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WELCOME!
Welcome to the Team! In addition to the Hesperia Recreation and Park District
Employee Handbook, the Recreation Service Provider Manual contains instructions and
procedures needed for each employee to effectively fulfill their position.
Every Recreation Service Provider will be expected to know and understand the
information contained in this manual. A Recreation Service Provider, using this manual
as a guide, is expected to do the assigned job in such a manner as to inspire the
confidence and respect of program participants and the public.

PURPOSE
The purpose of the Hesperia Recreation and Park District is to provide a well-rounded,
wholesome program of leisure time activities for the residents living within the District.
Hesperia Recreation and Park District accomplishes this goal through acquisition and
development of recreation and park areas and facilities, the development of innovative
recreational programs, maintenance of recreation and park facilities, and work in
cooperation with other agencies.
The purpose of the After School Activities Program (A.S.A.P.)/Kids Kamp is to develop
the minds, bodies, and self-esteem of students using leisure time in an adult supervised
environment for games, arts, and crafts to improve the human condition and encourage
positive social behavior.

PUBLIC RELATIONS
It is important that all Recreation Service Providers understand that the safety of
program participants is the number one priority and every contact with both program
participants and the public should be utilized to create goodwill for the District. Good
performance alone is not sufficient. It is important to create public support with
excellent service and communication. Be friendly, but stern when necessary, adhering
to the following guidelines:
1. Assume that anything you say in front of participants, parents/guardians, or
staff will be repeated.
2. Conduct yourself in a professional manner when dealing with the public,
participants, or staff.
3. If conversation is needed (other than briefly) with the public, please redirect the
person to your immediate supervisor. While at the program site, your primary
responsibility is for the active supervision of the program participants.
4. When enforcing rules, be uniform in your judgment and remain consistent in
what you say. Children and parents will test your judgment; consistency is
extremely important.
5. Act appropriately at all times.
6. Do not transport program participants in your personal vehicle.
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If a participant or parent/guardian asks a question you cannot answer, inform them
that you do not know the answer, but will find out. Follow through, find the correct
answer, give the information to the participant or parent/guardian, or redirect them to
your immediate supervisor.
If a parent/guardian is irate or disruptive, refer them to your immediate supervisor. Be
sure to notify your immediate supervisor, inform them of the incident, and fill out an
Incident Report (Appendix A).
A PATRON:
 Is the most important person – the life blood - in any business.
 Is not dependent on us – we are dependent on them.
 Is not an interruption of our work – they are the purpose of it.
 Does us a favor when they call – we are not doing them a favor by serving
them.
 Is part of our business – not an outsider.
 Is not a cold statistic – they are a flesh and blood human being with feelings
and emotions like our own.
 Is NOT someone to argue or match wits with.
 Is a person who brings us their wants – it is our job to fill them.
 Is deserving of the most courteous and attentive treatment we can give.
 Is a person who makes it possible to pay our salary.

SECTION 1: STAFF INFORMATION
DISTRICT POLICIES AND PROCEDURES
The District’s policies and procedures must be followed for:
General Employment Policies
Benefits, Salary, and Wages
Holiday and Vacation Policies
Sick Leave Policy, Family and Medical Leave Laws, and Pregnancy Disability Leave
Policies
Other Leave of Absence Policies
Negative Employment Actions
Separation from Employment
Employee Safety and Security
Expenses, Travel, Mileage, and Reimbursements
Administrative Polices

EMPLOYMENT QUALIFICATIONS
Recreation Service Providers must have and maintain a current First Aid and CPR
certification (no online certifications will be accepted) and adhere to the District’s policy
on Tuberculosis (TB) testing.
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DRESS CODE
The District’s policy on personal appearance, dress code and uniforms must be
followed. Issued District shirts/vests must be worn at all times.

SCHEDULES
Recreation Service Providers will be required to work as scheduled. Staff is expected to
be on the premises and ready to work at the scheduled work time.

STAFF MEETINGS
Staff meetings will be held as scheduled. All personnel are expected to attend, as Staff
Meetings are scheduled shifts.

TIME SHEETS
In addition to the District’s timesheet procedure (Appendix B), time sheets must be
submitted to the Recreation Coordinator the Tuesday preceding the end of the pay
period. A.S.A.P. timesheets can be sent in on the A.S.A.P. run. If your time sheet is not
sent on the run it will be your responsibility to turn it in to the program office.

KEYS
Employees are furnished with the necessary keys to facilitate their duties. Keys will be
issued by your immediate supervisor or made available at specific school site locations.
Keys specific to a school site must be left at the school site in the lock boxes provided
(Code 124). Care should be taken so that keys are not lost or stolen. In the event you
are provided with keys for the facility to which you are assigned, there are several
things of which you should be aware:
1. The loss of those keys would be very serious.
2. Changing locks and making new keys will be costly.
3. Keys could fall into the wrong hands. Individuals could use them to obtain
entrance to the facilities to steal or destroy property.
If keys are lost or stolen, the following procedure must be followed:
1. Make a complete search to try to find them.
2. Report this loss to your immediate supervisor.
3. Complete an Incident Report (Appendix A) and report when, where, and if
possible, how you lost the keys and who might have been in your company at
the time.

INCIDENT REPORTS
Staff must adhere to the District’s incident reporting procedure (Appendix A).

TELEPHONE USE/ELECTRONIC DEVICES
In addition to the District’s policy and procedures regarding cell phones/electronic
communication, the following procedures apply:
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District cell phones are assigned to A.S.A.P./Kids Kamp as a way to contact District
staff. At the start of your shift, you must verify the phone is adequately charged. While
on duty, you must be in possession of the phone at all times.
During your shift you are responsible for checking the phone for any emails, text
messages, voicemails, and/or answering any incoming calls. Staff should answer the
phone stating the location, your name and "May I help you?" You are a representative
of the Hesperia Recreation and Park District. Always be helpful, patient, courteous,
and friendly as this reflects upon not only you, but the District as well. No patrons or
volunteers of any kind should be allowed to answer the phone.
While charging, phones must be in a safe, secure place, near the Recreation Service
Provider. The phone must not be left unattended unless secured properly.
If the phone is not working properly, contact your immediate supervisor. Any damage,
loss or theft must be reported to your immediate supervisor and an Incident Report
must be completed.
Staff may not give A.S.A.P./Kids Kamp cell phone numbers or personal cell phone
numbers to program participants or parents/guardians. Modifications are not to be
made to District phones or equipment without approval from your immediate
supervisor.
When using a District cell phone:
1. Turn the phone on. Press and hold the volume down button and the Power key
(sleep/wake button) together for 15 to 20 seconds. If there's enough battery left
to power the device on, the white Apple logo will appear.
2. Enter the passcode “5488” when prompted.
3. To make a call touch the “phone” icon, select a contact or dial a telephone
number.
4. To answer the phone slide and/or select the green “phone” icon.
District cell phones and landline telephones, when provided or available, are to be used
for business only. The general public should be allowed to use the phone in an
emergency situation only. At the end of your shift, you must ensure that all phones and
chargers are put away in your locked A.S.A.P. cabinet.

GENERAL RULES
1. Be prepared and on time for all scheduled shifts.
2. Look professional - be in uniform and neatly groomed.
3. Always be attentive. If for any reason you will be unable to perform your
duties, please inform your immediate supervisor.
4. Be aware that your primary duty is the safety of the program participants.
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5. Always be polite and patient with the public. Do not lose your cool. You can
enforce the rules without offending anyone. If a parent/guardian becomes irate,
direct them to your immediate supervisor, but do it politely and with a smile.
6. Remember, A.S.A.P./Kids Kamp are recreational programs. Participants should
enjoy their experience.
7. Promptly enforce all rules using fairness and understanding. All rules must be
strictly adhered to; this includes staff. If you are unsure, the answer is no and
seek input from your supervisor. Do not make up answers or bend the rules for
anyone.
8. Do not use abusive language or profanity in the execution of your duties or
within staff relationships.
9. Always look for the positive. Try to find something good even in the worst
situations.
10. Keep parents informed of all activities and problems. Share the bad and the
good with parents.
11. Keep the line of communication open. Discuss any problems, concerns, or ideas
with the rest of the staff and your immediate supervisor.

COWORKER RELATIONSHIP
1.
2.
3.
4.
5.
6.

Back each other up on all rules.
Communicate any discipline problems to other staff.
Work as a team; support each other in all decisions.
Be aware of your assignment.
Be aware of special trouble areas.
If you feel a situation is unsafe, report it to your immediate supervisor
immediately. Keep participants away from the unsafe situation until it can be
rectified.

MOVIE GUIDELINES
Movies must be rated G, no PG movies are to be viewed. If there is a question as to the
movie's rating, the movie is not to be shown. It is not up to the discretion of the
Recreation Service Provider to decide if a movie is appropriate for any child. Disney
movies are permitted if provided with a current movie license from the Program Office
or School District Office (for A.S.A.P. sites). Movies for A.S.A.P. are available from the
Program Office and will be sent on the bi-weekly run.

TIPS FOR SPEAKING WITH PARENTS
1.
2.
3.
4.

Seek them before they seek you.
Listen before you speak. Let them have their say.
Never lose your "cool."
Remember you are the expert - answer all questions calmly and thoroughly.
Take a deep breath, analyze the problem, and offer a solution.
5. Do not reprimand; educate.
6. Speak with parents one on one, not in front of bystanders or their
child/children.
7. If you do not know, do not fake it.
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8. Do not allow one parent to monopolize all of your time. Doing this draws your
attention away from the participants.
9. If you give respect, you will get respect.

ON-SITE NOTEBOOK
All sites are provided with a complete on-site notebook that is available at all times.
The notebook includes the following:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Participant Emergency Data Forms (Appendix C)
Daily Shift Logs (Appendix D)
Incident Reports (Appendix A)
Late Notice Forms (Appendix E)
Monthly Planning Sheets (Appendix F)
Weekly Planning Schedule (Early, Middle, Late) (Appendix F)
Time Sheets (Appendix B)
Time Off Request (Appendix G)
Suspected Child Abuse Form (Appendix H)

SECTION 2: AFTER SCHOOL ACTIVITES PROGRAM (A.S.A.P.)
REGISTRATION PROCEDURES
Registration for each new school year is available beginning the second week of May.
Registration Information Packets (Appendix I) must be completed and submitted online
at HesperiaParks.com. Walk-in registration packets are not accepted.
Children grades 1 – 6 and enrolled in school with Hesperia Unified School District
(HUSD) are eligible to register for A.S.A.P. at participating sites. Kindergarten students
are not eligible. A.S.A.P. operates Monday through Friday, following the HUSD
Student Calendar. It is the responsibility of the Recreation Service Provider to
familiarize themselves with all school holidays, minimum days, and in-service days that
A.S.A.P. will not be held.
Registration is based on a first serve basis. Upon registering, a child may be placed on a
waiting list until space becomes available.
It is the intention of the Hesperia Recreation and Park District to comply with the
Americans with Disabilities Act (ADA) in all respects. If an attendee or participant of
any District program needs special assistance beyond what is normally provided, the
District will attempt to accommodate. Contact your immediate supervisor in regard to
any requested accommodations.

A.S.A.P. PROGRAM FEES
A.S.A.P. fee(s) are weekly and dependent on each school site and total program hours.
It is the sole responsibility of the parent/guardian to retain program receipts; copies of
receipts will not be provided. The program fee schedule is available online at
HesperiaParks.com and subject to change.
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To attend the program the weekly fee must be paid by Monday at 11:00 a.m. Staff may
not accept payment of any kind.
Payment is accepted online only at
HesperiaParks.com.

COLLECTION OF MONEY
Under no circumstances is staff to collect any money for items such as: parties, fund
raisers, candy, and/or any extra items for your A.S.A.P. site. In addition, purchasing
items for your site is also prohibited. If supplies are needed, contact your immediate
supervisor.

DAILY/WEEKLY/MONTHLY A.S.A.P. DUTIES
DAILY DUTIES







When arriving at the school site check your District email on the computers
designated for A.S.A.P. use. Email will be used to communicate between the
Program Office and A.S.A.P. site on a daily basis. Email addresses are
ASAP(schoolname)@gmail.com. The password for all emails is asap5488.
After checking any emails you are to respond with a brief email letting the
Program Office know that you did receive any/all communications. Make
sure to initial your response so they know who checked the email.
As soon as you arrive at your site, turn on your Park District phone and
check in with the Program Office.
Write in Shift Log every day (Appendix D).

FACILITY INSPECTION


Inspection of the facility includes: electric wiring, lighting, fencing,
restrooms, playground, walkways, and all other equipment used by staff
and patrons. The procedure for faulty equipment is as follows:
Close off the area or equipment of concern, notify your immediate
supervisor and/or school site principal and fill out an Incident Report
(Appendix A) in accordance to the District’s Incident report writing
procedure.

CHECK-IN PROCEDURES
1. Each school site has a designated location for teachers to drop off students after
school. The following procedures must be followed:
a. Attendance must be taken daily as participants arrive.
b. Child(ren) must have been in attendance at school to participate in A.S.A.P.
2. If a child who is registered for the program is absent, follow these procedures:
a. Contact the school front office; inform them of the name of the student that
has not been dropped off to A.S.A.P. They will be able to tell the staff if the
child attended school on that day.
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b. Check with the student’s teacher to verify that the child did not have a note
from the parent/guardian to go home.
c. Ask school site staff to do a complete search of the school including all
buildings and have the office staff perform an “all call” to try to locate the
child.
d. If the child cannot be located, contact your immediate supervisor.
e. Teachers are required to come to the A.S.A.P. site to sign out students for all
extra tutoring or enrichment the school would like to provide.

SUPERVISION PROCEDURES
Supervision of the participants in our program is our most important responsibility.
Proper supervision will reduce the number of incidents which occur. Your job is to
prevent or stop incidents as quickly as possible. The following supervision procedures
must be followed:








Do head counts every 30 – 45 minutes or when changing from one area to
another.
Be aware of trouble areas and blind spots where you cannot see the
participants.
Be aware of any potentially dangerous situations both inside and outside.
Staff must position themselves in areas where they can see the entire area in
which the participants are located.
Do not turn your back to participants.
Remember to react consistently each time to a violation of rules and Code of
Conduct.
Whistles are to be used outdoors only. DO NOT blow them inside.

H.R.P.D. A.S.A.P. RULES FOR PARTICIPANTS
1. I will be kind to other participants.
2. I will follow the instructions of all Recreation Staff.
3. I will show respect for others at all times.
4. I will not use profanity.
5. I will follow all safety rules.
6. I will check into the A.S.A.P. program immediately after school is dismissed.
7. I will never leave the area without permission from an instructor/leader.
8. I will always clean up after myself and help with project clean up.
9. I will not make physical contact with other participants.
10. I will not take anything that does not belong to me without permission.
All applicable District ordinance, rules, regulations, and code of conduct in addition
to the above mentioned rules and ASAP program rules must be followed.
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RESTROOM PROCEDURE
Children will only be allowed to go to the restroom in groups of three (3) students. One
child will go into the restroom while the other two wait outside the door. If students are
not back in a reasonable amount of time (5-10 minutes), you the leader, will need to
check on the children. Make sure you inform the other leader you are working with and
have them watch your site. You are NOT to send another child to go check on the other
children in the restrooms. Restrooms should be inspected by staff at the start of their
shift.

ILLNESS AND MEDICATIONS
Children with an infectious disease must be on antibiotic treatment for 24 hours before
returning to the program. We also ask that child(ren) be kept out of the program if
he/she has had a fever within the past 24 hours. Please be sure to inform other staff of
any medical problems that might affect other participants or if child is on any
medications. Staff is not authorized to administer any medication to participants.
Staff will make every reasonable effort to protect participants’ health and well-being.

GENERAL CONTACT INFORMATION
ADDRESS AND PHONE NUMBERS

1.
2.
3.
4.
5.
6.
7.

EMERGENCY
H.R.P.D. DISTRICT OFFICE
H.R.P.D. PROGRAM OFFICE
PROGRAM OFFICE IPHONE
H.U.S.D. SCHOOL POLICE
HESPERIA POLICE DEPARTMENT (AFTER 4PM)
SHERIFF’S DEPARTMENT DISPATCH (AFTER 5PM)

911
760-244-5488
760-244-7518
760-559-8981
760-244-1091
760-947-1500
760-245-4211

HUSD SCHOOLS

1. COTTONWOOD ELEMENTARY
2. CYPRESS SCHOOL OF THE ARTS
3. HOLLYVALE INNOVATION ACADEMY
4. KRYSTAL SCHOOL
5. MESQUITE TRAILS ELEMENTARY
6. MISSION CREST ELEMENTARY
7. TOPAZ PREPARATORY ACADEMY
Dial nine when calling from a landline telephone at a school site.

760-949-1390
760-949-2596
760-947-3484
760-948-3611
760-949-3149
760-949-8265
760-244-4622

For an emergency and/or disaster(s) refer to (Appendix J).

FOOD SERVICE (SNACK)






Count all snacks to ensure that the numbers are correct on the Supper Snack
Receipt paperwork left from Nutritional Services. If incorrect, change the
numbers on the receipt and initial. (Appendix K)
List all participant names on the CACFP Weekly Roster. (Appendix K)
Every day you MUST check off if the participant received a snack.
Fill out all required information.
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The employee that passes out snack must initial the bottom of each form.
After completing the form, leave it in the milk box with any untaken snack.
DO NOT put snacks that have been distributed to participants back in the
milk box.
If participants choose to take snack they must take one of every item offered,
excluding milk, which is optional.

CHECK-OUT PROCEDURES
1. A parent/guardian or documented authorized party must sign the child out of
the program daily.
2. If a parent/guardian picks up their child(ren) from tutoring or other enrichment
activities, they MUST bring the child(ren) back to the ASAP leader and sign
them out.
3. Only the person(s) who initialed the application may add/delete authorized
people to pick up a child. Changes to the Emergency Data Form (E.D.F.)
(Appendix C) can be done by sending a note with the child to the A.S.A.P. site.
If you have received a note, you MUST call the Program Office and the
Recreation Coordinator will call to verify that the parent/guardian sent the note
and is aware of the changes being requested. Changes may also be made in
person at the A.S.A.P. site or the Program Office with valid proof of I.D.
4. In an emergency, a parent/guardian may call introducing an alternate person
not listed on the E.D.F. who may take the participant from A.S.A.P. In this
instance, ask the parent questions from their child(s) E.D.F. to verify that they
are who they say they are.
5. All staff must check a valid proof of I.D. and confirm the person is authorized
on the E.D.F. before releasing the child.
6. No one under the age of 18 years is allowed to pick up a child, regardless of
relationship. There may be exceptions to this rule provided that parents have
notified the Program Office and received special permission. Confirm with
your supervisor before releasing the child.

LATE PICK UP PROCEDURE
If a child has not been picked up within five minutes of their scheduled pick up time, do
the following:
1. Contact the child’s parent and guardian using the information provided on the
E.D.F. Inform them that their child is at a recreational program and needs to be
picked up.
2. Fill out Late Notice Form (Appendix E); white copy will be sent home with the
parent/guardian, yellow copy will be kept at the site.
3. Call the emergency numbers on the E.D.F.; explain the situation to whoever
answers the phone, and ask if they can pick up the participant from the
program. IF THERE IS NO ANSWER, OR NO ONE IS AVAILABLE TO PICK
UP THE PARTICIPANT, PROCEED TO STEP FOUR.
4. If parent/guardian or emergency persons have not been contacted after one
hour, call the police dispatch at 760-245-4211. Tell them you have an abandoned
13

child, explain situation, and ask that the child be picked up. Under no
circumstance is the participant to leave the A.S.A.P. site by themselves. If the
parent/guardian arrives before the police, explain the situation to them. Notify
the police that the child has been picked up.
5. Once the child has been picked up by the parent/guardian, or other authorized
person or if the police were called, contact your immediate supervisor and
complete an Incident Report Form.
6. Late pick up fees are $5.00 (for each child) for every fifteen minutes or fraction
thereof. All late fees must be paid online (processing fee will be applied) by the
end of that week by 5:00 p.m. before the child can return to A.S.A.P. the
following Monday. Excessive or reoccurring late pickups will result in their
child being removed from the program.

DISCIPLINE PROCEDURES
1. One of the greatest challenges in operating A.S.A.P. and Kids Kamp is
discipline. Discipline must be handled in a tactful, polite, and consistent
manner.
2. Discipline must take place from the moment the participant enters the facility
until they leave. Inconsistency causes confrontation and unsafe circumstances.
3. Consistent discipline equals reacting each time a violation occurs.
4. No favorites! Everyone must abide by the rules.
5. Infractions of rules:
a. Do not let the offense go the first time.
b. Bring the rule to the participant's attention in a firm, but courteous way. Do
not yell. If you raise your voice, you are giving the impression that you have
lost control.
c. Talking back to staff will not be tolerated from anyone, at any age. If this
should occur, document it in your shift log. If this becomes excessive (3 or
more shift logs), fill out an Incident Report. If it is an adult, refer them to the
District Office and fill out an Incident Report. (Appendix A)
d. Never punish the whole group for a problem created by a few.
e. No redundant sentence writing permitted (standards).
f. Do not isolate the participant from the class, i.e. standing in the corner,
facing the wall. A chair should be located near the staff to ensure that the
participant is sitting quietly.
6. Abide by the following disciplinary action guideline as well as the District’s
Code of Conduct; any other disciplinary action must be approved by your
immediate supervisor.
a. First Violation:
Child will be given time out and/or a call to
parent/guardian to explain the situation. Staff notes the offense in the shift
log and speaks to parent/guardian when the child is picked up. Time out is
not to exceed 15 minutes.
b. Second Violation: Program Office staff calls parent/guardian and child is
sent home for that day. An Incident Report (Appendix A) is filled out. All
suspensions must be approved by your immediate supervisor.
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c. Third Violation: Program Office staff calls parent/guardian and child is
sent home and suspended. A second Incident Report must be completed
stating the reason for suspension. All suspensions must be approved by
your immediate supervisor.
Serious discipline should be referred immediately to your immediate supervisor. Your
immediate supervisor will inform parent/guardian that if the child's behavior persists,
the child may be removed from the program.
A participant may be removed from A.S.A.P./Kids Kamp for violation of the Code of
Conduct, A.S.A.P./Kids Kamp Rules, or disruptive behavior. In order to remove a
child, staff must follow the discipline procedures and document the problem.
Suspensions are only determined by the Recreation Coordinator. All participants and
parents must adhere to the Hesperia Recreation and Park District Code of Conduct
(Appendix L).
Hesperia Recreation and Park District strives to provide a safe and enjoyable
environment, has zero tolerance when it comes to threats or acts of violence, and
reserves the right to suspend a child for any violation at any time.
Note: Loss of special privileges is also appropriate discipline for misconduct. Any
discipline of a participant outside the procedures provided to you may result in you
receiving negative employment action.

MONTHLY DUTIES
Monthly Planning Sheets are due at the beginning of the new month for the previous
month (to be turned in on the next scheduled A.S.A.P. Run). This sheet assists in the
organization of the activities at your A.S.A.P. site. It also shows your immediate
supervisor the activities you're implementing at your site. Planning Sheets (Appendix
F) are provided by the Program Office.

SECTION 3: KIDS KAMP
REGISTRATION PROCEDURES
Enrollment is open to children ages 5 through 14. Registration and payments are
accepted online. Walk-in payments are accepted at the Lime Street Park Community
Center, 16292 Lime Street, Hesperia, by Kids Kamp staff at an increased rate. To receive
the weekly rate, registration fees must be received by Friday at 11:00 a.m. prior to the
week attending. The following items must be completed and collected before
participants can attend the program.
1. Registration Fees
2. Completed Program Registration Packet/Agreement/Waiver (Appendix N)
3. Completed Kids Kamp Emergency Data Form (Appendix C)
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HOURS
Kids Kamp operates Monday through Friday from 6:00 a.m. to 6:00 p.m. and is closed
on holidays.

PAYMENT PROCEDURES FOR IPAD
1. Turn on IPad by pushing and holding the button on the top, right side of the
IPad
2. Enter Code 5488
3. If “Apple ID Verification” pops up, select “Not Now”
4. Touch the “ADMIN LOGIN” icon
 USER: program office (no caps)
 PASS: programoffice (no space)
 Select “CONTINUE”
To Take a Payment:
1. Touch “Front Desk” icon on the top left side of the screen
2. Under “REGISTRATION” select “ENROLL”
 Activity Name: Type, “KIDS.” Touch purple “SEARCH” button
 Select the date/week the payment is for
 Select and/or type the child’s first and last name and hit “SEARCH”
 Select correct participant
 Verify amount charged on the top right
 On the bottom left side of the page, if there is anything under “OVERRIDE,”
check the box and select “ENROLL”
 Select “PAY”
 When the customer’s name appears, touch “SELECT” again
 Touch Credit Card “$” sign and enter customers Credit Card information
 Select “PAY” and then select “FINISH”

LATE PICKUP PROCEDURE
Refer to ASAP Late pickup procedure. See page 14.

DAILY PROCEDURES
1. Open Lime Street Park Community Center south west parking lot gate and lock
gates in the open position.
2. Enter the community center through the east glass door and deactivate the
alarm located in the electrical closet. When using the Program Center, enter
through the front door and deactivate the alarm located on the wall to the left
hand side of the door.
3. Check the inside and outside areas of the Program Center and/or the Mojave
Room(s). Report any damage, vandalism, or unsafe situations to your
immediate supervisor.
4. Inspect all equipment daily before use.
5. Obtain iPhone from designated area.
6. Set up any equipment, (i.e. television, tables, and chairs).
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7. Place daily paperwork on clipboards and have all necessary items available on
the desk (i.e. sign in sheets, daily activity schedule, writing utensils, and
highlighters).
8. Kids Kamp staff is responsible for checking the duty assignment schedule upon
arrival.
9. Inspect bathroom area as soon as your shift starts and every hour thereon until
your shift ends (Appendix S).
10. Check-in arriving participants on the Kids Kamp Sign In/Sign Out Sheet
(Appendix P); apply wristbands and keep head counts. Swim counts are kept
for Summer Kids Kamp (Fridays only).
a. Check your clipboards and review the activities scheduled for the day. With
approval, schedule modifications may be made to accommodate the needs of
the participants.
b. Arriving Kids Kamp staff is responsible for locating the group leader being
relieved and discussing the day’s events (i.e. behavior issues,
accidents/injuries, and any other vital information pertaining to the
participants’ well-being).
c. You are responsible for obtaining and maintaining an exact headcount at all
times.
11. Verify all participants have preregistered and paid for days attending. Under
no circumstance should a participant be allowed in the program without a
completed registration packet and payment.
12. Conduct headcounts at 8:00 a.m., 9:30 a.m., 11:30 a.m., 12:30 p.m., 2:30 p.m., and
5:00 p.m. and record on the Kids Kamp Head Count Sheet (Appendix P).
13. File paperwork in onsite file box. File daily paperwork in proper files and
locations (i.e. Kids Kamp Sign-in Sheets/Sign-out Sheets, Incident Reports,
wristbands, writing utensils, and highlighters).
14. Complete the Kids Kamp Daily Shift Log Book and leave it available for
opening Kids Kamp staff to review the next day.
15. At the end of Kids Kamp, make sure all equipment and supplies are put away in
the proper storage location. Inspect the area. Close and lock all doors.
16. Summer Kids Kamp: Turn off lights in Mojave Room(s) and lock exterior exit
doors.
Summer/Spring/Fall Kids Kamp:
17. Lock and alarm the Program Center and the walking gate.
18. Other duties as assigned.

PARTICIPANT CHECK-IN/CHECK-OUT PROCEDURE
1. Check-In
a. Parent/Guardian is to sign the participant in on the Kids Kamp Signin/Sign-out Sheet (Appendix P) upon arrival with the Kids Kamp front desk
staff. Verify participant has already paid registration fees for days attending
17

per sign in sheet or physical receipt. Registrations received during
nonbusiness hours are to be written in on the sign-in sheet.
b. Participant’s name is to be highlighted by the assigned Kids Kamp front
desk staff on the sign-in sheet and a wristband is to be applied to the
participant’s wrist.
c. Participant’s backpacks are to be placed inside the appropriate assigned
areas, and lunches are placed in the bin marked with their age group.
d. Kids Kamp front desk staff is responsible for knowing the participant’s
enrollment status and assigned Age Group Rosters (Appendix Q).
2. Check-Out
a. Parent/Guardian is to sign the sign-out sheet upon arrival with the time the
participant is being picked up from the Kids Kamp front desk staff. UNDER
NO CIRCUMSTANCE is a participant to be released to any unauthorized
persons not listed on the participants’ Kids Kamp E.D.F. or anyone under the
age of 18.
b. Check Photo ID of person picking up participant(s) against the Emergency
Data Form (E.D.F.).
c. Notify participant’s group leader and release them to the parent/guardian.
d. At the end of your shift, make sure all participants have been signed out on
the Kids Kamp Sign In/Sign Out Sheet (Appendix P).

KIDS KAMP GROUP PROCEDURES
1. Groups should enter the Mojave Room at east end of Community Center
building.
2. Have participants line up in a straight line and ensure everyone is in attendance
prior to changing locations.
3. While outside, the group leaders always follow the group.
4. When in the building, Kids Kamp staff must ensure that participants are not
running in the hallways and noise levels must remain at an appropriate level.

RESTROOM PROCEDURES
Please refer to Appendix S.

OPEN SWIM PROCEDURES (SUMMER KIDS KAMP)
Please refer to Appendix O.

FIELD TRIP PROCEDURES
1. Field trip rules for participants:
a. All participants must be registered for the field trip by the date specified.
b. All participants must bring a lunch and two snacks (unless lunch is included
in field trip) packed in a large Ziploc bag and a water bottle marked with
their name in permanent ink.
c. Participants must wear Kids Kamp shirts on all field trips (available for
purchase).
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d. Participants must stay with their assigned group at all times.
e. Parents may attend field trips, but are extra eyes and ears only; they may not
discipline participants (not even their own).
f. Parents may not take their child from the group at any time unless specific
off-site sign-out arrangements have been made with the Kids Kamp
Recreation Coordinator prior to the field trip.
g. Participants must abide by the program rules and the District Code of
Conduct at all times (Appendix R and L).
h. Electronics are prohibited on any field trips (i.e. cell phones, Gameboys, mp3
players, iPods, iPad, etc.).
i. Participants are to remain seated on the bus with both feet on the floor and
their backs to the seat while bus is in motion.
2. Field trip rules for Kids Kamp staff:
a. Kids Kamp staff must know where all participants in their group are at all
times.
b. Be responsible for head counts at appropriate times (i.e. loading and
unloading buses, before and after lunch break).
c. Ensure that scheduled activities are being followed.
d. Make sure photos are taken with the Kids Kamp iPhone.
e. Kids Kamp staff may not go on rides, slides, etc. Kids Kamp staff needs to
be placed at the entrance and exit of each ride, slide, etc.
f. Kids Kamp staff must report any improper behavior to the Recreation
Coordinator.
g. Incident Reports (Appendix A) must be filled out for any incidents that
occur on field trips within 24 hours of the incident.
h. For any field trips returning after 5:30 p.m. to Lime Street, staff must
continue their shift until all participants in their group have been signed out
by parents on their roster.
3. Job duties assigned to the front desk for field trips:
a. Ensure that ice chests are out, clean, and ready for field trips and that ice
chests are cleaned and put away after use (if needed).
b. Sign in participants that are going on field trips and issue appropriate
wristbands.
c. Collect participants’ spending money and place in envelopes with their
name. Distribute to group leaders before leaving on fieldtrip.
d. Be responsible for ensuring that all EDF’S are in their possession (Appendix
C).
e. Ensure that field trip backpack is stocked with necessary supplies and first
aid. Also, check the field trip task list for any further supplies/equipment
(Appendix T).
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SUSPENSION
Refer to A.S.A.P. Discipline Procedures. See page 14.

ILLNESS AND MEDICATION
Refer to A.S.A.P. Illness and Medication. See page 12.

EMERGENCY/DISASTER
Please refer to Appendix U.

INTERACTION BASICS
STAFF/CHILD

The way YOU relate to the children is the heart of our program.
1. Show RESPECT for the dignity of the children in all your dealings with them.
Never talk negatively about a child in front of him or in front of other children.
Demand in return that the children show respect for YOU.
2. Address the children by NAME.
3. Speak to children AT THEIR LEVEL.
4. Talk with the children during routine activities; GREET them enthusiastically
when they arrive.
5. Speak to individual children OFTEN.
6. Speak QUIETLY when you’re with a group inside. Walk over to a child if you
want to talk to him/her instead of calling out across a room. Avoid YELLING.
7. Whistles are permitted; however, they are never to be used indoors.
8. Encourage the children to do for themselves everything they can (such as
cleanup, serving snacks, mixing paints, making play dough).
9. Tell children CLEARLY what you expect. Don’t ask a question when you really
mean to be giving a direction. Example, “It’s time for everyone to put their
things away so we can get ready for the field trip now.” Not, “Do you want to
clean up your things now?”
10. SHOW the children by your own behavior how you expect them to behave. For
example, don’t interrupt children if you expect them not to interrupt you when
you’re talking to someone.
11. PAY ATTENTION TO POSITIVE BEHAVIOR. Recognize pro-social behaviors
such as cooperation, helping, and sharing with a smile or a comment.
12. Give the children equal opportunities for activities. Don’t assume that some
things are “for boys” and other things are “for girls.”
STAFF/PARENT

Relating to parents is an important part of your job:
1. Learn parents’ names.
2. Establish eye contact and smile at parents when they enter the room, even if you
are too busy to talk to them.
3. Tell parents something positive about their child as often as possible. Make it a
goal to communicate with each parent at least once a week.
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4. Keep the parent bulletin board neat, current, and eye-catching.
PARENT FEEDBACK

1. Parents/Guardians will be asked to evaluate District programs via online
surveys.
2. Staff should do all they can to encourage feedback from parents/guardians at
all times. Whenever a parent offers feedback, positive or negative, be sure to
THANK him/her.
3. In dealing with CRITICISM from parents:
a. Do NOT get defensive if a parent has a criticism of the program.
b. Do NOT TRY TO DENY that they have a reason to be upset.
c. Encourage parents to be specific with their complaint and offer specific
suggestions about how they think things could be handled better.
Sometimes parents are right and have good suggestions for improvement.
d. Let parents know you’ll communicate their concerns and suggestions to
your immediate supervisor and let them know your immediate supervisor
would also be very happy to talk to them about their concerns.
e. If they are upset about how you handled something, say you can understand
their frustration and appreciate their concern, and explain the reasons for
what you did.
f. If you or your staff made a mistake in how you handled something,
apologize and explain what you’ll do to make sure it is handled better in the
future.
g. If they have a complaint about District policy or procedures, you can explain
that the policies are carefully developed, reviewed, and approved by the
District and suggest that they talk to your immediate supervisor if they are
unhappy with a policy.
h. FOLLOW THROUGH on parental complaints. Talk to the staff involved or
to your immediate supervisor. CHECK BACK with the parent a week or so
later to see how things are going.

ACCIDENT PREVENTION
It is easier to prevent an accident than to be faced with results. The majority of all
accidents are preventable. Rules are established to assist in the prevention of accidents.
1. Program hours, rules, and emergency procedures must be posted in plain view
of participants and employees. If space is unavailable to post, a packet will be
provided for you to keep on your clipboard.
2. When proper supervision of an area is not possible, the area must not be used.
3. After every activity, the area should be cleaned and inspected.
4. Staff should be familiar with the medical needs or special concerns of each
participant.
The District is concerned with the safety of all of our employees. Ensure that the
equipment used in the performance of your duties is properly utilized and is the
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appropriate equipment. This includes sitting only on furniture which is designed for
adult seating and standing on equipment which was designed for such use.

SUSPICIOUS PEOPLE
1. All visitors must check in with staff upon arrival at the site/Kids Kamp.
2. In the event a person enters the A.S.A.P./Kids Kamp area(s) and disturbs, or
displays himself/herself in an anti-social manner, the police shall be telephoned
immediately by staff.
3. Suspicious persons must be reported to the Hesperia Police Department (nonemergency/emergency #s), the A.S.A.P. Site Principal and/or your immediate
supervisor. An Incident Report must be filled out. If necessary, the Program
Office will telephone the police.
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APPENDIX A: INCIDENT REPORT

Hesperia Recreation and Park District
P.O. Box 401055, Hesperia, Ca. 92340
(760) 244-5488
INCIDENT REPORT
Report must be turned in to the District Office within 24 hours of the incident.
This form is for official District use only.
Date of incident:

Time of incident:

Facility:

Place or Area:

Program/Event:

Employee in charge:

Employee(s) on duty:
Type of incident:
Fight/Assault

Injury

Accident

Vandalism

Violation of Rules/Laws/Code of Conduct

Authorities contacted:

Police

Fire/Paramedics

Supervisor:

School Official:

Other:
Description of incident:

Describe type of action taken by staff:

(Turn over to complete)
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Theft

Fire

Other:
Parents

Additional Information:

Name:

Phone:

Address:

Involved

Name:

Witness

Phone:

Address:

Involved

Name:

Witness

Phone:

Address:

Involved

Name:

Witness

Phone:

Address:

Involved

Report Completed by:

Witness

Date report completed:

For Supervisor Use Only
For Employee Injury:
Supervisor’s Report of Injury Submitted:
Yes
No
Employee Directed to Contact Administration Office:
Yes
No
Original to Administration
(Date)

Copy to Maintenance
(Date)

Copy to Rangers
(Date)

Supervisor Signature

Date

For Administration Use Only
Supervisor’s Report of Injury submitted on:
DWC Form 1 submitted:
Property/Liability claim received:
Administration Signature

Date
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INCIDENT REPORTING PROCEDURE
Hesperia Recreation and Park District
Effective Immediately
12/02/02
Revised 6/4/15
Revised 10/11/2017

Policies & Procedures
Administrator’s Memo
02-3

The following procedures must be followed by Hesperia Recreation and Park District
staff for the completion of Incident Reports:
1. The Incident Reports are to be completed for employee and patron injuries,
accidents, vandalism, theft, fire, fight/assaults, violation of rules/laws/code of
conduct or any other out of the ordinary situations which arise.
2. Incident Reports must be completed and submitted to Administration within 24
hours of the incident. If the incident occurs over a weekend or holiday, the
employee reporting the incident should contact their supervisor to make them
aware of the incident. The supervisor will then determine if any immediate action
should be taken.
3. Incident Reports are to be reviewed by the reporting employee’s supervisor to
ensure it is complete and accurate. If the report is found to not be either complete or
accurate, the supervisor must have the employee make the corrections within an
additional 24-hour period. Administration must be made aware of the incident and
be notified of the delay (a copy of the incomplete Incident Report may be requested
at that time). Prior to the supervisor submitting the report to Administration, the
supervisor must complete the “For Supervisor Use Only” section on the second page
of the Incident Report.
4. Copies of Incident Reports may be kept by the supervisor; however, these must
be kept in a secure location.
5. Administration will review all Incident Reports and take any necessary actions as
a result of the Incident Report. Once Administration has reviewed the Incident
Report, the reports will be filed in the master files and retained in accordance to the
District’s Records Retention Policy.
6. Blank Incident Reports can be found at each facility or the electronic version is
located on the Shared Drive S: /forms/Incident Report Form.
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APPENDIX B: TIMESHEET PROCEDURE

Effective January 1, 1987
Revised June 4, 2015
Revised June 24, 2016

Policies & Procedures
87-1
Timesheet Procedure

The following procedure will be used to complete a District timesheet:
1. Timesheets will be turned in for each two (2) week period.
2. All timesheets must be filled out completely using blue or black ink only.
3. Supervisors must have timesheets into the Administrative office no later than 10:00
am on the timesheet due date listed in the present year’s payroll schedule.
4. There are two types of timesheets one for Maintenance and one for all other
employees.
5. How to fill out a timesheet:
a. Period End Date – Enter last day in the present two (2) week pay period.
b. Employee ID – Enter Employee ID.
c. Name – Enter first and last name. Print name legibly.
d. Position – Enter job title, i.e. Recreation Attendant, Account Clerk, etc.…
e. Day/Date – List the date worked next to the appropriate day.
f. In/Out – Hours in and out are to be indicated in the spaces provided,
showing time out for lunch breaks if applicable. List the times in/out for
every location/activity for the day. If holiday, vacation, sick time is used,
enter the time in/out that you would have worked.
g. Location – Refer to the Timesheet Location and Activity Categories list for the
correct location abbreviations to use.
h. Activity – Refer to the Timesheet Location and Activity Categories list for the
correct activity to use.
i. Hours – Total regular hours worked each day, rounding to the closest 15
minute/¼ hour increment, and use the following to list classified hours
(regular hours worked do not require designation):
?H = paid holiday
?V = hours vacation time taken
?S = hours sick leave taken
?ML = hours management leave taken
Note: ? means number of hours.
j. Total hours for each day should be written in the Hours box only. Employees
are not to write on any area of the timesheet other than as specified above.
The payroll department will total the hours worked per two (2) week period.
k. Employee’s signature – Employee must sign timesheet showing that they
filled the timesheet out.
l. Supervisor’s signature – Supervisors must sign their employee’s timesheets.
This verifies hours worked.
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Timesheets and the Timesheet Location and Activity Categories list may be revised
from time to time. The most recent timesheets and timesheet categories list will be
located in the following location: S/Forms/HR Forms/Timesheets.
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TIMESHEET LOCATION AND ACTIVITY CATEGORIES LIST
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APPENDIX C: EMERGENCY DATA FORM
Bobcat
16292 Lime Street
Park
Hesperia,CA 92345
Home phone:
760-244-5488
Email: Bobcat@
hesperiaparks.com
ID: 84225

ASAP #01 Registration Package Topaz 2017 #1037
Action: Enroll (Amended to: Delete for Transfer Out)
Meets: From August 14, 2017 to May 31, 2018
Location: HUSD Elementary Schools
Question

Answer

What is the child's name?

Bobcat

Parent/Guardian's #1's Name?

Bobcat Dad

What is the best telephone number to reach Parent/Guardian #1?

7602445488

Parent/Guardian #2's name?

Bobcat Mom

What is the best telephone number to reach Parent/Guardian #2?

7602447518

What is your address?

16292 Lime Street

What city do you live in?

Hesperia

What is your Zip Code?

92345

What is your child's age?

8

Child's Grade Level?

2

What is your child's birthdate? Please include month, day and year.

June 1, 2010

Does your child have any allergies?

No

Please list any allergies if you checked yes

none

Does your child take any medications the staff should be aware of?

No

If you checked yes, please list medications

none

It is imperative that you provide us with the names of individuals who will be local during
the time your child is in session. These are the people who will make decisions for your
child if you are unavailable. Please inform them that you have given us their names. I
authorize the following people (18 years of age or older) to pick up my child:

Yes

Emergency Contact #1 Name?

Jaguar

What is the best telephone number for Emergency Contact #1?

7605555555

What is the relationship of Emergency Contact #1?

Friend

What is the name of emergency contact #2?

Elephant

What is the best telephone number to reach Emergency Contact #2?

9095555555

What is the relationship of emergency contact #2?

Friend

What is the name of emergency contact #3?

Cheetah

What is the best telephone number for emergency contact #3?

7605555555

What is the relationship of emergency contact number 3?

Aunt

Emergency Contact #4 name?

Leopard

What is the relationship of Emergency Contact #4?

7605555555

What is the best telephone number for Emergency Contact #4?

Grandma

Emergency contact #5 Name

Lion

What is the relationship of Emergency Contact #5?

7605555555

What is the best telephone number for Emergency Contact #5?

Uncle

I grant Hesperia Recreation and Park District permission to use my child's likeness, voice
and words in television, radio, film, print, or in any form to promote activities of the
Hesperia Recreation and Park District. I hereby release, discharge and agree to hold
Yes
harmless, Hesperia Recreation and Park District and all persons acting under the direction
of Hesperia Recreation and Park District.
Which school does your child attend?

Topaz

Please indicate if you have a disability needing special arrangements or assistance?

No

If yes, please specify

none

What is your e-mail address?

Bobcat@hesperiaparks.com

Once registration packets are submitted and have been reviewed parent/guardian will
receive notification whether your child(ren) has been accepted into the program or has
been placed on a waiting list.

Please Review
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APPENDIX D: A.S.A.P. SHIFT LOG
Hesperia Recreation and Park District
A.S.A.P. Shift Log
2017-2018
DAY:

DATE: /

/

STAFF WORKING:
LEADER:
VOLUNTEER(S):
ENROLLMENT:
# OF INCIDENTS
made!
ANY MAINTENANCE NEEDED:

|
WEATHER:
RAINING
# OF ACCIDENTS

|
SUNNY
OTHER

WINDY
Reports must be

NOTES:

PLEASE SIGN OFF:
======================================================================
DAY:
DATE: /
/
STAFF WORKING:
LEADER:
VOLUNTEER(S):
ENROLLMENT:
# OF INCIDENTS
made!
ANY MAINTENANCE NEEDED:

|
WEATHER:
RAINING
# OF ACCIDENTS

NOTES:

PLEASE SIGN OFF:
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|
SUNNY
OTHER

WINDY
Reports must be

APPENDIX E: LATE NOTICE FORM

HESPERIA RECREATION AND PARK DISTRICT

Late Notice Form
A late fee of $5.00 will be applied to your account for every fifteen (15) minutes (or fraction
thereof) that your child was picked up after the program ended. This fee must be paid
online at HesperiaParks.com (5% processing fee will be added) by 5:00 p.m. at the end
of that A.S.A.P. week before your child may return to A.S.A.P. the following Monday.
Participant(s) will be dismissed from the program due to failure to pay the late fee.
Program/Site:

Date:

Child’s name:

Parent/Guardian’s name:

Time program ends: 6:00 p.m.

Time child was picked up:

Fee charged: $
Parent/Guardian informed of fee:

yes no

Recipient Signature:

Completed by:
White: Patron

Yellow: Program Site
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APPENDIX F: A.S.A.P. PLANNING SHEETS
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APPENDIX G: TIME OFF REQUEST FORM
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APPENDIX H: SUPSECTED CHILD ABUSE REPORTING FORM
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APPENDIX I: A.S.A.P. APPLICATION INFORMATION
HESPERIA RECREATION AND PARK DISTRICT
After School Activities Program (A.S.A.P.) 2019-2020
APPLICATION INFORMATION
APPLICATION: August 12, 2019, marks the beginning of the 2019-2020 school year for HUSD
elementary students.
Enrollment is open to HUSD students in grades 1 through 6 at the following school sites:
Cottonwood - Hollyvale - Topaz - Mission Crest - Mesquite Trails - Cypress - Krystal
For your convenience A.S.A.P. application packets are available online only at
www.HesperiaParks.com for completion. Incomplete Applications will not be processed.
A complete application packet is required prior to your child’s enrollment into A.S.A.P. There
is no fee to submit application packets and they are processed in the order they are received.
Once your packet is
submitted electronically and has been reviewed, the parent/guardian will receive an email of
your child’s enrollment status whether your child(ren) has been accepted into the program or
placed on a waiting list. If your child(ren) have been accepted into the program, a prepayment
for the first week’s registration fees will be required to be paid on or before Monday, July 22,
2019, in order to commit your child(ren)’s enrollment in the program (provided minimum
enrollment numbers are met). Should this payment not be paid by the above date, another
participant will be taken from the waiting list and added to the enrollment list. We will do our
best to expand programs as there is need and program space availability.
Hesperia Recreation and Park District reserves the right to refuse service to anyone at the sole
discretion of the District.
HOURS OF OPERATION: A.S.A.P. operates each day school is in session, including minimum
school days. All A.S.A.P. sites will operate from the time school is dismissed until 6:00 p.m.
Students check in at the after school program immediately upon dismissal. H.R.P.D. cannot be
responsible for students who have not checked in with the program after school. Student must
have attended school in order to attend the program on any given day. If your child(ren) was
signed out during the school day, they must be signed back into school before the regular
school day ends in order to attend A.S.A.P. on that day.
ONLINE FEE PAYMENT as Easy as 1 – 2 – 3!
Online program fee payment
1. Visit us online at HesperiaParks.com and click the “Register Online” button under
quicklinks. Please note all online transactions will be charged a processing fee.
2. Click “Register Now”; search “(school name) ASAP.”
3. Select week(s) and follow the simple steps.
By completing the online registration process you are agreeing to the waiver and all terms and
conditions of the Hesperia Recreation and Park District and the A.S.A.P. program.
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PROGRAM FEES: The A.S.A.P. weekly fee is a flat fee based on school dismissal time and
program hours. It is the sole responsibility of the parent/guardian to retain program receipts;
copies of receipts will not be provided. PLEASE NOTE: If payment is not made by Monday at
11 a.m., another participant will be moved from the waiting list to the enrollment list and your
child will be removed from the program. If there is no waiting list, your child may be able to
stay in the program and attend the following week. In order to better assist you, staff will do
their best to send weekly email payment reminders, but it is the sole responsibility of the
parent/guardian to make sure the A.S.A.P. payments is on time. If your child(ren) arrives at
the program and is not registered/paid they will not be accepted into the program and will
need to be picked up from the school site.
If arrangements are not made to have your child picked up, the Hesperia Police Department
may be called and your child will be turned over to them.
Program fees are as follows:
EARLY DISMISS
Cottonwood, Hollyvale,
Mesquite Trails, Mission
Crest and Topaz

REGISTRATION FEE
5 DAY WEEK – $28.00

MIDDLE DISMISS
Cypress

REGISTRATION FEE
5 DAY WEEK – $26.00

LATE DISMISS
Krystal

REGISTRATION FEE
5 DAY WEEK – $23.00

For the H.U.S.D. calendar, visit HesperiaParks.com. Weeks with school holidays will be at a
reduced rate.
Program fees are subject to change.
LATE PICK UP FEE: If your child(ren) is not picked up promptly at the scheduled program
end time, a late pick up fee of $5.00 (per child) for every fifteen minutes, or fraction thereof, will
be applied. Late pick up time will be based on the school’s posted clock. Instructions for the
payment of late fees will be given to the parent/guardian at the time of pick up. This
information will also include the amount owed. All late fees must be paid online (processing
fee will be added) by the end of that A.S.A.P week by 5 p.m., before your child can return to
A.S.A.P. the following Monday. Late pick up fees on Friday must be paid by Monday 11 a.m.
Should you be one (1) hour late, and whether or not we are able to make contact with anyone on
your child's Emergency Data Form, we will arrange for the Hesperia Police Department to
assume custodial care of your child. Excessive or reoccurring late pickups will result in your
child being removed from the program, at the discretion of the District.
CANCELLATIONS/REFUNDS: The District reserves the right to cancel the program if
participation is low and the minimum number is not met. There will be no refunds after the
activity has started unless the activity is cancelled by the District. If the District cancels an
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activity after any sessions have been attended, the refund will be prorated by the District. All
requests for refunds must be made in writing and are subject to approval. A service charge of
$5.00 will be deducted from each refund unless the activity was cancelled by the District.
EMERGENCY DATA FORM (E.D.F.): The E.D.F. requires the names and phone numbers, of at
least five local persons authorized to pick up your child in case of an emergency. Photo
identification will be required of those listed on the E.D.F. for the release of your child.
Children will not be released to anyone under 18 years of age, regardless of their relationship.
There may be exceptions to this rule provided that parents have notified the Park District and
received special permission in advance. Any changes made to your E.D.F. can be made by:
sending a note with the child to the A.S.A.P. site, in person at the A.S.A.P. site, or in person at
the Program Office with a valid proof of I.D. Please provide the Park District Office, not the
school site, with any restraining orders regarding those authorized to pick up your child. It is
imperative that you understand we will not enforce custody issues when releasing a child.
Please Note: We will not deny a biological parent from picking up their child unless the Park
District has a current restraining order denying access.
ILLNESS AND MEDICATION: We are concerned about our A.S.A.P. participant's health and
safety. Please inform us if your child has been exposed to an infectious disease or head lice.
Children with an infectious disease must be on antibiotic treatment for 24 hours before
returning to the program. We also ask that your child be kept out of the program if he/she has
had a fever within the past 24 hours. Please be sure to inform the staff of any medical problems
that might affect other participants or if child is on any medication. Our A.S.A.P. staff is not
authorized to administer any medication to participants. If prescription medication is needed
on a daily basis, please make arrangements with a school nurse to administer any medication
prior to the program.
DISRUPTIVE CHILDREN: There may be occasions when a child becomes disruptive, requires
special attention, or when his/her presence interferes with the overall enjoyment and
effectiveness of the program. In such cases, the District reserves the right to deny participation
in our program.
If your child deliberately runs away or hides from ASAP staff, he/she may be
suspended/removed from the program and at that time becomes the responsibility of the
parent/guardian. Staff will make a reasonable attempt to get your child to return to the
program, but if the child refuses, the parent and Hesperia Police Department will be contacted.
Hesperia Recreation and Park District strives to provide a safe and enjoyable environment and
has zero tolerance when it comes to threats or acts of violence.
CHILDREN WITH SPECIAL NEEDS: It is the intention of Hesperia Recreation and Park
District to comply with the Americans with Disabilities Act (ADA). If, as an attendee or a
participant of this program, you will need special assistance beyond what is normally provided,
the District will make reasonable accommodations. Please contact Hesperia Recreation and
Park District at least 48 hours prior to enrollment in this program to inform us of their particular
needs and to determine if accommodation is feasible. Please advise us at that time if they will
need accommodations on a regular basis.
PERSONAL BELONGINGS: The District doesn’t allow electronic devices in the program. Any
electronical items or personal property found will be held with staff and returned with parent
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pick-up only. Hesperia Recreation and Park District will not be responsible for, or replace any
lost, stolen, or damaged personal belongings brought to A.S.A.P.
A.S.A.P. RULES
1.
I will be kind to other participants.
2.
I will follow the instructions of all recreation staff.
3.
I will show respect for others at all times.
4.
I will not use profanity.
5.
I will follow all safety rules.
6.
I will check into the A.S.A.P. program immediately after school is dismissed.
7.
I will never leave the area without permission from an instructor/leader.
8.
I will always clean up after myself and help with project clean up.
9.
I will not make physical contact with other participants.
10.
I will not take anything that does not belong to me without permission.
Note: All participants and parent/guardian or designated party will be held responsible to
abide by the "District Code of Conduct" posted at all A.S.A.P. sites.
IMPORTANT DATES
Monday, August 12, 2019, will be the first day that A.S.A.P. services are available for the new
school year. The After School Activities Program will be closed on:
September 2, 2019
January 20, 2020
October 14, 2019
February 10, 2020
November 11, 2019
February 17, 2020
November 25 through November 29, 2019
March 23 through March 27, 2020
December 23, 2019 through January 3, 2020
May 22 & 25, 2020
(Dates are subject to change)
ADDITIONAL INFORMATION: It is the students’ responsibility to bring their homework to
the program. A regular homework period is scheduled four days a week at all sites. It is not
our intent or purpose to make sure that all homework is completed during the afterschool
program.
Snack is provided by Nutritional Services at each school site. If your child has food allergies,
you will need to notify the A.S.A.P. staff as well as the school office. The school office will
provide you with paperwork to have your child(ren)’s doctor fill out in order to provide them
an alternate snack.
All participants and parent(s)/guardian(s) or authorized individual(s) will be held responsible
to abide by the District Code of Conduct and A.S.A.P. Rules Contract available online. If a
parent/legal guardian or anyone affiliated with an A.S.A.P. participant violates any of the rules
or Code of Conduct, actions will be taken with the A.S.A.P. participant. Refunds will not be
given if a child is suspended or removed from the program.
Thank you again for your interest in this program. We look forward to having the opportunity
to share this time with your child and be part of their development. Please note the information
provided is subject to change without notice. If you have any questions, please feel free to call
(760) 244-5488.
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APPENDIX J: A.S.A.P. EMERGENCY/DISASTER PROCEDURES
1. In the event of any emergency/disaster, all A.S.A.P. participants will remain at A.S.A.P.
until they are picked up. Be sure to do a head count and gather all student emergency
data forms and the phone.
2. In the event of any emergency, accident, or incident, A.S.A.P. staff cannot make
statements to the media or public. Staff is directed to refer all questions to their
immediate supervisor.
3. In the event of an emergency, call 911, state the school site location, and the location of
the victim.
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APPENDIX K: WEEKLY SNACK RECEIPT
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APPENDIX L: DISTRICT CODE OF CONDUCT
Hesperia Recreation and Park District
(760) 244-5488
CODE OF CONDUCT
Everyone will be held responsible for all rules. In addition, all participants and spectators will abide by
the “Code of Conduct.” Officials, as defined for Code of Conduct purposes, will include District
employees, Sports Officials and District volunteers.
1.

No Person Shall: Lay a hand upon, shove, strike or threaten another person. Officials are
required to immediately suspend the offender from further involvement and report such
conduct to appropriate District personnel. Such person shall remain suspended until the
District has considered his/her case.

2.

No Person Shall: Refuse to abide by official’s decision. Officials are required to
immediately suspend such person from further involvement and report such action to
the appropriate District personnel. Such person shall remain suspended until the
District has considered his/her case.

3.

No Person Shall: Be guilty of objectionable demonstrations of dissent of an official’s
decision.
MINIMUM PENALTY: Warning, first offense
MAXIMUM PENALTY: Removal from activity, second offense, file report.

4.

No Person Shall: Discuss with an official, in any manner, the decision reached by
such official.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file
report.

5.

No Person Shall: Be guilty of using unnecessary rough tactics in the course of an event
against the body and person of another. Officials are required to immediately suspend
persons from further involvement and report them to the appropriate District
personnel. Such person shall remain suspended until the District has considered
his/her case.

6.

No Person Shall: Be guilty of instigating or causing a physical attack upon any person.
Officials are required to immediately suspend said person from further involvement
and report such actions to the proper authorities if warranted and to the proper
District personnel. Such person shall remain suspended until the District has
considered his/her case.

7.

No Person Shall: Be guilty of using profanity, racial comments, demeaning language
or comments that can be degrading.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file report.

8.

No Person Shall: Be guilty of an abusive verbal attack upon any person, such as
profanity, racial comments, demeaning language or comments that can be degrading.
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Officials are required to immediately suspend offender from further involvement and
report actions to the proper District personnel.
MINIMUM PENALTY: Placed on probation, file report.
MAXIMUM PENALTY: Suspended from District facilities.
9.

No Person Shall: Appear on a facility, at a meeting or in an event at any time with an
alcoholic beverage or in an intoxicated condition. Officials are required to
immediately suspend the individual from further involvement and report actions to
the proper District personnel. Such person shall remain suspended until his/her case
has been considered by the District.

10.

No Person Shall: Be guilty of gambling upon any outcome of District event.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file report.

11.

No Person Shall: Be guilty of discussion publicly with any other person in a
derogatory or abusive manner, any play, decision or his personal opinion of other
participants during any specific event.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file
report.

12.

No Person Shall: Enter a field of play or facility at any time other than during their
scheduled time, when said facility is scheduled to be in use by others.
MINIMUM PENALTY: Warning, first offense.
MAXIMUM PENALTY: Removal from activity, second offense, file report.

13.

No Person Shall: At any time vandalize or attempt to damage any District or other
person’s `property. Officials are required to immediately suspend the individual from
further involvement and report actions to the proper District personnel. Such person
shall remain suspended until the District has considered his/her case.

Special Notes:
a. Suspensions have no boundaries. In other words, if a person gets suspended or put
on probation during one season or activity, it may carry on to the next season, activity,
and/or other sport. The District may also suspend a person suspended by another
agency.
b. Any person being placed on probation for the remainder of the season or activity and
reported again for violating the Code of Conduct will be suspended for the remainder of
the season or activity.
Sportsmanship Policy:
1. Teams or individuals participating in programs that are sponsored by the District shall
be expected to exhibit proper sportsmanship and appropriate behavior before, during and
after all programs.
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APPENDIX M: KIDS KAMP ACTIVITY SCHEDULE
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APPENDIX N: KIDS KAMP SUMMER REGISTRATION PACKET
HESPERIA RECREATION AND PARK DISTRICT
2019 SUMMER KIDS KAMP
REGISTRATION INFORMATION PACKET

REGISTRATION: Enrollment is open to children ages 5 through 14. To SAVE MONEY and
TIME, visit us at Hesperiaparks.com to register and make payments. Payments will be accepted
at the Lime Street Park Community Center, 16292 Lime Street, Hesperia, Monday through
Friday, with our Kids Kamp Staff for an INCREASED RATE. On pages 3-8 you will find the
Program Rules, Code of Conduct, Registration Form, and Emergency Data/Property Damage
Form.
KIDS KAMP ONLINE REGISTRATION & PAYMENT INSTRUCTIONS: Online registration
and payments are available on our website and are as easy as 1 - 2 - 3!
Visit us online at HesperiaParks.com. Please note all online transactions will be charged a
processing fee of approximately 5.95%.
Click “Register Online!” and search “Kids Kamp.”
Select “Add to Cart” next to “2019 Summer Kids Kamp Registration Information Packet” (for
the one time initial Registration), then select week(s) for payment and follow the simple steps.
By completing the online registration process you are agreeing to all terms and conditions of the
Hesperia Recreation and Park District and the Kids Kamp program. If you have any questions,
please visit our “Frequently Asked Questions” section on our website, or call the District Office
at (760) 244-5488 during business hours, 8:30 a.m. to 5:00 p.m., Monday through Friday
(excluding holidays).
PROGRAM HOURS AND FEES: Kids Kamp hours are from 6:00 a.m. to 6:00 p.m., Monday
through Friday (excluding holidays). Children must be picked up by 6:00 p.m. For current
pricing and dates please visit our website, HesperiaParks.com. To receive the weekly rate,
payment must be made by Friday at 11:00 a.m. PRIOR to the week attending; you will
otherwise be required to pay the daily rate. Online payments for the daily rate must be paid by
4:00 p.m. the day prior. If payment is not received by the cut off time, payment can be made at
the Kids Kamp check in desk with a debit/credit card only at an increased rate. Cash/checks
will no longer be accepted. Events, dates, and fees are subject to change. It is the sole
responsibility for the parent/guardian to retain program receipts for tax purposes or other
reasons. Copies of receipts will not be provided.
*Hesperia Recreation and Park District reserves the right to refuse service to anyone at the sole
discretion of the District.*
REFUNDS/TRANSFERS: Per District policy, there will be no refunds after the activity has
started unless the activity is cancelled by the District or for documented medical reasons only.
If the District cancels the activity after any sessions have been attended, the refund will be
prorated by the District. All requests must be submitted in writing and are subject to approval.
No refunds will be given for the day(s) of suspension. A service charge of $5.00 will be
deducted from each refund unless the activity was cancelled by the District.
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PROGRAM CANCELLATION: Hesperia Recreation and Park District reserves the right to
cancel the program or any segment of a program. In the event of an emergency or disaster,
participants will be kept at Kids Kamp until an authorized person (listed on the Emergency
Data Form) picks up the child. Partial or full refunds will be given depending on the number of
days closed.
PROGRAM CHECK-IN/OUT: Check in will be held at the Lime Street Park Community
Center. It is the parent/guardian’s responsibility to ensure the person(s) signing their child in
and out of the program is eighteen (18) years of age or older. Only those listed on the
Emergency Data Form will be allowed to take a child from the program. A VALID
GOVERNMENT ISSUED ID IS REQUIRED AT TIME OF PICK UP. If you or those authorized
can’t pick up your child, please update your Emergency Data Form with the Program Office of
Kids Kamp front desk.
In an emergency, if anyone other than those listed is to pick up your child, the Program Office
must be notified. Any changes needing to be made to the Emergency Data Form may only be
made by the person who completed the form. Your child will not be released to anyone unless
this procedure is followed.
Note: We cannot deny a biological parent their child, unless a court restraining order is
provided to the District Office.
LATE FEE PICK UP: If your child is not picked up by 6:00 p.m., this will result in a late fee. The
fee is $5.00 (per child) for every fifteen (15) minutes or fraction thereof, after 6:00 p.m. Late fees
will be based on the District’s posted clock. Instructions for the payment of late fees will be
given to the parent/guardian at the time of pick up, along with amount owed. Should you be
one (1) hour late, and whether or not we are able to make contact with anyone on your child’s
Emergency Data Form, we will arrange for the Hesperia Police Department to assume custodial
care of your child. Excessive or reoccurring late pickups may result in your child being
removed from the program. All late fees must be paid BEFORE the child can return to Kids
Kamp.
EMERGENCY DATA FORM: The Emergency Data Form requires the names and active phone
numbers of at least five (5) persons designated to pick up your child in case of an emergency.
The Emergency Data Form will help to ensure the safety of your child. Remember to inform
and provide copies to the Program Office of any court restraining orders. No one under the age
of 18 years of age is allowed to pick up a child, regardless of relationship. There MAY be
exceptions to this rule provided that parents have notified the District and received special
permission. In the event of an emergency, every effort will be made to contact you using the
information provided on the Emergency Data Form.
MEALS/SNACKS: It is the parent/guardian’s responsibility to provide: lunch, two snacks
(including drink), and plenty of water for a day of Kamp. Please make sure the child’s name is
in permanent ink on any belongings each day your child attends the program. Please
remember there is no refrigerator or microwave available for participants to store or heat up
any food.
ILLNESS AND MEDICATION: We are concerned about our participants’ health and safety.
We ask to be informed if your child has been exposed to an infectious disease. Children with an
infectious disease must be on antibiotic treatment for 24 hours before returning to the program.
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We also ask that your child be kept out of the program if he/she has had a fever within the past
24 hours. Please be sure to inform the staff of any medical problems that might affect other
participants or if your child is on any medication. Our staff IS NOT AUTHORIZED to
administer any medications to participants. If prescription medication is needed on a daily
basis, please be sure to inform the Program Office staff prior to registration for the program.
DISCIPLINE: If a child and/or parent guardian violates the code of conduct, Kids Kamp rules,
and/or becomes disruptive to the overall enjoyment and effectiveness of the program; your
child may be suspended. In the case of suspension, child(ren) must be picked up within the
hour to avoid an additional day of suspension or possibly accrue late fees. Circumstances may
vary. Kids Kamp rules can be found on page 3.
If your child deliberately runs away or hides from a leader, he/she may be suspended from the
program and at that time becomes the responsibility of the parent/guardian. Staff will make a
reasonable attempt to get your child to return to the program, but if the child refuses, the parent
and Hesperia Police Department will be contacted.
*Hesperia Recreation and Park District strives to provide a safe and enjoyable environment and
has zero tolerance when it comes to threats or acts of violence.*
KIDS KAMP RULES:
1. I will be kind to other participants.
2. I will follow the instructions of all recreation staff.
3. I will show respect for others at all times.
4. I will not use profanity and/or make racial slurs of any kind.
5. I will follow all safety rules.
6. I will never leave the area without permission from an instructor/leader.
7. I will always cleanup after myself and help with project cleanup.
8. I will not make physical contact with other participants.
RESIDENCY: A resident is anyone living or owning property within the District. A
nonresident is anyone who does not reside or own property within the District. The
nonresident fee is to be paid at the time of registration. If you are paying for your child on a
weekly basis, a $2.00 nonresident fee per child will be added to each payment.
CHILDREN WITH SPECIAL NEEDS: It is the intention of Hesperia Recreation and Park
District to comply with the Americans with Disabilities Act (ADA). If, as an attendee or a
participant of this program, you will need special assistance beyond what is normally provided,
the District will make reasonable accommodations. Please contact the Program Office at least 48
hours prior to enrollment in this program to inform us of your particular needs and to
determine if reasonable accommodation is feasible. Please advise us at that time if you will
need accommodations on a regular basis.
PERSONAL PROPERTY: The District doesn’t allow participants to bring any items to the
program, other than items required for the program. Any electronic items or personal property
found will be held in the Program Office for parent pick-up only, during normal business
hours. The District will NOT be responsible for or replace any lost, stolen, or damaged property
brought to the Kids Kamp program.
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FIELD TRIPS: All field trips must be paid for by cutoff date. Seating is limited and on a first
come basis. Your child must pay the regular Kids Kamp fees in addition to the field trip cost in
order to attend the field trip. Kids Kamp shirts are required in order to attend field trips.
Hesperia Recreation and Park District makes every effort to ensure field trips go as planned and
is not responsible for changes made beyond our control.
Remember that transportation is arranged through the Hesperia Unified School District.
(School buses do not have air conditioning).
Field trips may be cancelled due to low participation.
SUN SAFETY: The Kids Kamp program is mainly outdoors. It is recommended that parents
apply sunscreen on their child(ren) before dropping them off at the program. Staff will not
apply sunscreen on participants. Participants may bring and apply sunscreen themselves.
Spray-on sunscreen is HIGHLY recommended.
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APPENDIX O: OPEN SWIM PROCEDURES
1. Daily Attendance
a. The Kids Kamp Recreation Coordinator will be responsible for reporting the
total number of daily swimmers to the Aquatics staff by 11:00 a.m. each day
open swim is offered. The Kids Kamp staff will also need to provide an
accurate number of swimmers to the Lifeguard before entering the pool area.
2. Set Stations
a. Kids Kamp staff members should be stationed opposite the Lifeguards where
needed. Kids Kamp staff members should not be standing together.
3. Rule Enforcement:
a. Kids Kamp staff will work with the Lifeguards to enforce minor infractions of
the rules. The Lifeguard will serve as the primary disciplinarian during
Open Swim imposing the necessary discipline such as time outs, etc. The
Kids Kamp staff will be responsible for checking for the proper swim attire.
Each participant must have on the appropriate swim attire to enter the pool
area.
4. Restroom Patrol/Rover
a. There needs to be at least one Kids Kamp staff member patrolling the
restrooms. Participants must shower off before entering the pool and the
showers must be turned off after every use. Any major injuries or accidents
will be reported to and handled by the lifeguard on duty.
5. Assist with swim testing
a. Kids Kamp staff will line the participants up in two lines, swim testers and
non-testers. The swim testers will enter the pool area first and be required to
take a shower and line up at the shallow end rope. After the swim testers
have showered, the non-testers will be allowed to shower off and begin
swimming. Participants must complete a swim test in order to go past the
rope. Once they have passed the swim test participant will receive a different
color wristband each day they will be swimming so they do not have to retest.
6. Behavior modification
a. Kids Kamp staff will be asked to assist in disciplining the participant if they
have exhausted all of his/her warnings given by the Lifeguard. The Kids
Kamp staff will aid as a trouble shooter using their knowledge of the
participant and their behavior to help come to a solution.
7. Documentation of incidents
a. Kids Kamp staff will be responsible for completing an Incident Report for
incidents that transpire on the pool deck or in the water such as disciplinary
actions, fights between participants, vandalism to pool property, etc.
Documentation of any rescues or first aid administered by the lifeguard will
be completed by the Lifeguard.
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APPENDIX P: HEAD COUNT SHEET
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APPENDIX Q: AGE GROUP ROSTER
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APPENDIX R: KIDS KAMP RULES
1. I will be kind to other participants.
2. I will follow the instructions of all recreation staff.
3. I will show respect for others at all times.
4. I will not use profanity and/or make racial slurs of any kind.
5. I will follow all safety rules.
6. I will never leave the area without permission from an instructor/leader.
7. I will always cleanup after myself and help with project cleanup.
8. I will not make physical contact with other participants.

APPENDIX S: RESTROOM PROCEDURES
1. Kids Kamp staff must inspect restrooms before and after the participant(s) use them.
This includes checking inside restroom stalls.
2. Participants will quietly wait along the wall outside of the restroom until staff is
done inspecting restrooms.
3. If the restroom is clean, the Kids Kamp staff will dismiss the participants back into
their group.
4. If the restroom is dirty (i.e. trash anywhere, sinks or counters wet/messy, toilets not
flushed), the Kids Kamp staff will send in the most recent restroom user(s) to clean
up any trash left, flush toilets, and wipe counters as necessary.
5. Participants must always be escorted to the restroom doors by staff.

56

APPENDIX T: KIDS KAMP FIELD TRIP TASK LIST
NAME:
DATE:

Task

Date Neeeded

1 MONTH BEFORE FIELD TRIP:
 Put up Field Trip Signs in MR 1-3:
1WEEK BEFORE FIELD TRIP:
 Divide kids into group rosters:
 Make master FT list:
 Make itinerary and distribute to parents:
Confirm with FT destination:
Confirm buses:
Verify that attendees’ KK fees are current:
 Verify all kids have t-shirts
DAY BEFORE FIELD TRIP:
 Label FT next to attendees’ names on sign-in:
 Assign wristband for FT groups:
 Print group rosters:
MORNING OF FIELD TRIP
 Check in FT attendees at table on left:
Highlight their names on roster:
Apply appropriate wristband:
Non-attendees check in at desk as usual:
Line attendees up in grass area in groups:
Leaders take role:
Load buses and take head count:
DURING FIELD TRIP
 Unload buses and do head count:
 Check in with office/admissions:
 Follow itinerary as closely as possible:
Head count before and after lunch time:
Take photos:
Line groups up 30 minutes before departure:
Take roll/head count:
Load buses:
AFTER FIELD TRIP
 Unload buses:
 Take roll/headcount:
 If 5:30 or later have parents sign out w/ leaders:
Parents sign next to child’s name on roster:
If before 5:30 kids go into normal groups:
SUPPLIES NEEDED
Highlighters and pens for staff
Sharpies (for labeling Ziplocks)
Large Ziploc bags for lunches (if needed).
OTHER:
NOTES/COMMENTS:

57

Completed

2 weeks prior
1-2 weeks prior
Week of
Week before
2 weeks before
Varies
1 week before
Cont. update
Week of
Week of
Rec. Coord.
Rec. Coord.
Rec. Coord.
Front Desk
Leaders
Leaders
Leaders
Leader
Leader
All leaders
All leaders
All leaders
All leaders
All leaders
All leaders
All leaders
Front Desk
All leaders
All leaders
All leaders
EDFs
Mini yellow envelopes for kids money
Ice packs, first aid supplies for backpack

APPENDIX U: EMERGENCY/DISASTER PROCEDURES
1. Earthquake
a. If your group is inside the facility when an earthquake occurs, get
participants under a desk or table (if possible) and instruct them to hold onto
the legs of the desk or table and protect their head(s). All other participants
should move up against the building wall (not against the movable partition
wall) and protect their heads.
b. When the shaking stops, the Kids Kamp front desk staff must grab the first
aid kit, sign out sheet, emergency data forms, and everyone leaves the
building. Go to the designated area directly in the middle of the large
baseball field at Lime Street facility (watch for falling light poles).
c. If outside, move away from the building(s) and take your group to the
designated area. Do not leave the park.
d. Kids Kamp staff will account for all participants in their group and report to
the Kids Kamp front desk staff or the Kids Kamp Recreation Coordinator.
Participants will remain together in their groups.
e. Do not reenter the building until it has been checked and you have an all
clear from your Supervisor or Administration.
2. Fire
a. In the event of a fire, everyone needs to exit the building (Kids Kamp front
desk person will grab the first aid kit, sign in sheet, emergency data forms,
and dial 9-911). Take your group to the designated area on the large baseball
field.
b. Kids Kamp staff will account for all participants in their group and report to
the Kids Kamp front desk staff or Kids Kamp Recreation Coordinator;
remember to remain with your group.
c. Wait for the “all clear” announcement from your Supervisor or the
Administration before entering the building.
3. Code Red - “LOCK DOWN”
Situations where patrons or staff are in danger; armed intruder, shooting, violent
activity, etc.
a. Announce Code over the phone (from District landline press “speaker”, dial
7011 and speak into the phone), “Code Red (state area),” then dial 8-1-911.
b. If a dangerous situation is inside the building, grab the first aid kit, sign in
sheet, emergency data forms, and move participants outside to a safe
location. If the situation is outside, move or keep participants inside the
building.
c. If gunshots are heard and you are outside the building, Kids Kamp staff
should instruct the participants to get down. Participants outside should
then lay flat on the ground and not move until told to do so by the Kids
Kamp staff.
d. Get participants away from the doors and windows.
e. Turn off all audio-visual equipment.
f. Remain calm.
g. Attend to injuries (if needed) to those within your group.
h. Do not use telephones unless to contact emergency personnel.
i. Wait for police, the Administration or your Supervisor to give an “all clear”
announcement.
4. Evacuation Check List
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a. The Kids Kamp front desk staff must grab the first aid kit, sign in sheet,
emergency data forms, and exit the facility and report to the large baseball
field (Appendix FF).
b. Make sure all participants exit the facility. Make sure to do a head count as
you are exiting the facility.
c. Carry your clipboard with roster attached, (Kids Kamp front desk staff will
carry the notebook with all emergency data forms).
d. Accompany participants to designated area.
e. Take attendance. If head counts do not match, recount your participants. If
number still does not match, check with Kids Kamp front desk staff to verify
that the participant(s) have not been checked out.
f. Wait for instructions from your Supervisor or Administration.
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