aid according to the Red Cross or American Heart Association guidelines. If there is another volunteer
or staff member or another adult, enlist their help in watching for emergency responders, removing other participants
from the area, or any other need that may arise in the emergency.
Complete an Accident Report and inform your supervisor ASAP of any serious situation. Inform the guardians or
emergency contact- immediately (if serious) or at the end of that day’s program.
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Allergic Reactions
With the increase in allergies, there should be no food sharing without specific permission from each parent to avoid
any unintentional allergic reactions.
If Allergic Reaction: An allergic reaction depends on what a person is allergic to. Some parts of the body that will react
include: Airways; Nose; Skin; Mouth; Digestive System.
The most serious allergic reactions can cause anaphylaxis. This reaction occurs minutes after exposure and, if left
untreated, can lead to loss of consciousness, respiratory distress, and cardiac arrest.

Signs of anaphylaxis include:



Skin reactions, such as hives, itching,
widespread redness, or blue/pale skin




Wheezing or trouble with breathing





Facial swelling or itching
Nausea/severe diarrhea
Weak and fast pulse

Lightheadedness, dizziness, or fainting

Get emergency help if you or someone you know is experiencing anaphylaxis, even if symptoms start to improve.
Sometimes symptoms can return in a second phase.
What to do when someone is experiencing anaphylaxis: If you are with someone who is experiencing anaphylaxis,
you should:






Call 911 immediately.



See if they have an epinephrine
(adrenaline) auto-injector (EpiPen) and help
them, if needed.

Raise their feet about 12 inches and cover
them with a blanket.



Turn them on their side if they are vomiting
or bleeding.

Try to keep the person calm.



Make sure their clothing is loose so they
can breathe.

Help the person lie on their back.

The sooner the person gets their epinephrine, the better. Avoid giving oral medications, anything to drink, or lifting
their head, especially if they are having trouble breathing.
For any allergy/epi-pen emergency, parents or guardians should be notified as soon as possible, and an accident
report should be filled out and submitted.

Bio Hazard/Blood Borne Pathogens
There may be occasions when you encounter biohazards and possible blood borne pathogens on items like an
intravenous needle, a prophylactic, bodily fluids, or bloodied items. Please handle and dispose of these items
appropriately. Complete accident report and report to supervisor.
Remove blood or bodily fluids from the area by putting on rubber gloves and using wet paper towels to wipe and soak
up the mess. All soaked up towels must be placed in plastic bags and disposed of in a biohazard receptacle. If possible,
sanitize the area with a germicidal cleaner or a mixture of bleach and water (1 part bleach to 10 parts water).
Contaminated clothing must be removed and placed in a “Biohazard bag” and washed separately with laundry soap
and a disinfectant cleaner. Wash any blood or other bodily fluid off skin surfaces.
Mops, buckets, or other cleaning utensils must be thoroughly cleaned and disinfected after being used to clean up
biohazard fluid.
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Concussion & Sudden Cardiac Arrest Policy
Concussions are serious head injuries and must be treated with care. Any participant who has received a blow to the
head should be treated as a potential concussion and head injury.
A youth athlete who is suspected of sustaining a concussion or other head injury in a practice or game shall be
removed from play at that time. A youth athlete who has been removed from play may not return to play until the
youth athlete has obtained written clearance from a licensed health care provider trained in the evaluation and
management of concussions.
Concussion Information (Facts)






A concussion is a brain injury.
All concussions are serious.
Concussions can occur without loss of consciousness.
Concussions can occur in any sport.
Recognition and proper management of concussions when they first occur can help prevent further injury or
even death.

Weather & Outdoor Safety
Hot summer months pose special hazards for outdoor workers who must protect themselves against heat, sun
exposure, and other hazards. Staff should know the potential hazards in working outside and how to manage it.
Sun and Extreme heat: The sun’s UV rays as well as the heat can provide a risk if unmanaged. There are several things
that you can do to prevent sunburn, dehydration, and heat exhaustion or stroke.





Use sunscreen



Drink plenty of water before you get
thirsty



Take frequent short breaks in the cool
shade or indoors where possible.

Wear a hat
Wear UV-absorbent sunglasses

Heat Stress Policy: During periods of extreme heat, participants should scale down their regular activities and if
possible, participants should seek a temperature-controlled location. Program participants should be encouraged to
increase their water intake on these days. Keep participants in well-ventilated indoor areas or in heavily shaded
outdoor areas. Observe participants for signs and symptoms of heat illness. Staff should plan to provide coolers with
adequate amounts of ice and water for their programming.
Lyme Disease: This illness is caused from infected
ticks. Most, but not all, victims will develop a “bullseye” rash. When working in one of our parks, please
make sure to examine yourself for any ticks. Other
ways to avoid ticks are to wear light colored clothes
to be able to see ticks more easily, wear long sleeves,
tuck pants legs into socks or boots, wear a hat, use a
tick repellant, and be sure to shower after work.
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ACCIDENT / INCIDENT REPORTING
Work related
Even with careful prevention of potentially harmful situations, accidents happen. When they do, please follow these
procedures.


Contact medical assistance, if necessary.



Notify your supervisor immediately. Your supervisor will assist you in completing the appropriate Accident
form and contacting Risk Manager, if necessary.



Your supervisor will instruct you of further action to be taken, if any and submit the report to office manager.



The office manager will submit information electronically to Risk Management, make copies of the electronic
form, accident report, and any attachments to file an distribute as needed.

Patron related
If an injury or accident occurs with a participant or visitor to one of our facilities, please fill out an accident report fully
ensuring that all aspects of the incident are documented. Please make sure to include a witness’ account, and contact
information. If medical attention is required, either onsite or by visiting a medical facility, an accident report MUST be
filled out immediately. All injuries MUST be documented. Paper copies are available at each rec center office, or in
each press box. It may be more convenient to have a participant or witness assist in providing information for you to
report. The form can also be filled out electronically. Please save the link in your phone’s notes for quick access.
http://recreater.com/FormCenter/Recreation-Staff-Forms-10/Recreation-Accident-Report-57

Incident Reporting
Occasionally, an incident will occur in a facility that need to be reported. Some examples might include a fight,
vandalism, damage (i.e. broken rim or backboard, damaged floor or window), or suspicious activity, item, person.
Please include all information regarding how it occurred, if known, and any witnesses to the incident. If law
enforcement is called, your supervisor must be notified immediately, and an incident report must be filed immediately.
Paper copies are available at each rec center office, or in each press box. It may be more convenient to have a
participant or witness assist in providing information for you to report. This form can be filled out electronically as
well. Please save this link in your phone’s notes for quick access. http://www.recreater.com/FormCenter/RecreationCouncil-Forms-11/Frederick-County-Recreation-Incident-Rep-55
A copy of the Accident and Incident reporting forms can be found in the Forms Addendum.
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DPR GENERAL KNOWLEDGE
FACILITIES
Frederick County Parks & Recreation has 8 rec centers located in various Frederick County Public Schools. Each Rec
Center has a gymnasium and a classroom/rec room. DPR has 4 synthetic field facilities located at Utica Park (2), Othello
Park (1), and Ballenger Creek Park (1). Additionally, there 2 nature centers, 1 museum, and 2 community buildings.

Recreation Centers
Recreation centers are always staffed when open. Depending on the activities scheduled, additional staff or instructors
may be assigned to each facility. A Recreation Coordinator is assigned to each facility. Hours are Monday – Friday
4:30pm – 10:00pm, and Saturday & Sunday 8:00am – 10:00pm.
Centerville Rec Center – Centerville Elementary School – 3601 Carriage Hill Drive, Frederick, MD 21704 – The rec center
is located on the left side of the school. There is a multipurpose field and a ballfield positioned across from the rec
center on the left side of the school.
Deer Crossing Rec Center – Deer Crossing Elementary School – 10601 Finn Drive, New Market, MD 21774 – The rec
center is located on the right side of the school. The main doors are solid utility doors. There are two combo
multipurpose/ball fields located to the left of the school and behind the school.
Middletown Rec Center – Middletown Primary School – 403 Franklin St., Middletown, MD 21769 - The rec center is
located on the left side of the school, and had one multipurpose field located behind the left side of the school.
Oakdale Rec Center - Oakdale Elementary School – 5830 Oakdale School Road, Ijamsville, MD 21754 – The rec center is
located on the right side of the school entrance, and has one multipurpose field to the left of the school entrance
Sugarloaf Rec Center – Sugarloaf Elementary School – 3400 Stone Barn Drive, Frederick, MD 21704 – The entrance to
the rec center is located at the back of the school. There is a large multipurpose field behind the school as well.
Thurmont Rec Center – Thurmont Middle School – 408 E. Main St., Thurmont, MD 21788 – The entrance to the Rec
Center is located on the right side of the school via Summit Ave. Additionally, there are multipurpose fields to the right
of the school and behind the school.
Tuscarora Rec Center – Tuscarora Elementary School – 6321 Lambert Drive, Frederick, MD 21703 – The entrance to the
rec center is located on the right side of the school. The large multipurpose field is located on the left side of the
school.
Walkersville Rec Center – Walkersville Elementary School – 83 Frederick Street, Walkersville, MD 21796 – The
recreation center is located on the right, front side of the school. There is a little league ball field behind the left side of
the school.

Parks with Athletic Fields
This list of Frederick County Parks does not include all parks, but lists only parks that have ballfields or multipurpose
fields where instruction classes may be held or reservations for fields may be made.
Ballenger Creek Park – 5420 Ballenger Creek Pike, Frederick, MD 21703 – This large park hosts one of our synthetic
fields, Chuck Foreman Field. There are 5 multipurpose fields, 3 lighted softball fields, and 2 youth baseball fields. This
park also has a dog park. Ballenger Creek Community Building is also located in this park. Park hours are 8:00am –
10:30pm March 15th – November 14th and 8am – Sunset November 15th – March 14th.
Fountaindale Park – 7110 Willowtree Drive South, Middletown, MD 21769 – This small neighborhood park has one
multipurpose field. Park hours are 8:00am – Sunset year round.
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Green Hill Manor Park – 2810 Decatur Drive, Adamstown, MD 21710 – This park has several informal as well as a
formal multipurpose field. Park hours are 8:00am – Sunset year round.
Kemptown Park – 3456 B Kemptown Church Road, Monrovia, MD 21770 – This park is located behind Kemptown
Elementary School. This park is open 8:00am – Sunset year round. There is one little league field and a larger 90’
baseball field with a mound. This park also hosts tennis courts, an amphitheater, and fire ring.
Libertytown Park – 12201 Liberty Road, Libertytown, MD 21762 – Park Hours are 8am – Sunset year round. This park
as a lighted youth baseball field, a lighted 90’ baseball field with a mound, and a multipurpose field.
Middletown Park – 7628 Coblenz Road, Middletown, MD 21769 – This park will be undergoing construction beginning
August 2020 and will be closed until completed.
Old National Pike Park – 12406 Old National Pike Park, Mt. Airy, MD 21771 – This park is open year round 8:00am –
sunset. This park has 4 multipurpose fields, and one 90’ baseball field with a mound.
Othello Regional Park – 1901-A Jefferson Pike, Knoxville, MD 21758 – This park is located half way between Jefferson
and Brunswick. The first phase of construction boasts a synthetic field, a lighted 90’ baseball field/multipurpose field
combo, and a lighted little league field. Additional fields will be opening in 2021. The hours for this park are 8:00am –
11:30pm March 15th – November 14th, and 8:00am – Sunset November 15th – March 14th.
Pinecliff Park – 8350 Pinecliff Park Road, Frederick, MD 21704 – This park hosts 5 of our lighted softball fields and is
often used as a tournament facility. The Browning Building is also located in this park. The hours of this park are
8:00am – 11:30pm March 15th – November 14th, and 8:00am – Sunset November 15th – March 14th. This park also has a
sled run and ice skating pond when weather permits.
Point of Rocks Community Park – 1637 Ballenger Creek Pike, Point of Rocks, MD 21777 – This small park is located
adjacent to Point of Rocks Public Library. It hosts a large multipurpose field, lighted tennis courts & basketball court,
and is open 8:00am – sunset year round.
Urbana Community Park – 3230 Stone Barn Drive, Frederick, MD 21704 – This park hosts three youth baseball fields
and one informal multipurpose field. This park also is home to our Skate Park. Additionally, there are three lighted
tennis courts. Park hours are 8:00am – 10:00pm April 1st – October 31st, and 8:00am to Sunset during November 1
through March 31st.
Urbana District Park – 3805 Urbana Pike, Frederick, MD 21704 – Park hours are 8:00am – Sunset year round. This park
has 3 multipurpose fields, a youth baseball field with a mound, a larger 90’ baseball field with a mound, and a softball
field. Additionally, this park has a Veteran Memorial honoring veterans from Frederick County who gave their lives
since September 11, 2001.
Utica District Park – 10200-B Old Frederick Road, Frederick, MD 21701 – This park has just completed renovations and
is now home to our largest synthetic field facility with two side by side synthetic fields. Additionally, it has 5 grass
multipurpose fields, 1 lighted softball field, 1 lighted youth baseball field with a mound, and one lighted little league
field with a 12U restriction.

Nature Centers & Museums
Catoctin Creek Nature Center – 2929 Sumantown Road, Middletown, MD 21769 – As an educational facility, the Nature
Center is equipped with classrooms, hands-on displays, live animal displays, a playground, pavilion, trails, and other
amenities necessary to provide services to the public.
Fountain Rock Park – 8511 Nature Center Place, Walkersville, MD 21793 - Fountain Rock Park is Frederick's first
environmental park on 22.5 acres of historical, ecological and family-friendly land. Park amenities include fishing, fire
rings, lime kilns, nature center, quarry, and trails.
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Rose Hill Manor – 1611 N. Market Street, Frederick, MD 21701 - The Mission of Rose Hill Manor Park and Museums is
to preserve and present the living heritage of the property known as Rose Hill from 1746-1950. In a child-friendly,
hands-on environment the museums present the daily life of Thomas Johnson, Maryland’s first Governor, and the
individuals who lived on the property as well as the history of agriculture and transportation in Frederick County. The
property features a manor house, icehouse, log cabin, blacksmith shop, carriage collection, and two barns
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Parks Rules & Information
Picnic Shelters:






Portable grills or other cooking devices inside shelters are prohibited. If they are used outside the shelter they
need to be at least 20 feet away.
Shelter must be left in good condition.
Place all trash and ground litter in the cans provided.
All fires must be extinguished before leaving.
Turn out all lights before leaving.

Ballfields







Moving or relocating anchored bases or plates, or altering pitching mounds is not permitted.
Fields may not be used when:
 Water is standing on field
 Soil is wet and spongy
 Steady rain is falling
 A lightning/electrical storm is occurring
 Play would result in damage to field
For evening play, field lights are available at Pinecliff, Ballenger Creek, and Libertytown Parks. Lights are
operated by a push button located on a light pole at the field. Please turn the lights off before leaving.
Utica District Park has lights that may be scheduled with a reservation and are operational only by DPR staff.
Place all trash and ground litter in the cans provided.

Parks











No vehicles allowed on grass, keep on roads and parking lots.
Deposit litter in receptacles.
Build fires only on grills provided.
Firearms and weapons are prohibited.
No hunting, killing, wounding, frightening or capturing wildlife.
Dogs are permitted provided that they are kept on a leash no longer than 9 feet.
It is prohibited to act in a boisterous, immoral, or disorderly manner.
Damaging, defacing, or removing County property and/or natural features are prohibited.
Trespassing after posted park hours is prohibited.
No alcohol is permitted except by special permit.
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DPR VOLUNTEER MANUAL ADDENDUM INDEX
Please refer to our addendums to find more information about specific topics.
1.

DPR Forms – You can find examples of all forms mentioned in this manual here.
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Volunteer Timesheet Record

Volunteer Name

Supervisor Name

Date Range

Time Volunteered

Day

Date

Location

Volunteer Activity

Time In

Time
Out

Time
In

Position Title
________________________________
Volunteer’s Signature

Time
Out

Total
Hours

Hours

_________
Date

__________
Volunteer Supervisor

Date
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Part Time Staff & Volunteer Health Form
Expires one year from date completed.
Date Completed: ____________

Personal Information

Section 1
Name

Date of Birth

Street Address

City

Home Phone

State

Cell Phone

Zip Code

Email

Emergency Contacts

Section 2
Contact One

Relationship

Home Phone

Cell Phone

Work Phone

Contact Two

Relationship

Home Phone

Cell Phone

Work Phone

Health Issues

Section 3

In case of an emergency, do you have any of the following that we need to be aware of?
Yes

No

Comments

Existing Medical Conditions

Allergies

Medications
(including over the counter)
I certify that all of the information indicated on the Health Form is complete and accurate.

Signature

Date

Guardian Signature if under 18

Date

Health information on this form is CONFIDENTIAL and will ONLY be shared with Recreation Staff.
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Accident Report
Frederick County Division of Parks & Recreation
PLEASE PRINT
Name of Injured:

Age:

Gender:

Street Address:
City:

State:

Zip Code:

Phone:
Place of occurrence:
Date of Injury:

Time of Injury:

a.m. or p.m.

Person Reporting Injury:
Phone:
How did the accident occur? Ask the injured person to explain in his or her own words:

Describe the injury:

Explain the first aid that was given:
Who administered First Aid?
Is this person currently certified in First Aid and CPR?
Was EMS called?
Time Called:

Time of Arrival:

Services rendered by EMS:

Notification of family member (specify whom and time and method of informing):
Please give names and phone numbers of two witnesses (please use back for witness statements.):
Name:

Phone:

Name:

Phone:

Name of person completing this report:

Date:

Address:

Phone:

Upon completion of this report, if it is an emergency, deliver it immediately to your supervisor or to the Division of Parks &
Recreation Office, 355 Montevue Lane Frederick, MD 21702.
If it is not an emergency, please turn it in with your next time sheet or at the end of your program.
Please call 301-600-1684 with any questions.
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Incident Report
Frederick County Division of Parks & Recreation
An Incident Report is to be used to report something broken, someone out of the ordinary, or an incident out of
the ordinary.
Please Print
Date

Time of Incident

a.m. or p.m.

Description of the Incident:

Name of Law Enforcement or Fire Agency Contacted, if any:

Has Incident resulted in a safety threat?
Are maintenance repairs required? If yes, what needs to be repaired?

If a vehicle or strange person was involved in this incident, please describe race, sex, height, weight, hair, eyes,
age, year, make, model, color, tag#, etc.:

Witnesses (please complete witness reports, if necessary, on the back of this form):
Name:

Phone:

Name:

Phone:

Name of person reporting Incident:

Position:

Date of reporting of Incident:

Phone:

For Office Use Only...
Follow-Up Information:
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VOLUNTEER ACKNOWLEGEMENT
Once you have read and signed the below acknowledgement, please ensure you print this page and upload it to the
Frederick County Parks and Recreation Volunteer Portal. The agreement must be uploaded prior to starting an
assignment.

Volunteer Manual Acknowledgement
I acknowledge that I have reviewed Frederick County Division of Parks and Recreation Volunteer Manual. I understand
the guidelines, policies, and ethics and agree to abide by them and practice them during my volunteer time with the
Division.

Name: ___________________________________________________

Signature:

Date:

Signature:

Date:
(Guardian signature if volunteer is under the age of 18)
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