Communify Service Day

Tips for Project Leaders

Thank you for leading a project for your organization. Here are some helpful tips,
timelines, and checklists to guide you to a successful Community Service Day.

Project Leader Responsibilities

o Have necessary supplies available and ready to use
e Have additional help lined up (crew leaders to show volunteers what to do)
e Manage Check-in Station that includes:
Volunteer lists
Waivers
Information about your organization
e Service Hours
e Assign volunteers to various tasks; ensure number is appropriate
e Have a plan for the timing of the project:
e At about % of the way through the project, review the status and adjust work as needed
¢ Allow time for clean-up within the time commitment

e Use project as an outreach opportunity: Talk about your mission. Share stories of impact.
Introduce staff and their roles. Take photos (waiver form includes photo release).

e Be prepared for emergencies (First Aid Supplies)

¢ Have a plan for water (volunteers are asked to bring own refillable water bottles).
e Keep your cell phone on and charged

e Have a plan for wrap up (where does the garbage go, green waste, etc.)

e Contact liaison with questions.

e At end of project, deliver waivers and lists to Heather Farm Swim Center by 1 p.m.

Waivers

¢ YOU must have a signed waiver for ALL participants. Waiver form has emergency information
and gives City permission to take and use photos for future CSD publicity. One form for all
participants in a family.

e Adult (18 years of age or older) (each adult must sign the form)
e Minor (under the age of 18) (parent must sign the waiver for a minor)
¢ Families may have one waiver form.
e Turn in all waivers to CSD at Heather Farm Swim Center by 1 p.m. after project.
o IMPORTANT: If necessary, have participants complete separate waiver for your organization.

Trash/Yard Waste Containers

e Containers in parking lots at two parks: Heather Farm (first ballfield on right), Civic Park
e You must transport the trash, recyclables and yard waste to the sites.

o Green waste (organics) must be separated. It may be in plastic bags for transport but empty it at
containers and place plastic bags in solid waste bin.



Timelines

Before Community Service Day
¢ Publicize project to your community (posters, email, social media, targeted outreach, etc.).

¢ Communicate with your staff about the event and their role.
e Gather all needed supplies including water.
e Prepare the welcome area for volunteers:

e Sign-in Sheets

e Waivers & Pens

e Restrooms - location

e Parking Signs if needed

e Name tags

e Suggestion: Ask someone who is not familiar with your site to look at welcome area. Adjust as
needed. If your site has multiple entrances, signs showing where to go will be helpful.

e Prepare additional information about your organization to share.

Friday, April 17 (Day Before) - 4:00-5:30 at Heather Farm Swim Center
o Pick up Project Leader Folders and Supplies
¢ Project Leader Folder, which you will return on Saturday at end of project:

= General Contact Information, including CSD Emergency Contact Information
= List of volunteers and sign-in sheet (as of April 16, 5 p.m.)
= List of “overflow” projects
» Blank waiver forms

e If you cannot make pick-up on Friday, make arrangements with your CSD Liaison.

Saturday, April 18 Community Service Day
8:15 Project Leader and Crew Leaders ready to greet volunteers
8:45 Volunteers arrive and check in at your site (be prepared for early arrivals)
9:00 Project work begins
12:00 Conclude no later than noon

At the end of the project
e Talk to volunteers:
= Be sure to say thank you
= Provide literature about your organization
= Share how they can help beyond this one day
e Get trash, recyclables and green waste to bins at park location, if needed
e By 1 p.m,, deliver waivers and lists to CSD rep at Heather Farm Swim Center



