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MISSION STATEMENT

The Parks and Community Services Department is dedicated to providing parks, recreation and community services which enhance Tulare’s quality of life.

We pledge to achieve this mission by:

	Providing meaningful leisure opportunities which contribute to healthy, active and balanced lifestyles.
	Collaborating with citizens, business community,  and neighborhood groups as we work to build strong families and promote cultural harmony.
	Serving as stewards of the environment through the development and preservation of parks and open spaces.
	Wisely using our resources, responding effectively, economically and equitably to the needs of the people of Tulare.


                      




YOUTH DEVELOPMENT STRATEGY

	We want Tulare’s youth to feel a sense of belonging - a sense that they belong, that they fit in and have a place they can call theirs.
	We want Tulare’s youth to feel a sense of usefulness - the idea that they have something to give.
	We want Tulare’s youth to feel a sense of influence - a sense that they know that somebody will listen.
	We want Tulare’s youth to feel a sense of confidence - a sense that they have the ability to accomplish something.
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Dear Volunteen:

We want to thank you for your interest in our program and congratulate you for being selected as a Volunteen for the City of Tulare Parks and Community Services Department.

This handbook will help you understand your responsibilities and prepare you for your duties as a Volunteen.  We encourage you to keep in close contact with the Volunteen Coordinator who will answer any questions that may arise.

Your help in our programs will be beneficial, both to the citizens in our community and to you.  We hope the time you spend assisting in our program will be rewarding, memorable, and an experience you will be able to use in the future.


VOLUNTEEN PROGRAM


1.	Name:         Tulare Parks & Community Services Department Volunteen Program

2.	For:	         Teens, ages 13-17 years of age

3.	Objective:
A.	To provide a leadership training program for teens interested in Recreation or a related field.

B.	To provide a preferred year-round activity for teens.

C.	To provide work experience necessary for future employment.

D.	To assist Recreation staff with a variety of activities.

4.	Selection
A.	Volunteen applications are available at the Community Services Department,
830 S. Blackstone Street, Tulare.

B.	Interviews are scheduled for qualified applicants.

C.	Applicants will be notified after all interviews are completed by the Volunteen
Coordinator.

5.	Responsibilities
A.	Volunteens will assist the Community Services Department.

B.	Volunteens will be assigned to activities that they indicated an interest in on their applications, whenever possible.  Volunteens must be flexible, however, and work where needed.

C.	Volunteens are responsible for their own transportation to and from activities.

D.	Volunteens need to inform parents regarding their activities, work schedule, and transportation.

E.	Volunteens who work on a regular basis are required to wear the Volunteen staff shirt to all activities.

F.	Volunteens are expected to fulfill their commitments, as they are an important part of the Community Services Department.


BENEFITS

Experience

The time you spend as a Volunteen will help you when you begin filling out job applications and when putting together a resume.  You can list the work you perform for the Tulare Parks and Community Services Department as previous experience.  Future employers will take into consideration the time you have volunteered as a sign of responsibility and dependability.

Letter of Recommendation

A letter of recommendation will be made available to you upon successful completion of your duties as a Volunteen.  This letter may help you in the future in acquiring scholarships and/or employment.

RESPONSIBILITIES

Working Hours

Department-sponsored activities in which Volunteens will be utilized are conducted during various days and hours including weekends and evenings.

Attendance

The success of our programs and activities depend on the people who are assigned to help with them.  That means we depend on you!

Emergencies do come up and occasionally you may need to be late or absent from your assigned activity.  If this happens, you will need to contact the Volunteen Coordinator or leave a message at the Community Services office, giving your name and activity.  Do not give a message to another Volunteen.  It is your responsibility to inform the Department.  
IMPORTANT PHONE NUMBERS
Community Services Department    685-2380
Toucan’s Pizza and Fun Park          685-0322
 Roller Zone Roller Rink                   684-1112
Klub Kaos Teen Center                   685-1163
B.E.S.T. in the West                        685-2335
B.E.S.T. (Blackstone)                      685-2389
Senior Community Center                685-2330

Time Sheets
The Volunteen Coordinator cannot be with you at all times, so your time sheet will help to keep an accurate record of all your hours.  You are responsible for getting your own time sheet signed by the person in charge of your activity.  Time sheets are to be turned in at each Volunteen meeting.


Volunteen Meetings
Meetings will be scheduled for every other Tuesday during the summer.  Meetings will be scheduled as needed during the rest of the year.


Uniforms
A name tag and a Volunteen staff shirt will be issued to each Volunteen.  The name tag and shirt must be worn at all times during your scheduled hours.  The participants in our events, and their parents, will need to be familiar with your name at each activity.


Vacations
We realize that during the year you will be taking a vacation to spend time with your family and friends, so please notify us as soon as possible about your vacation plans.

Transportation
Volunteens must provide their own transportation.  Walk, ride your bike, or car pool, but  work this out before your assignments begin.  Do not depend on the Community Services Department for rides to and from your assignments.


TRAINING

Training will be an ongoing process for the Volunteens, taking place at their weekly meetings.

A swimming test will be required for those working in the aquatics program as Instructional Aides.

A meeting will be held prior to all special events that any Volunteen worker must attend.

Any Volunteen working for a contract instructor in one of our classes must meet with the instructor prior to the first class.

WORK PROCEDURES

1.	Arrive a few minutes early to your assignment.

2.	Check in with the instructor or director of the event.  Introduce yourself.  Find out exactly what they expect from you.

3.	Ask questions.

4.	Offer assistance.

5.	Work your scheduled hours.

6.	Let the instructor or director know when you are leaving.

7.	Get instructor or director signature on your time sheets.

HELPFUL LEADERSHIP TECHNIQUES

1.	Share with the children the idea that everyone makes mistakes, but smart persons do not repeat them.

2.	Be fair, consistent, sensitive to feelings of others.

3.	Have your materials ready.  Groups waiting for materials can be starting points for discipline problems.

4.	Treat each child as if he/she were someone special.

5.	Have confidence in the child’s desire to do the right thing.

6.	Help the child to belong to his/her group.  Do not set him/her apart by such labels as slow, lazy or silly.

7.	Seek the child’s friendship and give him/her yours in return.

8.	Be sure children participate in the planning, understand what they are going to do, why, and how to go about it.

9.	Make directions clear and complete.

10.	Keep your poise and dignity.

11.	Watch attention spans; know when to change activities, when to speed up  or slow down.


12.	Have frequent evaluative sessions with those you are assisting, and your supervisor.

13.	Be a good role model.

14.	Avoid all suggestions of criticism, anger, frustration.  Make personal corrections by taking the child aside.

15.	Radiate happiness and joy in your work.  They are contagious.

16.	Give children responsibilities which are challenging and interesting.

17.	Be aware of everything going on.

18.	When children do poorly, be encouraging.  Help them understand how the job can be done better.

19.	Remember that some problems can be handled with humor.

20.	Get involved with activities, but remember your role as a leader.

21.	If you don’t understand an assignment or are unhappy, talk to your supervisor.

VOLUNTEEN TIME SHEET

NAME ________________________________     WEEK OF ____________________
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Volunteen Signature ____________________________________________________




VOLUNTEEN TIME SHEET


NAME ________________________________     WEEK OF ____________________

	
PROGRAM
	
HOURS
	
LEADER’S SIGNATURE

	

	

	


	

	

	


	

	

	


	

	

	


	

	

	


	

	

	


	

	

	


	

	

	




Volunteen Signature ____________________________________________________


Tulare Parks and Community Services Department


MEMORANDUM

	

TO:		VOLUNTEENS

FROM:	Craig Miller, Community Services Supervisor

SUBJECT:	ASSIGNMENTS






NAME OF VOLUNTEEN: ____________________________________________


You have been assigned to work the following programs that you indicated were of interest to you.

Please put these dates and times on your calendar.

Contact me or advise the Community Services Office at 685-2380, if you cannot work for any reason.


	PROGRAM
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________

	
	LOCATION
_____________
_____________
_____________
_____________
_____________
_____________
_____________
	
	DATE
_____________
_____________
_____________
_____________
_____________
_____________
_____________
	
	TIME
___________
___________
___________
___________
___________
___________
___________
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City of Tulare
Community Services Department

VOLUNTEEN PROGRAM


The Tulare Community Services Department is currently accepting applications for its 1997-98 Volunteen Program designed exclusively for youth volunteers ages 13-17.  No experience is necessary.  

Volunteens may assist Community Services personnel in a wide range of areas.


VOLUNTEENS MUST BE POSITIVE ROLE MODELS:

Be courteous and helpful, be responsible, use positive language, be enthusiastic, dress appropriately (staff shirt will be supplied), and show younger children how to be a good citizen.


BENEFITS INCLUDE:

A rewarding work experience, letters of recommendation, Certificate of Appreciation and special recognition (for those working 50 hours or more).


ALL INTERESTED TEENS:

Must complete an application, participate in an interview, and attend an orientation meeting and training session.


DEADLINE FOR APPLICATIONS:

Applications will be accepted on an on-going basis at the Community Services Department offices, 830 South Blackstone Street, Tulare.



FOR FURTHER INFORMATION,
PLEASE CONTACT 685-2380.






City of Tulare 
Parks and Recreation Department

Volunteen Application


Date of Application: _______________

Name ______________________________     Age _____     Birth Date ____________________

Address ____________________________     City _______________________     Zip ________

Telephone __________________________     Grade ___________     School _______________

Social Security # _____________________

Emergency Contact ______________________________________    Phone ________________




My school activities include: _______________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Courses or classes that you have taken related to recreation (art, music, drama, etc.) include:

______________________________________________________________________________

______________________________________________________________________________

Other related activities (church, scouting, etc.) include: __________________________________

______________________________________________________________________________

______________________________________________________________________________

My hobbies and sports interests are: ________________________________________________

______________________________________________________________________________

My experience as a Volunteer or paid recreation staff has included:  _______________________

______________________________________________________________________________

Please mark the activities that you would be interested in working:

Youth Sports Programs	            		Special Events	            
Youth Drop-In Centers	            		Summer Aquatics	            
Instructional Classes		            		Clerical		            
           Klub Kaos Teen Center	            


How many hours per week could you volunteer during the summer? _______________________ 

How many hours per week could you volunteer during the school year? _______________________
Volunteens are responsible for providing their own transportation to and from work sites.  Will this be a problem for you?	Yes ______     No ______

Please state why you would like to become a Volunteen and why you feel you are qualified to become a Volunteen?
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________


Certificate of Applicant:

I certify that all statements in this application are true and complete to the best of my knowledge. 

Applicant Signature __________________________________________     Date _____________

Parent Signature ____________________________________________     Date _____________

ievone/volunteen
2/19/03


AREAS OF WORK OPPORTUNITIES


A.	Summer
1.	Instructional classes
2.	Summer Neighborhood Drop-in Activities
3.	Youth Basketball Camp
4.	Aquatics
5.	Youth Tennis
6.	Western Gym Drop-in

B.	Fall
1.	Punt, Pass & Kick
2.	Afterschool Soccer
3.	Instructional Classes
4.	Rec ‘N Effect

C.	Winter
1.	Breakfast with Santa
2.	Instructional Classes
3.	Afterschool Basketball
4.	K.I.D.S. Basketball
5.	Rec ‘N Effect

D.	Spring
1.	Tee-Ball
2.	Instructional Classes
3.	Rec ‘N Effect
4.	Teen Fest

E.	Year-round Programs
1.	B.E.S.T. Clubs
2.	KLUB KAOS
3.	Presports
4.	Sports Teamwork
5.	Roller Zone
6.	Toucan’s Pizza and Fun Park
7.	Clerical
8.	Senior Community Center
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Tulare Parks & Recreation Department
TEEN HERO TIMESHEET

TEEN HERO NAME: _________________________	SCHOOL: __________________

GRADUATION YEAR: _______________________	CELL #: ____________________


	DAY
	DATE
	EVENT 
	SUPERVISOR
	TOTAL HOURS

	Wednesday
	6/9/14
	
Summer Day Camp
	
Omar
	
4

	

	

	

	

	


	
	

	

	

	


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	

	

	

	


	

	

	

	

	


	

	
	
	
	

	
	

	

	

	


	

	

	

	

	


	
	

	

	

	


	

	

	

	

	


	

	

	

	

	


	

	

	

	

	


	
	

	

	

	


	

	

	

	

	


	

	

	

	

	


	

	
	
	
	



TOTAL HOURS WORKED: ___________
Middle School Presentations:
	TOPIC
	SCHOOL
	DATE
	# OF CLASSES
	TOTAL HOURS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



TOTAL HOURS WORKED: ___________
