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Bay Area Crew Leader Handbook Supplement

SCA Commuting Crews 
Summer 2011
You are required to have thorough knowledge and understanding of all information presented in your Crew Leader Handbook. Please review the materials and see SCA programming staff if you have any questions. All binders and handbooks must be returned at the end of your program.

The information in this section is a supplement to the SCA Crew Leader Handbook.  It contains specific information related to the commuting crews in the Bay Area. Please read it thoroughly and familiarize yourself with the contents of this document and your binder before the start of your program.  It will help you considerably.  
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Safety

Providing a physically and emotionally safe working environment for our participants is the highest priority for SCA.  Crew leaders are ultimately responsible for upholding this value. Follow your instincts. If something feels unsafe don’t do it. You are responsible for knowing all SCA Safety Protocols and following them accordingly. If you have any questions about SCA field operation standards, be sure to have them answered by SCA staff.

Emergency Response Plans (ERPs)

All SCA field activities require a completed Emergency Response Plan or “ERP” to be completed and submitted to SCA field staff and departments.  All crew leaders will receive copies of their ERPs before the program begins. There is also a booklet of recreation trip ERPs available in the crew leader binder. If you plan an environmental education or recreation trip independently, please use this format to detail your plan and share a copy with SCA staff at least three days before your trip.

Work Attire

As a work site leader, you must adhere to the following SCA policies related to the physical safety of the crew.  If you explain these policies to the crew on the first day and never back down, you will be less likely to have a problem later on.

Clothing – T-shirts and long pants must be worn at all times.  Some projects may require long sleeve shirts. Tank tops, T-shirts with the sleeves cut-off, and Wind Pants are not allowed.  One-piece “jumper suits” are also ok, as long as they are worn correctly (i.e. no sleeves tied off at the waist).  Also, please do not let the crew wear super baggy clothes or pants.  Students are not allowed to change their clothing in the van.
Footwear – All-leather boots that cover the ankle are the only acceptable footwear.  If one of your participants does not have leather boots, they cannot work.

Gloves – Work gloves must be worn at all times on all projects.  If you are handling tools you must be wearing gloves.  This includes loading and unloading vans and sharpening tools.

Hard Hats – Hard hats must be worn at all times on projects involving overhead work or swinging tools. The best practice is to mandate that crew members wear helmets at all times during the work day. Special note: No photos of students working without helmets and gloves can be published by SCA.

Safety Goggles – Safety goggles must be worn anytime participants are swinging tools or smashing. When in doubt, have your crew members wear them.

At the beginning of the program, make sure to check (before you leave the meeting site) that each and every participant has the proper boots, pants, T-shirts, safety vest, water bottle, etc.  If someone does not, send him or her home with proper directions and instruction so they can make arrangements to be properly attired for the next outing.  If you send a participant home you are required to call their parent/guardian to let them know that you have sent their student home. You must also notify the SCA office as soon as possible.

Injury Protocol

If you or one of your participants experiences any type of serious injury, secure scene safety, treat the immediate injury, and/or call 911 if necessary. Report the incident to SCA immediately. Injuries that require professional medical attention must be documented using the SCA Field Incident Report Form found in this binder.

Minor injuries which do not require professional medical attention (scrapes, cuts, poison ivy, sunburn, etc.) must be documented in the Medical/Near Miss Log.  The SCA office does not need to be contacted in these cases, but if you are in doubt, or need some advice, please call.
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Inclement Weather

Rain and Rainy Days

Light rain does not necessarily mean you have to stop working, but thunderstorms and lightning do.  Oftentimes you and the crew can wait out the storm.  If things get too wet, however, it will be a judgment call on your behalf if you can return to the work site and work in a safe manner.  Check with your Park Coordinator to find out if there is ‘indoor’ work that can be done.  Oftentimes, the park will have jobs that can be completed in an area protected from the weather.

You should address the issue of rainy days on your pre-site visit to the Park.  Be sure to ask your Park Coordinator what your crew can do if the weather turns bad and you cannot work on your project.  If they don’t come up with anything, your plan is to engage the crew in environmental education activities either inside or outside the Park. Remember that our policy is not to send crew members home due to bad weather.  Rather, we take advantage of the time and educate them in whatever way we can.   

Air Quality Days

In rare circumstances there are days when the air quality is so poor that it is advised that all outdoor work should cease.  If this should happen, please be in contact with SCA’s Oakland-based staff to arrange for an alternate activity. 
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Pay Dates – Participants

Please keep track of attendance for each crew member.  Half of the total stipend will be given in the middle of the crew and the rest at the end. If someone has to leave the crew before either pay time then they will not receive any of the stipend. 
Crew members should first approach the crew leader with questions about their paychecks. If you cannot answer their questions or are unclear on some details, contact the SCA staff for clarification. Crew leaders should be the conduit for paycheck information. Students should contact the staff only in extreme duress.

Pay Dates – Crew Leaders

Please note that before you can be added to the SCA payroll, you must complete and return all initial hiring paper work to us, including: Medical Form, I-9, W4, copies of CPR and First Aid certification, background check form, copies of driver license and Social Security card, position acceptance form, and acknowledgment of reading the employee handbook. Optional: You may also fill out a form to have your paycheck directly deposited into your bank account. Please contact SCA staff if you have questions. 

Once your paperwork is complete, you will be added to SCA payroll and paid biweekly throughout the summer. The exact amount you will be paid is detailed on your PAF (Personnel Action Form), and will be spread out over a certain number of pay periods (based on crew schedule and training/reporting dates). 

The pay dates for the summer of 2011 are: 

June 17th 
July 1st, 15th, 29th  
August 12th, 26th 

Sept. 9th, 23rd  
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Transportation / Driving / Meeting Sites
Morning “pick-ups” at the meeting site

Commuting crew leaders will meet their crew members at an assigned meeting location at or near your park or community base. If your work site is within walking distance of your meeting site, please WALK, rather than drive your crew from the meeting location to the work site.  
One situation that you will inevitably have to deal with is a participant or participants who arrive late to the meeting site.  Unfortunately, regardless of reason, we cannot accommodate late arrivals unless you have arranged for this in advance. Crew members who report to the meeting site or work site late should be turned away. The day will count as an absence. If a participant is absent or significantly tardy without your prior knowledge, please notify the parent/guardian of that participant’s absenteeism as soon as possible. You must also report a missing crew member to SCA staff in Oakland within two hours of the member missing or not showing up for work. SCA has notified participants of the policy. All crew leaders are required to uphold the policy.

The participants have been informed of daily start times, and when the crew will be departing for the work site each morning.  Members should plan to arrive at least 15 minutes before departure time, and possibly earlier if their mode of transportation consistently runs late. This allows for unexpected delays and still allows them to meet you on time.  It is very important to apply the rules consistently. 
Meeting & Departure times (unless otherwise notified): 

East Bay Regional Parks Fire/Trail crew: meet 8am, depart for work site at 8:15am, Mon-Fri

San Mateo County - San Pedro Valley Crew: meet 8:00 am, depart for work site 8:15am, Mon-Fri

SF Presidio Trust Crew: meet 9am at the work site Mon-Fri
GGNRA Phleger Estate Crew: meet 8am, depart for work site 8:15 am, Mon-Fri

San Mateo County  - District 2 crew: meet 8:00 am, depart for work site 8:15 am, Mon-Fri

Afternoon Drop-off at the Meeting Site

Commuting crew leaders should walk or drive their students to their assigned meeting/drop-off location at the end of each work or education/recreation day. From there, students will either take the bus home or be picked up by a parent or guardian. If your crew uses a minivan for transportation, crew members may ask you to drop them off at their home or other destination.  Usually it is because they either claim to have no money for the bus or point out that their destination is “on the way” to your home. Providing “taxi service” like this is against SCA policy, for a number of reasons. Except in rare special circumstances (i.e., an injured participant), transporting participants to their home is NOT considered appropriate program use of the vehicle. You risk incurring damages to your vehicle that you could be held accountable for. Please don’t do it. Use good judgment, take a hard line stance at first, and thoroughly consider the consequences to making any special concessions. 

Drop-Off times (unless otherwise notified): 

East Bay Regional Parks Fire/Trail crew: 4:30pm, Mon-Fri

San Mateo County - San Pedro Valley Crew: 4:30pm, Mon-Fri

SF Presidio Trust Crew: 4pm, Mon-Thurs

GGNRA Phleger Crew: 4:30pm, Mon-Fri

San Mateo County  - Region 2 crew: 4:30pm, Mon-Fri
Appropriate Vehicle Usage

You may have an SCA rental van in your possession for the summer.  You will bring this home at night and can keep your gear in it. Please store your rental agreement in the glove compartment of your vehicle.

The SCA rental van is to be used strictly for work-related activities.  These include transporting your crew to/from the work site, outdoor recreation field trips, trips to purchase necessary supplies, travel to staff meetings, and travel to and from gear storage. Please be advised that usage of the van for personal trips is against SCA policy.  A crew leader involved in an accident with the van while on personal business will not be covered by SCA insurance.  Anyone who uses these vans for personal use is subject to termination of their position.  

Overall, we want to minimize the amount of time crew members are in SCA vehicles. Please treat your vehicle as an emergency vehicle. Never drive students when walking is a reasonable alternative. Do not transport students anywhere except to the work site/s, in the case of an emergency, on a recreation trip or for other crew-relevant excursions. 

Crew members should never be eating or drinking in the van. The van is not a place for crew members to take breaks, eat their lunch, listen to music, etc. Students should never be in the vans when the crew leader is not with them or when the van is not being used for transportation. There are rare exceptions to be made in the event of extreme weather conditions and other unique events, but we ask you to be consistent in applying this rule.

Appropriate Driving Speed

Your goal is to drive under the assigned speed limit for the entire length of the SCA program.  Driving fast increases the chances of an incident or accident occurring.  It is tempting to drive fast to make up time if you’re running late or to impress your crew, but don’t do it.  Driving other people’s children is a huge responsibility. Don’t take it lightly.  Always think SLOW DOWN!

Vehicle Accidents

If you are involved in an accident with your van, or do any damage to the van by hitting a stationary object, you must call the SCA office as soon as possible.  As with any multi-vehicle accident, a police report must be completed and the proper exchange of information with the other driver must be undertaken.  You must complete the Vehicle Accident Report Form and Incident Response form contained in this binder.  You must turn this form in THE SAME DAY THE ACCIDENT TAKES PLACE!  The form will assist you in obtaining all of the relevant information you/we need to report the incident to our insurance carrier.  For insurance purposes and accident management protocols, if you are in an accident it is imperative that 1.) The participants are in a safe and secure area, and 2.) You contact the SCA Office in Oakland or the SCA Duty Officers as soon as possible(1-800-YO-SOGGY).  If you do not file the appropriate paperwork the same day as the accident or incident, SCA insurance may not cover the accident and you may incur some of the expenses on your own.

While we certainly understand that some accidents are unavoidable, reckless accidents may result in termination.  We cannot afford to risk the safety of our members and can not economically support a crew leader who drives without proper caution.

Vehicle Breakdowns

If you experience any type of vehicle breakdown (engine won’t start, flat tire, etc.) please make sure the crew members are in a safe and secure area and then call the Enterprise roadside assistance number, 1-800-307-6666. Also be sure to alert SCA staff in the Oakland office.

Parking and Violation Tickets

Any parking ticket or driving violation you receive while the van is in your possession is your responsibility to report and pay. 

Getting Together with Crew Members “After Hours”

Once in a while a crew leader asks if it is ok for them to get together with a member(s) of their crew, on days other then the scheduled weekdays, to go to a movie or other event.  We do not attempt to regulate non-crew activities of crew leaders, but please be advised:

1.) The after hours activity that you engage in is not an SCA sponsored or supported activity. Therefore you should NOT use the SCA vehicle for this activity. 

 2.) You are a supervisor, leader, teacher, role model, etc. to these young people.  Do not jeopardize this relationship dynamic.  Be consistent in your actions and behavior both on and off the “clock”, especially in the way you carry yourself and interact with other people.  Recognize that extra time spent with one crew member may be interpreted as unfair treatment by the others.  If you do engage in after-hours activities with participants, be careful, be wise and use good judgment and discretion.

3. As an adult role model accompanying a minor, it is always best to have a third person, ideally another adult, with you at all times to avoid any accusations of inappropriate behavior. 
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Tardiness and Absenteeism

The participants will be informed of the following protocols in advance and in writing.  Our goal is to have every participant partake in every day of the program, but we know that this cannot always happen.  If a participant is going to be absent, we want to teach them fundamental life skills that relate to personal accountability.  

Also, we do not have capacity to run a shuttle service to/from the program site to the meeting site other than for the morning pick-up and afternoon drop-off.  Unfortunately, it is rare that we will be able to make special concessions.  If the participant needs to miss any part of the day, the participant will most likely need to miss the entire day unless personal transportation arrangements can be made. 

If a participant is absent or significantly tardy without your prior knowledge, please notify the parent/guardian of that participant’s absenteeism as soon as possible. You must also report a missing crew member to SCA staff within two hours of a member missing or not showing up for work. 
Participant Absenteeism

After 3 unexcused absences, a crew member is eligible for dismissal from the program. Excused absences are offered only in extremely rare circumstances, and the decision to allow a student to continue after missing 3 days should only be made after consulting SCA program staff. 

Crew Leader Tardiness

Being on time (or early) is a must for all Crew Leaders during the program.  If however, due to some unforeseen and unavoidable circumstance, you are going to be late, call SCA Program Staff in Oakland as soon as you know you’re going to be late so a contingency plan can be implemented.  Most likely, this will involve another staff member meeting your crew members, escorting them to the work site and working with them until you arrive.  A CREW LEADER BEING LATE IS A MAJOR INCONVENIENCE FOR EVERYONE INVOLVED.  PLEASE PLAN AHEAD SO THIS NEVER HAPPENS.

Crew Leader Absences

Due to the nature of the program, days off for Crew Leaders are nearly impossible to grant during the summer program.  If there is a date that you know you must have off in advance, please let us know at least a week in advance so that we can make arrangements for that date.  Please note that absences will only be granted in the most necessary cases.  It is challenging to implement and execute, but it will work effectively if needed.  Should there be an emergency absence; the proper procedure is to call SCA staff to initiate the contingency plan.  Please remember that Crew Leader absences, whether planned or unplanned, put a tremendous strain on our staffing structure.  Please be safe and careful and plan on working every day throughout the program. In the event that you do need to miss a day of work, with prior approval or in an emergency, you will be responsible for working out the logistics of getting your SCA vehicle to the person taking your place for the day, as we may not have extra vehicles available.
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Recreation Week 
One of our program’s objectives is to introduce and familiarize youth to camping and outdoor recreation with an emphasis on Leave No Trace principles.  As part of the summer program experience, crews will be participating in a Recreation Weekend Camping Trip during one weekend of the program.  For many of the crew members, this will be their first experience tent camping and preparing meals over a camp stove or fire.  A great deal of thought and planning on behalf of the crew leaders and members must go into this weekend to make it a fun and enriching experience for everyone.  
SCA staff will coordinate most of the rec trip logistics but it is important that you begin planning and organizing for the details of your crew’s camping trip several weeks before the trip. Your responsibilities would include planning and shopping for meals, ensuring your crew members have appropriate clothing and backpacks if needed, arranging with SCA staff in Oakland to borrow and retrieve the necessary gear and equipment (tents, stove, tarps, sleeping bags, pots/pans, etc.) in advance, getting driving directions, and researching hikes and/or other activities that you can do over the weekend. 

In most cases, SCA staff will have planned a kayak day with. All crew members should have submitted a permission form depending on the kayak outfitter, signed by a parent/guardian prior to taking part in this activity. For the stipended crews, the Friday activity will be required, as well as the overnight on Friday night and Saturday activity. We have found that most crew members will want to participate, and leaders should encourage them to if at all possible. 
Any crew member who has received a written Discipline Contract during the first few weeks of the program will be evaluated for inclusion or expulsion from the Recreation Weekend Camping Trip. We want the camping trip to be something the crew members earn a right to participate in based upon their behavior, attendance, attitude, etc.  The crew members need to know this from the start.  It is not a given, it is something they must earn the right to participate in.  Please consult with SCA staff if you are considering excusing a crew member from the Recreation Weekend Camping Trip.  Remember, you must already have a Discipline Contract in place.
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Crew Leader Meetings 
Crew leader meetings will be held bi-weekly, either in person or by phone. Attendance is mandatory. The purpose of these meetings is twofold. Meetings allow SCA staff to provide updates on important information. Crew leader meetings are also a great opportunity to share experiences, reflect on successes and failures, and get new ideas about everything from how to manage behavior problems to fun environmental education activities. 
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Budget and Spending

Purchases 

A budget card will be assigned to you along with materials that give a sketch of the budget breakdown. You’ll use this card to pay for gas, buy snacks or ice, and pay for admission to any environmental education or recreation facilities that you go to. This budget card must only be used for work purposes. You must get receipts for all purchases and log each purchase on the budget worksheets. Remember to ask for a receipt with every purchase you make! If you are missing any receipts or are unable to produce a receipt (for parking meters, pay phones, etc.), please log the expense in your budget book and indicate “receipt N/A”. Any shortfall in your budget book balance at the end of the program will be deducted from your final paycheck.  If you stay organized, this will not happen.

Members are required to bring their own lunch and always carry a full bottle of water. It is almost a given that some crew members will not show up with a lunch on any given day.  You should plan on having backup sandwich supplies readily available in the form of peanut butter, jelly and bread.  Keep it real simple and plain or else they will all start forgetting their lunch every day!  Also, tell them on day one that we don't do fast food drive-thru's! You can treat your crew to an occasional ice cream or cold soda after work (we recommend doing this no more than once a week).  Reward them for their efforts, but don’t use it to win them over.  
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Disciplinary Procedures

In order to assure consistency and fairness in our disciplinary approach, we have created the following three-step procedure for you to follow in dealing with participants who do not abide by the established Rules and Policies of the program.

STEP #1: Verbal Warning

This is an initial warning given to a participant to inform them that they have broken one of the rules.  You must inform them that they are being given a verbal warning, so that they know they have reached this first stage.  Do not assume they know they are being given this official warning; tell them so.  Remember to document all verbal warnings. A verbal warning is a powerful tool and must be used accordingly, with good judgment and reason.  Be firm but fair in doling out discipline at this level.

STEP #2: Discipline Contract

This is a written contract between you and your crewmember to rectify a problem that has occurred again after their verbal warning.  This contract will be written in the presence of the participant and will be signed by the both of you.  Completing this contract is a way of documenting your attempt to correct a problem by supporting the implementation of a possible solution.  It also identifies to the individual, in writing, the consequences of a further breach of the rules, which is step #3.

STEP #3: Breaching the Disciplinary Contract 

If the situation escalates to this level, you have a problem that must involve SCA staff. Possible consequences may include expulsion for the day or for the entire program.  Every situation will be different, and will call for its own set of consequences.  We must be cautious yet consistent in our approach to ultimate termination.

If you are having severe behavior problems, be sure to check in with SCA staff.  Make sure to record it in your report(s) as well.  It is important to remember that SCA will back you 100% in these disciplinary proceedings as long as you document events and keep us aware of challenging situations if/when they arise.

Participant Contract
Each participant should fill out the Participant Contract before the first day of the program.  Please be sure you go over the Participant Contract on the 1st day and make sure you have gone over the Rules and Policies with them and you clarify any misunderstandings and/or confusion.
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Environmental Education
Environmental education is an important element of the SCA crew experience. SCA staff can be used to help planning activities, and we have lots of resources in the office available to you while you plan EE activities. Inexpensive support items such as index cards, plastic containers, markers, etc. can be purchased out of your budget and contributed to the group gear cache (many of these items can be found in one of the storage lockers).
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  Reporting and Forms 
  The following forms can be found in your Forms Binder/CL Handbook binder
Student Time Sheets

You will need to bring student time sheets to staff meetings each week. Please take great care in documenting hours accurately and having students sign off on them. You will also be responsible for entering participants’ hours on ETO (online database). This is not a replacement for the paper system.

Work Log

The Work Log should be filled out at the end of each week.  Again, be as specific as possible and include any and all work completed.  The information you provide is incredibly valuable.  Please compile your work accomplishments for the program on this form.
Incident Report Form

Any medical occurrences that requires calling for professional medical help or an outside SCA staff member to help with the occurrence should be noted on the Incident Report Form.  This is so that there is a clear report of the incident.  These forms need to be submitted within 24 hours of the incident unless otherwise directed by an SCA Staff Member.  The forms are for both physical and behavioral incidents.

Routine Medical/Near Miss Log

It is important to document all medical occurrences that do not require an Incident Report Form on this form.  This will be primarily routine occurrences such as cuts, scrapes, blisters, cramps, and headaches.  Likewise, it is important to document near misses or occurrences where a potential injury or dangerous situation was narrowly avoided.

Vehicle Accident Claim Report

To be completed in the event of a vehicle accident.

Evaluations

Evaluations are an extremely important part of the program.  They are vital in garnering feedback and maintaining program quality. There will be a checklist that lists the paperwork that you will need to complete and the dates that it should be completed on.  There will also be a description of each form or report.  

Weekly Reports - ETO

Crew Leaders are required to submit a weekly report via ETO reporting software. Training on ETO will occur during Crew Leader Training and will be supplemented with a handbook. There is a paper version of the weekly report in your binder in case there are problems with the ETO website.
Final Reports - ETO

In addition to weekly reports, Crew Leaders are required to submit a Final Report at the end of their program.  This report contains vital information that SCA uses in a variety of ways.  You will submit your Final Report via the ETO reporting software.  Please see the ETO handbook for details.
Evaluation of the Participant 

Crew Leaders will be required to complete a post-program evaluation for each participant. Evaluations should be as honest and precise as possible.  The completed evaluations are added to each participant’s file, and used by the SCA staff in composing letters of recommendation and references.

Program Evaluation (completed by participants)

Each and every participant near the end of the program completes the Program Evaluations.  Please encourage and coach them to give as much information/feedback as possible.  It is very helpful if we can really find out what they liked/disliked about the program. Crew members may also be asked to participate in a focus group discussion, conducted by an outside consultant on the last day of the crew.
Crew Leader Evaluation

At the end of the program, SCA staff will complete Crew Leader Evaluations.  Crew Leaders will be provided with a copy of their evaluations upon completion.
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Sponsor Letters

In the last week of the program, SCA will ask your participants to write a personal letter to an individual who supports SCA financially.  Everything will be set up for you and all you will need to do is assist the participants in writing them and making sure they are returned to the SCA Office in good order for mailing.  Sponsor letters will be discussed in more detail at a crew leader meeting.

Finally, a reminder:

Crew leading can be an incredibly strenuous endeavor. Know that your efforts are greatly appreciated by SCA and – whether immediately apparent or not – you are making a huge difference in the lives of the participants. Take advantage of the opportunity you have this summer to learn and grow as a leader, a conservation worker, and a person. And have fun!






�


�Do the ETO weekly reports ask for individual member evals? If so, please paste the deleted comment above “Evaluations are a great tool…guidance” into the ETO weekly reporting section above.
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