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SUFFIELD PARKS & RECREATION COMMISSION


MISSION STATEMENT

To enhance the qualify of life by providing a variety of affordable programs, quality parks, facilities and services to meet the needs of both passive and active recreation for Suffield’s growing community
WELCOME!   Gate Attendant & Summer Staff, 
You are now an employee of the Parks and Recreation Department for the Town of Suffield. You provide a valuable service to the families of Suffield and surrounding community. Accordingly, since you serve the community, you should act in a responsible and prudent manner with your job responsibilities. In serving the public, you should strive to achieve the best possible public relations through contacts with residents and performing well on the job. You will be making the first impression as patrons visit the park.   We are counting on you to be enthusiastic and helpful to our residents and visitors.  

The key to an enjoyable work experience is effective communication between staff, supervisors, and park users. Do not hesitate to bring any problems, requests, suggestions or ideas to the Parks and Recreation Directors attention immediately. Communication is very essential to the safety and operation of this facility
This manual of policies and procedures, do’s and don’ts, etc., has been prepared for you to more completely understand what we expect of you and to help you succeed!  Please read it carefully and do not hesitate to ask questions.

We are a fortunate community to have Babb’s Beach and Park and we look forward to working with you.  
Good luck and have a great summer!

Suffield Parks & Recreation Department
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Suffield Parks & Recreation  
2025 Gate Attendant Staff Manual

I, (print name) ________________________________________________ have read and understand all of the information provided to me in this staff handbook.

Position:  _______________________

Sign:  __________________________

 Date:  _________________________
Return this page to Parks & Recreation Office by THURSDAY, JUNE 19, 2025
Department Procedures
1.
Your appearance should be neat. Wear your staff shirt, khaki shorts/pants, and name badge daily for easy identification. Proper footwear shall be worn at all times. No sandals.

2.
You are an extension of the Parks & Recreation Department and should always conduct yourself in a courteous and respectful manner.   
3.
You are expected to be courteous to the public at all times—if you are having trouble with a patron, contact the Parks and Recreation Department, or Police Department pending on the situation, be fair, but do not hesitate to use your authority to enforce rules and maintain safety.

4.
Staff is not to ‘lounge around on the beach’ or perform any action that will distract from their duties.   
5.
Smoking, vaping, and use of alcoholic or illegal substances and other obvious             
           infractions is cause for immediate dismissal.
6.
Refer any complaints and comments concerning insurance or other departmental policies to the Parks and Recreation Department staff.

7.
An accident form MUST be filled out for every accident or injury within 24 hours and returned to the department.  Complete form and leave in office or black mail box located outside the Parks & Recreation Office, 145 Bridge Street.  Town Health Insurance does not cover accidents.  
8.
Formal evaluations will be performed by the Parks & Recreation staff.  Evaluations will be the basis for recommendation for future employment.
9.
All staff must participate in an orientation program including written materials explaining policies, procedures, and regulations.  They should be aware of legal requirements and by their signature they acknowledge having received and read appropriate policies, standards, and codes of conduct.  Signature required on first section of manual, which is returned to Parks & Recreation Director.

10.  Possession of any item that can be used as a weapon is not allowed and may be cause of immediate dismissal.

11. Sexual harassment is strictly prohibited and is grounds for immediate dismissal.  This is a serious offense that could result in legal action.  In general, sexual harassment results when an employee feels uncomfortable in his or her job because of the unwelcome sexual conduct of another employee, supervisor or patron.  If you feel you are being sexually harassed, contact your direct supervisor or the Director of Parks & Recreation.
12. The Town of Suffield is an Equal Opportunity Employer. We consider applicants for all positions without regard to race, color, religion, sex, national origin, age, marital or veteran status, the presence of a non‑job‑related medical condition or handicap, or any other legally protected status.

Be on Time - Procedures
1. Park is open daily 10:00 a.m. – 6:00 p.m.   (this may change based on park usage).  The park will be staffed with Gate Attendants, seven days a week including holidays. Employees are not allowed to leave the facility at any time during their scheduled work shift.
2. The schedule will be sent via Google Drive. 

3. When you are unable to work due to illness, etc. you must call the Supervisor as soon as possible, so coverage can be arranged.   If an absence occurs on a Saturday or Sunday, call the Supervisor’s home/cell phone and you must also call other Gate Attendant(s) to arrange coverage during any absence.  You will not be paid for sick time or any other time off.  We need and expect our staff to report to work on time and be there every day.  It presents a hardship to other staff members when someone is absent (or tardy).  

4. Rainy Days ‑ Communication between Parks & Recreation Department and Attendants will take place daily should there be rain in the forecast.   At that time it will be determined what the procedure for the work shift or upcoming weekend will be.  If it is raining, the beach/park will not be open and you will not be paid.  If you report to work and must leave early due to rain or thunderstorms, you will be compensated for the time you worked.

5. Time Sheets ‑ you will be responsible to complete and sign a weekly time sheet.  This sheet must be dropped
off to the Parks & Recreation office at the end of the work week.  Time sheets may be left in the outside
mailbox, at the Parks & Recreation office located at 145 Bridge Street on Sunday evening or drop off in the
office on Monday morning by 8:00 a.m.  in order to be processed in time for payroll.  Paychecks may be picked
up in the Parks & Recreation Office on Thursdays after 10:00 a.m., in accordance with the bi-monthly schedule.







                                                        LUNCH

Staff will have paid lunch on-site, bring your lunch, as staff is not to leave work premises. Bring plenty of water to drink during your work shift as there is no running water on site.
PAYROLL/TIMESHEETS/DISCIPLINE
Town employees are paid on a bi-weekly basis.  Timesheets must be written in ink and turned in to the office (mail drop box by Sunday night or 8:00 a.m. Monday morning in order to be processed timely.   Staff is not paid for anytime not at work.  You will be compensated for the actual hours worked.   
Pay Days are as follows:
Thursday, July 3
Thursday, July 17
Thursday, July 31
Thursday, August 14
Thursday, August 28
DISCIPLINARY ACTION

1ST Offense – Verbal Warning with Corrective Action
2nd Offense – Written Warning

3rd Offense – Employee sent home without pay

4th Offense – Dismissal from Job

Disciplinary action is generally taken for insubordination, inefficiency, incompetence, habitual tardiness or absence, violation of rules.
The Town of Suffield has the right to immediately dismiss any employee based on offensive conduct, endangering staff or participants, breaking any rules or laws, being under the influence of alcohol or drugs.

Communication with the Public – Service with a Smile (
• Always communicate with the patrons in a polite and courteous manner.

• Welcome patrons with a smile and address them by name whenever possible.  

• State your name and be friendly when communicating with patrons.

• When a patron approaches you with a concern, repeat it back to them.  So   

   as you are clear on the concern.

• Use positive body language:  good eye contact, tone of voice and smile.

 • Speak clearly and use good language, no slang.  Use words such as:  ‘Ma’am, Sir, Thank you, Please”.

• Go the extra mile and answer all their questions.  If you do not know the answer, tell them you will find out and get back to them.   Communicate this question to the office staff in a timely manner.
• Let the patrons know that our employees really care about them and the Park/Beach

• Never discuss a staff or problem with a Patron.

Maintenance-Grounds
1. Keep the entrance area and adjacent grounds clean at all times.  Trash should be placed in one receptacle located at Shed.  Keep the Shed clean and orderly.

2.
Inspect daily (opening, mid-shift and upon closing) the grounds, parking lot, fences, gate areas for potential hazards (report them immediately to the Parks and Recreation Staff).  Maintain record/log daily.

3.
Report any vandalism to the Parks and Recreation Office immediately.

4.
Music may be played at a low decibel level at the gate shed and should not interfere with patrons entering and customer service.
OSHA
Town of Suffield 
 OSHA Compliance Guide CFR 1910.1030
Occupational Exposure to Bloodborne Pathogens

Available for reference.
      --------------------------------------------------------------
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SOCIAL MEDIA
Social Media includes, but is not limited to, social networking sites, such as Twitter, Facebook, LinkedIn, YouTube, Pinterest, Instagram, Snapchat, and any other “anonymous apps”.
Rules concerning Personal Social Media Activity

1. An employee should not mention, discuss or reference the Parks and Recreation Department, or its camps or programs on personal social network sites.
2. Employees should not mention the Parks and Recreation Department Staff members, or other camp staff members or members of the summer camp and Babb’s beach community (e.g. parents or others) on personal social networking sites, without such individuals’ express consent unless the employee is addressing an issue of public concern and the employee’s speech falls under applicable constitutional protections pertaining to the same.

3. Employees are required to maintain appropriate professional boundaries with patrons and colleagues. It is not appropriate for an employee to “friend” or communicate with a patron or otherwise establish special relationships with selected patrons through personal social media.  
4. Employees should refrain from using the internet as a vehicle for gossip, and refrain from posting, tagging or publishing pictures of the work place or patrons.
5. Employees are required to use appropriately respectful speech in their personal social media posts, and to refrain from harassing, defamatory, abusive, discriminatory, threatening or other inappropriate communications. 

6. We recognize that our staff has a private life outside the boundaries of camp and Babb’s beach and park and we expect that our staff conduct their private lives with integrity and decorum.
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“911” EMERGENCY PROCEDURES “911”
During an emergency situation, the Town communication device will be used to contact Police.

If needed, your personal Cell Phone can be used to call 9-1-1.  
Call 9-1-1- for Police, Fire and / or Medical Emergencies. If an accident occurs in the water and you are made aware of such accident, the Southwick Police Department must be contacted as the Water is under the jurisdiction of the Southwick, MA Police.   #413-569-5348.

1.
MOST IMPORTANT ‑ remain calm and use your common sense.

2.
Identify injury area and assess extent of injury within your limitations.

3.
Remain with victim and send responsible person to call 9-1-1 or vice versa.

4.
DO NOT move victim.
5.
Make victim as comfortable as possible.

6.
Provide emergency first aid within your limitations.

ACTIVATE E.M.S.   

1.
Call 9-1-1 ‑ introduce yourself, your position, and exact location. Babb’s Beach is located at 435 Babbs Road, West Suffield, CT.

2.
Explain what has occurred, state your specific location; 

· state the nature of injury

· injured person’s name, age, sex

· injured person’s allergies or other special needs (if you know this information).

3.
Contact Parks & Recreation Director and Recreation Supervisor (if after office hours, call home/cell telephone)

ARRIVAL OF POLICE AND/OR AMBULANCE

1.
Introduce yourself to emergency personnel and explain situation.

2.
Assist where possible.

3.
Completely fill out accident report and obtain names and addresses of witnesses ‑ hand in report to Parks and Recreation Department within 24 hours.

Do not make any statements concerning insurance in any way.  Refer all questions to the

Director of Parks and Recreation.  Refer media to the Director of Parks & Recreation and First Selectman’s Office.
Emergency 911
Parks & Rec. Dept. 860-668‑3862
Suffield Police Direct Line: 860- 668-3870
FOR WATER RELATED ACCIDENTS OR INCIDENTS THAT OCCUR IN THE WATER
THE SOUTHWICK, MA POLICE DEPARTMENT MUST BE CALLED.

(The Congamond Lake is under the jurisdiction of Southwick, MA)
Southwick Police - (413) 569-5348

Telephone 
The Parks & Recreation EMERGENCY Cell Phone Number is 860-308-0610.

In addition, staff’s personal cell phones will be used to communicate.

Forest/Building Fire
In the case of either a forest or building fire the following steps will be followed:

1.
Person(s) discovering a fire will clear immediate area of all patrons.  
2.
Person who originally detected fire will contact the authorities (call 911) and the Parks and Recreation Department.

3.
In the event of fire or disaster, staff should communicate with patrons to ensure everyone in patron’s party is accounted for and move to a safe space and or exit the park.
Severe Weather:
Thunderstorms / Hurricanes / Tornadoes
In the event of a thunderstorm or lightning strikes, seek shelter in your car or Gate Attendant Shed.  Depending on the severity of the storm, you may lock up the shed and complete your shift for the day.   Everyone should seek shelter (in their cars, or the roller rink if it is open, or vacate the park.)  Staff will inform patrons if possible of pending weather conditions and beach and park may be closed.     
Heat Waves
During heat waves ensure that all staff stays hydrated.  There is no running water at Babb’s Beach/Park, bring ample supply to work daily.   Stay in shaded areas as much as possible.   
Sun Protection
Exposure to the ultraviolet rays of the sun carries significant health risks.  In an effort to protect employees from the harmful effects of the sun, employees should wear sunblock.  A sun umbrella is available for use during your work shift.
Suspicious Objects and Bomb Threat
If a suspicious object or substance is discovered in a building, at the park or on the grounds the person finding it will not disturb or go near it.   
Clear the area and notify the Police immediately followed by the Parks & Recreation Office.  

Suspicious or disruptive people
If a suspicious person is on the grounds, notify the Police immediately followed by the Parks & Recreation Office.   Do not confront this person.  Use common sense, go to your car and lock doors.  If a person is disruptive, inebriated, etc. do not confront them, contact Police.
Emergency Response Action
In the event of an unforeseen circumstance that calls for immediate action, all measures should be taken to insure the safety of the patrons and staff.     Depending on the nature of the emergency, the Beach/Park may close earlier than scheduled closing time. 
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Wildlife at Babb’s Beach and Park 
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A variety of wildlife exists in Suffield.  At times you may encounter wildlife.  Respect the insect/animal/reptile and keep a safe distance and follow these rules:

· Don’t allow anyone to approach or antagonize the wildlife.

· If there is an emergency regarding an insect, animal or reptile:  Attend to the person immediately, communicate the situation to the Recreation Supervisor or Parks and Recreation Director. 

· Call 911, if necessary.

· Stay calm and keep everyone away from the insect/animal/reptile.  

· Only give the facts about the situation.  Don’t try to give more information than you know.
Attendants must be familiar with park rules.  Rules are posted at the Park.

Patrons may swim in designated swim area.

Babb’s Beach Rules & Information

For your safety

· Swim only within buoyed area.

· No watercraft allowed in buoyed area.

· Underwater hazards may exist.

· No swimming during thunderstorms.

· Parents must supervise their children.

· Children under the age of 14 must be accompanied by an adult.

· No flotation devices.  

· No horseplay (dunking, standing on shoulders, etc.).

· Proper swimming attire is required.

· Swim diapers are required for children who wear diapers. 

· No alcohol. 

· No bonfires.  

· No loud music.

· No pets on beach.

· No fishing.  

· Lifeguards are scheduled at the discretion of the Town of Suffield. 

· Use extra caution when no Lifeguards are on duty.

· All rules are enforced at the discretion of the Lifeguards
Welcome to Babb’s Park & Beach 

For your safety and enjoyment, please cooperate 

with staff and adhere to the following rules:

· Babb’s Park is open daily 10:00 a.m. to 6:00 p.m.
· Please keep our parks clean by not littering. 

· If you bring refuse, please take it with you.

· Pick up after pets.  Keep all pets on leash, under control and off the beach. 

· No alcohol, glass containers, open fires, fireworks or firearms.

· No loud music.

· No camping or overnight parking.

· No trespassing after hours.  Police Take Notice.

· Thank you for helping us provide a quality park system.

Kayak, Canoe, Stand Up Paddle Board Storage  
Kayak, Canoe or Stand up paddle board storage will be available on a first come, first paid basis at Babb’s Beach for the summer season:   June 1 through August 31.   Racks to store one kayak, canoe or stand up paddle board per person will be located on the north side of the town beach.  To reserve a designated section of the storage rack, registration and payment will be received on line at:  SUFFIELDREC.com or call the Parks & Recreation Office at 860-668-3862.   

Terms of Agreement 
1. Reservation for a one section slot on storage rack must be made each year and will begin on June 1 for Residents only.

2. It will be your (patrons) responsibility to secure your kayak/canoe/paddle board in your assigned slot.  It is your responsibility to check your watercraft regularly.

3. The Town of Suffield is not liable for the condition of your kayak/canoe/paddle board, nor is it responsible for the theft of or damage to kayak/canoe/paddle board or personal property.

4. All kayaks/canoes/paddle boards must be removed from storage rack by September 30, this year.

5. Unclaimed watercraft will be removed and disposed of at the discretion of the Town of Suffield beginning October 1, of this year.
Patrons may access the driveway to the waterfront to unload /load non-motorized watercraft.   Remind patrons they are not allowed to park in the lower lot which is designated only for handicap parking.
Attendant Daily Responsibilities and Daily Fee Collection 
(refer to job description for additional information)

Overview:

1.    Responsible for meeting and greeting park patrons at the entry point.  Welcome patrons to  the   park.  Ask questions (refer to log sheet) and collect data accordingly.  Show them where to park and how to access the beach.  Understand all park rules and be able to assist patrons with questions.   Initiate emergency medical response if needed.

2.
Makes daily walks around the upper park, parking lot, driveway and beach area for safety checks.  (opening, mid-shift and upon closing)   Record in Logs.  
3.
Gates:  Open and secure gates daily.   


Main Gate on Babb’s road will be unlocked at 10:00 a.m. daily and locked at 6:00 p.m. (or earlier due to early weather closing).  


Driveway Gate (to the lower handicap parking lot & beach)  will be unlocked at 10:00 a.m. daily and lock at 6:00 p.m. (or earlier due to weather, sunset, and if there are no cars parked in this lot you may lock earlier)  


Interior Parking lot Gate (near Rink building)   Does not get unlocked.   The only time this gate is unlocked is if contractors or highway department is working on the grounds.  Or, in the event of an emergency and Fire, Ambulance, Police must access this open space and building area.


Ensure that no cars or patrons are ever locked in the park over night.
4.
Enforces Park rules while maintaining a positive atmosphere.  Calls for assistance as necessary.

5.
Maintains records:  accident reports, daily attendance, daily weather conditions, safety assessments, and incident reports.  Hand in daily or weekly as required.  

6.
Daily maintenance:  Remove any trash from the parking lot, grounds, and beach area.   During routine walks of park, pick up bottles, trash….Remind patrons to bring their trash home as no trash receptacles are on the grounds.   (Pack it in – Pack it out)
7.
Only minor First Aid should be given to patrons (Band‑Aids, ice packs) other incidents that require a higher level of first aid should be assessed.    Call 9-1-1 depending on situation.  An accident report must be completed and signed.
8.     Fee Collection for Babbs -  Suffield Residents: No Charge with Proof of Residency (driver’s license)

                                      Non-Residents:  $20.00 per vehicle (6 people or less) 

                                      $5.00 fee for every additional person in vehicle  
9. Fee Collection for Sunrise on Saturdays, Sundays, and Holidays from Memorial Day to Labor Day- 

Suffield Residents: No Charge with Proof of Residency (driver’s license)

                                      Non-Residents:  $35.00 per vehicle 
910/100
· C.R.C. members will be allowed to enter the Park/Beach, free of Charge and must provide attendant with a Photo I.D. (License) and their name and address.  The honor system will be recognized for the day. Record this information.  Inform the Parks & Recreation Director of daily occurrences to verify they are a C.R.C. member.     This is the only exception to Non-Residents being allowed to access the park free of charge.   All other non-residents will be charged $20.00.   
· All Gate Attendants at the park/beach will be responsible for collecting the appropriate fee during the hours of operation.  

· Hours of operation 10:00 a.m. – 6:00 p.m. daily.  No fee will be charged after 5:00 p.m.

· Cash is the primary form of payment.  Should you receive a Check from a Patron, Confirm the following:  

· - Check is made payable to:  Suffield Parks & Recreation

· - Check must have a stamped Name & Address in the upper left corner. Ask for a driver’s license and write this number on the front left side of check, along with a telephone Number.

· - Check must have the correct Date, Amount Due, and must be signed on the bottom right line by the individual.     

· When the attendants collect several fees and have reached the $80.00 amount, the money will be placed in an envelope and labeled with the Date & Time on the outside of the sealed envelope.  This will occur multiple times during the day. Always, Date & Time the envelope before placing into the locked box.   

· Continue to Input information on excel spreadsheet as to how many non-residents entered the park and the fee(s) collected. Calculate the total amount collected at the end of the work shift and place the excel sheet in the envelope with the last deposit.  Both staff on duty will sign off on the spreadsheet. 

· At the close of your shift, all monies collected (in several envelopes) will be secured in the locked box, and the Gate Attendant Shed will Be Locked for the evening.    

· Parks and Recreation Director or designated staff will collect the monies from the locked box on a daily basis (Monday – Friday).  
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