Adopt-A-Park Volunteer Program
APPENDIX A

 
Welcome 
Thank you for your commitment to keeping Gahanna’s parks clean, safe, and beautiful. This handbook is designed to guide you through your volunteer experience by outlining the responsibilities, expectations, and resources available to you as a volunteer for Gahanna Department of Parks and Recreation (GDPR). Whether you’re an individual, family, business, or community group, your dedication plays a vital role in preserving the natural beauty and enthusiasm of our parks for everyone to enjoy. We’re excited to have you on board and look forward to working together to make a lasting impact in our community. 
This partnership not only supports the City’s efforts but also strengthens community pride and ensures that Gahanna’s parks remain enjoyable for everyone. 
 
Mission & Vision 
Mission 
The Mission of the Department of Parks and Recreation is to provide parks, trails and recreational opportunities to all people of Gahanna so they can be healthy and well while they explore and learn in the community. 
Vision 
To enhance and preserve parks & recreation services, lands and facilities through high standards and innovation that positions Gahanna as a leading community and a great place to live, work and play. 
 
Volunteer Definitions and Opportunities 
Gahanna Parks & Recreation provides volunteer opportunities throughout the year to support a wide variety of projects and community needs. 
 
Long Term Volunteer 
· Commit to service at regular intervals, often recurring tasks, for one year or more. 
· Provide consistent support and serve as a valuable, ongoing resource for the department. 
 
Short-Term Volunteers 
· Participate in one-time or time-limited projects, such as pre-organized volunteer activities like park cleanups or special events. 
· Often those who volunteer to fulfill school credit, program requirements, or service project requirements. 
 





Group Volunteers 
· Group volunteers are defined as five (5) or more individuals affiliated with the same entity, including but not limited to a government agency, faith-based organization, business, school, or service organization.
· Depending on the size of the group, volunteer opportunities may be limited to activities that do not require extensive training, background checks, or use of power tools or select equipment. 
· Groups with youth volunteers must provide adult chaperones to supervise the group and engage in the volunteer service.  An adult to minor ratio of 1:5 must be maintained throughout the volunteer experience.  
· All Group Volunteer requests must be made, at minimum, 6 weeks in advance. Requests must include the following details: date/time, alternative date/time, anticipated number of volunteers, point of contact for day-of service, and description of volunteer activity or goal of what the group would like to achieve.  (i.e. creek cleanup).  
 
Volunteer Onboarding Process 
Individuals interested in being a volunteer with Gahanna Parks & Recreation must comply with the following onboarding steps: 
· Create an account and log in to https://gahanna.galaxydigital.com/, Gahanna Parks & Recreation Volunteer Management platform.  
· Respond to, submit, and receive a clear background check.  
· Complete volunteer profile. 
· Review and sign the Volunteer Handbook Acknowledgement Form, Hold for Harmless Agreement, and waiver.  
· Complete any additional subject and/or site-specific orientations, training, and qualifications as needed.  

Volunteer Training  
Some volunteer opportunities may require specific volunteer training and/or an annual check of skills that are required to serve.  Volunteer orientation and training opportunities will be scheduled once a month or on an as needed basis. If there is a time/date that does not work with your schedule, please contact Chelsea.heppert@gahanna.gov, Recreation Supervisor, to schedule an alternative time.  
 
 Harassment & Discrimination 
The City of Gahanna prohibits harassment or discrimination based on sex, race, age, national origin, religion, disability, sexual orientation, or any other protected characteristic. All volunteers are expected to foster a respectful and inclusive environment. 




Gahanna Parks & Recreation Expectations  
By volunteering for Gahanna Parks & Rec, the department expects individuals to follow all park rules, policies, and codified ordinances of the City of Gahanna.

Gahanna Parks & Recreation has the right to:  
· Decline volunteer placement.  
· Release a volunteer or group whose work or behavior is deemed unacceptable.  
· Expect volunteers to adhere to their volunteer position and volunteer opportunity descriptions.  
· Expect volunteers to fulfill their commitment and document their service hours.  
· Expect volunteers to represent the department in a positive and professional manner while serving.  
 
 Background Checks 
All volunteers participating in long-term or the Adopt-a-Park program aged 18 and older must complete an annual background check. Volunteers must report any convictions that occur during their service period. 

Emergencies
In the event of an emergency, incident, or safety concern, the volunteer shall prioritize safety, including contacting emergency services when necessary. 
· In life-threatening emergencies, call 911 
· For non-emergencies, contact the Gahanna Police Department at (614) 342-4240. 
· After the immediate risk has been addressed, the volunteer must notify GDPR and submit an Incident/Accident Report as applicable within 24 hours of occurrence. Failure to notify may result in immediate termination of volunteer service.
· Notify an on-site Parks & Recreation staff member or call at the after hours phone 614-342-4290.
· Volunteers are not employees and therefore are not covered by the Ohio Workers’ Compensation Act.  

Inclement Weather 
· Severe or inclement weather includes high winds, hail, lightning, heavy rain, flooding, and tornado activity. 
· Volunteers with groups or short-term opportunities will be directed by onsite staff members on whether the volunteer opportunity will continue, be delayed, or cancelled.  
· Long-term or Adopt-a-Park Volunteers are expected to use their best judgement to continue, delay, or cancel their day.  
· All volunteers will be notified if there is incoming weather that may pose a threat (i.e. heavy rainfall that will increase Big Walnut Creek water levels).  

Alcohol & Drugs 
· Volunteers may not use, possess, or be under the influence of alcohol or drugs while on City or Park property. 
· Violations will result in termination of volunteer service. 
 
Attendance & Punctuality 
Group or Short-Term Volunteer Opportunities  
· Must adhere to agreed-upon dates, times, and time commitments. 
· Must check in with onsite staff upon arrival. 
· If a group is no longer able to participate, they must communicate the cancellation as soon as possible; 48 hours in advance is required.  
· If a group cancels less than 48 hours in advance, we reserve the right to deny future volunteer opportunities with the group.  
· Log all completed volunteer hours on Galaxy Digital/Tracker.  
 
Long Term or Adopt-a-Park Program Volunteers 
· Volunteers are expected to meet the attendance requirements of their Adopt-a-Park assignments.  
· Must communicate with the Volunteer Coordinator 7 days in advance of scheduled volunteer days/hours.  
· If unable to attend, volunteers must do their due diligence to notify staff at least 48 hours in advance.  
· Log all completed volunteer hours on Galaxy Digital/Tracker. 

Tracking Volunteer Hours
· Volunteer service hours must be recorded to document community impact. 
· Group leaders will be provided with a sign-in sheet at orientation. 
· Hours will also be tracked through Galaxy Digital for accuracy and reporting. 

Confidentiality 
Volunteers must maintain the confidentiality of program registrations, facility reservations, and all personal information entrusted to them. 
 
Equipment Usage 
· Use of City equipment requires training from Parks & Recreation staff. 
· Volunteers are responsible for the proper care and cleanliness of borrowed equipment. 
· Report any damage or replacement needs immediately. 
· The use of personal power tools or equipment is prohibited.  
· In the event of an accident involving another person’s vehicle or property the City of Gahanna’s liability program would respond as long as the volunteer is within the scope of their duties for the city. 
· Volunteers must use appropriate Personal Protective Equipment (PPE) such as gloves, masks, safety glasses, and sturdy shoes designated for the specific tasks to prevent injury or exposure to hazards.
 
[bookmark: _Hlk225951903]Media & Communications  
· All media inquiries must be directed to Parks & Recreation staff. 
· Volunteers must exercise caution when using personal social media accounts for sharing City of Gahanna content.
· Volunteers are not permitted to comment on behalf of the City of the Parks and Recreation Department.  
 
Dress Code 
Volunteers are expected to dress appropriately for their assignments. Unsafe or inappropriate attire, including torn clothing, excessively loose or tight garments, and open-toed shoes, is prohibited. Volunteers must wear the provided shirt as the outermost layer and/or safety vest, if applicable.  
 
Volunteer Identification 
· Adopt-a-Park volunteers will receive program uniforms at orientation and must wear them during service activities. 
· If participating with a group or short-term volunteer opportunities, participants may be required to wear safety vests. 
 
Ending Volunteer Service  
Voluntary End of Service  
We recognize that volunteers may need to discontinue their volunteer service at some point. The volunteer should provide written notice of their intention to resign in a timely manner. Volunteers are responsible for returning any equipment, supplies, and uniform items to the Volunteer Coordinator.  
 
Involuntary End of Service 
Volunteer Handbook

If a volunteer is not performing or behaving satisfactorily to the expectations of their volunteer assignment, the Supervisor and Volunteer Coordinator can terminate the volunteer from the program. A terminated volunteer may re-apply after one year to the date of termination; however, all decisions are at the discretion of the Supervisor and Volunteer Coordinator.  
 
I have read and hereby acknowledge receiving the Gahanna Parks & Recreation Volunteer Handbook, and I agree to abide by the rules and regulations set forth herein.  

The undersigned acknowledges, appreciates, and agrees that:
	
1. Participation includes possible exposure to and illness from infectious diseases including but not limited to MRSA, influenza, and COVID-19. While rules and personal discipline may reduce this risk, the risk of serious illness and death does exist; and, 
2. I KNOWINGLY AND FREELY ASSUME ALL SUCH RISKS, both known and unknown, EVEN IF ARISING FROM THE NEGLIGENCE OF THE RELEASEES or others, and assume full responsibility for my participation; and, 
3. I willingly agree to comply with the stated and customary terms and conditions for participation as regards protection against infectious diseases. If, however, I observe and any unusual or significant hazard during my presence or participation, I will remove myself from participation and bring such to the attention of the nearest official immediately; and, 
4. I, for myself and on behalf of my heirs, assigns, personal representatives and next of kin, HEREBY RELEASE AND HOLD HARMLESS the City of Gahanna their officers, officials, agents, and/or employees, other participants, sponsoring agencies, sponsors, advertisers, and if applicable, owners and lessors of premises used to conduct the event (“RELEASEES”), WITH RESPECT TO ANY AND ALL ILLNESS, DISABILITY, DEATH, or loss or damage to person or property, WHETHER ARISING FROM THE NEGLAGENCE OF RELEASEES OR OTHERWISE, to the fullest extent permitted by law. 
I HAVE READ THIS RELEASE OF LIABILITY AND ASSUSMPTION OF RISK AGREEMENT, FULLY UNDERSTAND ITS TERMS, UNDERSTAND THAT I HAVE GIVEN UP SUBSTANTIAL RIGHTS BY SIGNING IT, AND SIGN IF FREELY AND VOLUNTARILY WITHOUT ANY INDUCEMENT. 

FOR PARTICIPANTS OF MINORITY AGE (UNDER AGE 18 AT THE TIME OF REGISTRATION)

This is to certify that I, as parent/guardian, with legal responsibility for this participant, have read and explained the provisions in this waiver/release to my child/ward including the risks of presence and participation and his/her personal responsibilities for adhering to the rules and regulations for protection against communicable diseases. Furthermore, my child/ward understands and accepts these risks and responsibilities. I for myself, my spouse, and child/ward do consent and agree to his/her release provided above for all the Releasees and myself, my spouse, and child/ward do release and agree to indemnify and hold harmless the Releasees for any and all liabilities incident to my minor child’s/ward’s presence or participation in these activities as provided above, EVEN IF ARISING FROM THEIR NEGLIGENCE, to the fullest extent provided by law. 

I/We have read and agree to the registration and related department policies, including the right to use my or my child’s photograph or image with our without my child’s name, both single and in conjunction with other persons or objects for any and all purposes, including, but not limited to, private or public presentations, advertising, publicity and promotions relating thereto. To decline photo consent, submit a letter in writing to the Department along with a current photo of the participant at the time of registration. 
 
I understand that the policies and procedures contained within are not to be construed as all-inclusive and are to be used in the performance of my volunteer assignment with Gahanna Parks & Recreation. 
  
I understand that if I fail to abide by any of the policies, procedures, or guidelines set forth in this handbook I may be subject to termination from the Gahanna Parks & Recreation Volunteer Programs.  
 
Additionally, I understand and acknowledge there is no salary or other compensation for my services as a volunteer. 
 
 
Volunteer Name (Print)___________________________________________________________  
                                                                                                           
 
Volunteer Name (Signature)_______________________________________________________  
  
                                                                                               
Guardians’ Name if Under 18 (Print)_________________________________________________                                                                                    
 
 
Guardian’s Name if Under 18 (Signature)_____________________________________________ 
 
 
 
 
 
 

 
Volunteer Handbook Acknowledgement

 
 
Adopt-a-Park Volunteer Program  
The Adopt-a-Park Volunteer Program was created for dedicated volunteers to help care for and maintain the beauty of our community parks. By registering to volunteer, you will have the opportunity to make a direct impact on your community by committing to a minimum of six dates or 18 hours of volunteer work per year.  
As an Adopt-a-Park volunteer, you will assist in a variety of essential tasks, including:  
· Cleaning up invasive species to protect native plants and wildlife.  
· Pick up litter to ensure the park remains clean and inviting.  
· Maintaining garden beds and supporting plant growth for a vibrant and thriving landscape.  
· Engage in additional park projects as needed, such as trail maintenance.  
This program is ideal for those who are passionate about giving back to their community and wish to volunteer consistently. By “adopting” a park, you help keep local green spaces healthy, beautiful, and accessible for everyone to enjoy. Whether you are a solo volunteer or part of a group, your efforts will have a lasting impact on the park and its visitors.  
 
To participate in the Adopt-a-Park program, you must complete the following steps: 
 
1. Submit the Adopt-a-Park Program Request Form on Galaxy Digital.  
2. Select a park that fits your interests 
3. Complete a background check (required for volunteers age 18+). If signing up with minors, you must maintain an adult to minor ratio of 1:5.  
4. Attend the Adopt-a-Park Welcome Orientation and Training.  
5. Review and sign the Volunteer Handbook Acknowledgment form.  
6. Commit to volunteering a minimum of six dates or 18 hours of volunteer work per year.  
 
 
 
 
 
 
 
 
 
 
 
 
 
