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Welcome to WDSRA

Welcome to the WDSRA Team
Your internship plays an important role in your preparation to serve as a professional

Therapeutic Recreation Specialist. The many tasks and situations that you are exposed to
during your short stay will have a lasting effect on your future endeavors. Western DuPage
Special Recreation Association (WDSRA) works cooperatively as a member of multi-disciplinary
teams with the educational systems, social service agencies, clinical facilities and our Member
Park Districts. We want you to feel that you are a member of our team, not just an addition. All
internship students will work under the direction of a staff member who is a Certified
Therapeutic Recreation Specialist (CTRS).

This manual is designed to inform and assist students, faculty supervisors and agency
supervisors about the goals, policies, procedures and requirements of an internship experience
with WDSRA. As an intern, you are encouraged to ask questions and make suggestions.
Interns provide WDSRA with a means for exchange of innovative ideas and newly gathered
knowledge. We welcome your interests, creativity and enthusiasm. There are so many
directions that you can take during your internship...reach out and try them all.

Your time to experience and to learn is now!

The purpose of this internship is to provide the student with an opportunity to continue
professional growth beyond the academic setting: this is accomplished by allowing the student
to make the transition from learning practical theories to participating in practical experiences.

THERAPEUTIC RECREATION

Heighten Self-Awareness — Sharpen Cognitive Skills - Reduce Heart and Lung Risk
Increase Shovt and Long Termv Memory - DECREASE CONFUSION
Elevate Emotional Well-Being - REDUCE ANXIETY - I ys of Coping
Reduce Stress — EV\]’W@S#‘CO‘MVO‘L— Promote Adjustment to Disability
STRENGTHEN PSYCHOLOGICAL WELL-BEING - Build Self-Esteem
Develop Trust— Reach Developmental Goals — Expan ‘
Enhance Communication Skills — PROMOTE COMMUNITY INTEGRATION
: Satisfaction — Prevent Secondary Health Problems
REDUCE DEPRESSION - PV&VW Decline inv Healtiv Status
Enhance Quality of Life — Reduce Long-Term Hospital Stays — Build Family Unity
Teach Vital Lfff’/ Skilly - MINIMIZE HEALTH CARE COSTS
Increase Physical Conditioning — Expand Support Network - Learn Acceptable Behaviors
ENHANCE INDEPENDENT LIVING SKILLS - Increase Self-Reliance
Improve Cardiovascular Functioning - Avoid Unnecessary Medical Care
Maintain Productivity - Contribute to- Overall Healtihv— Enhance Body Image
Address Psychosoc eds—-INCREASE STRENGTH AND ENDURANCE
Acqwuf?/ Knmvledgw and Skills— Manage Chronic Illness — Expand \
Improve Coordination — Decrease Social Isolation — £ nhance Decision- Ma]wng/

THE BENEFITS ARE ENDLESS...
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Internship Program Information

Internship Facility

Western DuPage Special Recreation Association (WDSRA) is an extension of the Park District
systems of Bloomingdale, Carol Stream, Glen Ellyn, Naperville, Roselle, Warrenville, West
Chicago, Wheaton and Winfield. Programs are designed to include opportunities that will
enhance skill development and socialization, encourage self-awareness and community
exploration, promote independence through personal choice of least restrictive environments,
and provide a sense of enjoyment, satisfaction and fulfilment. The WDSRA office is located in
Carol Stream, lllinois. This is where your internship site will be located.

Position

An internship plays an important role in the
Recreation Specialist. The many tasks and situations you are exposed to during your short stay
will have a lasting effect on your future endeavors. Our team currently consists of nine Certified
Therapeutic Recreation Specialists, and six Certified Parks and Recreation Professionals.
Professional staff include the Executive Director, a Superintendent of Recreation, six Managers

of Recreation and ten Supervisors, Office Personnel, WDSRA Foundation staff, Finance and
Administration staff and Public Information staff.

Internship objectives will include:

1 Administrative- The intern will receive a panoramic view of the administrative procedures
and policies of the Association.

9 Assessments- WD S R Aléictusion Services provide the opportunity to assess individual
needs. Once observations and training are complete, the intern will have the opportunity
to administer assessments and to make recommendations for program involvement.

9 Program Planning, Development, Implementation, Evaluation and Documentation-
The intern will plan, develop and implement selected program offerings. He/She will be
responsible for leading and assisting with a variety of programs throughout the course of
their internship. Thest udent wi | | gain experience 1in
including: program planning, assessment, individual program/treatment planning, and
evaluation of individual program plans with documentation.

1 Special Meetings, Seminars, Conferences & Workshops- Professional development
will be encouraged through meetings and workshops on-site, in the community and
through professional organizations.

1 Public Relations-The intern will promote and publicize Association activities (i.e. flyers,
seasonal brochure, news releases and public meetings).

9 Outreach & Advocacy-The intern will network with personnel in community agencies the
Association works with cooperatively, advocating for rights to leisure services for
individuals with disabilities.

1St udeWants sind Needs-There is flexibility to provide guidance and supervision in
areas that may not be listed in the above objectives.

Salary Information

Interns are minimum wage hourly for a 40 hour work week. Hours will be adjusted accordingly

for those students completing field work under 40 hours of work per week. Interns may work in
any number of part-time positions during the course of their internship with the understanding

that their internship responsibilities should take precedence. The student may have the
opportunity to work part time at neighboring
experience related to their major/degree.
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Internship Dates
WDSRA offers four program seasons per year. Internships are offered year round. Duration of
internship is 15 weeks. WDSRA may be able to provide assistance with housing arrangements

Contact Information

If you would like to obtain further information about the internship opportunities that WDSRA has
to offer, please contact Dayell Houzenga at (630) 681-0962 x 552, or dayellh@wdsra.com
Monday i Friday from 9:00am i 5:00pm.

Western DuPage Special Recreation Association (WDSRA)
116 N. Schmale Road

Carol Stream, IL 60188

Phone (630) 681-0962

Fax (630) 681-1262

www.wdsra.com

WDSRA Map and Directions
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Agency Facts

Mission Statement
The Development of Individuals through Recreation

Staff members develop, design and implement an array of leisure activities for individuals who
have special needs and abilities of all ages. Services begin at age three and continue through
one6s n WDSRA staif members also serve as a support for member district programs.

Vision Statement
Opening a world of untapped potential and a lifetime of possibilities

WDSRAG6Gs vision demonstrated the passion and inves
individual.

Core Values
WDSRA6s Core Values include:

P e T e

RESPECT |

We treat others with dignity and value every individual

PASSION <7

We love what we do and who we serve

% INWOVATION

energizes us
We think creatively to adapt to changing needs

O_INTEGRITY

is doing the right thing

We bqu trust through honest and transparent interactions

— 0 S

We listen, we learn, we take achon

LAB0

creates lasting
partnerships

We accomplish more together than alone

@wmt: |

We believe joy is a FUNdamental part of every day /
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Agency History

WDSRA was established in 1976 as a result of the passage of lllinois legislation that allows for
two or more Park Districts/or municipalities to join together for the formation of a Special
Recreation Association in order to provide recreational services for individuals who have
disabilities. Glen Ellyn, West Chicago, Wheaton and Naperville were our founding districts.
Currently WDSRA serves the residents of the Bloomingdale, Carol Stream, Glen Ellyn,
Naperville, Roselle, Warrenville, West Chicago, Wheaton and Winfield Park Districts. This past
year, WDSRA provided more than 1,500 programs serving more than 4,500 individuals. In
addition to programs, WDSRA reaches in excess of 15,000 people through services, events and
community awareness.

The Western DuPage Special Recreation Association has been honored as a two-time National
Gold Medal Award Winner for excellence in community-based recreation management for
people with intellectual and physical disabilities. The National Sports Foundation and the
National Recreation and Parks Association sponsor the annual award. In addition, WDSRA
became the first special recreation association in the state to receive Accreditation, formerly
Distinguished Agency Award, from the Joint Distinguished Park and Recreation Agency
Committee.

Program Information

WDSRA recreation programs, specialized services and activities are designed and adapted to
the particular needs of an individual 6s ab-i
round basis to serve individuals of all ages. It is the intent of our programs to stress the
development of the individual in every situation: thus we provide cultural, sport, social, physical,
nature, overnight and special event opportunities for individuals who have disabilities through
both inclusive and more individualized group programs. Activities and special events are
scheduled at various locations within the boundaries of the nine participating member districts.
WDSRA and Member District staff works closely to provide the best leisure experience for each
individual in order to tap their potential and open possibilities.

Participant Eligibility

Any resident of the nine Member Districts who has a physical, intellectual or emotional disability
is eligible to participate in WDSRA programs. Member district residents are given first priority
when registering. Non-residents (those who live outside our member communities) are eligible
to register as space allows.

Board of Directors and Staff

A Board of Directors comprised of representatives from each of the nine Member Districts
governs WDSRA. Thirty-six in house staff support WDSRA programming through direct
responsibilities or office support. The staff includes ten degreed Special Recreation Supervisors,
six Managers of Special Recreation, a Superintendent of Recreation, a Superintendent of
Finance and Personnel, a Business Manager, a part-time Human Resources Manager, three
Administrative Assistants, a Superintendent of Communications and Development, a
Marketing/Public Information Manager, a Community Relations Supervisor, a Technology
Manager, a Development Manager, a part-time Special Projects Manager and the Executive
Director. Each Recreation supervisor coordinates a special interest area. Program operations
are also supported by part-time staff and volunteers.

t
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Funding
WDSRAOGs financi al resources include contributions

districts-determined by property taxes, program fees, grants, and fundraising. A registration fee,
similar to fees paid for member district programs, is required for each program. Residents will
not be denied the opportunity to participate because of financial need. Scholarships are
available upon request to those who qualify. The WDSRA FOUNDATION was developed to
establish long-term programs of giving from individual businesses and organizations to further
the goals and ideals of the Western DuPage Special Recreation Association serving persons
with a disability throughout Western DuPage County. The WDSRA Foundation is a 501-C-3
organization.

Transportation

WDSRA has a fleet of vehicles, some of which are wheelchair accessible, equipped with a
wheelchair lift, for providing transportation to participants. Transportation is offered for many of
the general programs and special events to and from the activity location. Pick up and drop off
points are offered in four of our member district communities.

Inter-Agency Cooperation

WDSRA relies heavily on cooperation from the Member Park Districts, the local school districts,
social service agencies and community groups in order to provide the best leisure opportunities
for individuals who have disabilities.
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Program Areas

Leisure Education

Leisure Education is a focus in all WDSRA general programs. Specific programs have been
developed which involve leisure awareness activities, planning and decision-making exercises,
opportunities for socialization, and sharing information about community leisure resources. The
group participants in sports, arts, crafts, community outings and social activities during these
programs.

Day Camp
WDSRA Summer Day Camps are designed for individuals who have special needs, ages 3

through 21. Separate camps are provided according to appropriate age and ability groups. The
goal of the WDSRA Summer Day Camp program is to provide campers with an opportunity to
experience a variety of recreational activities as well as to acquire and develop leisure skills.

Day Programs i Rec & Roll

As an alternative for some participants who have transitioned out of the school system and do
not have full time work, WDSRA provides a program that offers daily recreational opportunities.
The program picks up where the school transition programs leave off by continuing to work on
daily living skills, money management, community involvement, recreational activities and field
trips. There are Rec & Roll program sites in Carol Stream, Glen Ellyn, Wheaton and Naperville.

Special Olympics

Together, Special Olympics and WDSRA provide participants with the opportunity to improve
athletic skills, improve social skills, and develop greater self-esteem. WDSRA provides both an
extensive training program and competition with other Special Recreation Associations to
prepare athletes for area and state competitions. Gold medal winners from an area competition
may be eligible for lllinois State Special Olympics Games participation, and possibly
international competition. The sports WDSRA offers include basketball, bocce, golf, bowling,
snow shoeing, rhythmic gymnastics, softball, swimming, track and field, floor hockey,
powerlifting and volleyball. A recent addition to the WDSRA lineup of Special Olympics
programs is Young Athletes a skill development program designed to introduce the youngsters
ages 2-8 to the world of sports.

Synergy Adapted Athletics

WDSRA & NEDSRA have collaborated to form Synergy which provides Paralympic sport
opportunities for participants. Adapted sports include wheelchair basketball, wheelchair softball,
power soccer, wheelchair tennis, Archery, rock climbing and adapted boccia. This cooperative
program allows us to increase participation numbers and to maximize resources.

Disability Awareness/Community Awareness

On a regular basis throughout the course of the year WDSRA participates in a variety of

community based events, booths and expobés in orde
services. The Disability Awareness program offers the opportunity for staff/students to educate

individuals on disabilities by providing activities that put a person in the place of someone with a

disability. Five different station can be offered: Intellectual Disability, Visual impairments,

Physically Disability, Hearing Impairment and Autism.

10
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Specialized Services: Inclusion Programs

The goal of the Inclusion Program is to provide opportunities for individuals who have special
needs to participate with their peers in community recreation programs offered by their local
park district. WDSRA and its nine Member Districts strive to enhance the quality of life for those
who have special needs by offering inclusive opportunities which provide recreational choice,
improve physical and intellectual skills, and increase confidence and social functioning in the
least restrictive environment.

WDSRA provides the type of support deemed necessary for successful participation in park

district programs. Supports may include training the park district staff members, creation of a

behavior support plan, the provision of adapted equipment, consultation with the individual and

that individual 6s family members and the provisio

Populations Served by WDSRA

1 Autism Spectrum Disorders (ASD) 1 Intellectual Disability or Developmentally

1 Attention Deficit Disorder (ADD) Delayed (ID/DD)

1 Emotional Disorders (ED) & Behavior 1 Early Childhood Classification (ECC)
Disorders (BD) 1 Learning Disorder (LD)

9 Traumatic Brain Injured (TBI) 1 Physically Disability (PD)

9 Deaf or Hard of Hearing (HOH) and 1 Pervasive Developmental Disorders (PDD)
Hearing Impaired (HI) 1 Visually Impaired (V1)

Non-Stigmatizing Language Policy

It is the policy of the Agency that all references to individuals who have disabilities, made in oral
and written communication, are to be made utilizing non-stigmatizing language, using terms that
focus attention on the individual as a person first, and only second, as a person who has a
disability.

Purpose: To ensure that all written and oral communications of WDSRA follow the guidelines of
non-stigmatizing language as it relates to persons who have disabilities.

Background: It is important to appropriately reflect in the language utilized in written and oral

communications, the perspective of the Agency providing services for persons who have

disabilities. Perceptions of others are greatly influenced by the choice of words used. The

phrase, #fAindividual who has ttheindividua should betvipwed r ef | ec
first as a person and only second, as a person who has a disability.

Procedure: In all communications of the WDSRA, the terms individual, person or participant,
followed by the disability (only if necessary), will be used to refer to persons who have
disabilities. Such communications include, but are not limited to: correspondence, oral
presentations, slide shows, videos, brochures, press releases, job announcements, job
descriptions, meeting agendas and minutes, reports, letters of agreement with service
providers, operational manuals, forms and so forth.

The commitment of the Agency to this policy will be communicated to the WDSRA Board of

Directors, the Member Districts and to persons hired to represent WDSRA programs and
services.

11
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Intern Policies and Procedures

Wages and Compensation

Interns are paid minimum wage rate for their internship. Overtime will only be permitted if
approved in advance and for overnight assignments. Interns will be responsible for managing
their weekly hours and submitting timesheets. Interns will be paid mileage according to the
federal standard for travel in their personal vehicle from the WDSRA office to WDSRA
programs, commitments, meetings, and professional meetings & development opportunities.

Professional Development

Professional development opportunities at outside entities with fee will be approved based on
budget and applicability. All workshops and conferences must be requested and approved in
advance. Free opportunities will be approved around schedule and commitments.

Keys, Technology and Office Access

Interns will be treated as an internal employee and receive keys and access to the WDSRA
office. An agreement and sign off will be required outlining responsibilities and polices involved
with access to the WDSRA building and equipment. Interns will be provided an agency
computer, email, desk phone with voicemail, and outlook schedule for the duration of the
internship. While in use these will be subject to agency technology policy.

Apparel
Interns will be provided apparel to wear to WDSRA program. Any shirts or accessories given

during the course of the internship are not required to be returned and can remain with intern
once complete.

Attendance
The intern will maintain a weekly work schedule & make accessible to supervisor. The weekly
work schedule doesndt | imit or guarantee a set

will be working and what they will be involved in doing. The intern must attend all
programs/meetings assigned. No vacation time or time off will be granted during the 15
consecutive week internship. If the intern cannot attend due to iliness or emergency, he/she will
contact his/her supervisor as soon as possible (if possible at least 24 hours prior to any specific
assignment). Intern is responsible for managing their time accordingly.

Office Hours
General office hours are 9:00am-5:00pm, Monday-Friday. Outside of night and weekend
assignments and flex time, interns are expected to be present during office hours.

Scheduling
The agency supervisor will assign programs to intern based on his/her digression and

experiences. Intern is required to attend all sessions unless otherwise approved by supervisor.
Consideration will be made to intern requests when possible.

12
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Internship Goals and Objectives

WDSRA Goal to Provide to Interns
1 A professional experience that fulfills the requirements of the College or University.

9 An opportunity to supplement and/or complementthest udent 6 s c¢cl assroom

1 A meaningful, practical experience for the intern under qualified professional supervision,
including periodic evaluation and feedback.

9 An opportunity for the student to relate to, interact with, and learn from an experienced CTRS.

1 An opportunity for the student to enhance or improve the present Therapeutic Recreation
program(s) under qualified professional supervision.

1 The student with the opportunity to observe and to understand the working relationship
between employees at all levels within the organization.

1 An opportunity for the student to establish realistic goals (based on evaluation of his/her
experiences and performance) for his/her own professional development.

1 The opportunity to observe and develop the skills necessary to be an effective team member.

1 Opportunities to develop direct leadership skills and supervisory skills.

1 Opportunity to interact with and work with a wide variety of individuals who have disabilities.

1 The student for an entry-level position within the field of Therapeutic Recreation.

1 Meet NCTRC and NTRS fieldwork requirements and work closely with the student intern
supervisor/advisor of the educational institution.

1 Require the intern to participate and to complete WDSRA assigned tasks and responsibilities
throughout the experience.

Objectives of the Internship Experience
A. Professional Relationships and Responsibilities
1. Establish/maintain effective working relationships
a. Interns are expected to follow Full time staff protocols & policies and work
cohesively as a team
b. Meeting weekly with supervisor and as needed with mentor
2. Create/maintain a safe/therapeutic environment-responsible for following all safety
protocols outlined in the agency safety manual
3. Participate in in-service training/staff development
a. Attend agency seasonal staff trainings,
b. Attend professional meetings & trainings based on approval & funding
4. Maintain knowledge of current TR/RT trends
5. Enhance professional competence/additional credentials
a. Complete Head Instructor & driver, CPR/1% aid and Handle with Care
certification
6. Enhance professional competence
a. Sitevisitto 1 TR agency and 1 member park district
b. Attend agency board meeting & board of trustees meeting
7. Participate in quality improvement process
a. Analyze program/training/form etc for agency
8. Participate in agency/professional committees
a. Attend all weekly staff & recreation meetings
b. Assist with agency/team goals & committees
c. Attend IPRA/ITRS meetings & committees

13
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. Assessment

1. Obtain/Review pertinent information
a. Review annual information/intake/medical rosters
2. Establish therapeutic relationship
a. Established during the program when staffed
3. Conduct assessments
a. Inclusion intake
b. Outreach intake
4. Analyze results
a. Analysis of inclusion intake for implementation in programming
b. Review survey results and make recommendations
5. Integrate/record/disseminate results
a. Record recommendations from intake and survey/report

. Plan Interventions and/or Programs
1. Develop/document intervention plan for inclusion participant and group programs
2. Develop/select intervention/approaches for inclusion participant and group programs
a. Set goals and objectives for each program he/she lead in SMART format,
implement, document, and evaluate the goals for duration of the program
3. Learn to write program lesson plans & create 3 mock programs & 2 Special Events

. Implement Interventions and/or Programs
1. Implement individual/group session(s)
a. Observe & assist programs
b. Learn to independently lead programs
c. 1:1 Inclusion aid
2. Use leadership/facilitation/adaptation techniques
a. Interns will train as a Head Instructor and then independently lead programs
and participants through activities
3. Monitor/address safety per agency safety manual policies and procedures
4. Monitor effectiveness of intervention/program

Evaluate Outcomes of the Interventions and/or Programs
1. Determine effectiveness of protocols/programs & make recommendations

Document Intervention Services
1. Document participation/adherence to intervention in case study
2. Document behavioral observations in case study
3. Document occurrences relating to risk management
a. Facility inspection, accident/incident, behavior logs, medication logs, vehicle
pre & post trip
4. Document protocols/modalities
a. Attendance rosters, program budget & receipts, program evaluation, weekly
hours, staff evaluations, late pick up
5. Document program effectiveness
a. Program evaluation & goals

14
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G. Treatment Teams and/or Service Providers

1.

2.
3.

Provide information to team/community partners including parents, assistants and
volunteers

Communicate information

Develop/provide collaborative services (inc)

H. Develop and Maintain Programs

1.
2.
3.

Maintain equipment/supply inventory
Plan/coordinate support services
Maintain program budget/expense records
a. Responsible for program expenses, purchases etc... for duration of program
b. Create 3 mock program budgets & 2 special event budgets
Develop/distribute schedules
Identify funding sources by securing donations for programs/staff
trainings/foundation events
Conduct end of season program evaluation
Follow risk management practices in accordance with agency safety program

I. Manage TR/RT Services

1.
2.

3.
4.

5.
6.

Comply with standards/regulations

Recruit/train/educate/supervise/evaluate staff through observation & participation in
interview process and supervising and evaluating assistant staff & volunteers
Provide staff development/mentorship by creating a staff training & writing a 1-2
page paper on behavior management/transitions

Exposure to annual budget process

Support Research projects by completing student project

Write summary reports of TR/RT services

J. Awareness and Advocacy

1.

2.

3.

Provide education to internal/external stakeholders through Disability Awareness
program
Promote marketing/public relations by attending outreach resource fairs

a. Promote and publicize agency activities (i.e. flyers, brochure, new releases)
Write program brochure blurbs for 3 mock programs

Please Note: There is flexibility to provide guidance and supervision in areas that may not
be listed in the above guidelines. The Intern will be asked where their personal interests lie
as to what areas/populations they would like to gain more experience.

15
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Expectations of Interns

Supervision
The intern is responsible to their respective CTRS Manager/Supervisor for the coordination of

their internship assignments and responsibilities.

Office Procedures

Familiarize oneself with office procedures including telephone and electronic communications,

office equipment operation, and building procedures. Learn and use agencys of t war edés and
systems. Become comfortable communicating with and answering questions from parents,

participants and other callers or inquiries.

Administration

WDSRA wi |l | provide information on the agencyb6s bu
bidding, Board of Directors, staffing pattern and supervision, liability, benefits, legislation and the

Americans With Disabilities Act (ADA). Time will be allocated to observe, ask questions and

experience the organization and management of the day-to-day operations and service

provided at WDSRA including emails, information packet assembly, purchase requests, work

orders, inventory, data entry, filing, photo copying, picture system assembly and behavior

management systems, recreation and registration software. Intern will learn to demonstrate

professionalism, and be proficient at office and meeting etiquette.

Education & Training

The intern is required to:

Meet with each of the CTRS/Supervisor staff to learn of their position responsibilities.

Attend and conduct new participant intake/interview process and assessments.

Observe part-time staff and volunteers scheduling.

Have exposure to all areas of programming including: adapted sports, Special Olympics,

camps, social, cultural, athletic, mental health, inclusion, day programming etc...

Visit member agencies and schedule a meeting to job shadow Park District staff.

Read and implement WDSRA Vehicle Procedures, wheelchair lift and tie-downs.

Read and implement the agency Policy/Procedure manual and WDSRA Safety Manual.

Schedule visits to other Therapeutic Recreation agencies/facilities and learn the continuum

of services between clinical and community Therapeutic Recreation and the

Discharge/Referral process.

Attend any workshops and training deemed appropriate by the WDSRA Intern Supervisor.

Observe and assist WDSRA full-time staff (when appropriate) to gain a better understanding

of their daily duties and responsibilities, including: interviewing, paperwork, agency and

program procedures, communication, registration procedures, office and general

procedures, program/event/training implementation.

1 Have exposure to and opportunity to be involved in the brochure development and
preparation process.

= =4 =4 =4 =A =4 =4 =

= =

Site Visits

Site visits to related recreational programs and agencies required:
1 Member Park District (1)
1 Site visits to alternative facility programs where therapeutic recreation is offered (1)
1 Human Service Networking (1)
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Association and Professional Meetings

Attend all scheduled:

E R W

In-service Trainings

Weekly Staff Meetings, and lead 1 meeting

One Bi-MonthyBoar d of Directoros Meeting
One Board of Trustees Meeting

One or More Committee Meeting (Safety, Technology, Wellness, MM etc...)
lllinois Park and Recreation Association (IPRA)

Illinois Therapeutic Recreation Section of IPRA (ITRS)

Individualized meetings with Full and Part-Time WDSRA staff

Community meetings with service agencies or other organizations

Brochure planning/program planning

Reporting
Submit report timely and in professional format including the following:

T
1

= = =8 -8 -8 9

Initial report

o Includes personal goals & objectives, career objectives and expectations

Weekly reports

o Statement of weekly objectives and progress, reaction to program and experience
Association Information

Flyers and other public relations information

All projects assigned and worked on through internship experience

Required projects and reports to agency Supervisor and University

Midterm and Final reports for the University-summarization of 1% half of internship and
Final report and evaluation of WDSRA as an internship site-over all reaction to
internship, progress, learning experiences, evaluation of the agency staff and programs
and comments for future

Program Observations

Intern is required to observe every type of program offered at WDSRA. For those not scheduled
into the intern will be responsible for scheduling time to visit and observe by given date. See
observation form for additional information.

Plan, Develop and Implement Program Sessions

The student will be responsible for all duties and responsibilities associated with completion of
this task, i.e...:

ERE R

Promoting the program through program phone calls and flyers
Contacting facilities, making inclement weather plans
Ordering/purchasing supplies

Determining goals and objectives/developing the TR process
Coordinating transportation arrangements

Supervising seasonal staff and volunteers

Becoming familiar with the participants in the program
Assessing and evaluating the program upon completion
Preparing all documentation for participants and program

The student will be required to lead and supervise assigned programs which includes
administrative tasks of maintaining all records, completing necessary reports, completing
program evaluations & documentation and evaluating subordinate staff.

17
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Documentation and Evaluation

Interns will need documentation and evaluation of the following information:
Attendance records

Program budget documentation

Weekly program evaluation

Support staff hours

Incident/Accident/Behavior report forms (if applicable)

Pre & post trip vehicle inspection

Final program evaluation

=4 =4 =8 =8 =8 -8 -4

Special Project

A special project is required. It will be jointly determined by the intern and the agency

Supervisor. The project is a valuable learning experience and must be of value to the intern and

the agency. The written proposal will be presented to the intern supervisor during first quarter of

the internship. The final project will also be presented at a weekly staff meeting prior to the

internds | ast day. Speci al project must be benefi
goals, and outcomes & timeline must be submitted followed by summary of the project and

evaluation prior to end of internship.
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Responsibilities of Intern, University, and Agency

Both the student and the agency have specific responsibilities and assignments in fulfilling their
obligations and duties.

Intern to WDSRA

=A =4 =4 = =4 =4 =4 =4 =4 -8 -8 =9

= = = =4 = =a =

= =

)l
)l
)l

Be the best possible example of a representative of your college.

Come to WDSRA well informed and ready to get involved.

Keep your college informed of all work conducted for the agency.

Develop personal goals for the internship experience.

Complete and submit reports and assignments on time.

All assignments/reports must be turned in to the Agency Supervisor for review and
approval prior to its due date to the university.

Willingly become involved in all opportunities which will provide a learning experience.
Consider yourself an employee of the Association, not someone with special privileges.
Become familiar with the regulations/procedures/policies pertaining to the agency and
conform to the same.

Be tactful, friendly, courteous, and respectful to all.

Perform all work assignments to the best of his/her ability.

Make the most of any free time you may have while in the office. Ask questions, offer to
help others, or study manual, magazines or books available as resources.

Plan thoroughly and in advance of all assignments, practice time management.

Show initiative, creativity, and to make constructive suggestions or proposals if you have
them.

Be well groomed and appropriately dressed for all assignments.

Notify agency supervisor well in advance in case of absence from work.

Report to a program or professional assignment a minimum of 15 minutes prior to the
start time.

Be free to stay 10-15 minutes after a program assignment finishes.

Be willing to work the times and days assigned, this will involve some evenings and/or
weekend days, including special agency events.

Evaluate each meeting or activity that has been planned and conducted.

Take initiative and consult your supervisor when confronted with problems you cannot
satisfactorily solve yourself.

Complete weekly, mid-experience and final programmatic documentation as required.
Complete a mid-term and a final evaluation pertaining to self and the agency.
Complete and submit for approval, application for NCTRC Exam eligibility.

College/University to WDSRA

)l
il

T
1

Provide the student with preparatory skills necessary for the internship placement.
Supervise internship arrangements and to provide an official supervisor for the
placement.

Provide WDSRA with a copy of the University/College Internship guidelines or manual.
Supervise the student through ongoing communication and consultation with the student
and agency supervisor.

Eval uate the st udewoopetason pith thd agency aupesvesor.i n
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WDSRA to Intern

1

= = =4 =4

=A =4 =4 =

Conduct an interview and orientation meeting to guide the intern in understanding the
policies and procedures of WDSRA and help them better prepare for their internship
experience.

Prepare the staff for the arrival of the intern.

Inform the student of all regulations with which he/she must abide.

Present the intern to the agency staff as a co-worker and in a manner to insure his/her
professional status.

Acquaint the intern with resources and materials used in the administration of the
agencyo0s recreation programs.

Encourage the highest standards and to praise the intern for work well done. To counsel
with the intern in areas in which he/she does not meet professional entry level
standards.

Give the intern opportunities that will lead to a feeling of growth, achievement and
success.

Present constructive feedback positively to promote growth and improvement

Keep continuous recordsofthe st udent 6s wor k and progress.

Encourage self-evaluation by the intern.
Have regularly scheduled weekly meetings with the intern and intermittent evaluations to
aid him/her, and to give the intern an idea of his/her progress.

WDSRA to College/University Supervisor

T

1
)l
1

To coordinate an exchange of information with the intern. Any reports/assignments the

intern is required to send to the University for review and approved prior to its due date

to the University.

To meet with, phone or email to the college supervisor periodically to discuss the internd s
progress.

To evaluate the field experience midway through the internship, and again at the end,

and to make suggestions when necessary for their improvement.

To send evalwuations of the internds work on

The Intern Will Be Terminated From Agency If:

1.

2.

He/She is not making satisfactory progress in the field placement program as
determined by either the University/College Supervisor or Field Placement Supervisor.
Failure to comply with field placement site regulations, policies and standards.

20
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In-House Staff Orientation Checklist

All new staff members will complete the following stages of orientation under the
direction of their immediate supervisor. At each stage, you will be briefed regarding the
outlined information. When a stage is completed, the presenter will date and initial the
appropriate section. When all stages of orientation have been completed, return the
checklist to your supervisor, who will forward it to the Human Resources Department to
be placed in your personnel file. The entire Checklist should be completed within 3
weeks of Start Date.

WESTERN DUPAGE SPECIAL RECREATION ASSOCIATION
116 N. Schmale, Carol Stream, IL 60188

(630) 681-0962

Employee Name:

Start Date:

Complete by Date:

Return to Human Resources Department when complete

21




\ O~
WDSE\ Western DuPage Special Recreation Association
= Internship Program Manual

INTRODUCTION TO WDSRA - Supervisor
Items to be Discussed
Welcome Packet (obtained from HR)

|

A

Initials rDate

A

Tour of WDSRA Office

Introduction to Office Staff

Mailboxes/Mail System

In/Out Board

Lunchroom i Fridge & Dishwasher Courtesies

Calendar/Datebook

WDSRA Member Directory/Facility Maps and Directions (in Welcome
Packet)

Opening/Closing Office (see Safety Manual)

Attendance

Punctuality

Dress Code

Going Green Philosophy (recycling efforts)

Staff Meetingsigener al / first-tohkmmey ouwd AHget

Goals & Objectives/Work Plans

Performance Evaluations

Reference Materials (office wide, job specific)

Personal Calls (limit use of agency and personal phones)

Equipment Location

Specific Departmental Safety Rules

Job Description Review 1 Duties and Responsibilities

Agency Work Expectations i Auction and Rec Program

Staff Review (agency wide/overview of key working partners)

Agency Goals Overview

Department Specific Procedure Manuals

Recreation Procedures Manual (If Applicable)

Team Procedures Manual (If Applicable)

Program Visit Expectations (for all employees)

22




\ O~
WDSE\ Western DuPage Special Recreation Association
=4

Internship Program M

anual

PERSONNEL i Human Resources Manager

ltems to be Discussed | Initials | Date
Pay Periods

Payroll Tax Forms verify

Direct Deposit

Name tag/Name plate/Business card

Emergency Contact Information 1 notify of changes

Personnel Policy/Employee Benefit Handbook

Medical, Dental & Vision Insurance (BCBS, Principal,VSP)

Life Insurance (Principal, IMRF)

Disability Insurance (WDSRA, IMRF)

Pension Plan (IMRF)

FSA Cafeteria Plan (limited scope, dependent care)

457 Deferred Comp (John Hancock)

Aflac

Pre-Paid Legal and Identity Theft

Vacation Days

Sick Days

Personal Days

Administrative Time

Reporting of Requested Time Off Days 1 Intranet

Holidays

Employee Self Service

Staff Clothing Allowance

Professional Development Fund

Resignations, Grievances, Discipline, Terminations

Employee Assistance Program

Additional Miscellaneous Benefits

Complete Bio for PR

Headshots offsite

SuccessFactors i profile, goals, performance

StrengthsFinder

Record Retention rules and guidelines

FINANCE - Business Manager J
Items to be Discussed ”ﬁ?}ZTQWJ Date
Agency Building Keys, Sign Off & Keybox T
Agency Credit Card

Facility Reservation Calendar in Outlook

Mileage Reimbursement Procedures

Purchase/Check Requisitions

Work Orders for Building Maintenance

Notifications of incidents related to building safety (slips, trips, etc)
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OFFICE PROCEDURES i Front Office
Items to be Discussed
Copy Machines (Copy, Scan, Fax)

‘ ;m/m/m/m/w/m/m/m/m/&l

| Initials | Date

A AP A

Postage Meter

Phone System

Laminating Machine

Project Assistance by office staff

Registration Process Overview

Add New Employee into RecTrac

Requesting Office Supplies

Office Procedures Manual (If Applicable)

COMPUTER PROCEDURES - Technology Manager

Iltems to be Discussed
Keycard and Signoff

P e

Initials J Date

PP PP AT T

Log-in for Network/Outlook

Intro to Outlook

Personal File in O and | Drives

Intro to O Drive/ Central Agency File/ Forms File

WDSRA Outlook Address book for all staff

Phone System/Set Up Voice Mail/Training/Personal Calls

Internet access

Intranet

Flash drive

Review of technology use policies/procedures

FOIA Overview

Phone Stipend

Introduction to RecTrac (If applicable)

Emergency Text System and Information

Equipment Checkout

FOUNDATIONi Superintendent of Communications/Development
Items to be Discussed
Foundation Mission

b ;W/M/M/M/M/M/M/M/M/&J/

\‘ Initials J Date

T

Foundation Overview of purpose, goals

Foundation Structure i Board members

Foundation Events

MARKETING/PR i Marketing/PR Manager
Iltems to be Discussed
Overview of branding, processes, Facebook, Twitter, etc

b m/m/m/m/m/m/m/m/m/»l

" Initials J Date

T
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INCLUSION i Inclusion Manager | J
Items to be Discussed \ Initials J Date

A AP A

Inclusion Overview

Inclusion Manual (If applicable)

Inclusion Training (If applicable)

REC STAFF ONLY i Support Services | J
Items to be Discussed \ Initials J Date

P A

Part Time Seasonal Staff Manual

Part Time Seasonal Staff Website & Payroll

Scheduling Process i Excel Timeline, Program Requests

Part Time Annual Training Calendar & Optional Trainings

Seasonal Staff/Volunteer Evaluation Process

Head Instructor Manual & Training

Head Instructor Backpack & First Aid Kit

Sensory Kit & Toys/Bins; Communication Systems

Vehicle Manual & Training

Special Olympics Protective Behavior Training
http://www.specialolympics.org/protective behaviors.aspx

DCFS Mandated Reporter Training
https://mr.dcfstraining.org/UserAuth/Login

SAFETY PROCEDURES - Safety Coordinator | J

P e

Items to be Discussed \ Initials J Date
PDRMA Introduction & Video

PDRMA User Name/Password and Log-In Information

PDRMAFor ms on the Al ntranet (AII St

PDRMA Training Plan and recommended trainings

Safety Manual

Crisis Manual

Disaster Recovery Manual

Ergonomic Evaluation

ORIENTATION i Outreach Manager

T

Items to be Discussed \ Initials J Date

T

Outreach Overview | |
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NON REC STAFF ONLY i Superintendent of Recreation
Items to be Discussed
Recreation Department Overview

‘ ;m/m/m/m/w/m/m/m/m/&l

| Initials | Date

A AP A

Programs, Special Events

Athletics

Outreach/Day Programs

Support Services

AGENCY EXPECTATIONS i Superintendent
Items to be Discussed

World Class Recreation Services - Power Point Presentation
O:\Presentations\Board Retreat Presentation Final Updated for Staff.pptx

‘ ;W/W/W/W/W/W/W/W/W/J

| initials | Date

P A

Dress Code

Public Image i Out/In The Community

Organizational Structure

Channels of Communication/The Chain Of Command

Budgets

Professional Memberships

The Park District Code

SRA History

Recreation Planning Calendar ..\..\Nancy Miner\Calendars\2015
Calendars\2015 Recreation Planning Calendar FINAL.doc

SUMMARY - Executive Director
Iltems to be Discussed
WDSRA Mission, Vision, Core Values

/‘ W/w/w/w/w/w/w/w/w/@l

" Initials J Date

| PP P AP

WDSRA History

Service Philosophy

Park District Overview/Member Districts

Agency Culture

A.D.A.

Questions & Answers

Empl oy e enétsre:Si g Date:
Super vi swoatubes__ Si g Date:
Executive Direetorodés Signatur Date:

Return this completed form to Human Resources within
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Projected Agency Intern Projects and Tasks

Write

i nd
Wh a t ar e

g

i vidu personal oal s f
s 0ome onal and profess

o]
a i

al |, r your inter
per s onal dr eams
Send an e-mail out introducing yourself to FT Staff. Ask to arrange a meeting with them in

order to get to know who they are and what they do at the agency. Complete by Week 2.

Write a biography about yourself to be included in the Board Packet. Review of Board
Reports will follow later on in the internship. Attend a WDSRA Board Meeting.

Lead a weekly staff meeting. Attend a committee meeting. Attend PSD/ITRS meeting.
Creative Project--go to the art supply room. Create 2 portable activities that you can use in
programs or take with you to use in your professional future by utilizing only the supplies
found in the craft room. Use provided resources such as magazines, books, internet, etc. to
research and brainstorm ideas.

Brochure Processd Step 1) Program Proposalsd propose 3 weekly programs & 2 special
events (mock), view sample Park District and SRA brochures for suggestions, create own
program ideas. Step 2) Create Lesson Plans for each program including goals & objectives,
review activity and lesson plans. 3) Create individual budgets for each program and special
event, review overall agency budget.

Visit an outside agency. Gain exposure to the clinical setting of TR, if not done so already.
Special Project. (Revise or create: manual, directions/facility guide, Create a new system or
procedure, recruitment program, pre-program check list, research pertinent information,
survey, Strategic plan implementation etc.).

Inclusion. Assessment, Goals & Objectives, Planning & Implementation, Evaluation,
Discharge Plan. GOALS = S.M.A.R.T. S = Specific, M = Measurable, A = Attainable/Able to
Accomplish, R = Result Orientated, T = Time Frame.

Park District Swap. Visit Park District for the
Experience other operations such as facility management, parks department, etc.

Program Visits & Observations = Adapted Sports & Physically Disability Program, Social
Club, Youth, Teens, Adults, Special Olympics, Disability Awareness, ASD Program, Youth
At Risk Program, Art Therapy, Lekotek.

Program Planning/Plan Activities and Head Instruct/Lead weekly programs, day camps and
special events.

Public Relations/Communication: Press releases, brochures, flyers, program booklet,
consumer analysis surveys.

Create training for Part Time Staff training.

Write a paper on Behavior Management/Transition Techniques.

Secure donation and in-kind funding for a program/training/foundation event.
Read & report on Recreation article.

Miscellaneous Projects, WDSRA agency wide events and fundraisers, etc. as assigned.
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Resources

Suggested Agency Site Visits

Requirements:

1. Make arrangements to visit one (1) member park district and two (2) other Therapeutic
Recreation sites.

2. Following each visit, the student intern will submit a brief one-page summary of observations

and complete the site observation form.

Park Districts and Therapeutic Recreation sites include:

Bloomingdale Park District

Carol Stream Park District

Glen Ellyn Park District

Naperville Park District

Roselle Park District

Warrenville Park District

West Chicago Park District

Wheaton Park District

Winfield Park District

lllinois Park and Recreation Association (IPRA)
Special Olympics Regional Office
Shrinerds Hospital
Advocate Christ Hospital

Shirley Ryan Ability Lab

Marionjoy Rehabilitation Hospital

Belmont Assisted Living Facility For Seniors
DuPage County Convalescent Center

The Hanson Center Therapeutic Horseback Riding

ERE I R I B e e I |

Special Project Ideas
Develop training/Revamp/Convert online

Facility/Building Pictures/Staff Pics/Actual Pics
Community Education Project

Online Resource Library

Develop Check List/Assessment/Safety Project
Research Pertinent Information

Development of a Program Start i Finish

Pictures At/Of Facilities for Groups With Autism To Use
Community Guide To Low Cost/Free Activities (Include accessibility & sensory environment
for each facility listed)

10. Activity Manuals / *Revise or Create Manual

11. Intern Brochure or resource documents

12. Conduct Survey

13. Program Recruitment

14. Social Media campaign for recruitment

15. Analyze program trends-collect data or feedback

©o NGO~ ®DNE
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Internship at a Glance

(@)
(Q\

CTRSINTERN FIELDWORK INTERN NON-REC INTERN INCLUSION INTERN HIGH SCHOOL INTERN
40 Hours/Week 20 - 30 Hours/\Week TBA Hours/\Week TBA Hours/\Week TBA Hours/\Week
-Create Portfolio -Create Portfolio Psychology -Create Portfolio -Filing
-Observe Programs -Observe Programs Early Childhood -Observe Programs -Data Entry
-Assist In Programs -Assist In Programs Family Services -Assist In Programs -Take Pictures @ Programs
-Lead Programs -Lead Programs Social Work -Participant Assessment -Preparation For Trainings
-Program Proposals -Program Proposals Education -Implement Activities -Mass Mailings
-Brochure Blurbs -Brochure Blurbs Special Education -Evaluation -Picture Schedules
-Goals & Objectives -Goals & Objectives Art Therapy -Park District Training -Photo Copying
-Lesson Plans -Lesson Plans Music Therapy -PT Training/Supervision -Assemble PT/HI Binders
-Program Budgets -Program Budgets Rehab/Disability Studies | -Staff Evaluation -Assemble 1% Aid kits
-APIE = Inclusion -APIE = Inclusion -Assist With Payroll -Secure Donation Prizes
-Participant Assessment -Participant Assessment -Create Portfolio Participant Supports -WDSRA Presentations
-Implement Activities -Implement Activities -Observe Programs -Behavior Plans
-Evaluation -Evaluation -Assist In Programs -Activity Adaptations
-Special Project -Special Project -Outreach -Communication Support
-Park District Swap -Park District Swap -Implement Activities Inclusion Process
-Participant Intake Form - Participant Intake Form -Evaluation - Participant Intake Form

-Special Project

**Fieldwork, Consider

-Entering A Program
-Securing Staff

-Send Confirmations
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Sample 40 Hour Recreation/CTRS

Weekly Assignment Checklist

Prior to Internship Start Date
Focus: Preparations

W N PE

Internship Application
Employee Recognition Form
Dream List

School Agreement

Weeks 1 and 2
Focus: Orientation/Observations/Organization Date(s) Completed

1.

2.

10.

11.

12.

13.

14.

15.

16.

17.

Complete Orientation Checklist

Set weekly meeting time with supervisor

Create Intro Activity to Present at Weekly Staff Meeting

Review SMART Goals; Develop Goals for Internship

Complete Professionalism Quick Test

Complete In-Box Exercise

Review Program Assignments & Scheduled Observations

Review Participant Rosters for First Program/Visit

Complete Weekly Schedule of Programs

Schedule Introduction Meetings With All Full Time Staff

Schedule Pertinent Meetings With Supervisors/Staff
(According to Program and Project Assignments)

Set up Calendar outlook or google calendar

Formulate a Proposal for Special Project

Start Professional Portfolio

Prepare & Maintain a Weekly Journal of Your Work

Write Bio Introducing Self for Board Report/Due Dates

Facility Tour
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Weeks 3-6
Focus: Assess/Plan/Develop/Implement/Leadership Date(s) Completed

1. Schedule 2 Outside Site Visits at Facilities/Prepare Summary
(Must Serve Individuals w/ Disabilities)

2. Attend an Assessment at Another Site/Prepare Summary

3. Conduct Inclusion & Outreach Participant Intake Form(s)

4. Develop/Present a Training Topic for Seasonal Meeting

5. Generate 3 New Weekly Programs + 2 Special Event Proposals

6. Prepare Program Descriptions/Brochure Blurbs

7. Prepare Lesson Plans With Goals & Objectives

8. Prepare Program Budgets

9. Prepare Program Folder/Binder

10. Plan and Implement New Activities for Assigned Programs
(Camp Schedule, Social Club, etc.)

11. Lead A Weekly Staff Meeting

12. Attend Committee Meeting

13. Evaluate on Weekly Basis Programs You Are Assigned

14. Maintain Weekly Journal / Update Intern Board Report

15. Turn In Weekly Work, Papers, etc. To Intern Supervisor
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Weeks 7-10
Focus Areas: Administrative

1. Park District Swap

2. Start Special Project Preparations

3. Public Relations/Communications Activity
(To Be Discussed With Supervisor)

4. Secure Program/Part Time Staff/Volunteer Donation Prizes
(Complete Foundation Donation Form)

5. 1-2 Pg Paper: Behavior Management/Transition Techniques

6. Find and Read Article About Professionalism in Recreation
(Supervisor Will Discuss With Intern)

7. Evaluate on Weekly Basis Programs You Are Assigned

8. Maintain Weekly Journal / Update Intern Board Report

9. Turn In Weekly Work, Papers, etc. To Intern Supervisor

10. Complete Mid-Term Self-Evaluation

Weeks 12-15

Focus Areas: Evaluation

1.

2.

Complete Application for CTRS Certification

Complete and Present of Final Project At Staff Meeting
Evaluate on Weekly Basis Programs You Are Assigned
Maintain Weekly Journal / Final Intern Board Report
Turn In Any Remaining Paperwork and This Checklist
Complete Self-Evaluation Form

Complete Agency Evaluation

Complete WDSRA Internship Site-Evaluation

Complete Exit Interview With Supervisor

Date(s) Completed

Date(s) Completed
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Sample 20-30 Hour Recreation Fieldwork

Weekly Assignment Checklist

Prior To Internship Start Date
Focus: Preparations

W N PE

Internship Application
Employee Recognition Form
Dream List

School Agreement

Weeks 1 and 2

Focus: Orientation/Observations/Organization Date(s) Completed
1. Complete Orientation Checklist

2. Set weekly meeting time with supervisor

3. Create Intro Activity to Present at Weekly Staff Meeting
4. Review SMART Goals; Develop Goals for Internship

5. Complete Professionalism Quick Test

6. Complete In-Box Exercise

7. Review Program Assignments & Scheduled Observations
8. Review Participant Rosters for First Program/Visit

9. Complete Weekly Schedule of Programs
10. Schedule Introduction Meetings With All Full Time Staff
11. Schedule Pertinent Meetings With Supervisors/Staff

(According to Program and Project Assignments)

12. Set up Outlook or google calendar
13. Formulate a Proposal for Special Project
14. Start Professional Portfolio
15. Prepare & Maintain a Weekly Journal of Your Work
16. Write Bio Introducing Self for Board Report/Due Dates
17. Facility Tour
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Weeks 3-6
Focus: Assess/Plan/Develop/Implement/Leadership Date(s) Completed

1. Schedule 1 Outside Site Visits at Facilities/Prepare Summary
(Must Serve Individuals w/ Disabilities)

2. Develop 1-2 Creative Recreational Activities
(To Be Utilized in Programs/Make & Take)

3. Generate 2 New Weekly Programs + 1 Special Event Proposals

4. Prepare Program Descriptions/Brochure Blurbs

5. Prepare Lesson Plans With Goals & Objectives

6. Prepare Program Budgets

7. Prepare Program Folder/Binder

8. Plan and Implement New Activities for Assigned Programs
(Camp Schedule, Social Club, etc.)

9. Evaluate on Weekly Basis Programs You Are Assigned

10. Maintain Weekly Journal / Update Intern Board Report

11. Turn In Weekly Work, Papers, etc. To Intern Supervisor
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Weeks 7-10
Focus Areas: Administrative
1. Park District Swap
2. Start Special Project Preparations
3. Secure Program/Part Time Staff/Volunteer Donation Prizes
4. (Complete Foundation Donation Form)
5. 1-2 Page Paper: Behavior Management/Transition Techniques
6. Find and Read Article About Professionalism in Recreation
(Supervisor Will Discuss With Intern)
7. Evaluate on Weekly Basis Programs You Are Assigned
8. Maintain Weekly Journal / Update Intern Board Report
9. Turn In Weekly Work, Papers, etc. To Intern Supervisor

N

Western DuPage Special Recreation Association
Internship Program Manual

10. Complete Mid-Term Self-Evaluation

Weeks 12-15
Focus Areas: Evaluation

1.

2.

Complete and Present of Final Project At Staff Meeting
Evaluate on Weekly Basis Programs You Are Assigned
Maintain Weekly Journal / Final Intern Board Report
Turn In Any Remaining Paperwork and This Checklist
Complete Self-Evaluation Form

Complete Agency Evaluation

Complete WDSRA Internship Site-Evaluation

Complete Exit Interview With Supervisor

Date(s) Completed

Date(s) Completed

35



\ O~
WDSE\ Western DuPage Special Recreation Association
o

Internship Program Manual

Sample 30-40 Hour Recreation/Inclusion

Weekly Assignment Checklist

Prior To Internship Start Date
Focus: Preparations

W N PE

Internship Application
Employee Recognition Form
Dream List

School Agreement

Weeks 1 and 2

Focus: Orientation/Observations/Organization Date(s) Completed

1. Complete Orientation Checklist

2. Set weekly meeting time with supervisor

3. Create Intro Activity to Present at Weekly Staff Meeting

4. Review SMART Goals; Develop Goals for Internship

5. Complete Professionalism Quick Test

6. Complete In-Box Exercise

7. Review Program Assignments & Scheduled Observations

8. Review Participant Rosters for First Program/Visit

9. Complete Weekly Schedule of Programs

10. Schedule Introduction Meetings With All Full Time Staff

11. Schedule Pertinent Meetings With Supervisors/Staff
(According to Program and Project Assignments)

12. Set up Outlook or Google calendar

13. Formulate a Proposal for Special Project

14. Start Professional Portfolio

15. Prepare & Maintain a Weekly Journal of Your Work

16. Write Bio Introducing Self for Board Report/Due Dates

17. Facility Tour
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Weeks 3-6
Focus: Assess/Plan/Develop/Implement/Leadership Date(s) Completed
1. Schedule 2 Outside Site Visits at Facilities/Prepare Summary
(Must Serve Individuals w/ Disabilities)
2. Attend an Assessment at Another Site/Prepare Summary
3. Conduct Inclusion & Outreach Participant Intake Form(s)
4. Assist with Inclusion Program Observations/Assessments
5. Process inclusion notification forms
6. Develop/Present a Training Topic for Part-Time or

Park District Training session

7. Prepare Program Descriptions/Brochure Blurbs

8. Prepare Lesson Plans With Goals & Objectives

10. Prepare Program Budgets

11. Prepare Program Folder/Binder

12. Plan and Implement New Activities for Assigned Program
(Camp Schedule, Social Club, etc.)

13. Lead A Weekly Staff Meeting

14. Attend Committee Meeting

15. Evaluate on Weekly Basis Programs You Are Assigned
16. Maintain Weekly Journal / Update Intern Board Report
17. Turn In Weekly Work, Papers, etc. To Intern Supervisor
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Weeks 7-10
Focus Areas: Administrative Date(s) Completed
1. Park District Swap
2. Start Special Project Preparations
3. Secure staff for inclusion programs/Send confirmations
4, Assist with processing payroll & Park District billing
5. Public Relations/Communications Activity
(To Be Discussed With Supervisor)
6. Develop participant supports (Behavior plan, activity
Adaptations, sensory kit, visual supports, social stories)
7. 1-2 Page Paper: Behavior Management/Transition Techniques
8. Find and Read Article About Professionalism in Recreation
(Supervisor Will Discuss With Intern)
7. Evaluate on Weekly Basis Programs You Are Assigned
8. Maintain Weekly Journal / Update Intern Board Report
9. Turn In Weekly Work, Papers, etc. To Intern Supervisor
10. Complete Mid-Term Self-Evaluation
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Weeks 12-15

Focus Areas: Evaluation Date(s) Completed
1. Conduct program observation/Assessment

2. Complete evaluation of support staff

3. Complete program observation forms

4, Complete Application for CTRS Certification

5. Complete and Present of Final Project At Staff Meeting
6. Evaluate on Weekly Basis Programs You Are Assighed
7. Maintain Weekly Journal / Final Intern Board Report

8. Turn In Any Remaining Paperwork and This Checklist
9. Complete Self-Evaluation Form & Agency Evaluation
10. Complete WDSRA Internship Site-Evaluation
11. Complete Exit Interview With Supervisor
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Sample High School Internship

Weekly Assignment Checklist
Prior To Internship Start Date
Focus: Preparations

1. Internship or Seasonal Employee Application
2. Employee Recognition Form

3. Dream List

Weeks 1 and 2
Focus: Orientation/Observations/Organization

1. Complete Orientation Checklist

2. Set weekly meeting time with supervisor

3. Receive Office Equipment Orientation

4. Review SMART Goals; Develop Goals for Internship
5. Review Program Assignments if applicable

6. Review Participant Rosters for First Program Visit

Weeks 3-4
Focus: Professionalism

1. Complete Professionalism Exercise

2. Discuss and Begin Career Specific Project

3. Turn In Weekly Work, Papers, etc. To Intern Supervisor

Date(s) Completed

Date(s) Completed
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Weeks 5-7
Focus Areas: Administrative Date(s) Completed

1. Secure Program/Part Time Staff/Volunteer Donation Prizes
(Complete Foundation Donation Form)

2. Evaluate on Weekly Basis Programs You Are Assigned

3. Turn In Weekly Work, Papers, etc. To Intern Supervisor

4. Check Progress of Career Project with Supervisor

Weeks 7-10

Focus Areas: Evaluation Date(s) Completed
1. Evaluate on Weekly Basis Programs You Are Assigned

2. Turn In Any Remaining Paperwork and This Checklist

3. Complete Agency Evaluation

4, Complete Exit Interview With Supervisor
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Western DuPage Special Recreation Association
116 N. Schmale Rd. Carol Stream, IL 60188
PHONE (630) 681-0962 FAX (630) 681-1262

INTERN EVALUATION OF AGENCY

Intern Name:

Dates of Internship:

Agency Supervisor:

College University Advisor:

DIRECTIONS: Please evaluate the strengths and weaknesses concerning the site
in terms of meeting your needs as an intern. Use this rating scale:

1- Poor 2- Needs Improvement 3- Satisfactory 4- More than Adequate 5- Excellent

1. Agencydbs willingness to cooperate
placement as provided by the university.

2. Ability of agency to provide an opportunity for the intern to
experience the learning objectives and personal goals developed for
the experience.

3. Acceptance of intern as a functional member of the staff;
willingness to integrate intern into all appropriate levels in activities,
programs and projects.

4. Provision of relevant experiences in administration, supervision,
program planning, and leadership.

5. Cooperation of staff to provide professional growth experiences
through on-site training programs, seminars and conferences.

6. Provision of assistance in helping intern meet both personal and
professional goals and plan for the future.

7. The agency supervisor was willing and available to supervise intern.

8. The agency supervisor provided ongoing observation, evaluation
and constructive criticism.

9. There was allowance for relating classroom theory to practical
situation.

42

Wi

t h



10.

11.
12.
13.

14.

15.
16.
17.

18.

19.
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The agency supervisor was willing to listen to suggestions and
recommendations, to discuss them with intern, explain rationale for
acceptance, rejection, use and/or modification.

The agency supervisor displayed interest in the individual as a
person as well as an intern.

The agency supervisor was willing to discuss the full range of the
services that WDSRA provides.

The agency supervisor was able to respond to personal and or
professional problems and to facilitate solutions.

An adequate orientation and training was provided.

The agency supervisor provided adequate encouragement and
sincerity.

The agency supervisor was open to change, innovations and new
techniques.

The agency supervisor was flexible in arranging intern tasks in light
of changing situations within the internship site and within the
intern.

The internship manual was useful to my internship experience.
This experience provided sufficient experience and training to

seek a Full time entry level position in the field of Therapeutic
Recreation.

Please utilize the space below for any additional comments:
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Western DuPage Special Recreation Association
116 N. Schmale Rd. Carol Stream, IL 60188
PHONE (630) 681-0962 FAX (630) 681-1262

STUDENT INTERN PERFORMANCE EVALUATION

Student Name: Date:

Supervisor Completing Evaluation:_Dayell Houzenga

Purpose of evaluation: Midterm Final

DIRECTIONS: Please evaluate the strengths and weaknesses concerning the
intern terms of meeting the agencyods exHf

1- Poor 2- Needs Improvement 3- Satisfactory 4- More than Adequate 5- Excellent

1. The intern is appropriately dressed, well groomed.

2. The intern is reliable, punctual, completes assignments on schedule.
3. The intern is able to think and work independently; a self-starter.

4, The intern communicates effectively; strives for and attains quality

in written and verbal expression.

5. The intern is enthusiastic; courteous and tactful; friendly; displays
concern for others; displays a sense of humor.

6. The intern is willing to accept suggestions; direction, and critical
evaluation; is critical of own performance; strives for improvement.

7. Relates well to other employees.
8. Relates well with participants.
9. Conducts self well before groups; displays flexibility and ability to

make decisions; displays mature judgment.

10. Displays imagination; uses physical and human resources well;
generates and implements new ideas.

11. Can apply principles of programming to job.
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12.

13.
14.

15.
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Effectively evaluates programs.

Displays ability to tolerate personal, academic, and/or job related
conflict; able to resolve personal, academic, and/or job related
conflict.

Displays basic supervisory skills; recognizes others for their
performance; has the ability to select quality personnel; keeps
accurate records; is able to evaluate staff.

Displays an understanding of the budgetary process; understands
the role of maintenance to program effectiveness.

Other comments:

Agency Supervisor signature: Date:

*Student signature: Date:

*Student signature indicates that the student has read and discussed this evaluation information
with the Agency Supervisor.
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Receipt of Internship Manual

Performance and General Guidelines

Students who are interviewed and selected for fieldwork placement at WDSRA will be expected
to accomplish specific tasks during their internships; these tasks are their primary responsibility.
Students must plan time and organize their schedule to accomplish expectations. Because
each college internship is different, each student's program will be dealt with on an individual
basis.

The student authorizes WDSRA to provide information regarding past or present employment
performance to perspective employers, and releases said employers from any and all liability,
which may arise from providing information.

During their internship, students are encouraged to maintain school health insurance. Some
schools may insure their students for legal liability during their fieldwork experience. WDSRA
provides liability insurance and workmen's compensation should a field work student get injured
on the job.

The student releases and will not hold the Western DuPage Special Recreation Association or
any of their employees or agents responsible for any liability arising out of participation in this field
placement program. | understand that WDSRA does not carry medical insurance for interns.

l, have carefully reviewed the Agency
Internship Manual which includes performance and general guidelines. | agree to abide by
those guidelines while carrying out my responsibilities with the Association.

Signature of Student Intern

Date

Signature of Agency Supervisor

Date
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