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Welcome New Hires! 

 
You are now a part of the NWSRA Inclusion Team! You have been hired to support and assist individuals 
participating in their local park district programs.  The inclusion staff member’s role is to assist the park district 
program to successfully include and meet the needs of the participant with a disability. 
 
The Inclusion Team is made up of five full-time staff. Ted Adatto is the Manager of Inclusion Services. He 
oversees four Inclusion Coordinators who direct inclusion services for all 17 park districts in the NWSRA 
service area.  The Inclusion Coordinators are listed below. If you have a question about an assignment in a 
certain park district, please contact the coordinator who oversees that park district directly. 
 

Contact NWSRA Inclusion Coordinators at 847/392-2848 

 
NWSRA and the member park districts foster the development of skills to enable individuals to participate at 
their highest level of ability.  It is NWSRA’s goal to offer options to recreate, whether it is through NWSRA, 
the local park district, or a combination of both.  NWSRA staff support these options by providing training and 
resources as needed. NWSRA and its member park districts orchestrate inclusion together, utilizing a set of 
basic principles.  The principles of inclusion take into consideration the needs and concerns of the individual 
participant, of the parents and family members and of the park district.  They also maintain that choices should 
be made available to individuals with disabilities and that the NWSRA Board will determine the finding sources 
for providing inclusive services. 
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Policies and Procedures 
The following policies and procedures are put into practice to ensure a safe and enjoyable environment for all 
participants and staff. Violations of policies and procedures listed in the inclusion policy manual may warrant 

disciplinary action up to and including termination. 
 
Absences/Late Arrivals/Early Departures  
Staff are expected to be at their assigned program and for the assigned hours.  Absences must be requested 
through the absence request form and submitted at least 2 weeks in advance of the absence.  Requests must be 
submitted to your Inclusion Coordinator. Approval is contingent upon finding a replacement for the day. There 
is no compensation for days missed due to illness or any other reason.  NWSRA can request a doctor’s 
verification of illness to return to work for consecutive program assignments missed.  
 
If a staff is calling in absent day of he/she should: 

• Program begins prior or after office hours, before 8:30am and after 5:00pm 
o Call the Inclusion Emergency Phone at 847-530-0460. This phone will be answered between 

6:30am – 8:30am and 5pm – 9pm.  This is the only phone number where it is ok to leave a 
message.  If you do not hear from anyone within 15 minutes, please call back to be sure someone 
received your message. You can also send a text message to this phone.  

o Call the park district site phone number and speak with the site director. 
• Program begins within office hours, 8:30am – 5:00pm 

o Call the office at 847-392-2848 and speak to your Inclusion Coordinator. If your Inclusion 
Coordinator is not available, speak with another member of the Inclusion Team.  Do not leave a 
message.  If you leave a message and do not report to your assignment, it will be considered a no 
call no show and disciplinary action will be taken up to and including termination. 

o Call the park district site phone number and speak with the site director. 
 
Accidents and Incidents  
All employees are asked to assist in filling out incident and accident reports for incidents where they have been 
involved or witnessed. This would include injuries to participants or incidences of unhappy or irate participants 
or parents. Any incident or accident occurring should be reported to the site director immediately. Inclusion 
staff should not be the ones to fill out a park district form. Please assist your site director in doing so. The staff 
person should only report facts and observations available, and should not include opinions, speculations or 
admission of fault. Inclusion aides report to both the park district staff and NWSRA Coordinators.  If there is an 
accident or incident that takes place at your site, notify your Inclusion Coordinator in a timely matter. 
 
Attire 
Staff are expected to follow the attire policy as outlined in the NWSRA general policies manual. If you are 
remaining at a specific site for an extended period of time and the other park district staff have received 
identifying clothing, the inclusion staff should also be receiving the same clothing. If the program has scheduled 
swim time, female staff are required to wear a one piece swimsuit.  Water shoes are also required in the water, 
on the pool deck and in the locker room. Since you are working for NWSRA as well as the park district, some 
of the policies may differ. If this is the case, follow the stricter of the two policies. You should not wear 
NWSRA clothing to a Park District program since you are not working an NWSRA program.  
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Cell Phone Usage 
 
Cell phones are to be turned off and not to be used, including text messaging while volunteering and/or working 
at NWSRA.  NWSRA cannot be held responsible for lost, damaged, or stolen cell phones.  If staff are carrying a 
cell phone for personal emergency purposes, notify program leader.  Exceptions may be made for staff in a 
leadership role. 
 
Evaluation of Inclusion Staff *a copy of the inclusion aide evaluation can be found at the end of the manual 
Inclusion staff are evaluated at least once yearly on their job performance.  Input is received from the park 
district they are assigned to, as well as parents of the children included. In cases where the need for 
improvement is necessary, inclusion staff will be spoken with individually. Inclusion staff may ask their 
supervisor at any time to review their evaluations.  
 
Medication Dispensing  
Inclusion staff should refer to the park district’s policy on medication dispensing. Inclusion staff should not 
administer medication without the Inclusion Coordinator’s approval. 
 
Orientation/Training  
Inclusion staff are required to attend orientations and trainings, taking place at the start of each season. These 
orientations include pertinent information for staff. Any part-time staff who does not attend a required 
orientation must make arrangements to meet individually with the Inclusion Coordinator to review policies and 
assignments prior to working. Failure to attend a required orientation and training may result in the 
termination of employment.  
 
Inclusion staff are expected to review and sign off on policies and procedures of their assigned park districts for 
long standing assignments.  Attendance at assigned park district orientation, trainings and staff meetings is 
required. 
 
Supervision of the Child Included  
The role of the inclusion staff is to provide additional assistance to a park district program, to allow the park 
district program to more successfully include a child or children with disabilities. The park district and NWSRA 
work together to determine how this will be accomplished. It is not guaranteed or always appropriate for every 
child with a disability to be assigned an aide in a recreation setting. Therefore, there are situations when one 
inclusion staff will be assigned to a program where there is more than once child with a disability, as well as 
situations where an inclusion aide may not be assigned at all. 
The expectation will be different from child to child and sometimes day to day, or even activity to activity in 
terms of necessary proximity of the aide to the child.  In some cases, the inclusion staff truly needs to be right 
next to the child at all times, for safety purposes.  In other cases, staff might be viewed as “hovering” by the 
child if they are too close.  In these cases, it is important the staff learn the needs of the child and how much 
assistance is necessary. Inclusion Coordinators are available for assistance if there are questions in this area. In 
all cases, the inclusion staff need to be aware of the location of the child being included and what activities they 
are participating in at all times of the program. 
 
There are times when an inclusion staff may find themselves completely alone with a child included.  Examples 
of this may include: 

• Part of a behavior plan is to “take a break” and go for a walk, get a drink of water, etc. 
• The child is sensitive to loud noises and prefers to do a quiet activity in the hallway rather than the gym 
• Personal care such as feeding or bathroom assistance 
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NWSRA recommends that the inclusion staff do as much as possible to prevent being left completely alone 
with a child. A child should not be completely isolated during a program. Staff should make every effort to 
make accommodations while still being within eyesight or earshot of other staff. If you are not within eyesight 
of another staff member, be sure they know where you are going and have them come to check on you every so 
many minutes. If the accommodation cannot be made this simply, the Inclusion Coordinators should be made 
aware of the situation and work with the park district to resolve it in a way that most effectively includes the 
child. 
 
 
Inclusion staff should seek assistance from Inclusion Coordinators for specific ways to include a child if 
techniques being used are not successful.  The Inclusion Coordinators are also available to provide suggestions 
and resources in this area. 
 
 
 
Swim Safety Guidelines 
The dangers involved at the swimming pool give even more responsibility to the inclusion aide for ensuring 
participant safety. Inclusion aides are expected to be dressed in swim suits and swim shoes and to enter the pool 
during swim time. If staff are unable to swim for any reason, prior notice must be communicated to your 
Inclusion Coordinator.  If it is not already listed on the participant information sheet, please contact your 
Inclusion Coordinator or Site Director to determine your participant(s) swim ability. 
  
Locker Room Supervision: 
Inclusion aides are responsible for supervising and monitoring their participant(s) in the locker rooms and may 
be required to:  

• Assist campers with changing into swim suits and changing back into street clothes.   
• Keep track of participant(s) belongings. 
• Assist with any personal care needs. 

 
Other things to remember: 

1. Always be attentive. Inclusion aides should always be in eyesight of their participant. This is not a time 
to socialize. 

2. Be aware and sensitive to the participant(s) fears. Use games and songs to distract from fears, but don’t 
be too pushy.  Be encouraging and give praise for any improvements. 

3. Be aware if a participant(s) has/have no fear. 
4. Do not rely on the lifeguards to watch your participant(s).  
5. Be alert at transition points (3ft. goes to 4ft. of water). 
6. Do not compare yourself to other park district staff.  If they are not doing their job, it does not mean you 

should not do yours. 
    
Sunscreen and Insect Repellent Application Procedure  
Sunscreen Application: Staff will make every effort possible to avoid sunburn on themselves and their 
participants. Parents/guardians must provide their child with a sunscreen product to be used only for their child. 
Sunscreen products should not be shared. Staff will remind campers to re-apply their own sunscreen before 
swim time and several times throughout the day. If a participant is unable to apply their own sunscreen, the 
inclusion aide may apply the sunscreen only if parent’s permission is given. Check with your site director for 
parental permission and further park district policies. 
 
Insect Repellent Application: Staff will remind campers to apply their own insect repellent when applicable. 
Insect repellent should not be shared. If a camper is unable to apply their own insect repellent, the inclusion aide 
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may apply the product only if parental permission is given to allow staff to apply insect repellent. Check with 
your site director for parental permission and further park district policies. 
 
 
Transportation 
Inclusion aides are responsible for transporting themselves to and from their assigned program.  Any 
transportation that should occur throughout the program time is the responsibility of the park district and should 
be coordinated between the site director/program director and the inclusion aide. 
 
 


