Welcome to Mactaquac Provincial Park! We are pleased to have you as a member of the Recreation Center Team!

The Staff Team and our summer recreation and activity program are integral in creating a memorable positive experience, here at Mactaquac, which is our goal for all visiting individuals, families and groups. As a staff member your contribution is vital in reaching our goal.

This manual is provided for your reference. The information contained is intended to act as a guide to ensure that your unique skills and talents, in combination with those of your fellow team members, reach their potential through delivering the best possible recreational experience for the visiting public.

Philosophy:

To provide a fun, safe, supportive environment for all participants in which to enjoy recreation and activity opportunities provided/facilitated by Rec Center Staff.

Our goal is to ensure successful experiences throughout all Park  recreation programs, both within the Rec Center and without. 
Job Descriptions:

Parks Recreation Officer (PRO):

Ian Smith 

506 363 4912

506 366 3223

Ian.Smith2@gnb.ca

The Parks Recreation Officer (PRO) is responsible for overseeing all aspects of the Provincial Park Recreation Program including : Recreation Staff management, the Recreation Center, special events, interpretive and educational programs. All recreation staff including the Activities Coordinator report directly to the Parks Officer. Concerns or issues ranging from interpersonal through to scheduling should be communicated to the PRO. The PRO is the first communication link for staff to the Park Management team. All incident reports are submitted to the PRO.

Activities Supervisor:

Jolene Coulter
506 575 8612 

The activities supervisor is responsible for assuring the implementation of both the daily Recreation schedule and the Summer Special Event schedule. She reports directly to the Parks Recreation Officer.

Summer Recreation Staff:

Summer Recreation Staff facilitate all assigned recreational events and activities while practicing our philosophy of providing a fun, safe and supportive environment for all participants. Daily operational issues may be addressed to the Activities Supervisor. All other concerns shall be reported directly to the PRO
.
Both the Parks Recreational Officer and the Activities Supervisor will maintain an open door policy throughout the summer, please don’t hesitate to share your thoughts and concerns at any time.
Duties and Responsibilities of Recreation Center Staff:

Each staff member will:

· Act, at all times, in accordance with the rules, regulations and policies of the department in regards to the safe, efficient operation of the Park Recreation Code of conduct:

· Safety Policies and procedures are to be enforced and are not open for interpretation. All other situations/occurrences will involve adaptation, initiative and creativity heavily sprinkled with common sense.
· Ensure the physical, mental and emotional safety of all participants in any activity. 
· Apply rules of safe behaviour along with appropriate consequences, equitably and fairly.
· Practice positive reinforcement and encouragement.
· Promote, organize and supervise various forms of individual, family and group recreation.

·  Inspect and supervise playground areas. 
· Understand all Emergency Procedures and be prepared to implement if required.
· Staff may treat first-aid cases in accordance with the Staff’s qualifications, but shall refer all major treatments to the proper medical authorities ( Refer to emergency procedures ).
· While on duty, Staff will refrain from smoking, eating, chewing gum or engaging in activities other than those directly involved with their prescribed duties.

· Conversation must always be of proper content and level for the participants.
· To make available at the beginning of each day ( or shift ) all necessary equipment and supplies 

· To issue and receive all portable recreation equipment used by Park patrons.

· To report suspected or confirmed faulty equipment to the Supervisor.
· To record and store, each evening, all equipment listed in the Recreation Program Inventory.

Staff are expected to meet all the aforementioned responsibilities in both interaction with the public and in relations with fellow employees. Any Recreation Staff member who willfully neglects his/her duties may be suspended by the Park Superintendent. 

Any Recreation Staff  member in possession of, or under the influence of intoxicating beverages or drugs while on the Park site shall be liable to immediate dismissal

Recreation Park staff will maintain high standards of personal hygiene and grooming along with adhering to uniform policy 

Staff shall maintain physical alertness and mental vigilance

Staff will facilitate activities/events until relieved.
Park Policies:

Relevant sections from Provincial park policy and regulations under the Park Act

Uniforms: 

Policy No.2

Uniforms will be issued to those employees whom the department feels should be identified to the public. When worn, the uniform must be worn in it’s entirety with no substitutions of personnel apparel ( Please see detailed uniform policy ).
Quiet Hours:
Policy No. 18 
For the benefit and enjoyment of Park users and particularly campers, “Quiet Hours” will be enforced from 11:00 pm to 7:00am. Park staff should ensure that visitors do not disturb other Park users with noise or disorderly conduct at any time.

Section 7 of the Park Act Regulations states: “ No person in a Provincial Park shall disturb any other person by disorderly conduct, loud or uneccessary noise, swearing or the use of obscene language. “

Cancellation of Permit:

Policy No. 10

Section 21(4) of the Parks Act regulations provides that a Parks Officer or Park Warden may, by verbal notice, cancel a campsite permit. Upon the expiry of one hour from the giving of notice, the permit is cancelled.

Dogs:
Policy No.17

Section 5(1) of the Regulations under the Park Act reads as follows: No person who is the owner or person in control of a domestic animal in a Provincial Park shall permit it:

· To be at large.
· To be in any waters designated as a swimming area or upon any part of the beach or picnic area adjacent to the swimming waters.
· To make excessive noise.
· To disturb other persons.
· Domestic animals on Provincial Parks must be leashed, caged or tied at all times.

· The owners of domestic animals are responsible for cleaning up the animal’s waste before leaving the Park.

Leadership / Facilitation:
· Introduce, explain and ensure all group members agree to the full value contract along with consequences for misbehsviour.

· Be thoughtful in your activity selection: mindful of location, weather, group age, size and composition.

· Read your group and the component individuals and value their  uniqueness.
· Be ready and able to adapt, always have a “bag of tricks” ready to go as a back-up.
· Focus on the process not the outcome, treat each activitiy as a learning experience.

· Stick to program principles and code of conduct.
· Use your sense of humour and have fun!

· Make good use of talk-time, time outs and group circles.

· Withhold ie. We will not proceed until we calm down , regain our focus and start valuing our group.

· Remove a group member: “You just can’t be here right now.”  One member of the Rec team can take the youth who is acting inappropriately aside, within hearing and sight of another staff member to attempt to resolve the difficulty, while the remaining staff member manages the rest of the group.

· Engender enthusiasm  through an upbeat, active  positive approach.

· Use peer pressure to get across the idea of ownership. It is the group’s responsibility to do their part in creating a successful experience for all.
· Empower the group to make choices and decisions.

Role Model:

Understanding the responsibilities of being a positive role model and “living” those standards is a requisite for all staff.

Be:
 friendly 


fair

compassionate


fun-loving

a listener 


helpful

punctual        


kind

energetic 


thoughtful

enthusiastic 


organized 

a team player


a positive role model

Interaction with youth:

A positive, healthy staff-youth relationship is the building block for successful programming.

In order to develop rapport between individuals shared experiences must be undertaken with the necessary common sense to avoid potentially compromising situations.
Shared experience

    Relationship

       Rapport

       Respect

One on one situations should be conducted in a location within sight and and hearing distance of other staff.

Displays of affection are to be appropriate. A sincere hug goes a long way.

Be an active, available and involved LISTENER.

Feedback

Positive reinforcement along with constructive criticism are essential to evolving healthy staff-youth relationships and healthy inter-staff relations.

As a staff team we will support and encourage program participants throughout the summer.
The ability to deliver  timely and caring feedback is an important tool for all staff to possess.

Inter-personal concerns should be initially addressed by the parties involved. If difficulties persist, inform the PRO who will mediate to attempt to reach an equitable solution. 
If problems remain unresolved, the issue may be addressed with a Supervisor. 
Full Value Contract
Rec Center Staff will practice, support and include participants in creating the Full Value Contract (FVC).
In essence the FVC is a group driven means of defining “How I wish to be treated as a member of the group” along with “ How I agree to treat other members of the group”. 
The FVC is a group contract created by and followed by both leaders and youth. By “signing “ the FVC group members agree to:

· Work together.
· Adhere to established safety and group behaviour guidelines.
· Give and receive honest feedback.
· Have an awareness of devaluing or discounting ourselves or others.

HAVE FUN!

PLAY HARD: 
· try your best

· Play with spirit

· Challenge yourself

· Give 100% with enthusiasm

· Be involved in all activities and demonstrate commitment to the process

PLAY SAFE:

· Avoid careless risk

· Look out for others

· Be aware of your own and others bodies and abilities

· Play within the boundaries of physical and emotional safety

· Adhere to safety and group behaviour guidelines

PLAY FAIR:
· Adhere to rules

· Agree to be honest

· Play cooperatively and with respect
· Allow equal opportunities for all to participate

· Be aware of devaluing self and/or others and make a conscious effort toward changing this behaviour

· Show honesty and respect for self asand group members

RESPECT:                                                                                                                          Yourself, others, the learning process and Mother Earth 

Challenge Of Choice:
Our recreation program and leaders will offer all participants the challenge of choice:

A chance to be involved in activities both familiar and new, in an atmosphere of support and caring.

The opportunity to decline to participate when performance pressure or self doubt becomes too strong, knowing that an opportunity for a future attempt will always be available.
A chance to try new things, recognizing that the attempt is more significant than the result.

Respect for their individual ideas and choices.

Leadership:
“ I went on a search to become a leader. I searched high and low. I spoke with authority, people listened. But at last there was one who was wiser than I and they followed him. I sought to inspire confidence but the crowd responded “why should we trust you? “ I postured and I assumed the look of leadership with a countenance that glowed with confidence and pride. But the crowd passed by and never noticed my air of elegance. I ran ahead of the others, pointing new ways to new heights. I demonstrated that I knew the route to greatness. And then I looked back and I was alone.

“What shall I do, I queried? I”ve tried hard and used all that I know. And then I listened to the voices around me. And I heard what the group was trying to accomplish. I rolled up my sleeves and joined in the work. As we worked I asked “are we all together in what we want to do, and how we’ll get the job done?” And we thought together and we struggled towards our goal. I found myself encouraging the faint hearted. I sought the ideas of those too shy to speak out. I taught those who knew little at all. I praised those who worked hard. When our task was completed one of the group members turned to me and said “ this would not have been done but for your leadership.” At first I said, “I did not lead I just worked with the rest.” And then I understood, leadership isn’t a goal. I lead best when  I help others..to use themselves and focus on my group, their needs and their goals. To lead is to serve, to give, to achieve together.” 
Ted Woodward
Activities:
 Leading activities:

· Speak clearly and succinctly

· Review all applicable safety concerns. 

· Be confident

· Read your group and separate members of potentially problem “cliques”.

D -
 Describe the activity- an introduction and rules

A -
 ask if there are any questions: “Does anyone not understand the rules or instructions?”
D -
Demonstrate_ some activities are more easily understood if you first demonstrate the basic movements

D - 
Do it

A - 
Adapt it if needed

Be aware when the high point in interest and enthusiasm in each activity has been reached  and be ready to wind down and move on.

Participate unless safety concerns dictate a strict supervisory role for the leader(s), or the activity is of the decision-making or team building variety_PARTICIPATE!

“Be one with the group” Your active involvement helps both you and the group get to know each other and allows you to model the requisite positive behaviour.

Be adaptable; Group composition and group behaviour will require you to be flexible with your choice of activity and content. Indicators such as lack of focus and fooling around should prompt a change in activity.

Be alert to the fact that a group member is physically or mentally disabled or experiencing health problems and modify your activities to effect inclusion of all participants. If you find your group includes a member of these special populations’ take time to meet the person and involve him/her in selecting an activity and level of involvement that he/she feels comfortable with. 
Know the special needs of the individuals in your group, both behavioural and medical 
( allergies, diabetes, medic alert bracelet? ). 
Consequence Progression:
It is not the role of staff to discipline or punish misbehaviour. Staff will ensure the physical, mental and emotional safety of all participants at all times. 

Consequences for misbehaviour need to be established and affirmed by the group following the generation of the Full Value Contract. Any behaviour that compromises the physical, emotional or mental safety of an individual or the group as a whole neccesitates a consequence

1) Ensure the safety of the group.

2) Take the individual aside and explain how his/her misbehaviour has affected the group. Indicate that this conversation serves as a warning.

3) If the individual has calmed enough, allow him/her to rejoin the group.
4) If the individual remains a safety concern ask him/her to leave the group.
5) If  the misbehaviour is repeated on another occasion, ask the individual to leave and indicate that they are required to miss the remainder of the day’s activities or the following day’s activities. Meet with the individual’s parents/guardians to communicate the individuals misbehaviour, it’s effect on the group and the resulting consequence

6) If inappropriate/unsafe behaviour persists after: a warning, being asked to leave the activity and being required to miss an activity ( activities) / communication with parents, the individual will be discluded from any further activites/events organized by Rec Centre Staff.

When Rec Centre Staff require an individual to leave the group as a result of inappropriate/unsafe behaviour, the incident must be documented on the appropriate Incident report form.

Staff involved shall accompany the written report with a verbal report to the PRO, who will undertake further communication with the youth involved and his/her parents/guardians. 
Incident Reports:

All incidents of a serious nature that are directly related to Rec Programming must be recorded on the appropriate Incident Report Form ( see example) and submitted to the PRO.

The report shall include:

· The writer’s name and position at the Park

· Who: The staff, individuals/groups involved

· When: The date,day and approximate time of the incident

· Where: The location of the incident

· What/How: A detailed description of the incident

Omit Why? Any inferences or conjectures are not required, report only the facts

Sign and Date the report.
Handling Complaints:
Some guidelines:
· Listen actively to the complaint

· React reasonably and calmly
· Get the facts

· Choose your course of action 

· Proceed, with the agreement of the visitor

· Remain objective.
· Avoid arguing with the customer
· Admit your mistakes, don’t blame others

· If a situation becomes unmanageable; refer the complainant to your immediate supervisor

· If the supervisor is not immediately available, explain that you require further authority, record the concern, consult your supervisor and communicate the results to the customer in a timely manner.

· Empathise, understand how the customer feels..Listen. Be solution focused, identify the problem and take immediate action towards solving it.
· Validate the customer’s concern:

Try: 

· “I’m glad you told me that.” 
· “Thank you for bringing that to my attention.”

· “I’m sorry . You’ve had a difficult time. What can I do to help.”

Encourage the customer to complete a complaint form, see that it goes through the proper channels. Follow up the complaint with the required action and communicate the results to the customer in a timely fashion.

Human Relations:

· Speak to people; a cheerful word of greeting brightens all our days.
· Smile at people..it’s contagious. It takes 14 muscles to smile 73 to frown.

· Learn visitor’s names and use them!

· Be cordial, pleasantness in speech and action goes a long way.

· Take a genuine interest in people.
· Be generous in praise, tread softly with criticism.
· We are here to serve, do so unselfishly, freely and generously.

· Add a good sense of humour, a large dose of patience and a dash of humility.
.

Emergency Procedures:
911: is a lifeline that links you to the appropriate emergency service providers: 

Police  Ambulance  Fire  Poison  

Know both  your general address: 

Mactaquac Provincial Park 
1256 Route 105

Mactaquac N.B. 
and  your specific location within the Park ie. Rec Center, Jones Field etc.
Use common sense in evaluating all emergency situations but do not hesitate to activate the Emergency response system by calling 911.

Inform your Supervisor either before making the call, if time permits, or directly afterwards to keep management apprised of the situation. 
Medical emergency: 

Recreation Staff shall administer First Aid , according to their qualifications but shall refer all major treatments to the proper medical authorities.
If an ambulance is required do not hesitate to call 911

· Evaluate the situation for potential danger to both  rescuer and victim

· Initiate required first aid

· Secure assistance, alert Supervisor 

· First aid Kits:

There will be a fully stocked Group First Aid Kit in the Office at the Rec Center

Each of the three Leaders Packs at the Rec Center will contain a fully stocked fanny pack First Aid Kit.

Fire

Refer to Macataquac Provincial Park Fire Evacuation Plan on the following pages.
Once a fire has been ascertained, ensure the safety of your group by determining the location of the fire, along with the prevailing wind direction and taking them to the nearest safe Area (SA) found in open common areas. including:
1) the Rec Center play area  ( large swing set )
2) both large open fields in Campground 1

3) parking lots at main beach

4) Craft field and fields by main gate

5) overflow parking area by the lodge

6) Administration Building  and maintenance compound

7) parking lot at York Centennial Park

Lost Child  /Missing person:
Tips on Prevention

· When practical establish the buddy system prior to activities.
· Keep and accurate head count of participants when possible.
· Set clear physical boundaries for all games and activities and ensure that all participants understand and respect the established limits.

· Know the Recreation centre schedule and the location of activities and groups at any given time.

Once a lost child/missing person is reported gather the remainder of the group. One staff member will remain with the group while another member of the Rec Center team will conduct a timed search of a specific area for the missing individual. All Rec Staff concerned must be aware of the time and area of search.

If the person remains missing, inform the PRO and an organized search will be initiated.

A base of operations will be established ( the Rec Center ).
The PRO will remain at base to coordinate the search.

Each Staff member will be given an area to search proceeding from most to least likely location that the missing individual might be located at. ie. beach, canteen, washroom etc.
Once all reasonable efforts to locate the individual have been exhausted the PRO in charge will call  911. A Staff member should then proceed to the main gate to meet the RCMP officer arriving to take charge of the search, to take him to the previously established  “Base of operations”  in order to brief the officer. 

Lightning
When you first see lightning or hear thunder activate your emergency plan. Go to a nearby building or vehicle.
 Avoid:

water, metallic objects, high ground, solitary tall trees, close contact with others, open spaces

Seek: 

clumps of shrubs or trees of uniform height, ditches, trenches or low ground, a low crouching position

Keep:

a high level of safety awareness for thirty minutes after the last observed lightning or thunder
If lightning is striking nearby when you are outside you should:

· Crouch down. Put feet together, place hands over ears to minimize hearing damage from thunder.

· Suspend outdoor activities for 30 minutes after the last observed lightning or thunder.

Injured persons do not carry an electrical charge and can be handled safely. Apply First aid procedures to the lightning casualty. Call 911 or send for help immediately.

Weather:

Prior to conducting any outdoor activity the weather must be evaluated and local weather forecasts taken into account.

The Pro or Activity Supervisor will provide a current computer generated Weather printout to be posted daily at the Rec Center.

Thunder and lightning storms ( or forecast of same ) will preclude outdoor activities.

High winds will also be cause to cancel or postpone activities.

On site rain day activities will be scheduled as required. 
Sun:

· Prior to going outdoors each Staff member should use Sunblock SPF 30 on all exposed body parts

· All Staff should wear peaked or floppy sun-hats when outdoors

· Avoid strenuous full-sun activities during peak sun u.v. times from 1:00-3:00pm

· Always have extra sunblock and hats available for participants

· Always carry extra water/liquids on hikes and excursions

· Watch participants for signs of sunburn, de-hydration and potential heat exhaustion.

· BE SUN SMART

Insect Repellant:


Staff will have access to Repellant containing 30% or less DEET s per Health Canada guidelines. Staff are not to provide / administer repellant to participants.


Current concerns re-West Nile virus shall be acknowledged and common sense preventative measures such as wearing protective clothing ( long sleeves, pants, hats ) and the appropriate use of repellant will be advocated.

Further information re-West Nile is available from the PRO. 

Communication within the Park

The Rec Center has a telephone, and a radio will be provided for daily operations.

Proper efficient communication is vital to the operation of  Mactaquac Park.
To communicate with Park Officials, attempt to do so first by telephone then on the radio.

Radio Communications:

· Begin transmission with the number or name of the person you’re trying to reach followed by your number or name.

· Speak slowly

· Keep your mouth about 6 inches away from the mic.

· Be direct and to the point
· Become familiar with the following  codes :

679 
Main Office

02

Greg Brewer
03 

Ian Smith

04 

Neil Sandwith

06 

Jim Fowler

07 

Greg Bennett

26 

Frank Williams 
Park Wardens: 
08 

Danny Meyer
09

Paul Doiron

12 

Gary Billings

13 

Joe Chauvin

17 

Willard Carr

The Park Warden numbers are extremely useful for evenings and weekends. They are often away from the phone and hence only available through radio contact. Since they are the Staff in charge during those times, you will need to be familiar with their radio call numbers.

Rec Center Operation:

Hours of Operation:

9:00am –8:45pm
Extended hours may accompany Special events. 
Staff will be on duty at 8:00am.

Work shifts:

A minimum of two Staff will be on duty at the Rec Center

Two shifts Daily:
 8:00am -4:00pm

1:00pm – 9:00pm

3:00pm-11pm on Fridays

Extended shifts may accompany Special events schedules. Summer Schedule:


Two Rec. Staff will be on duty at any given time.

Along with special events, long weekends, hikes / excursions and teen nights mayrequire additional Staff.

A weekly schedule of activities will be established identifying general activity areas and times specific to each day and remaining constant throughout the summer.
(See  Schedule I)

Staff will be assigned to each activity area on an equitable rotating basis. 
Time books detailing your hours worked will be completed weekly with the PRO.
Weekends and requests for time off will be assigned equitably before the beginning of the summer schedule. Any additional requests received during the summer must be received a minimum of one week prior to the desired date.

All shift exchanges must be approved by either the Activity Supervisor or the PRO.

A list of Daily duties, including cleanup, will be posted. Completion of duties will be recorded on the Duty Sheet and signed by the Staff member completing the respective task. 
Smoking :
It is the policy of the Government of New Brunswick to provide, where possible, a smoke-free work environment.

A designated smoking area will be established near the Rec Center away from high traffic areas.

Smokers will restrict their smoking to before or after their shift, along with one morning break and one afternoon break. These breaks are to be taken so as not to interfere with scheduled programming. 

Youth are not to accompany Staff on smoke breaks.

Leaders Pack: 

There will be three Leader’s packs stored in the office at the Rec Center. One Leader’s pack must be taken on each hike, activity or event. The Activity supervisor will ensure both the availability and contents of the Packs.

Leader pack equipment list;

· First Aid Fanny Pack

· Water bottle

· Piece of thinsolite

· Compass

· Maps of Park and Hiking Trails

· Facial tissue

· Toilet paper

· Juice Boxes 

· Sunscreen 

· Insect repellant

· notepad & pencil

· Large garbage bags 

· Small garbage bags

· Duct tape

· Rope

· Rain gear

· Lighter/matches zip lock bag

· Binoculars

· Flagging tape

· Electrical tape

· Extra hats
· Granola bars/ gorp 
· Hacky Sack 
Staff should always carry a bandana and a Swiss Army knife.

Not The End But A Beginning;

This manual is a resource, to be used as a reference and a guide but also to be developed, improved and refined over the summer.

Please feel free to offer suggestions and constructive criticism concerning any facet of our experience.

Your informed thoughts and concerns are a necessary part of creating and maintaining the best possible recreative experience for all.

Thank you for being an integral, valued member of the Mactaquac Provincial Park team.

 task. 

Park Operations:

Mactaquac Park Address:

Mactraquac Provincial Park

1256 Route 105

Mactaquac, New Brunswick

E6L 1B5

Telephone:

506 363 4747

Fax: 


506 363 4900

Service Directory and Hours of Operation:

Administration Office;

Open Monday – Friday 8:00am -4:30 pm

Public Beach / supervised

Open 7 days a week. Closes at dusk, $5.00 vehicle entrance fee. No alcoholic beverages permitted or dogs permitted.
Campers Beach / supervised:

Open 7 days a week, for campers only. Located in Campground 1, near site 125. No alcoholic beverages or dogs permitted.

Campground Facilities;

Serviced and unserviced  sites; including two handicapped spots. Total of 303 sites, divided into 3 campgrounds ( 1,2&3 ) comfort stations, shower facilities a campground beach, recreation center, playground areas and a camper’s store.

Cedar Hedge House:

Located next to the administration building. Used for meetings and gatherings. Equipped with washer, dryer, kitchen etc. All bookings made at the administration office.

Fishing:

Opportunity off the rocks near the causeway and surrounding areas on the Park. Everyone fishing in the Park must have a valid N.B. fishing license. Fishing in swimming area is not permitted.

Golf Course:

18 hole championship course. Green fees; Tee off times and walk on available. Club rentals, cart rentals and pro shop available.

Jones Field and Murch Field:
Large group camping areas. Located a short distance past the Main Entrance of the Park on route 105. Fees: $9.00/night All bookings made at the Administration Office.

Lodge:

Golf Pro Shop, licensed dining facility and snack bar.

Power Boat Marina: 

Located beside the main beach, docking fees (daily, monthly and seasonal) Cleaning , pumping, gas and canteen services available.

Sailboat Marina:

Located at York Centennial Park.  Open 8:00am –dusk. Moorings can be purchased at the Administration Office.

Recreation Center:

Located in Campground 2. Scheduled activities, arts and crafts, games etc. Equipment sign outs, ping pong tables, large playground area.

York Centennial Park:

Day use park located !km. past the Main entrance to the Park on route 105 going towards Nackawic. Open 8:00am –dusk. No charge to visit. Picnic area, playground, cenotaph, legend totem pole, shelters and washrooms 
Employee Package:
All employees are required to fill out and sign:

· Personal information form

· Affirmation / Oath of Office

· Personal Tax Credits Return Form

· Direct Deposit Service Form

· Confirmation / Workplace Harassment Policy

The employee package will be obtained from and returned to the Park Office Manager, who will be available to answer any related questions or concerns. ( A sample Package is included on the following pages.)
Salaries :

Your rate of pay will depend on your experience and education which will be determined through consultation with the office manager. You will be paid on a bi-weekly basis through direct deposit
Holidays: 
Please refer to Section for holiday information following the sample Employee Package.
Sick days:

You will not be paid for days off due to sickness. You may at the discretion of your supervisory Parks Officer, make up time lost due to sickness at a later date.

Policy 701:
The following sections of Policy 701 0f the New Brunswick Education Act are included as a reference. 
The Policy underlines and defines acceptable standards of behaviour for adults who have responsibility for pupils in the public school system. The same standards apply for all Mactaquac Provincial Park Recreation Staff in terms of relationships and interaction with youth in programming and activities.

Following the Policy guidelines and recommendations will ensure the physically, emotionally and spiritually safe environment we strive to create and maintain for all our participants.
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