
2025 Parks & Recreation 
Summer Staff Training

June 9 -12, 2025



Training Overview
Monday

• Shirts/Pictures

• P&R Staff intros

• General Policies/Procedures

• Lunch

Tuesday

• Facility Tour

• Brochure/program offerings

• Program Intro/How to run programs

Wednesday

• Equipment set -up demos

• 1St Aid/CPR testing 2:00pm

• Program crafts/demos

Thursday

• Program demos cont’d

• Team bonding – bowling/mini -golf/other



Mission Statement
The Shakopee Parks & Recreation Department will provide parks, trails 
and recreation opportunities to enhance the quality of life in our 
community.

Philosophy
Your attitude towards participants will determine their attitude 
towards our department and, ultimately, whether they decide to 
return. So smile, listen and be friendly, positive, and courteous at all 
times.





Junior Counselor Program

• New for 2025

• Volunteer program for kids ages 12 -14

• Additional support for Rec. Assistants
• Mainly helping at Day Camps

• Potential for helping at other programs if there’s interest



Human Resources



Payroll

• ESST – Employee Sick and Safe Time

• WebClock
• The City is on a bi -weekly payroll system, beginning on a Monday and ending on a Sunday.

• Paychecks are automatically deposited into your specified bank account the Friday before the pay period 
ends

•  Pay stubs will be emailed to you the week following a pay day

• Birthdate and last four numbers of your SS number

• Example: 0101997654

• You are responsible for entering your hours. 

• Entering your time

• Change the location to ‘Community Center’

• Shift times are what is listed on When2Work

• Program times will also be listed



Payroll



Weekly Schedule – When 2 Work

W2W Tutorial Video – Mason will email this link to everyone
Take away:
• We will try to have a schedule done for the whole summer.

• If you are assigned to a shift that has multiple reoccurring sessions (e.g. Afternoon Adventures) you will be assigned to all  shifts.

• If you are listed as a coach for a t-ball team, there will be a team # and/or team color listed by your name.
• So everyone knows who’s working with what team.

• The time listed on the schedule is the time you should be at that location, it is not  the start time of the program.
• Typically, we ask that you be there 15 minutes prior to start time to allow for set-up, etc…

• Supervisors have to approve shifts being picked up or traded. Until we approve, you are responsible for that shift 
even if a co-worker said they would pick it up.

• Update availability frequently.
• We don’t get a notice when you update, but we’ll be checking often.

• Download W2W app for ease of use and/or upload to google calendar.

• Rec Assistants W2W specifics: If Lead is in front of program title, you are in charge of making sure 
equipment is picked up and brought back.

https://www.youtube.com/watch?v=GWSUGvZCCiY&ab_channel=KatelynNadeau




Staff Responsibilities

• Learn the names of the participants, as well as all other staff or volunteers

• Know the plan for the day and be prepared to make smooth transitions between activities
• Communicate who will be doing what, and share responsibilities at each activity (e.g. field set -up, take down, attendance)
• Make sure to have a back-up plan

• Plan, organize, and evaluate each program and event

• Make a wholehearted effort to meet the needs of ALL children at the program
• Try to see it from their perspective

• Be present, be engaged. At no time should you be just sitting or standing on the side watching 

• Responsible for the children you are working with at all times. Never leave them alone and make sure you know where 
they are going at all times

• Try new and varied activities
• Be creative! Here is your opportunity to enrich the lives of many children
• Don’t be discouraged if something doesn’t work. It’s a learning experience.

• Remember, this job is with the public! Children and parents may see you all over town, so always act responsible and in 
a lawful manner

• If you have questions you need to ask!



Staff Discipline Procedure

• Communicate any issues with your co -workers
• It’s good practice for the future

• If issues continue you need to let your supervisor know

• Verbal warning

• Written warning

• Termination



Department Expectations



Shakopee Park Rules

• Hours
• 6:00 a.m. – 10:00 p.m.

• Alcohol
• It’s unlawful to bring alcohol into parks without a permit
• No glass bottles

• Dogs/Animals
• Dogs must be kept on a leash
• Owners must clean up after their pets
• Inform supervisor of any stray animals in the parks

• Smoke Free Facilities and Parks
• All City and School District buildings are smoke free
• Ask smokers to quit when around kids or go to another area

• Inform supervisor if an individual does not comply



Expectations - Appearance

• Your appearance presents a public image!
• Practice good hygiene, clothes must be clean and wrinkle free

• Wear Parks & Recreation shirts whenever on duty
• Badges

• Shorts/pants

• Athletic footwear

• Bathing suits

• Hats, sunglasses, sunscreen are encouraged



Expectations - Attendance

• Be at your assigned site as determined by your supervisor
• You should be ready to start any program prior to the scheduled start time.

• This will require you to be on site earlier to get prepared.

• Absences
• Illness/Other conflicts

• Notify your supervisor immediately

• It’s your responsibility to find a substitute. Supervisors will make arrangements if you 
cannot fill your shift

• Supervisor has to approve posted shifts on W2W.
• Don’t assume it’s covered if you post it

• You will not be paid for your time if you miss work



Expectations - Equipment

• All program supplies/equipment will be ready for you each day
• Supplies and equipment will be kept here at the CC

• In a storage room, the shed, or the at one of the cubicles

• You will be asked to take supplies/equipment to the different locations
• The Intern/Rec. Coordinator will communicate with you on daily tasks

• All equipment should be collected at the end of the program and put neatly back in the storage area where you found 
it. 

• Double check that nothing is left behind

• Equipment cleaning – Should be done on a regular basis.

• Cell phones are NOT to be used for personal use during works hours
• You should be working when at work
• Handle your business before or after you’re off the clock

• Especially if parents are present

• With that said…
• Daily activity plans will be posted to a Google Doc – you can reference those during activities if needed
• A phone could be used to keep time during an event
• To check the time during a transition to make sure you’re on schedule
• To make calls during weather or other emergencies



Expectations - Facilities

• Any building that is used for a program should be cleaned afterwards.
• Leave it cleaner than you found it
• If you see any trash in/around the field/facility – PICK IT UP and throw it away!!!

• Report any damages at a City facility to your supervisor immediately

• Building access 
• Community Center: all staff should come through the South Entrance 

• You must badge in AND badge out
• Equipment shed: Combination is 2 -4-6-8

• Double check that it’s locked before you leave!
• Park Facilities: Coordinate with a supervisor when to get a key and to return it.

• Double check that doors are locked when leaving
• You can be charged for lost keys or re -keying locks

• Alcohol/Tobacco/Drugs
• All City facilities and parks are A/T/D free areas
• Staff should not be under the influence of any of the above substances while at work



Expectations - Communication

• Communication with kids, staff, and supervisors
• To be successful clear communication is essential!

• Talk to participants at their level – emotionally and physically

• Talk to any co-worker or supervisor with respect

• Communicate the plan for the day amongst your co -workers so you’re all on 
the same page.

• When communicating with a supervisor be courteous enough to respond in 
a timely manner.



Weather Emergency Action Plans

• Log Cabin/Lions Park
• Basement of LC or bathrooms at SandVenture

• Westminster, Green Meadows, Hiawatha, Riverside Fields
• Restrooms sitting against the walls

• If parents are present and want to take their child, we cannot stop them from 
leaving. Make an effort to have them stay until weather conditions are safer.

• Make sure you have the program roster with you and a cell phone

• In any inclement weather emergency, be in contact with your supervisor
• When at all possible, your supervisor will be in touch to warn you about incoming weather.



First Aid Basics/CPR

• First Aid kits should be brought to every program
• Will contain basic PPE and other supplies

• Fanny Packs

• If it requires more than soap and a band aid don’t hesitate to call 911

• Don’t do anything you’re not comfortable doing

• For almost all first aid situations an Injury Report must be filled out 
immediately, in pen, as completely as possible by the person who gave care or 
saw the injury occur.

• CPR – Good Samaritan Act
• Be conscious of CPR skills and scenarios



Program Evaluations

• Sent to all families at the end of the program

• Asked to answer – Strongly Agree, Agree, Disagree, Strongly Disagree, Not Applicable

• Instructors
• The instructors were punctual and prepared

• The instructors were able to communicate with all participants

• The instructors were enthusiastic and made the program fun
• The instructors included everyone and distributed playing time adequately

• The instructors paid attention to participant safety

• Additional comments

• Program
• The program matched the description
• The program met expectations

• The program adjusted to the skill level of the participants

• The length of the program was adequate
• The day & time of the program were adequate

• The staff-to-participant ratio was adequate

• Additional comments

• Registration and Facility

• Recent Good/Bad Comments



Participant Illness Precautions

• Be aware there may be families that are sensitive to any illness or 
allergy and may take precautions that could affect certain aspects of 
a program.
• Staff will reasonably accommodate everyone to the best of their ability 

without compromising the integrity of the program, other staff, or other 
participants.
• If something seems like it’s going to be an issue, you need to call a supervisor for 

assistance.



Junior Counselor Expectations

• Be realistic with expectations

• Be a good role model

• Review the plan for the day, every day

• Keep them on task – you may need to reel them in at times

• They should not be participating in activities unless staff gives the OK
• They’re there to help and to learn

• Are not considered staff but can be given tasks or other responsibilities
• Help w/prep and transitions, escorting kids to the bathroom, etc.

• Should never be in charge of a group of kids, by themselves

• Meet Connor: Watch Video

https://www.loom.com/share/4294cc2b87824964b0b248013aa7e94c


Programming Guidelines



Program Guidelines

• Be friendly. Learn their names and try to use them often.
• Name tags will be provided for the first few days of each program

• Avoid long, drawn -out presentations. Give just enough rules so that play may 
be started. Can learn by doing.

• Do not force a child to participate – lead them to accept games voluntarily 
because you make them fun. Handle situations on a one -on-one basis.
• Do not physically drag kids to an activity

• Although close in age, kids will have a wide range of experience and abilities. 
Learn to identify those less athletic or who are not artistic. Don’t ignore but 
encourage these kids as best you can.



Guidelines for Leading Games

• Preparing for the game
• You should always thoroughly know the game you’re going to lead

• Chaos usually ensues if you don’t

• Ensure you have enough space to play the game.
• You may have to alter the rules if you don’t

• Have the equipment ready before hand so your explanation can go smoothly and 
efficiently.



Guidelines for Leading Games

• Teaching the game.
• When instructing, be in a position where all participants can see and hear you. Reiterate instructions 

as you go.

• Don’t yell instructions from across the field

• Show genuine enthusiasm in both manner and voice to increase motivation

• How this is displayed will be different from person to person

• How is this perceived from a parent’s point of view?

• Simple demonstrations can help explain games

• Try to use your kids to help demonstrate

• Make the game a challenge; enthusiasm will be higher

• Keep the enthusiasm going the whole time!

• Allow for one or two questions about the rules prior to starting

• Start the game as soon as possible



Guidelines for Leading Games

• Playing the game
• Be sure everyone gets a turn whenever this is practical. Let them begin or end games, it makes them 

feel special.

• Avoid over emphasis on competition – centering too much attention on winning make the skilled 
resent being on the same team with the less skilled

• Arrange for full participation. Rotate or use sideline players as officials

• Watch for fatigue, especially in a chase and flee game

• Have planned water breaks. More frequently in hot weather

• Let the game end, it will usually play itself out. Be ready to move into the next game immediately. You 
can always play again another day.

• Constantly look for new ways to improve the game

• Any game can have the rules altered if the group playing decides to do so 

• Always look for opportunities to give praise and positive feedback



Participant Responsibilities

• Respect themselves, others, staff, the facility and the supplies

• Listen to and follow guidelines and directions established

• Enjoy themselves and have fun!

• Positively encourage self and others

• Other expectations created by staff



Participant Behavior

• The following procedures will be used in the case of a participant engaging in unsafe or 
disruptive behavior:
• 1st incident

• Give an explanation of the unacceptable behavior and consequences if not followed
• 2nd incident

• Remove the participant for a period of time then allow to rejoin – usually only a couple minutes 
or so

• Explain consequences if they do it again
• 3rd incident

• Participant will sit out for the remainder of the day
• Talk with parent at the end of the day

• Let your supervisor know about the issue

• Fill out an incident report

• Final action
• If reoccurring issues the participant will be asked to leave the program



Participant Discipline Tips

• Do not use any punishment inflicted with anger.
• Stay calm and under control

• To threaten is to dare and someone will always take you up on it.

• Never force an apology in public. Take the child off to the side.



Communicating With Parents

• Talk to them – they are just as important as the kids

• Acknowledge them when they arrive and when they leave
• Ask them what they thought about the activities that day. Try and follow through with any suggestions they have when 

appropriate

• Acknowledge compliments – say thank you!

• In any situation be confident, not cocky

• Make eye contact and maintain good body language

• Be calm and composed

• If they have questions and you don’t know the answer don’t give them your best guess, give them the 
right answer or direct them to contact a supervisor

• If they have an issue with how you treated their kid be ready to explain why you did it

• If you made a mistake, own up to it and explain how you’ll do better
• Be sure to follow through with your promise – you get one chance

• Tips and tricks
• Ask what they do at home to deal with behavior issues



Inclusion

• Inclusion Coordinator is Mark

• What is it?
• Offering the same opportunities and choices as all peers
• Being accepted for who you are
• Having facilities and areas that are accessible
• Providing the necessary accommodations, adaptations, and supports as needed

• Inclusion is not…
• Disrupting the natural proportion of individuals with and without disabilities in the 

community
• “Babysitting” people with disabilities instead of facilitating equal opportunities for equal 

participation
• Simply allowing people with disabilities to be at your program; attendance is not the same 

as inclusion



Questions?
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