A v PARKS @ RECREATION



Day Camp Supervisors

Call 1st- Farrel-McWhirter Farm Park Office
423-5356-2309 or 425-5356-2307

Call 2nd - Cindv Johnson, Program Administrator
425-556-2393, cjohnson@redmond gov
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Mission Statement of Farmers in Training (FIT)

The mission of the Fammers in Training (FIT) program is 1o
provide opportunities for vouth to gain agriculture
experience, individual leadership, and job skills through
vohmteerism in the Famrel-McWhirter Farm School Summer
Camp programs.

Objectives

——>Gain leadership and job skills
—Be a positive role model for voung children
——>Gain a better mderstand and respect for livestock animals

——>Have fim and create lasting memories

About this Manual

Use this manual to perform vour duties as a volunteer for the
Citv of Redmond Parks and Recreation Deparmment and the
Farrel-McWhirter Farm School. It contains official City
policies and procedures intended to assist vou in the
performance of vour job and in answering questions from
participants and the public.

As a volunteer, vou will be involved in face-to-face meetings
with citizens daily. The impression vou make will have a
lasting effect on what they thing of their community, and
specifically, the City of Redmond. Always work to seta
positive example!

Who do I go to for what? 2

You will be introduced to the Parks and Recreation staff
involved with day camp programs. It is important for vou to
know who these people are as well as to have them kmow
vou. This book contains a staff list with names and important
phone numbers to call if vou are unable to come to work.
Plzase do not give these phone numbers out to the general
public.

Day Camp Counselors

Each camp program will have a least two counselors. These
counselors are vour immediate supervisors and will direct
vou in dav-to-dav activities. Your counselors will complete
vour end of the week evaluation that will determine if vou
are eligible for future advanced tramings and field trip
opportunities.

Counselors are responsible for planning, preparing, and
carrving out each day’s activities with children, as well as
communicating with parents of day camp participants,
supervising yvou and assisting with minor site and equipment
maintenance. If vou have an emergency or are sick, please
follow the contact information tree at the beginning of this
manual.




Who do I go to for what? continued’ 3

Recreation Program Administrator

Cindy Johnson

Cindv supervises the Farm Coordinators, and also oversees all

days camps, the Idylwood Beach Aquatics program, volunteers
(FITs and Riding Club) and other outdoor recreation programs
for Redmond Parks and Recreation Department.

Farm Coodinator & Assistant Coordinator
Darcey Rayner-Shepard and Ali Hull

The Farm Coordinator, Darcey, and Assistant Farm
Coordinator, Ali | are responsible for the overall operations of
Farrel-McWhirter Farm mcluding: Riding School programs
and camps, Farm 5School classes and camps, farm tours,
birthday parties, farm maintenance and animal care needs.
They are the onsite supervisors of all programs at the Park and
support the needs of all programs that utilize animals or farm
equipment.

Farrel- McWhirter Farm School Instructors

The Farm School instructors will be leading the dailv animal
and farm education sessions for each dav camp. These
instructors have extensive agriculture and forestrv experience
and lead regular Farm School classes year around. Farm
School instructors and other mamtenance staff monitor the
health of the animal residents, and perform daily enclosure
cleaning and feeding.

Other Park Staff

Riding Instructors

Riding Instructors teach the regular equestrian programs at the
Park and the Summer equestrian camps. Riding Club
members report to the Riding Instuctors.

Responsibilities, Conduct and Duties 4

Your role as a FIT

Your role as a FIT is to support and assist the Day Camp
Counselors. As a volunteer, vou are responsible for showing
up on time, being dressed appropriately, and ready to interact
with the day camp participants. You will be reporting
directly to the Day Camp Counselors of the camp vou have
been assigned to.

Personal responsibilities

Be present on yvour scheduled dates and on time.
Check in each day with vour Day Camp Counselors.
Fill out vour volunteer imesheet daily.

If vou are ill or have an emergency call as soon as
possible!
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Appropriate Conduct

1. Be kind and attentive to campers.

2. Arrive ready to be engaged and have fum; enthusiasm is
contagious!

3. Use appropriate language at all times.

4. Rough play around campers, other FITs, or famm animals
is not permitted.

3. Physical aggression toward fellow FITs or campers is not
allowed. This is grounds for immediate dismissal from
the FIT program.

6. Refer anvy behavior concems or problems to the Day
Camp Counselors; thev are in charge of disciplinary
situations.

7. If vouneed to take a break, check with vour Day Camp
Counselor to be excused. Don’t leave without alerting
them.

8. Safetv is evervone’s responsibility! Report any
suspicious activity, park or program concerns or hazards
to a supervisor immediately.



Responsibilities, Conduct and Duties continued” 5

Before or at the start of class:

1. Review the schedule for the dav.

2. Make craft examples, if needed

3. Make sure all supplies and equipment are clean and ready to
use. Report any broken equipment, problems or questions to
the Day Camp Counselor.

4. Welcome children as they arrive and help them start an activi-
tv. Allow Day Camp Counselors to greet and
intaract with parents.

During Class:

1. DBe attentive to the Day Camp Counselor and follow his'her
lead. Interact with the children more than with the other FITs.
Keep personal conversations to a minimum.

2. Help children to follow the Day Camp Counselors’
directions. Be positive and encouraging Make safety a
priority.

3. Be sure you and the children obey rules and behave safely.

4. Participate in activities as a role model and guide. Help children

understand directions and complete projects.
5. Watch and stay with children to ensure their safety. Never let a
child leave the group alone!

Social Media

To protect staff. volunteers, and the youth we serve vou are not
allowed to contact program participants using personal social me-
dia accounts. Additionally, you cannot post pichiures of staff,
participants, or program activities to yvour personal social media
account. This includes, but is not limited to: Facebools Instagram,
Snapchat, Twitter, blogs, personal website, or any other public,
social, onhne forums.

Cell Phones or Other Electronic Equipment

The use of cell phones or other electronic equipment (iPod etc)
during camp hours are strictly prohibited Failure to comply with
this rule may result in your equipment being confiscated or
dismissal from the program

Dress Code 6

Wear vour FIT volunteer t-shirt daily.
Be neat, clean and well groomed.
Wear clothing that can get dirty!
Shorts can be worn on warm days - hem Imes must fall below
finger tips. No “short shorts.™
Closed toed shoes are required

Examples of Appropriate Footwear:

Hiking boots, Running or Athletic shoes

ey
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Examples of Inappropriate Footwear:
Crocs, sandals that have a “closed toe”,
Flip flops etc.

Volunteers wearing inappropriate clothing will be asked to go
home and change. Repeated failure to dress approprately will
result in suspension or dismissal from the program, and will affect
vour end of week evaluation and eligibility for future FIT
incentives and rewards.




‘Work Site i

BARNYARD AREA

Day Camp Programs are held in the Farrel and the
McWhirter Houses:

Little Sprouts and Little Farmers - McWhirter House
Bamyard Adventure Camp - Farrel House

Access to the McWhirter House is a sidewalk along the front
of the buildings to the left of the flag pole. The Big Red Bam
and animal areas are off limits unless you are directed there
by your supervisor.

8
Lunch Location

If vou are scheduled to work a full day, yvou can eat lunch in
the following locations:

By the main fam office, either in the yard or the picnic table
outside of the office doors, or in the McWhirter House or
Farrel House with the Day Camp Counselors. You must
remain in one of these area during vour lunch break with the
other FITs.

Restroom

Please use the public restrooms orin the McWhirter House.
There is another restroom located in the Farm Office when
greater privacy is required. This is a “Staff Only™ restroom.
Please don’t direct the public or campers there.

Work Hours

Your schedule will be emailed to you based on our needs
and your preference. Every effort is made to accommodate
your request, but we can cannot guarantee vou will get the
week and age group you have requested.




Recording Hours 9

You will be given a Volunteer Timesheet to record vour hours At
the top, fill in your name and phone number. Keep this page in the
designated volunteer log book. You will be required to record vour
volunteer hours and the day camp program with which yvou
worked. Your program supervisor will verify all hours workeed

It is important to record all volurteer work howrs, so in the case of
an emergency/accident vou will be covered under the Worloman's
Compensation plan that is paid by the City of Redmond If vou are
injured while volunteering, vou must tmmediately report this to
vour Day Camp Counselor or Day Camp Dhrector. An accident
report must be completed within 24 hours If vou go to the doc-
tor’s office, vou must fill out a claim form at work FIRST, be sure
to tell the doctor that it is 2 workerelated imjury.

The Day Camp Director will collect volunteer time sheets every
week. End of week evaluations and total hours worked wall factor
into you receiving accesses to fuhre rainings incentives and field
trips.
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Program Emergencies, Issues and Cancelations J{)

Emergencies

Your Supervisor should be able to handle any program or visitor
emergency. If for some reason your Day Camp Counselor
becomes ill or is imjured duning camp, vou are asked to do the
following:

1. Stay Calm Gather the children together with another FIT
volunteer.

1. If asked use acell phone or go with a partner to a land line to
call 911 {Phone locations: McWhirter House and Farm
Office). If there is another staff person on site let them kmow
what has happened so they can assist the imjured or 1l
Counselor. When vou call 911, stav on the line to answer anv
question the dispatcher may have. Site addresses for 911
EMergencies are:

FM Service Road Enfrance:
10400 192nd Ave NE, Fedmond

FM Main Parking Lot:
19545 NE Redmond Foad, Fedmond

3. Any additional FIT volunteers should stay with the injured
person. While this 1s an unlikely scenario, we want you to be
prepared in case an emergency occurs. Be sure fo direct other
Farm or Day Camp Staff and the FireMedical personnel to
the injured person.

Program Problems and Complaints

All program problems or amy park visitor/participarnt complains
should be directed to vour supervisor or other parlk staff as they
occur. Politely excuse yvour self and tell the individual or group
that vou will find a supervisor tnmediately.

Program Cancelations
We conduct programs rain or shine!

If a program is canceled due to weather, instructor illness, or any
other circumstances, vour Day Camp Counselor or Program Coor-
dinator will call to let vou kmow. If there are severe weather condi-

tions, please call the Parls Department (425-336-2300) to see if

‘programs have been cancelled




Animal Handling and Procedures 1x

You will always been supervised when handling animals, but here
are a few tmportant reminders about navigating enclosures and
interacting with each species:

Safety

1. Campers should never pet an animal near or on its face. All
animals should be approached and pet on thetr shoulders or
back, away from their heads. In the case of a ponv, remember
to not allow campers to go behind the pony.

Enclosures

1. Always have a volunteer or staff positioned at the gate when a
group is entening or exiting an enclosure. Be ready to restrain
animals or block thetr exit. Close the gate if the animal 15 not
responding to your commands and wait for a staff person or
other FIT to assist.

2. Always monitor the animals® movement when in an enclosure
and access behavior. If the amimal is acting ill or aggressive,
exit the enclosure immediately and inform vour Day Camp
Counselor or Farm Staff

Handling

Rabbits: Support all rabbits under their back feet and around the
front of thetr body, so that they feel secure (like holding a cat or
small dog). Rabbits have very delicate spines that are susceptible
to injury. It 1s critical that if they struggle while vou are holding
them, they must be restrained wntil they calm down. Many rabbits
will like to burrow thetr heads in the cnux of your arm for secunty.
Do not let rabbits jump from vour arms back into their cage Make
them wait patiently and then let them go.

Goats: All of the goats at Farrel-McWhirter wear collars and a
leash should always be carried into the enclosure to help with
handling. While all the goats are leash rained, they are a physical
animal and must be reminded of their manners occasionally.
Eeeping a short leash and pull up rather than back will help vou
communicate with them the best.

iz

Chickens: Chickens should be held imder one arm and support
around the front One arm should clamp the wings down so they
don’t flap. Chickens will occasionally peck if vour fingers are near
their face. It does not hurt, it it will surprise vou. Make sure to
never allow any child to get too close to an animal’s face or pet
their face.

Sheep: Sheep are handled very similarly to goats. They will either
be leashed at their collar or will wear a halter. Again malke sure
they vou are not holding the leash too long. A shorter, firmer hold
will be the most successful.

Micro Pig- Bitsy will likely only be handled by Farm School
Instructors, but i the event that vou are asked to lead her she s
slow moving. Do not pull on her harness from the front or it will
slip over her head and she will be loose. . Pull from the side or
from behind

Pony: Thunder the miniature horse will be the only pony used for
Day Camp programs. The Farm School Instmictors will do most of
the handlmg with Thunder, but be sure to remind the campers of
the pony safety rules.

FITs will have no handling interaction with Sunny the Pig or the
Cows. FITs are NOT allowed in the pig enclosure and are NOT
allowed in the Cow enclosure unless both Cows are tied up, and
vou have been granted access by a Farm School Instructor.

Assisting with Tours

1. Assist Day Camp Cowmselors by helping campers enter and
exit the enclosures. All campers should remain with their
backs to the fence while they are in the enclosure Help the
counselors monitor and remind the children to remain in place
for their safety and the animals’ well-being.

2. Campers that do not follow instructors or chase the animals
must be escorted from the enclosure immediately.

3. When leading and presenting animals to campers, start at one
end of the line and move the animal parallel to the group. Ifa
child is scared of the animal move on a try coming back later.



Evaluations and Additional Farm Training I3

At the end of vour volunteer week, vour Day Camp
Counselor will fill out an evaluation form on vour
performance. FITs that are on-time, interact with campers,
and bring a smile and enthusiasm each dav will likely getan
excellent evaluation. Evaluations can be used for resumes,
college applications, and job interviews.

FITs in good standing, with a good evaluation will be
eligible for the following trainings:

1. Hoof Care Around the Farm: Watch the ponies get shod;
goats and sheep get immed. Leam the anatomy of each
species” hooves and why regular maintenance is critical
to their health
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Equine Health Care and Maintenance: Leamn about para-
site control and observe routine hair clipping of horses
and ponies.

3. Trail Maintenance with Urban Forestrv: Get out on the
trails and help Park Operations personnel maintain the
beautiful trail svstem at Farrel-McWhirter Park.

Future field trips and farm maintenance volunteer shifts (that
include feeding and cleaning enclosures) may also be
available to FITs that show exceptional performance during

Summer Camps.

Things to Remember 14

You are “the City™

Your Position- You are a representative of the City of Redmond
as a FIT volunteer.

1. The image yvou personally leave with someone is how he or
she will think of the “City.”

2. Customers do not appreciate being “bounded” from person to
person. When they ask vou a question, they are talking to “a
City representative” and vou need to kmow where to send
them to get the information that they need

3. Your orientation will cover much of the information that will
aid vou in being an informative leader.

Some things to Remember

Mever leave a child unattended.

Do not take away food or water privileges.

Do not embarrass a child.

Do not use physical force to discipline.

Tell your Day Canp leader of any potentially harmful
incident.

1. BE A GOOD ROLE MODEL!

[N S N S I S

“Tell me and I forget. Teach me and I
remember. Involve me and I leam.”
Benjamin Franklin




