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Congratulations on being selected as a Campground Host for Saskatchewan Ministry of Parks, Culture and Sport!  New opportunities are yours to enjoy as you learn new skills, meet new people and play an active role in promoting Saskatchewan’s Parks.

Along with the training and orientation you will receive, this handbook has been designed to give you some guidelines and important information about the tasks you are about to undertake.
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Enjoy your Hosting experience, and thank you for volunteering!

 





 
          Welcome…

Campground Host programs have proven to be successful and beneficial to park systems in a number of national, provincial and territorial parks in Canada and the United States. 

Host programs complement the services provided by staff to help visitors enjoy their stay.  Hosts typically greet and assist other campers, answer their questions, listen to their comments and distribute part literature.  They work on a volunteer basis as part of the park team and have no enforcement or money collection responsibilities.

Volunteers have the opportunity to share their knowledge and park experiences with fellow campers and gain a sense of pride in providing a worthwhile and rewarding service to the public.  

Hosts do not take the place of park staff, but rather they support activities.  For example, hosts do not collect fees, issue camping permits or enforce park regulations.  However, they are an extra set of eyes and ears in a campground where park staff cannot be on duty 24 hours a day and can alert staff about possible problems.

The most important qualification for hosting is a familiarity with and love for the park and its surrounding area.
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      PROGRAM OBJECTIVES 

By calling on your people skills, camping experiences, familiarity with the park and local area, and interesting Saskatchewan’s parks combined with the training and orientation you will receive, you have a lot to share.  Your typical duties will include:

· As representatives of the Ministry of Parks, Culture and Sport, hosts should keep a clean camping area and avoid any image of permanency.  You will also be expected to maintain a neat personal appearance;

· Greet and visit campers;

· Assist campers in obtaining information about services, park facilities, activities and recreational opportunities in the surrounding area by personal contact and distribution of park publications upon request.

· Inform campers of park etiquette, hazards and park procedures. Hosts are encouraged to use courtesy and tactfulness when giving information to park visitors.  Hosts may need to be firm when relaying information regarding camper ethics to someone who is obviously abusing the code, but they should be polite;

· If in a self-registration campground, remind visitors of the need to register and if necessary explain how the collection system works;

· Be knowledgeable about park fees, checkout time, and policies regarding vehicles per site and seniors park entry;

· Report maintenance problems, park regulation infractions, vandalism and complaints to the supervisor, officer on duty or maintenance personnel;

· Assist campers during emergency situations by providing comfort and contacting proper authorities;

· Work five days per week or as required including weekends and holidays during the period established and agreed upon;

· Record daily personal contacts and visitor feedback and prepare required evaluation and reporting forms;
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     RESPONSIBILITIES

· Take no law enforcement measures other than being observant and advising users of unintentional infractions; Observe, record and report.  However, Hosts can play an effective role in educating park visitors by making them aware of problems generated by unleashed dogs, by pointing out that the park has centralized garbage and indicating where receptacles are located and by explaining the damage caused by vehicles and tents being off designated driving and camping areas.  The Hosts positive attitude and commitment to the value of the park and a general code of camping ethics will have more effect on the camping of the public than a long list of “Do Not’s.”  Report flagrant violations to park authorities;

· Collect no monies;

· Do not become involved in any hazardous functions;

· Pass on maintenance problems to the supervisor;

· Hosts may allow immediate family to camp on host campsite, if sharing the Hosts’ accommodation; invited guests using alternative accommodation must camp at their own site following the terms of the campground regulations.

                                                                                          LIMITATIONS
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As a Campground Host, you provide important services to the park visitors by complementing those provided by staff.  Teamwork is essential to coordinate the duties within the park.  Thus, your supervisor will play an important role during your involvement with the program.  They will provide you with support, direction, feedback and evaluation.

Making each volunteer’s experience a positive one is one of our goals.  Your supervisor will be discussing with you your responsibilities and any problems or questions you may have.  Ongoing supervision is an important aspect of your supervisor’s duties; you will not be left to fend for yourself.  If you have any problems, questions or suggestions, contact your supervisor.

Be sure you know your supervisor’s name, phone number and where to contact him/her.  Write that information in the space provided below:

Supervisor: _______________________________

Working Title:_____________________________

Phone Number(s): __________________________

Where to contact:___________________________

Alternate contact’s name:_____________________

Working Title:______________________________

Phone Number(s): __________________________
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   SUPERVISION 

One of the first things all Park Volunteers must do is complete and sign a Volunteer Services Agreement.  This agreement outlines your new responsibilities as a Campground Host.  Once the agreement has been signed, you will be provided with Third Party Liability Insurance.  Worker’s Compensation benefits, however, are not included.

During the course of your volunteer experience, you may be exposed to confidential or sensitive information.  Work-related conversations and information should not be shared outside of department personnel.
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VOLUNTEER SERVICES AGREEMENT

CAMPGROUND HOST TRAINING

Although you will no doubt be learning new things about your role as hosts and information about the department throughout your volunteer term, you can anticipate that your supervisor will provide training and orientation program covering the following pertinent areas:


Introduction to the Saskatchewan Parks System

· Video Presentation

Ministry Overview

· Ministry
· Region/District/Park

Communication

· Supervision

· Reporting

Host Responsibilities

· Volunteer Duties/Limitations
· Manual Review
· Administration/Data Collection
Safety Procedures

· Emergency Procedures
· Incident/Accident Forms
· First Aid
Equipment and Supplies

· Location

· Requisitions

· Brochures/Maps

· Uniforms

Hospitality

· Initiating Contacts
· Handling Complaints
Park Rules and Regulations

Volunteer Agreement/Insurance

Campsite Selection

Tour of Site and Local Attractions
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        TRAINING AND ORIENTATION
As a representative of the Ministry of Parks, Culture and Sport, the image you present to the park visitor is very important.  Present yourself in a manner that gives a positive image to both yourself and the Ministry.

· Be visible – wear your identification when on outings;

· Be helpful – take the extra step;

· Be friendly and courteous;

· Give accurate, concise information;

· Answer all questions as best you can (and remember that staff can assist you with additional details.

Enthusiasm and friendliness are contagious.  How you react to the public strongly influences how they will react to you.  For more information on presenting a “good Host image,” the ministry has available a customer service training program.  More information can be attained from your supervisor.

Site-specific information is available in your manual and from your supervisor.  This information will prepare you for the questions that visitors have.  Remember that generally visitors will appreciate it when you approach them.  Being a hospitality volunteer means that you will initiate most conversations.  A friendly wave along with your hat and nametag are often enough to start up a conversation.  Then, if visitors appear interested or have any questions, you may want to spend extra time with them.  However, if visitors are occupied, respect their privacy.

Two approaches you may use to initiate contacts are:

1) Roving – walking around the campground or park.  A friendly greeting plus your volunteer identification will encourage questions from visitors.  Only enter an individual campsite if you have been invited.

2) Remaining at your campsite – ready and accessible to answer questions if visitors stop by.  Post the host signs at your campsite when you are available.

A Visitor Contact is defined as extra time (beyond a greeting) spent providing assistance or information.
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             VISITOR CONTACTS

As a volunteer you should not be handling complaints: staff are trained and should be notified when a member of the public is complaining, please follow these steps.

1) Attempt to refer the individual to your supervisor or other appropriate staff where possible

2) If this is not possible, listen carefully to the individual.

3) Do not take sides by defending or degrading the department or park.

4) Write down the details of the complaint on a mnistry Occurrence Report.  Obtain the individuals name, address and telephone number.  If the individual is a camper, get the site number.

5) Indicate that you understand the complaint.  Inform the individual of your volunteer status and give assurance that you will notify the appropriate staff.

6) Thank the individual for bringing the problem to your attention.  

7) Report the incident to you supervisor at the first available opportunity.
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         HANDLING COMPLAINTS

Keeping track of your hours and activities/duties helps us to evaluate the volunteer project as well as ensure that your contribution is recognized.  A sample form is enclosed; we appreciate your assistance in filling this out.   Also enclosed is a short easy to use form to keep track of visitor requests.  These weekly inquiry forms should be turned into your supervisor.  This information is used in program evaluation as well to determine future facilities or services at the park.

As well, you will be asked to fill out a short evaluation form at the end of your placement.  This helps Saskatchewan Parks assess the Campground Host Program.

Please keep track of information in the Campground Host Record Keeping Manual.
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      RECORD KEEPING

As a volunteer, you are representing the ministry and making contact with the public.  You need to establish credibility as a Parks Volunteer with co-workers and the public.  Neat and clean dress is appropriate and will reflect the positive image of the park.  Your supervisor will help you with this by providing you with the following identification:

· Nametags – to be worn at all times while on duty;

· T-shirts – to be worn at all times while on roving duty;

· Campsite Identification Markers – to be placed at the entrance to the host campsite when you are in the site and available to the public;

· Posters – to be placed on bulletin boards, in washrooms and on information kiosks to explain the Host Program;

· Letters of Introduction – for distribution at campsites.

Some visitors may be interested in participating in the Host Program.  Please refer them to either the Park Superintendent or to:

                                    Parks Service
                                    Ministry of Parks, Culture and Sport
                                    3211 Albert Street

                                    Regina, Saskatchewan

                                    S4S 5W6                                    

                                    Phone: 306-787-8969
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        TRAINING AND ORIENTATION
Equipment and resource materials that will be supplied to the Campground Host will include the following:

· Brochures – The park brochure and campground layout for the provincial park you are hosting in, interpretive brochures (if available), Saskatchewan Vacation Books, Outdoor Adventure Guides, and any pertinent local area materials that may be available.

· Record-keeping materials – host journal, weekly inquiry log, occurrence reports;

· Complimentary park entrance stickers;

· Campground Host Manual;

· Campground Host Letters of Introduction;

· T-shirts and Nametags;

· Campsite Identification sign and posters;

· Emergency procedures guidelines and emergency phone numbers;

· Axe (if required);

· Storage Box.
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       EQUIPMENT AND RESOURCE MANUAL

Directions to nearest Hospital/First Aid Station:____________________

_______________________________________________________________________________________________________________________________________________________________________________________

Important Phone Numbers:

Park Enforcement:_______________________

RCMP:________________________

Fire: __________________________

Hospital:_______________________

Ambulance: ____________________

Park:__________________________

Park Supervisor:_________________

Other:_________________________

Nearest Phone (Location & Number): ____________________________

_____________________________________________________________

Two way radio (Call Number & Procedure – if Applicable): __________________________________________________________________________________________________________________________
Safety/Emergency Procedures

First Aid Equipment and Locations:______________________________

_______________________________________________________________________________________________________________________________________________________________________________________

Basic Emergency Plan:_________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________
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        CONTACT LIST AND EMERGENCY PHONE NUMBERS
Programs (Interpretive, Swimming Lessons, Special Events):

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Facilities (Nature Centres, Historic Markers, Commercial Operations – Boat/Bike Rentals, Stables, Golf, Mini-Golf, Swimming, Canoe and Hiking Routes, Fishing Points, etc): ______________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Camping Opportunities/Information:

Campgrounds/Number of Sites/Services/Directions:_________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Campground Regulations:______________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Camping Programs(Self-registration, Seasonal, Changes/Fees, Reserve-a-Site):_______________________________________________________
__________________________________________________________________________________________________________________________
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SITE ATTRACTIONS AND RECREATIONAL OPPORTUNITIES

Fishing Opportunities/Regulations/Licenses Available:_______________

__________________________________________________________________________________________________________________________

Drinking Water Sources:________________________________________

__________________________________________________________________________________________________________________________

Trailer Dumping: _____________________________________________

Firewood Supply/Campfire Regulations:__________________________

__________________________________________________________________________________________________________________________

Park Office Location/Hours: ____________________________________

__________________________________________________________________________________________________________________________

Local Area Information:

Sites and Attractions (Restaurants, Amusements, Theatres, Shopping, Festivals, Fairs, Markets, etc):___________________________________

_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Services:

Post Office: __________________________________________________

Car Repairs: _________________________________________________

R.V. Centre:__________________________________________________

Veterinarian:____________________________  Phone:______________

Service/Gas Stations: _____________________  Phone:______________

Tow Truck Phone Number:_____________________________________

Other:____________________________________________________________________________________________________________________
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    SITE ATTRACTIONS AND RECREATIONAL OPPORTUNITIES
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