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Purpose:

This policy outlines departmental responsibilities and procedures required for the control, use, care,
maintenance, and inventory of equipment, materials, tools, and supplies acquired with Medford Parks
and Recreation Department (MPRD) funds.

Applicability:
This policy applies to all full-time, temporary/part-time employees and volunteers.
Policy:

Employees who are issued MPRD equipment or property shall be responsible for the safekeeping,
serviceable condition, proper care, and use of such equipment and/or property assigned or entrusted to
them.

MPRD equipment and/or property shall only be used by those to whom it was assigned. Use is limited
to official purposes and in the capacity for which it was assigned, except when otherwise directed by
appropriate supervisor. Personal use of the agencies equipment, materials and property is generally
prohibited except as noted below;

A. Exception for On-call personnel: The City may allow employees to use City owned vehicles to
commute to and from their residence upon determination by the City Manager, or designee, that
the use of the City provided vehicle will provide a more efficient use of staff time, provide a
faster delivery of services to citizens, first responders, or as a business necessity.

B. Exception is made for use of City Communication and Information systems as described in
Administrative Regulation AR-00-1 which address cell phones, computers, fax's, etc.



Damaged or unserviceable equipment and/or property shall not be sold, traded, donated, thrown away
or otherwise disposed of without proper authority. Such equipment and/or property must be promptly
reported to the proper division supervisor.

An employee’s intentional or negligent abuse of MPRD equipment and/or property may lead to
disciplinary action.

A comprehensive inventory and condition report must be completed annually on all MPRD equipment
and/or property valued at $5,000 or less. Equipment/property valued at over $5,000 is inventoried by
the City of Medford Finance Department. Completed inventory and condition reports are stored on the
department’s P-drive.

Staff training on the use and operation of MPRD equipment and/or property is the responsibility of the
division supervisor. Training is completed prior use and operation of all equipment.

Definitions:

MPRD property/equipment- property in the possession of, or directly acquired by the City of Medford
Parks and Recreation Department.

"Procedures:

1. Acquisitions:

Acquisition of equipment and property are made in accordance with the biennial budget. Capital
budgets are developed in conjunction with the operating budget for review and approval by the City of
Medford Council. Estimations of anticipated acquisitions for the coming budget cycle are made based
on division equipment/property needs and are either funded thru the MPRD operating budget or capital
budget.

2. Distribution:
Distribution and assignment of equipment and property is the responsibility of the division supervisor.
3. Training:

It is the responsibility of the division supervisor to safely and productively train staff on equipment and
property. When available, training manuals are used prior to operation.

4. Storage and Security:

Storage and security of equipment and property is the responsibility of the staff member that it is
assigned to.

5. Maintenance:

Maintenance of the equipment and property valued at less than $5,000 dollars is the responsibility of
the staff member that it is assigned. If repairs are needed beyond department expertise, equipment and
property can be repaired by a qualified repair company with division supervisor approval. Equipment
and property valued at greater than $5,000 is maintained by the City of Medford fleet services
department and facilities management department.



6. Replacement:

Equipment and property replacement recommendations are the responsibility of the staff member
assigned the equipment/property. Recommendations are approved by the division supervisor.
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OBJECTIVE

This policy guides full-time recreation program supervisors and coordinators when outdoor air quality
is impacted. It is the purpose of this policy to: (I) identify action levels based on AQI readings posted
at www.airnow.gov, (II) outline procedures aimed at reducing program participants’ exposures to
unhealthy outdoor air and (III) establish a protocol to cancel or reschedule department programs /
events when appropriate.

PRD will take steps to limit participant exposure to one hour or less when air-quality status reaches the
orange-labeled ‘“Unhealthy for Sensitive Groups” category. Every effort will be made to move,
postpone or cancel youth programs and outdoor special events exceeding one hour in duration.

If air quality reaches the red-labeled “Unhealthy” category for a prolonged period of time, all outdoor
programs will be moved indoors, postponed or canceled. Adult league games in process may be
allowed to conclude, depending on the severity of conditions and visibility at the venue.

Because air-quality readings can rapidly fluctuate, vary from one part of the city to another, or can go
offline for extended periods, REC staff, in consultation with PRD management, are authorized to use
discretion when evaluating air quality conditions at recreation venues based on factors such as
visibility, smell, duration of exposure, and wind patterns.

When programs are canceled ahead of the scheduled start time, registered participants are to be
contacted via phone or email. When PRD sponsored events are canceled and recreation facilities are
closed, notifications will be posted on playmedford.com, sportsmedford.com, the PRD Facebook site,
and signs will be posted at event locations. REC supervisors and coordinators or his/her designee are
responsible for these notifications, as well as informing affected PRD staff.

This policy is not applicable to tournaments or events PRD is contractually operating on behalf of
another entity, such as ASA.

PRD = Parks & Recreation Department
REC = Recreation Division
PRK = Parks Division
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BACKGROUND

Medford Parks and Recreation works to bring residents and visitors quality programs at affordable
prices. Staff are empowered to make informed decisions and provide creative solutions for our
customers.

We do not discriminate based on religion, race, color, national origin, sexual orientation, age or ability
and strive to meet the needs of all citizens. If an accommodation is needed we request advance notice to
ensure customer needs are met. These requests should be directed to the program manager for the
activity and/or facility.

REFUND GUIDELINES
Refund requests can be submitted to the department via phone, mail or email (parks @cityofmedford.org)
based on the following:

Adult League Sports: Team fees are refundable if request is made prior to schedules being developed
by the program manager.

General Use Park Reservations: Fees are fully refundable if requested any day Mon-Fri 8a-5p prior to
use of the park. Fees may also be refunded if requested after a reservation date if inclement weather
interfered with park use.

Special Event Use Park Reservations: Fees are refundable, minus staff fees, if requested 72 hours
before scheduled set up and/or event; whichever was scheduled to occur first. This is subject to change
based on specifics of some large events and those ancillary agreements.

Pool Private Use Reservations: Customers will receive a full refund if requested by noon a full 5 days
prior to the date of the reservation. If a customer does not show up for a reservation, personnel policies
dictate staff be paid in full for their shift and no refunds will be issued for a reservation no show.

Swim Lessons: Customers will be assessed a $5 refund fee if canceling a swim lesson registration. If we
cancel a class due to lack of enrollment, or other necessary reason, the customer will be offered another
class of equal ability or given a full refund.



Special Interest Classes:

1) Full refunds will be granted if transferring or withdrawing from an activity in a timely manner
that allows waitlist customers to be contacted.

2) If a customer transfers to another activity of less cost the balance will be refunded.
3) If we cancel an activity we will issue a full refund or a transfer into another activity.

Summer Youth Camps: Participants will receive a full refund if request is made via email or other
written form by Spm Monday, a full week before the start of the camp.

Discovery Preschool:

Fall Program: Customers will receive a full refund for each month that has not begun minus any
application fee and minus any field trip/party fee.

Summer Program: Customers will receive a full refund for each month that has not bun minus
any field trip/party fees.

Requests for refunds outside the scope of these guidelines will be considered on a per case basis and
may be referred to the program director, supervisor or customer service specialist.

PRD = Parks & Recreation Department
REC = Recreation Division

PRK = Parks Division

BMD = Building Maintenance Division
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Oregon State Law (ORS 419B.005 et seq.) requires certain employees to report to local law
enforcement agencies when there is reasonable cause to believe that a child has been abused or that any
person with whom the employee comes into contact has abused a child.

Under provision ORS 418.205 employees of a public organization providing child-related services or
activities are mandatory reporters. Because the Department provides such services, all employees are
mandatory child abuse reporters.

If an employee has reasonable cause to believe that any child has suffered abuse or if any person which
the employee comes into contact with has abused a child, the employee shall immediately report the
abuse in a manner required under ORS 419B.015. The employee shall also immediately notify their
supervisor of the abuse report. This requirement will apply regardless of where the abuse occurred or
where the employee learned of the abuse.

Abuse
Abuse as defined under ORS 419B.005(1) includes:
e Any assault as defined in ORS chapter 163 of a child and any physical injury to a child which

has been caused by other than accidental means, including any injury which appears to be at
variance with the explanation given of the injury;

Any mental injury to a child which shall include only observable and substantial impairment of
the child’s mental or psychological ability to function caused by cruelty to the child, with due
regard to the culture of the child;

Rape of a child, which includes but is not limited to rape, sodomy, unlawful sexual penetration
and incest, as those acts are described in ORS chapter 163;

Sexual abuse as described in ORS chapter 163;

Sexual exploitation;



e Negligent treatment or maltreatment of a child, including but not limited to the failure to
provide adequate food, clothing, shelter, or medical care that is likely to endanger the health or
welfare of the child; or

e Threatened harm to a child, which means subjecting a child to a substantial risk of harm to the
child’s health or welfare.

Reporting Procedure
1) When a Department employee comes into contact and has reasonable cause to believe that any

child has suffered abuse that employee shall report such abuse immediately by telephone to the
designated Child Abuse Hotline in the County where the incident occurred. Jackson County:
866-840-2741.

2) When a Department employee witnesses first-hand or comes into contact with an individual
who has subjected a child to abuse, the employee will immediately contact local law
enforcement authorities by calling 9-1-1.

3) The Department employee must then immediately inform his/her supervisor in person or orally
and complete a Suspicion of Child Abuse Report that will be submitted to the direct supervisor.
The Report is deemed complete after the employee has provided the responding officer’s name,
case number and the date and time that the employee met with the local law enforcement
agency. If the incident occurs outside of work or away from Department property, the
employee will notify his/her supervisor as soon as reasonably possible.

Failure to Comply

Any Department employee who fails to report suspected child abuse as provided by this policy and as
required under state law, commits a violation of the law. This obligation is personal to the individual,
making it critical for each individual employee to understand their obligations and to report suspected
child abuse.

Immunity from Liability and Confidentiality

Department employees who, in good faith, and on the basis of reasonable grounds, make a child abuse
report are protected from any civil or criminal liability in connection with such a report. Reporting
suspected child abuse will not adversely affect any terms or conditions of employment or the work
environment of the reporting employee. However, employees are subject to the confidentiality
provisions concerning child abuse under state law — records, reports, and documents compiled by
District employees pursuant to reports made under ORS 419B.005 et seq. - are confidential and are
not accessible for public inspection.

PRD = Parks & Recreation Department
REC = Recreation Division
PRK = Parks Division
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EMPLOYEE CLOTHING POLICY

PARK & FACILITY MAINTENANCE DIVISIONS

In an effort to provide full-time and seasonal staff with clothing that identifies them to the public as
Parks and Recreation Department employees, management shall issue clothing on an as-needed basis
and in accordance to bargaining unit guidelines.

CLOTHING GUIDELINES

e Only clothing that identifies each staff as a member of the department and is issued by the
department is acceptable for wear while on-duty.

e Department issued clothing is not to be worn while off-duty.

e Identification name tags are not required, but suggested.

e All personnel are required to return all clothing, identification badges, and keys upon leaving
employment with the department.

e Clothing must be cleaned, unaltered and undamaged. If clothing is damaged during work,

employees must notify supervisor, in order for the item to be replaced.

Baggy and saggy clothing are generally not appropriate.

Undergarments should not be visible.

Flat-brimmed caps are prohibited. Do not wear hats backwards or askew.

Do not wear open-toed shoes.

Acceptable appearance is determined by your direct supervisor or by Department

Administration, who have the authority to ask employees to make immediate adjustments.

RECREATION DIVISION

In an effort to provide full-time and seasonal staff with clothing that identifies them to the public as
Parks and Recreation Department employees, the Recreation Superintendent and Recreation
Supervisors shall issue such clothing on an as-needed basis.

CLOTHING GUIDELINES

e Only clothing that identifies each staff as a member of the department and is issued by the
department is acceptable for wear while on-duty.

e Department issued clothing is not to be worn while off-duty.

e Clothing must be cleaned, unaltered and undamaged. If clothing is damaged during work,
employees must notify supervisor, in order for the item to be replaced.

e Baggy and saggy clothing are generally not appropriate.



Undergarments should not be visible.

Flat-brimmed caps are prohibited. Do not wear hats backwards or askew.

Do not wear open-toed shoes.

Acceptable appearance is determined by your direct supervisor or by Department
Administration, who have the authority to ask employees to make immediate adjustments.
Program managers and softball site supervisors are required to wear their name tags while
working.

All personnel are required to return all clothing, identification badges, and keys upon leaving
employment with the department.
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The City of Medford Comprehensive Plan and Medford Parks and Recreation Leisure Services Plan
include environmental sustainability as a core value in the maintenance and preservation of natural and
developed resources. Further, these plans recognize that integrating and continuously improving
sustainable best practices in all phases of management is an integral part of operational excellence.
This policy defines the initiatives, standards, and responsibilities Medford Park and Recreation
Department (MPRD) employees are to follow, and permanent steps to integrate sustainable practices in
the planning, design, development, use, and management of MPRD parks and facilities where
financially feasible. MPRD employees are encouraged to integrate sustainable practices in their daily
duties and activities

Key sustainability initiatives identified by Medford Parks and Recreation include:

Integration of Sustainable Practices

MPRD staff should be educated and trained on awareness and implementation processes related to
creating and maintaining a sustainable park system. The intention is to develop and integrate
sustainable best practices in MPRD culture and in decision making processes. This integration
process includes the design and development of new properties, the maintenance of existing parks and
facilities, the procurement of sustainable materials/supplies and the activities of occupants of such
properties.

Water Quality and Consumption

Parks and recreational facilities require significant amounts of water to support recreation
programming and green space. The accompanying discharge of waste water and storm water runoff
also contributes to the MPRD impact on the environment. Staff should look to design, maintain,
and make improvements that minimize water use and waste whenever possible in a manner that
provides safety, sanitation, and health of MPRD staff, patrons and assets.



Chemical Use

Parks and recreational facilities also require chemicals to operate, clean, maintain, and protect persons
and properties. The use of cleaners, lubricants, fertilizers, pesticides, pool water sanitizers and many
other chemicals have an impact on the environment. MPRD employees who utilize such products are
expected to be knowledgeable, responsible and maintain appropriate licensing associated in their use.
Publicly licensed pesticide applicators are required follow procedures lined out in department policy
PAR-10-01, Integrated Pest Management. Reduction in chemical use or conversion to less toxic
chemicals that minimize environmental impact without compromising health and safety is
encouraged. Chemical use should be addressed during the design phase of renovations, replacements,
and new construction in a manner that minimizes or eliminates their use where financially feasible and
practical.

Energy Conservation

Controlling and minimizing electrical and natural gas/fossil fuel consumption is a fundamental
characteristic of a sustainable organization. Consumption measures that reduce dependency on
traditional energy sources should be investigated and implemented by staff and design professionals
when operating existing systems and designing new properties where economically feasible.
Employees are expected to take actions that minimize energy use such as turning lights out, closing
exterior doors and windows when appropriate, minimizing vehicle usage, etc. Alternative energy
generation systems that replace grid-sourced power should be investigated and integrated when
feasible and practical. City of Medford construction and planning staff should remain knowledgeable
of new energy efficiency technologies appropriate for MPRD properties as they evolve.

Climate Protection/Air quality

Reducing carbon emissions and overall carbon footprint is a fundamental characteristic of a sustainable
organization. MPRD has a commitment to reduce carbon footprint through reductions in fuel consumption and
procurement of efficient vehicles and equipment. To offset carbon footprint, MPRD will add additional trees to
parks and right-of-way areas and track tree loss while striving to ensure a net gain in tree density.

Public Health & Nutrition

When possible, MPRD shall incorporate strategies that promote public health and nutrition. Promoting
community gardens and locally grown foods/organic foods is essential in a sustainable community. MPRD has a
commitment to increase community gardens in City of Medford Parks and city owned properties thus increasing
the opportunities for public education on gardening and nutrition.

Waste Reduction

The volume and toxicity of waste generated by an organization is a primary contributor to
environmental degradation, and improvements made to minimize waste are a critical component of
sustainability. MPRD operations are to maximize recycling opportunities where possible, including
engaging patrons by making recycling options convenient. Also, new construction and renovations
should include designs that promote and improve the convenience of trash and recycling separation.
The purchasing and stocking of disposable materials and supplies that unnecessarily contribute to the
waste stream should be avoided when possible.

Purchasing

Purchases of goods such as materials and supplies should consider the use of products produced from
recycled materials, products that are considered recyclable, or are procured locally in a manner that
minimizes transportation while adhering to the City of Medford purchasing and contracting rules.

Ecosystem Management

MPRD manages several properties which are classified as natural areas, either as stand-alone
properties or adjacent to developed park lands. These properties differ in location, vegetation type,
wildlife habitat, fire fuel loads, user impact, etc., and therefore require varying strategies to maintain or



improve health, diversity, and sustainability. Two of these properties have separate management plans
that address management strategies and sustainability; Prescott Park and IOOF Cemetery. MPRD
maintenance activities shall follow regulatory ordinances, rules, statutes and management plans when
managing these lands. Sustainable improvement projects and ongoing management practices should
focus on improving water quality, biodiversity of native species, habitat, site health and safety. Dead
matter fire fuels should be managed in a manner that reduces catastrophic fire risk while maintaining
site soil qualities. Vegetation and forest stand health should be optimized, with various age classes and
appropriate species diversity strengthened. Wildlife habitat should be accommodated and improved to
provide a diversity of species within the native food chain. Invasive and noxious plant species should
be managed to favor the establishment of native species. Disturbed areas of park construction sites
should be managed to eradicate invasive and noxious weed species during and following construction
activities.
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GRANTS POLICY

Grants can be an appealing alternative funding source for municipalities, but are often accompanied by
special regulatory compliance requirements. Specific requirements may apply to the general operations
of the grant including compliance, reporting, performance, and monitoring; both internal and external.
Municipalities may face negative consequences for failing to meet regulatory requirements. In
addition, the grant may mandate local government to financially maintain a program or asset after
expiration of the grant, as either a condition of the grant, or politically. This policy provides staff with
guidance as to the associated processes and procedures necessary to maximize the benefits and
minimize the risks of accepting grants. The purpose of this grant policy is:

1. To ensure proper oversight of all funds appropriated to the department;
2. To minimize the department’s risk of non-compliance with grant requirements; and

3. To ensure proper administration and accounting of all grants.

Grants Identification, Application & Acceptance

The Parks and Recreation Department shall provide information to the Finance Department so effects
on the department related to budget, cash flow, procurement, financial reporting and/or compliance can
be reviewed, understood and prepared for before the application is submitted.

Staff will focus on applying for and accepting grants that are consistent with the overall strategic
direction of the department to reduce potential budget risk resulting from matching fund requirements.
This strategic direction; Grant Prioritization List, is updated each biennium and approved through the
Parks and Recreation Commission. Additional caution will be taken when accounting for maintenance,
operations or other spending obligations required beyond the grant period. In order to ensure any
potential grant is deemed a benefit to the department, a completed grant summary statement shall be
submitted to the department director to include:

1. The granting agency;
2. The grant’s purpose;



The grant time period;

The grant request amount;

The amount and recommended source of matching funds;
Any other future department resource requirements;

Any special procurement requirements;

e L

An explanation of how the grant supports the department’s strategic priorities; and
9. Any significant reporting and compliance requirements.

Potential grants shall be assessed by the department director for consistency with the most current
grant prioritization list and adopted budget. In some cases, prior to completing a grant application, the
Medford Parks and Recreation Commission and/or the Medford Parks and Recreation Foundation must
pass a resolution authorizing the department to apply.

Potential grants shall be evaluated through a multi-year cost/benefit analysis. The analysis should
include the amount and source of required matching funds and any other direct costs associated with a
grant; the extent to which overhead costs will be covered; in-kind contributions, audit and close-out
costs; and potential costs that might need to be incurred by the department beyond the grant period.

The final decision to apply for a grant will jointly rest with the department director and with potential
approval by the finance director and/or city manager.

The department’s grants administrator shall obtain a detailed understanding of grant terms and
conditions and how the grant will be monitored. The grant award letter and acceptance agreement;
which contains the grant award, grant assurances and special conditions and the guidelines that must be
followed to comply with the grant requirements, will be forwarded to the Finance Department. The
grant award will then be reviewed for reporting requirements, special conditions and deadlines related
to administering the grant.

The department director and grants administrator shall establish procedures related to each specific
grant, such as:

a. The development of an outline that would include how new projects or programs funded by
the grant would be implemented and who would be responsible for implementation.

b. How information shall be communicated to those responsible for the grant, so they can
effectively carry out their roles.

c. The process that will be used to charge expenses against the grant and to obtain
reimbursement. This may require technical procedures to account for time, materials and
reporting; as well as informing employees on the importance and methods of charging time
and materials correctly.

d. Identification of the individual or department responsible for carrying out the grant and
making sure proper resources are available to successfully implement the grant as well as
the associated project or program.

Grant Monitoring

The department is responsible for ensuring that all funds are expended or encumbered prior to the end
of the grant period in order for funds to be used adequately and not lost in future award periods. The



department must also monitor grants for compliance with all applicable federal and/or state
regulations, and ensure that expenditures are in compliance with procurement policies and procedures.
The department director shall contact the Finance Department if assistance is needed with compliance
issues. The department director shall notify the Finance Department if:

1. There is a subsequent alteration in the funding configuration;

2. There is a subsequent alteration in the department’s financial obligation;
3. Grant funds will be carried forward into the next fiscal year; and/or

4. There is any notification that the grant will, or is at risk of termination.

Grant Reporting

The department’s grants administrator is responsible for providing financial reports to grantors. If
report preparation is to be handled by the Finance Department, a request must be communicated at the
start of the grant period. The grants administrator is also responsible for complying with all due dates
and reporting requirements including financial reporting and reimbursement requests. Timely requests
for reimbursements are crucial to maximizing the financial benefits to the department. Grant
reimbursement requests, when allowed by the granting agency, shall be completed at least quarterly
within 30 business days from the end of the prior quarter. The Finance Department shall provide all
necessary financial information, upon request. All reimbursement requests shall be copied and
forwarded to the Finance Department for review and monitoring of accuracy, completeness, and
timeliness of revenue reimbursement requests.

Responsibilities

The department director shall ensure compliance with these policies and procedures. Department-
specific procedures, when needed, shall be issued for consistency. The grants administrator is
responsible for monitoring and communicating compliance with this policy and related procedures.

Appendices

Appendix A: 2015-17 Grants Prioritization List.



GRANTS PRIORITIZATION LIST Appendix A
2015-17

Introduction

Grants can provide significant funding for programs, services, land acquisition and development. The
Grants Prioritization List below replaces the list approved by the Parks and Recreation Commission in
September 2013 and allows the department to comply with CAPRA 5.1.3 — Governmental Grants as
well as 5.1.4 — Private, Corporate and Non-Profit Support.

Analysis

The department has been successful over the past decade in securing grant funding through various
sources for projects and programs. Staff has reviewed several areas where funding could be obtained to
support both the Leisure Services Plan and City of Medford Strategic Plan. The listing below
identifies areas for which the department would seek funding through grants for the 2015-2017 fiscal
cycle:

Mobile Recreation Private Foundations & Sponsorships

Youth Activity Program Expansion Private Foundations & Sponsorships

Outdoor Recreation Programs - | NRPA & Private Foundations

Program Scholarships Medford Parks & Recreation Foundation,
Private Foundations & Sponsorships

Community Outreach Coordinator Private Foundations & Federal Grants

Walking Tours NRPA & Private Foundations

Gang Prevention NRPA, Private Foundations, CDBG,

Federal & State Grants

Santo Pre-School Private Foundations & Federal Grants

Santo Community Center Private Foundations & Federal Grants

Prescott Park Trails State Parks, Private Foundations &
Sponsorships

Land Acquisition State Parks, Private Foundations & CDBG

Park Amenities State Parks, Private Foundations & CDBG

Exercise Stations State Parks, Private Foundations,
Sponsorships & Partnerships

Habitat Restoration Private Foundations, Federal & State Grants

Trails Plan State Parks & Private Foundations




General Park Development

NRPA, State Parks, Private Foundations,
CDBG, Federal & State Grants

Park Signage & Technology

State Parks, Private Foundations &
Sponsorships

Historic Preservation

Private Foundations, Sponsorships, Federal
& State Grants

Park Maintenance

NRPA, State Parks & Federal Grants

Community Development

Private Foundations, Sponsorships, CDBG
& Partnerships
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1) Management Commitment

It is the policy of the Parks, Recreation and Building Maintenance Departments to protect the
safety and health of our employees. Injury and Illness losses from accidents are needless, costly
and preventable. The Parks & Recreation department has established a safety and health program
dedicated to fundamental occupational safety and health ideals that will help us prevent injury
and illness due to workplace hazards. Employee involvement at all levels of the department is
critical for us to be successful in this effort. To accomplish this task, a joint worker/management
safety committee has been established. The purpose of this committee is to bring workers and
management together in a non-adversarial, cooperative effort to promote safety and health with-

in the Parks and Building Maintenance and Recreation Divisions.

2) Labor and Management Accountability

Federal and State regulations require that employees be provided with a safe workplace.
Management’s responsibility is the prevention of injury and illness. Management provides
direction and full support to supervision and employees regarding all safety and health

procedures, job training and hazard elimination practices.

Supervisors are directly responsible for supervising and providing job training for their
employees. This includes proper work practices to ensure safe completion of assigned tasks.
Supervisors are required to enforce Parks & Recreation rules and take immediate corrective

actions to eliminate hazardous conditions and practices.

It is the responsibility of every employee to perform work in a safe manner. Knowledge of
appropriate safe work practices and safety rules is essential. Employees are expected to obey
established safety rules. Employees are also expected to maintain their work areas free of

hazards by correcting unsafe conditions or reporting them to their supervisor.
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3) Employee Involvement

The City of Medford has established Administrative regulations 85-2, which establishes a City
Wide Safety Committee to comply with OAR 437-40-045. Additionally, Administrative
Regulation 85-6 establishes general responsibilities to the Director and Supervisors of each

department to develop and implement general safety rules within their departments.

The Director of Parks and Recreation has established a Parks, Building Maintenance and
Recreation Safety Committee which meet’s on a monthly basis to assist in providing a safe and

healthy workplace for all Parks, Recreation and Building Maintenance employees.

Our departmental Safety Committee membership is composed of Parks, Building Maintenance
and Recreation staff, as well as department Supervisors. The objective of the Parks Safety
Committee is to generate an atmosphere where the Parks and Recreation management and
workers can cooperatively work together to improve the safety of all Parks, Recreation and
Building Maintenance employees. Active participation by all segments of the Parks Department
is the cornerstone of a safe and healthy working environment for the department and the facilities

we maintain.

All employees are encouraged to voice safety concerns and submit suggestions for improving
safety in the Parks and Facilities. A Safety suggestion box is located in the Parks and Recreation
Department at the Service Center and Santo Community Center. Suggestions are reviewed by the

Safety Committee on a monthly basis.

The Director has instructed the Parks and Recreation Safety Committee to perform quarterly
Self-Inspection procedures of the work areas at the service center and mechanical rooms at the
City Hall and Annex. Additionally, the Building Maintenance division has established a
preventative maintenance program that requires routine inspections of life safety systems and

equipment under the direct control of the Parks & Recreation Department.
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4) Hazard Identification and Control

The Self-Inspection Procedure is an integral part of a comprehensive hazard control system in
the Parks & Recreation Department. Regularly scheduled self-inspections are performed by

members of the Department Safety Committee.

These inspections provide a basis for identifying existing and/or potential work place and job
related hazards. The information gathered during the self-inspection is used to develop safe work

practices, job hazard assessments and safety training programs.

The Self-Inspection Procedure is formatted as a checklist. The inspection form is modeled after
the Oregon OSHA’s "Checklist for Self Inspection" from the OR-OSHA guidance document
"Developing Your Workplace Injury and Illness Prevention Plan".

The working document "Self-Inspection Procedures” is attached as Appendix A.

Additionally the Parks and Recreation Department will perform a Job Hazard Analysis for the
individual jobs performed by the Parks Technicians, Building Maintenance, Janitorial and
Recreation staff. This hazard analysis will also be used as supplemental documentation to

comply with OR-OSHA requirement for PPE, Lockout/Tagout, and Confined spaces.

The working Document “Job Hazard Analysis” is attached as Appendix B
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5) Incident/Accident Investigation

Most accidents are caused by the failure of people, equipment, materials or environments to
behave or react as expected. Accident investigation is an important part of the Parks &
Recreation Department's Illness and Injury Prevention program. Investigations are made to
determine how and why these failures occurred. The information is also used to prevent similar

accidents.

All accidents occurring on the job, that result in injury, must be investigated and reported.
Incidents, accidents involving no injury or time lost, must be reported on the Report of Accident

form.

The responsibility of management is to find and correct the causes of accidents by using a
systematic and consistent approach to implementing and overseeing safety protocols. The
Director of Parks and Recreation has requested, as part of their duties, that a Parks and
Recreation Safety committee review all employee accidents within the Department and make

recommendations for ways to prevent accidents from recurring.

6) Worker Training

Worker Training is an essential component of the Parks and Recreation Department's Injury and
Illness Prevention Plan. Appropriate training can decrease the number and severity of accidents
by ensuring that employees understand the procedures and hazards associated with their work.
Supervisors are directly responsible for ensuring that their employees receive the appropriate
training. The City of Medford Safety Office and Risk Manager are available to assist supervisors

in meeting this responsibility.
At least monthly (preferably bi-monthly) a portion of the Parks , Building Maintenance and

Recreation Division’s weekly staff meetings will be devoted to safety information and training

programs. All training will be documented to meet the requirements of OR-OSHA.
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7) Periodic Program Evaluation

An annual evaluation of the Injury and Illness Prevention Program will be conducted to ensure
that employees are following recommended safety practices and procedures; and that the Parks

and Recreation Department’s Injury and Illness Prevention Plan is being properly implemented.

The City of Medford Risk Management Office in conjunction with City County Insurance, shall
evaluate the Parks & Recreation Department's workplace conditions to identify actual and/or

potential workplace hazards.

Employees will be consulted to assess the employee’s views on program effectiveness. They will

also be asked to assist in identifying problems.
The evaluation will look at specific workplace conditions as they relate to the hazards that

employees may encounter, the proper personal protective equipment usage under actual

workplace conditions and compliance with provisions of the City of Medford Safety programs.
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See Current Safety Inspection List
Excel File

M Drive
City Forms
Health and Safety

Inspection Form RMO15

Appendix A (Self-Inspection)
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Inspection Form RMO015 Page 2
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Appendix B (General)

Ladders:

Date: 11/19/13

Portable ladders are used in a wide variety of settings and locations. Misuse of portable
ladders can result in serious injuries from falls or, in the case of metal ladders, electrical
shock. Portable ladders must be maintained in good condition at all times, and inspected at
regular, frequent intervals. Training is also an important aspect of portable ladder safety

and accident prevention.

Primary hazards include:

Solutions:

Lifting-related injuries

Get help lifting/Lift safely/Stretching

Falls

Make sure ladder is on stable surface, and
properly locked or secured the ladder before
using. Don’t reach out to the sides, point of
reference your belt buckle shouldn’t go past the
outside of the ladders legs at any time. Both
feet must be on the ladder while working. Don’t
stand on or above the top 2 rungs of the ladder.
Inspect all ladders before use. Use the correct
height ladder for the job; ladder should be 3
feet higher that the height you need to reach.
Inspect all ladders before use.

Electrocution

Use only fiberglass ladder when working around
electricity. Use proper Lockout/tagout
procedures.

Slips, trips and falls

Inspect ladder treads before use. Wear shoes
with non-slip soles. Make sure the ladder steps
and shoes are clean and in good shape.

When hanging banners where ladders are
required, two people on ladders required.

Table Saws:

Date: 9/12/05

Tables saws use cut wood & laminates, cut and shape lumbers, ply-woods & plastic

laminates)

Primary hazards include:

Solutions:

Lifting-related injuries (lifting sheets of
plywoods)

Get help lifting/Lift safely/Stretching

Impact

Always Make sure Anti-kick back Guards are in
place

Cuts and amputations

Stay clear of saw blades. Never run saw without
blade guards installed

Eye injury

Wear protective goggles when using saws.

Hearing loss

Wear ear protection when using power equipment.

Slips, trips and falls

Keep floor clean from dust
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Routers:

Date: 9/12/05

Use Routers use shape & trim woods, Lumbers, & Ply-woods.

Primary hazards include:

Solutions:

Eye injury Wear protective goggles when using saws.
Hearing loss Wear ear protection when using power equipment.
Cuts Never run router without blade guards installed

PAGE 12



Appendix B (General)

Hand Power Tools:

Date: 9/12/05

This Actives Involves the use of Hand Power tools such as drill motors, skill saws, jig saws,

Saws-alls, Roto-hammers, grinders, etc,

Primary hazards include:

Solutions:

Eye injury

Wear protective goggles when using Power hand
tools

Hearing loss

Wear ear protection when using power Chipping
And Grinding equipment.

Cuts

Never run Power tools without blade guards
installed

Bench Grinders:

Date: 9/12/05

Shape, Smooth & Wire brush Metals with Bench Grinder.

Primary hazards include:

Solutions:

Eye injury

Wear protective goggles & Face Shield when
using Bench Grinders. OSHA Code requires
double protection when use performing this
task.

Cuts, Abrasions, Penetration & Impacts

Tool rest needs to be <= 1/8" from grinder
wheel

Bleachers: 3-4 levels:

Date: 9/30/09

Bleachers are used throughout the parks system and at times required to be moved.

Primary hazards include:

Solutions:

Lifting

Stretch /lift as a team, one person giving
instructions/ 2 people if they have rollers or are
using dollies/ 4 people if no wheels or dollies or
lifting onto a trailer.

Foot Protection

PPE-Steel toed boots if lifting.

Cuts

PPE-Cut resistant gloves.

Trailers

Use racketing straps/maximum 4 bleachers per
trailer.
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Bleachers: 5 levels:
Move only if no other options are available.
bleachers with the exceptions/additions.

Date: 9/30/09
Follow all procedures listed in 3-4 level

Primary hazards include:

Solutions:

Clearance when Transporting

Beware of the overall height when bleacher is on
trailer.

Outriggers Remove before transporting.

Flagging Flag both sides and rear of bleachers when
transporting on trailer on public roads.

Loading Maximum 1 bleacher on trailer/6 people
minimum for loading and unloading.

Moving Park trailer as close as possible/use dollies when

possible.

Picnic Tables:

Date: 9/30/09

Picnic tables are often moved within the parks and to off site events.

Primary hazards include:

Solutions:

Lifting

Stretch/4 people minimum if lifting onto a
trailer/ 2 people minimum if moving within a
park/lift as a team.

Transporting off site

Ratcheting straps/4 tables maximum per trailer.

Cuts

PPE-Cut resistant gloves.

Foot Protection

PPE-Steel toed boots.

Football/Soccer Goals:

Date: 9/30/09

Primary hazards include:

Solutions:

Lifting Stretch/2 people lift cross bars while standing
on flat surface, no ladders.
Cuts PPE-Cut resistant gloves

Transporting

Within park/2 people; outside
park/disassemble/flag sides and rear/use
ratcheting straps.
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USCCP Portable Rolling Fencing: Date: 5/13/13
Move by hand with at least two people. May pull with carts using two people to connect and
disconnect from carts.

Primary hazards include: Solutions:
Cuts Use leather gloves while moving fence pieces.
Lifting and Pulling Stretch before lifting or moving fences and lift

with your legs not your back. Use two people to
lift/pull bar to adjust the wheels.

Transporting Pull with electric cart slowly to prevent fence
from falling over or use two people when
moving them by hand.

Pinch Points Wear rubber gloves when moving or setting up
fences.
Foot Protection Wear closed toe shoes.
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Appendix C (Janitorial)

Janitorial cleaning:

Date: 9/12/05

This activity involves a variety of duties such as cleaning floor, Shampooing rugs, washing
walls and glass and removing rubbish. On a typical day the employee may wet or dry mop
floors, clean bathrooms, vacuum carpets or dust furniture.

Primary hazards include:

Solutions:

Slips, Trips and Falls — wet floors and
stairwells

Wear appropriate non-slip shoes.

Falls - from Ladders

Make sure Ladder is on stable surface, don't
reach to far out to the sides. Don't stand above
top rung. Inspect all ladders before use.

Cuts, bruises - from Machines and hand
tools.

Use appropriate hand protection. Inspect work
area for hazards

Burns - from chemicals

Use appropriate PPE. Chemical resistant gloves

Eye Injuries

Use appropriate PPE. Use goggles when mixing
chemicals.

Sprains and Strains - from moving heavy
furniture and equipment

Use proper lifting techniques. Use 2 people to
move heavy equipment.

Electrocution

Check Power cords on all equipment before use.
Report any cords in need of repair. Unplug cords
at the outlet; don't pull the cord to unplug.

Exposures - Blood borne Pathogens

Use appropriate PPE when cleaning toilets,
urinals and cleaning up spills
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Appendix D (landscaping)

Soil Preparation and Grading:

Date: 9/12/05

Soil preparation is the process of preparing the existing soil material by loosening the sub-
grade and mixing in soil conditioners such as topsoil, humus and fertilizer to a quality
needed for planting and/or landscaping. Grading is the process of moving soil to the desired

elevations and/or designed contours.

Primary hazards include:

Solutions:

Equipment Accidents

Train and certify operators

Slips and trips - uneven terrain

Wear boots with traction soles

Vehicle Accidents Hauling Equipment

Train and certify drivers

Cuts and amputations

Stay clear of tiller blades

Hearing loss

Wear ear protection

Irrigation:

Date: 9/12/05

The process of installing and maintaining irrigation lines has specific exposures resulting in
injuries such as exposure to hazardous materials (e.g., glues, cleaners) and exposure to

excavations and trenches.

Primary hazards include:

Solutions:

Glue and primer hazards

Wear protective gloves

Amputation Stay clear of trencher blades/Inspect equipment
Electrocution Call for utility locates
Hearing Don’t wear hearing protection while working

near traffic unless using equipment that requires
it.

Hardscape Construction:

Date: 9/12/05

The construction of retaining walls, hard surface patios, decks and walkways, water
features, wood construction, etc. Injuries result from saw operation, lifting, slips and trips,

power equipment noise.

Primary hazards include:

Solutions:

Cuts and amputations

Saw training/Ensure equipment safeguards are in
place and functional

Hearing loss

Wear ear protection

Lifting-related injuries

Get help lifting/Lift safely/Stretching

Slips and trips

Keep job site clean

Struck by

Follow SOP's/Wear personal protective equipment

Trenching/Excavation

Protective systems/Training. Be aware and follow
current regulations.
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Appendix D (landscaping)

Planting:

Date: 9/12/05

This activity includes tasks such as planting trees, shrubs, and lawn, tree staking, work area
housekeeping, and providing safe transport for crew to and from the job site.

Primary hazards include:

Solutions:

Lifting-related injuries

Get help lifting/Lift safely/Stretching

Heat stress

Drink enough water/Pay attention to body
signals/Rest breaks/Work and rest in shade
when possible

Cuts and hand injuries

Wear gloves/Inspect tools and equipment before
use

Slips, trips and falls

Keep job site clean

Vehicle accidents

Train and certify drivers

Lawn and Landscape Maintenance: Date: 5/13/13
This activity includes tasks such as mowing, pruning, fertilizing, general clean-up, blowing,
and providing safe transport for crew to and from the job site.

Primary hazards include:

Solutions:

Cuts and amputations

Keep clear of rotating mower and brush-cutting
blades and trimmer lines

Hand injuries

Wear gloves

Chemical exposure

Read and obey MSDS form information/Implement
effective hazard communication program that
includes employee training

Eye injury

Wear protective goggles when using blowers,
trimmers and hedge cutters

Hearing loss

Wear ear protection when using power equipment

Ergonomics

Maintain comfortable mower settings/Use safe-
lifting techniques. Stretch hands and arms as
needed. When using trimmers take short hand
breaks as needed.

Vehicle accidents

Train drivers
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Appendix D (landscaping)

Tree Care: Date: 9/12/05
Tree care includes activities such as such as pruning, chipping and removal, plant health
care, cabling, bracing, transplanting, consulting, fertilization and lightning protection. Many
hazards in the tree care industry are potentially fatal. Exposure to overhead power lines,
falling branches and tools, and faulty safety equipment are just a few of the dangers. Tree
care may be provided by the parks department or outside contractors.

Primary hazards include: Solutions:

Struck by Use PPE (eg, hard hat)/know drop zone

Cuts and amputations Train safe chainsaw use and wear chaps

Eye damage Wear safety goggles

Ear damage Wear ear protection for chipping/chainsaw
Electrocution Comply with the 10-foot power line clearance

rule (10 feet + 4 inches for every 10kV over 50
kV). Note: Other Minimum Approach Distances
(MADs) may be applicable for trained employees
as provided by 29 CFR 1910.269.

Slips, trips and falls Use property tree tie-in

Pesticides &Fertilizers: Date: 9/12/05
This activity includes storage, handling, mixing and applications of pesticides and fertilizers
to control pests and promote the overall heath of our parks and landscapes. Only trained
and certified personnel shall use and apply pesticides and fertilizers.

Primary hazards include: Solutions:

Storage Purchase only enough pesticide/Fertilizer to
complete the task. Always keep in original
labeled containers.

Sprayer Preparation Avoid direct contact when mixing and loading.
Use proper PPE.
Handling & Mixing Select the safest formulation. Reduce

concentrations. Mix only enough to complete the
task. Wear all PPE stipulated on the label.

Field Applications Reduce rate of application. Select a method of
application that minimizes personal contact.
Wear all PPE stipulated on the label. Avoid drift.

Equipment Cleaning and storage Avoid direct contact when cleaning.
Container Disposal Dispose per Manufactures recommendations
Spills Avoid conditions which might lead to water

contamination. Follow MSDS and Manufactures
instructions for spill cleanup.

General Always read label. Always use appropriate PPE.
Keep away from food and drink. Keep away
from children & pets. Do not smoke or eat while
handling or applying. Spills on skin wash
immediately with soap and water.
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Appendix E (Building Maintenance)

Electrical: Date: 9/12/05
This Activity would be Servicing, installing and maintaining electrical systems and equipment. Such
as lighting, switches, receptacles, appliances, Panels and controls

Primary hazards include: Solutions:

Electrocution Use appropriate precautions associated with
Ladder usage

Eye injuries form sparks and arcs Use appropriate PPE to protect hands

Hand Injuries — from hand tools, sheet metals Use goggles when working around live energized

and sharps circuits.

Falls From Heights (when using ladders) Use Proper Lockout/Tagout procedures.

Motors, Pumps, Fans: Date: 9/12/05

This Activity would be associated with equipment mounted on floors, above ceilings and on roof
tops. The actual tasks performed may be maintenance tasks such as greasing motors, changing
belts and could also include motor change outs and complete unit change outs

Primary hazards include: Solutions:

Falls From Heights (when using ladders) Use appropriate precautions associated with
Ladder usage

Slips, trips and falls Keep job site clean, keep water off of floor,

Cuts and hand injuries (