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Welcome!
The Orinda Parks & Recreation Department strives to make the lives of Orinda residents and the Orinda
community better now and in the future by offering access to the serenity and inspiration of nature;
outdoor spaces to play and exercise; facilities for self-directed and organized recreation; positive
alternatives for youth; and activities that facilitate social connections, human development, the arts,
and lifelong learning.
The bulk of our activities include the many classes on a variety of subjects offered year-round through
independent contract instructors. What is an independent contractor? An independent contractor
creates their own curriculum, provides their own supplies, and staffs their activity entirely on their own.
In addition, they set their own hours and budget, and are entirely responsible for submitting an invoice
to receive payment. Independent contractors offer a general service to the public and are required to
abide by the terms of their contract with the agency for which they are providing the service.
In contract with the City of Orinda, the Parks and Recreation Department assists in providing facility
space for classes, processing registrations, and advertising courses in the Orinda Activity Guides. The
information in this handbook is intended for current and potential instructors. Please use this handbook
as a reference and resource for teaching with the City of Orinda’s Parks & Recreation Department.
Together we have the opportunity to make a positive impact on people of all ages in our community in
which we live, work, and play!

Jenn Amerman
Recreation Coordinator, Contract Classes & Senior Programs
Orinda Parks & Recreation
28 Orinda Way, Orinda, CA 94563
(925) 254-2445 |Jamerman@cityoforinda.org
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Submitting a Proposal
New Contract Instructor Application and Course Proposal:
Prospective instructors may submit a completed course proposal to the Department for review no later
than the published proposal deadline. Instructors must also provide a resume, references, course
outline, sample materials, information about the organization or program for review.
The Course Proposal Form can be found in the Forms section of this handbook or online at
www.orindaparksandrec.org.

Interview and Reference Checks:
Qualified instructor candidates will be invited to interview once their proposal is reviewed. City policies,
procedures, and expectations will be reviewed and discussed. City staff will contact instructor
references.

Activity Guide Timelines:
A timeline of deadlines for Activity Guide proposals and input will be provided to all contractors annually
by the Recreation Coordinator.

Course Descriptions:
Instructors are responsible for providing the description they would like printed in the Activity Guide
and posted online. Please limit descriptions to 70 words, as space in the Guide is extremely limited.
Descriptions should include a brief summary, special instructions, material fees and required supplies. If
you are unsure of what to write, browse through course descriptions in various guides. The City
reserves the right to edit descriptions.

Class Dates, Days and Times:
As facilities are very limited, include any alternate dates, days and times you would like to offer your
class. The more flexible you are with days and times, the more likely we will be able to offer your class.
Please note that priority may be given to ongoing and returning instructors. Due to limited space, classes
can be booked back-to-back so if additional time is needed for instructors to set-up the additional time
must be requested on the proposal.

Holidays:
The City is closed and classes are not offered on the following holidays. The City may also observe a
Holiday Furlough in late December/early January. If the holiday falls on a weekend, either Friday or
Monday are taken as the holiday with the facilities being closed.
•

New Year’s Day

•

Labor Day

•

Martin Luther King, Jr. Day

•

Veterans’ Day

•

Presidents’ Day

•

Thanksgiving Day & the day after

•

Memorial Day

•

Christmas Eve (half-day) & Christmas Day

•

Independence Day
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Minimum/Maximum Participants:
Be sure to include the minimum and maximum number of students you are willing to accept. Please remember
that it is the City’s goal to limit the number of canceled classes, and we reserve the right to not offer classes that
have the minimum number of participants set too high. The minimum for first-time classes should be set low
(e.g. 3-5 people) in order to build the class’s reputation.

5

Contract Instructor Prerequisite Requirements
Insurance & Liability:
As an Independent Contract Instructor for the City of Orinda Parks & Recreation Department, there are a
few things you should know about liability and insurance.
1. The City of Orinda requires all Contract Instructors to obtain general liability insurance of
$1 million dollars, per occurrence and 2 Million Dollars ($2,000,000.) general aggregate for
bodily injury, personal injury and property damage. with an additional insured endorsement
reading “City of Orinda, its officers, officials, employees, and volunteers.” The cost for this
coverage is the sole responsibility of the Contractor. You are free to shop around for the best
coverage at the best price. If so desired, the City of Orinda does offer liability coverage through
Diversified Risk Insurance Brokers.
2. The City is a member of a self-insured insurance pool with other cities in Contra Costa County.
This insurance pool, known as the Municipal Pooling Authority, provides the first $1 million in
coverage to all of its member cities. Each City pays a premium to MPA based on the City and
payroll. Since the insurance money is City-owned money, there is a great incentive for having
safe programs and minimizing liability.
3. It is important that you understand your contract with the City is as an instructor of a class or
program. It does not in any way provide insurance coverage for you as an independent
contractor. Therefore, if a liability claim occurs against you and the City, you will be responsible
for defending yourself, and potentially for paying a claim brought against you.
4. Certificates for classes held at any school district facilities must list both the City of Orinda and
the Orinda Unified School District as additionally insured.
5. A valid copy of proof of insurance is due before instruction begins.
Annual CA Rate Schedule for purchasing insurance though the City of Orinda can be provided upon
request.

Live Scan (Fingerprinting):
Instructors and all instructor’s personnel working with youth, 17 years or younger, must be Live Scanned
with the Orinda Police Department and cleared before they can begin teaching a class.
To complete the Live Scan process one must complete a Request for Live Scan Form, pay the fee of $32
and schedule an appointment through the Orinda Police Department. The cost charged by the
Department of Justice is the responsibility of the contractor. Please notify the Recreation Coordinator
prior to scheduling the appointment to provide the names of the individuals being fingerprinted.
Contractors are responsible to ensure all sub-contractors or substitutes are also Live Scanned and
cleared prior to teaching, this includes employees, contractors, volunteers, substitutes, and assistants.
Live Scan results must be cleared by the Department of Justice and Orinda Police Department and
received by the Coordinator prior to teaching.
Background checks and live scans performed outside of Orinda cannot be accepted in lieu of the live
scan with Orinda Police Department.
Live Scan Forms and instructions can be provided upon request.
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Mandated Reporting:
Contract Instructors working with youth, 17 years or younger, must annually complete a City of Orinda
Employee Mandated Reporter Acknowledgement Form.
Under California State law, individuals that have direct contact or supervisory control over children and
children programs are considered “mandated reporters” for purposes of reporting child abuse or neglect
to designated agencies or to the Police Department.
The City of Orinda Employee Mandated Reporter Acknowledgement Form can be found in the Forms
section of this handbook.
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Active Contract Instructor Requirements
Contract for Recreation Services:
Upon mutual agreement with the instructor candidate, the Recreation Coordinator completes a contract
with all of the required signatures (Instructor and City staff.) The contract will not exceed one year in
length and will terminate annually on August 31. Instructors may not teach without a signed contract on
file. For returning instructors, contract renewals will be completed in July/ August.
Instructors are responsible for reviewing and abiding by the terms of the Contract for Recreation
Services.

Monitoring Enrollment:
Each course being offered will be assigned a barcode number for participants to use for registration.
Seven (7) days, minimum, prior to the scheduled class, the instructor must e-mail or contact the
Recreation Coordinator to check enrollment and to determine whether the program will be canceled.
The City gives registrants one week notice of class cancellations, and two weeks’ notice of camp
cancellations. For new class offerings, it is sometimes recommended to offer the class despite low
enrollment in order to build the class’s reputation. For more information on canceling classes, refer to
the Policies & Procedures section of the handbook.
Instructors can also go online and view current enrollment by searching their subject or barcodes. The
website to check enrollment is https://online.activecommunities.com/OrindaParksRec.

Rosters:
On the first day or prior to a new class session, Instructors must pick-up their hard copy roster (s) and
wavier (s) from the front desk. Instructors holding classes after office hours will find their rosters in their
classrooms. Instructors may request the roster in the form of an attendance sheet if needed. Course
Rosters can be provided upon request at any time to be faxed, emailed or printed. Requests need to be
made 24 hours in advance.
Instructors should verify that all participants are registered and that the roster matches those in class. If
the instructor is unsure if a student is registered they can request an updated roster or check with the
front office staff during regular business hours. If a participant is not registered, the Instructor should
not offer their services until registration is completed.
Instructors shall not utilize City class rosters for business promotional or marketing purposes. Class
rosters and information are the property of the City of Orinda, and may only be used for the purpose of
the specific class.

Rosters/Waivers:
To obtain a copy of your roster (s) and waiver (s), please request, via email
(jamerman@cityoforinda.org) or from the front desk during business hours. Rosters and Waivers can be
provided upon request at any time to be faxed, emailed or printed. Requests need to be made 24-hours
in advance.
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All participants must be registered and have signed the waiver prior to participating. For youth classes,
the student’s parent or guardian must sign the waiver. Completed waivers must be returned to the
Recreation Coordinator to receive payment.

Invoice for Payment:
Following the completion of the class session, the instructor must submit an invoice to the Recreation
Coordinator for payment. Invoices may be submitted no sooner than one week prior to the end of the
class session. Instructor Payroll Reports are provided to the Instructor upon request as a reference of
how much should be invoiced. Invoices should be submitted once the class session is complete.
All invoices must be signed by the Instructor and include the contractor’s name, address, course name,
dates and barcode(s). Coordinators do not create invoices for the instructors but can assist in providing
information if needed.
Upon receiving the completed invoice the Recreation Coordinator will check the submitted invoice
against the most current roster and Instructor Payroll Report in the City system. The Coordinator
approves the invoice, including any adjustments and submits to the Director for approval. Any
adjustments made by the Coordinator will first be brought to the attention of the Instructor for
verification. Invoices are then sent to the Finance Department with a request for payment. Once an
invoice has been submitted, the processing time is approximately two weeks depending on the day the
invoice is submitted.
An Invoice/Request for Payment Template can be found in the Forms section of this handbook.

Classroom Set-ups:
Before instructors begin teaching they must provide a classroom set up description or diagram of tables,
chairs and equipment. City Maintenance staff will set-up the classroom before the designated class start
time. A list of available equipment can be found in the Facility Usage section of this Handbook.
A blank classroom set-up form can be found in the Forms section of this handbook titled Orinda Facility
Use/Room Layout Information.
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Fees and Compensation
Class Fees & Compensation:
Instructors will receive a % of the resident registration fee. Once the class has been completed, the
instructor invoices for the contracted percentage of the resident fees, and the remaining balance goes
to the Parks & Recreation Department. This percentage covers facility fees, production of the Activity
Guide, staff support, utilities, facility maintenance, registration, online and bank fees, etc.
The City of Orinda imposes a non-resident fee for individuals not living within the City limits. This fee is
currently 15% higher than the Orinda resident fee. The contractor does not receive any percentage of
the non-resident fee.
The City will be imposing a Facility Preservation Fee in which the patron will pay an administrative fee
equal to 3% of their registration transaction. The funds from this fee will be used exclusively for the
preservation of Orinda recreation facilities, primarily the Orinda Community Center. The fee will not
affect the instructor’s payment.

Lab/Supply/Materials Fees:
Instructors are responsible for providing all materials and supplies needed for their classes including
emergency supplies.
Contractors may choose to charge a small “Material Fee.” This fee needs to be justified with receipts for
supplies, and the instructor is permitted to keep 100% of this fee. This fee is collected by the Instructor
at class and the City is not responsible or liable for this fee. Materials fees for Summer camps will be
collected at the time of registration and paid to the instructor once the camp has been completed,

Prorate of Fees:
Instructors have the ability to opt out of allowing prorated registrations for their courses but are
encouraged to accept them. For the full Prorate Policy refer to the Policies & Procedures section of this
handbook.

Discounts:
Senior Discounts can be applied to registrations for those 62 years and older. The senior discount is $2
off the registration fee per course.
Instructor discounts and free classes are prohibited. All participating students must be registered and
paid for classes attended. Offering a discount, not agreed upon with the City, is considered “gifting of
public funds” and the City cannot authorize a benefit for one individual of public funds.
Registration discounts may be applied during special events. Instructors will have ample notice and will
be informed by the Recreation Coordinator of any such events and discounts.
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Policies & Procedures
Canceling Classes:
Instructors are responsible for requesting rosters and monitoring enrollment for their classes.
Coordinator must be notified five (5) days in advance of an instructor’s intent to cancel a class due to
low enrollment. The City reserves the right to cancel a class five (5) days prior to start.

Canceling Camps:
Youth Camps, specifically held during summer, will be canceled two weeks prior to the camp’s start date
if the camp has low enrollment. This two week policy was adopted as a courtesy to give parents early
notification on cancelations so they can find alternative camps or childcare in a timely manner for their
children.
Contractors/Instructors offering camps will receive their enrollment numbers on Friday, two weeks prior
to the camp start date. They will have the option of keeping camps open for enrollment or canceling
camps. A decision must be received by 10:00am the following Monday, 2 weeks prior to the camp start
date, otherwise Orinda Staff will cancel the camp if the minimum enrollment has not been reached.
Contractors that decide to keep camps open for enrollment during this time will be responsible for
staffing their camps and must commit to teaching that session/week.

Class Observation:
City of Orinda staff may observe classes periodically.

Class Rosters & Waivers:
Instructors are responsible for tracking and verifying their class rosters. All students that participate
must have paid for registration prior to attending class. If the student’s name is not on the provided
roster sheet the instructor may ask the student for a proof of receipt or registration confirmation, or
direct them to the front desk, during regular business hours, to register in person. It is requested that
Instructors do not allow participation until registration occurs.
Class Waivers must be completed and returned to the Recreation Coordinator to be kept on file.
Waivers must be signed by students or their guardian if under 18 years old. They are valid for the
duration of that course session and a new waiver will be provided at the new session. Waivers must be
returned before or with the instructors invoice/request for payment.
Class Rosters and Waivers can be provided upon request at any time to be faxed, emailed or printed.
Requests need to be made 24 hours in advance.
Instructors shall not utilize City class rosters for business promotional or marketing purposes. Class
rosters and information are the property of The City of Orinda, and may only be used for the purpose of
the specific class.

Contact & Personal Information Privacy:
The City of Orinda considers all customer and contractor information confidential.
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Harassment in the Workplace:
It is the policy of the City to provide an environment free of unlawful discrimination in its work place,
programs and activities. Unlawful discrimination, including sexual harassment and harassment on the
basis of race, sex, religion, color, age, national origin, ancestry, marital status, medical condition, sexual
orientation, or physical or mental disability, will not be tolerated by the City. The City of Orinda has a
“zero tolerance policy.” Violating this policy may result in disciplinary action, up to, and including,
termination of contract.
Prevention is the best tool to eliminate sexual harassment in the workplace. If you have any questions
concerning sexual harassment please contact the Recreation Coordinator.

Instructor Illness or Emergency:
If you are unable to teach your class, call the Orinda Parks & Recreation Office, (925) 254-2445, and
advise the Recreation Coordinator as far in advance as possible. If a class cannot be made-up, class
participants will receive a pro-rated credit for the class, and the resident fee on which the instructor will
be paid is reduced accordingly.
If instructors secure a substitute instructor for a program they must notify the Recreation Coordinator as
well as provide the substitute’s contact information. Note that all substitutes must meet the contract
instructor requirements listed in the Contract Instructor Prerequisite Requirements section (see page 6)
of this handbook including being live scanned. It is the responsibility of the Instructor to provide
payment to substitutes.

Irate Customers:
In the event of an incident at a facility involving an angry customer where you believe you are in danger
or in need of assistance, walk away from the situation, go to a safe location, and call 911. AT NO TIME
SHOULD YOU PLACE YOURSELF IN DANGER TRYING TO RESOLVE A VOLATILE SITUATION. If you the
problem gets out of hand, call the Police Department non-emergency number at (925) 254-6820. In the
case of danger or an emergency call 911.

Photos & Videos:
Upon signing the waiver participants/guardians agree to permit the taking of photographs or videos of
themselves or their minor to be used at the City’s discretion and understand they may only be used for
marketing purposes.
Participants have the right to opt out of photos and should notify their instructor or the photographer
before images are taken.
If instructors would like to take photos or videos of their class they first must get permission from their
students. Instructors are free to share these with the Recreation Coordinator to be kept on file for
future use.

Class Audits and Press Accommodations:
Instructors shall accommodate city requests for members of the media and city personnel to attend
programs at no cost for the purposes of marketing and monitoring the quality of programs. Audits by
city staff will occur not more than twice per year for each different program offering. Media
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accommodations will be negotiated on a case-by-case basis with the instructor. All accommodations are
contingent upon availability of space and equipment.

Prorate Policy:
A prorated registration fee may be applied when a participant is registering for a program after the
program’s start date or mid-session. Prorates may not be applied to registrations with student’s
personal schedule conflicts such as vacations or appointments, and tardy registrants that have been
attending class but have yet to register.
The prorated amount to be charged is the fee for the remaining number of classes.
Instructors have the option to opt out of offering prorates at all. At the beginning of each session the
front desk staff is provided with a current listing of instructors who approve of prorated registration.
Prorates will not be accepted for any Summer camp programs.

Rain & Class Make-up Policy:
Make-ups will be given on those occasions when inclement weather requires that a class meeting be
canceled. Students should see the instructor at the next scheduled class meeting for a make-up date.
No refunds (whole or partial) will be given for classes missed by the student.
Instructors should coordinate with the Recreation Coordinator before planning a make-up class to
ensure that facility space is reserved for that class.

Registrations:
All registrations, cancellations, and participant payments are to be handled and processed by the City of
Orinda. Registration is online, by mail, fax, phone, or in person at the Orinda Parks and Recreation
Department. In the case of evening or weekend classes, contractors should direct all registration forms
and payments made to the “City of Orinda” to the Drop-Box located below the front office counter. The
Drop-Box is checked daily during regular office hours for processing.
Violating this policy may result in disciplinary action, up to, and including termination of contract.

Refunds, Transfers, & Credits:
Participants may withdraw from classes and receive a full refund five business days prior to the first day
of class. They may also request to receive a refund if they are unsatisfied with the course. Instructors are
not paid for registrants who are granted refunds or who do not attend class. Invoices are adjusted
accordingly. The official City Refund Policy is printed in the Activity Guide, as follows:
Registration may be cancelled up to 5 days prior to the scheduled class for a refund minus a processing
fee of up to $20 depending on the method of payment. Requests less than 5 days prior to the start of the
class are subject to approval by Recreation Staff.
Classes and activities not meeting the minimum enrollment 2-4 days prior to the start of class and 2
weeks prior to the start of camp will be canceled and a full refund issued.
Unless otherwise stated, patron requested credits or refunds will be approved upon completing the
Class Withdrawal/Transfer Refund Request Form NO LATER THAN FIVE BUSINESS DAYS PRIOR TO THE
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FIRST DAY OF CLASS. If the request is sent less than 5 days before the first day of class or after the class
has started the refund approval is up the discretion of Recreation Staff.
When registration falls below the minimum enrollment required, the cancellation of a class or program
may be necessary. At the time of cancellation, the City will initiate a full refund.

Supervision of Youth Classes & Camps:
Instructors teaching a youth class must ensure that children are supervised at all times. They are not
permitted to roam or leave their designated classroom unsupervised, including bathroom breaks, or
leaving the class without a parent/guardian. Children should never be dismissed until a
parent/guardian arrives for pick-up. Instructors shall not depart until all children are picked up.
Instructors shall attempt to contact the child’s parent/guardian and if you need assistance please
contact the Community Center front desk staff.
If a student is missing, the front desk and Recreation Coordinator should be informed immediately.

Americans with Disabilities Act (ADA):
The ADA is federal legislation which gives civil rights protection to individuals with disabilities. This act
guarantees equal opportunity for individuals with disabilities for employment, public accommodations,
transportation, local and state government services and telecommunications.
It is the policy of the City of Orinda to fully abide by the requirements of the ADA and to make
accommodations for individuals with vision or hearing impairments or other individuals with disabilities
so that they have an equal opportunity to participate. Please advise City staff if a participant has a
disability requiring special accommodations.

Accommodating those with Disabilities & Special Needs:
The City of Orinda encourages those with disabilities and special needs to participate in activities offered
through Orinda Parks & Recreation. According to the Americans with Disabilities Act (ADA) our classes
and programs are required by law to accommodate those with disabilities and special needs.
Section 504 of the ADA states that "no qualified individual with a disability in the United States shall be
excluded from, denied the benefits of, or be subjected to discrimination under" any program or activity.
Subtitle A protects qualified individuals with disabilities from discrimination on the basis of disability in
the services, programs, or activities of all State and local governments. The ADA gives people with
disabilities an equal opportunity to benefit from all of their programs, services, and activities (e.g. public
education, recreation, etc...).
Programs and instructors are required to make reasonable modifications to policies, practices, and
procedures where necessary to avoid discrimination, unless they can demonstrate that doing so would
fundamentally alter the nature of the service, program, or activity being provided.
Also, note that the ADA prohibits policies that unnecessarily impose requirements or burdens on
individuals with disabilities that are not placed on others. For example, public entities may not require
that a qualified individual with a disability be accompanied by an attendant.
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An exception may be made if the individual poses a direct threat to the health or safety of others. A
"direct threat" is a significant risk to the health or safety of others that cannot be eliminated by a
modification of policies, practices, or procedures, or by the provision of auxiliary aids or services.
The determination that a person poses a direct threat to the health or safety of others may not be based
on generalizations or stereotypes about the effects of a particular disability. It must be based on an
individualized assessment, based on reasonable judgment that relies on current medical evidence or on
the best available objective evidence, to determine: the nature, duration, and severity of the risk; the
probability that the potential injury will actually occur; and whether reasonable modifications of
policies, practices, or procedures will mitigate the risk.
The decision to deny access to a participant due to a disability or special need is not a decision for you to
make. You should make reasonable accommodation in your class/ program to accommodate
participants with needs. If you have a concern about a participant, please see the Recreation
Coordinator.
Please be cautious with your choice of words when speaking with participants, or parents of children,
with disabilities/special needs. Comments should never be made, or give the impression, that a
participant is a burden or unwelcome in a class. We believe in doing everything we can to
accommodate participants with disabilities/special needs in our programs. Unfortunately, we once had
a contractor who said something to a parent, of a child with special needs, about another class being a
better option for the child. The parent misunderstood and heard that the class was not the right class
for her child because of the disability, rather than that the class did not include the content the parent
and child were looking for and that another class would include the specific activity.
In summary, do not deny access due to a participant’s special need or disability. Please don’t hesitate to
ask any questions you have about accommodating those with disabilities. The ADA office is also a good
resource.
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Promotion of Classes
Activity Guide:
All classes are listed in the City’s Activity Guide which is mailed to Orinda residents in addition to parts of
Moraga, Lafayette, El Sobrante, and Berkeley/Piedmont Hill residents and City of Orinda businesses. The
Guide is published three times per year, including an additional summer camp guide insert, and is
available for viewing on the City website at www.orindaparksandrec.org.

Brochure Editions:
The brochure editions and general class sessions are




Winter/Spring: January - May
o Spring/Summer: May - August The Summer Camp Insert is included in Winter/Spring for
Camps: June - August
Fall/Winter: September - December

Marketing & Advertising:
The City’s Role: With sufficient notice, the City of Orinda will advertise classes in the Activity Guide,
mailed to 17,000+ households and P.O. Boxes in the Orinda area, as well as in area libraries and on our
website. In addition, the City, in its discretion, may create additional marketing materials highlighting
specific classes or programs. By signing the contract, instructors consent to these marketing efforts by
the City.
The Contractor's Role: In addition to the City’s marketing efforts, instructors may advertise and market
their class at their own expense in an effort to increase participation. Any marketing materials (e.g.
brochures, post cards, flyers, advertisements, etc.) must be reviewed and approved by the City prior to
distribution.
Contractors may not use City classes to recruit for personal business or promote their business during
class hours or on City premises. Contractors shall not market products that are sold as part of their
business. Violating this policy may result in disciplinary action, up to, and including termination of
contract.
Social Networking Guidelines: The City of Orinda does not have a formalized Social Networking Policy at
this time. In general, the City views social networking sites (e.g., Facebook, Twitter, Instagram,) personal
Web sites, and Web logs positively and respects the right of contractors to use them as a medium of
self-expression. The use of City information is not allowed without written permission.
Photos: Instructors taking photos of class participants to use on their own business social platform must
obtain participant approval before posting. The City waiver does not cover instructors’ use of photos.
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Facility Usage
Facilities:
The City has a variety of locations available for hosting classes. If you are unsure which facility to
request, please leave it blank. The City will select an appropriate facility for you based on facility
availability, class needs, and estimated class size. Facilities are very limited and no storage space is
provided for independent contractor equipment. The City reserves the right to move a class if needed.

City Facilities List:











Orinda Community Center, 28 Orinda Way
o Classrooms 1-10, Founders Auditorium, Kitchen, and Kindergym
Orinda Library, 26 Orinda Way
o Auditorium/Theatre, Garden Room, Gallery Room and May Room
City Hall, 22 Orinda Way
o Sarge Littlehale Community Room
Wagner Ranch Community Gymnasium, 350 Camino Pablo
o Gymnasium, 1 full-size basketball court or divided into 2 youth courts
Orinda Community Park, 28 Orinda Way
o 3 tennis courts with lights (one court with 2 Pickleball courts,) one practice court and
Amphitheatre
Orinda Oaks Park, 485 Moraga Way between Hall & Ivy Dr.
o Picnic & grassy hill Area
Orinda Sports Field, Sports Field Drive, off of Camino Pablo
o 2 large multi-use fields
Pine Grove Park, 8 Altarinda Road
o 2 Youth multi-use fields
Wilder Park, 10 Orinda Fields Lane, off of Wilder Road
o 2 all-weather multi-use fields with lights, 1 grass field, picnic area and Ranch House

Facility Staffing:
Most facilities have staff on duty to open and close the facility and provide limited support to the classes
and programs.

Parking:
Parking is only allowed in designated spaces in the front of the Community Center or on the street.
Please adhere to the time limits as the Instructor is responsible for any tickets, parking violations, and/or
towing costs that are received while parking. Due to safety reasons and emergency vehicle access,
parking behind the Community Center is only allowed in extenuating circumstances for loading and
unloading and must be arranged in advance with the Recreation Coordinator.
At off-site locations, make sure that you are parked in a designated parking stall and adhere to the
parking limitations for that location.
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Facility Set-up & Take Down:
The City will set-up classrooms based on the Orinda Facility Use/Room Layout Information Form
provided by the Instructor. Instructors should arrive at least ten minutes prior to the class start time,
unless otherwise arranged with the Recreation Coordinator. Note that some classrooms are booked
with back-to-back classes.
Instructors must clean up after class leaving the room in the same condition that they found it and
vacate the facility as quickly after class to allow set up for the next class or event. If thermostats were
changed or windows opened, instructors should turn off or close before leaving.
The City does not provide storage for contract instructors’ equipment or supplies and is not responsible
for any missing or damaged equipment. If maintenance assistance is needed during class, instructors can
notify the front desk during regular office hours or contact the after-hours maintenance staff at (925)
766-5479.

Equipment Available for Use:
The following items are available for use at no charge to Independent Contractors based on availability
and will be set-up by City Maintenance Staff. Any equipment needed should be requested on the Orinda
Facility Use/Room Layout Information Form provided by the Instructor.










Tables and Chairs
LCD Projector
TV/VCR/DVD including Blue-Ray
CD Players or Bluetooth Speakers
Easel
Overhead Projector
Projection Screen
Microphones
Dry Erase Boards and markers
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Instructors are responsible for providing all materials for classes at their own expense including tools,
copies, supplies, basic first aid and any other equipment necessary to perform class activities.
Equipment & Supplies Not Available for Use:
Instructors are not allowed to use the City’s copy machines, fax machines, computers, office supplies or
phones at any of the facilities and must bring their own equipment including easel paper and markers
(for paper and dry erase boards) and computers.

Safety
Accident Reports:
If an accident or injury occurs to a class participant or instructor, an Accident/Incident Report Form
should be completed immediately and contact the Recreation Coordinator/Supervisor within 24 hours.
All sections of the report must be completed, including as much specific information as possible
regarding circumstances surrounding the incident/accident, witnesses, etc. If instructors have any other
questions regarding an accident they should contact the Recreation Coordinator. Only staff or
instructors are to complete the accident report form.
Some things to remember when dealing with an accident:








If serious injury occurs, do not move the injured person more than absolutely necessary.
If necessary, call for Emergency support.
For minors less than 18 years of age, notify parent or guardian as soon as situation allows.
Parent should arrange for necessary transportation and relieve you of further action. Do not
transport the injured individual by yourself.
Stay with injured person until relieved by emergency personnel.
Notify Recreation Staff of the accident as soon as possible.
An accident form must be filled out the day of the injury and submitted to the Coordinator or
Supervisor within 24 hours.

Accident/Incident Report can be found in the Forms section of this handbook. Emergency and
department contacts can be found in the Contacts section of this handbook.

Release of Accident Information:
If a serious accident should occur or one for which an accident report is submitted, all instructors are
directed to give no information relative to the circumstances surrounding the accident to any person,
except identified City employees. In all cases, the Assistant City Manager will release the information to
their representative. This procedure is necessary to prevent inaccurate hearsay information and to
protect the City of Orinda in case of legal action.

General Safety Guidelines:
Above any other consideration, the Parks & Recreation Department, and by extension its contract class
Instructors, must provide for the safety of the people who use its facilities and participate in its
programs. Instructors must use their own best judgment at times, so think safety constantly and
exercise all possible measures to prevent accidents, injuries and/or damage to property. Participants
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should also be encouraged to think in terms of safety. Take the time to explain to participants why they
should be doing something. Remember, speak directly and concisely.
Some important points to remember are:






Be observant and anticipate problems. If you see an unsafe situation developing, intervene
before it escalates.
Know where your participants are at all times. Keep them in sight. Be aware of the total
surroundings at all times.
Do not divert you attention from the participants. THEIR SAFETY IS YOUR # 1 PRIORITY.
ALL accidents must be reported to the Recreation Coordinator/Supervisor at once, regardless of
how severe it may be.
Instructors, as well as the City of Orinda, can be held liable for any accident to people or
property damage resulting from negligence.

Classroom Safety:










Be well trained and current on all aspects of your teaching responsibilities.
Be properly certified and keep certifications current including CPR and First Aid if you have
them.
Communicate safe techniques in the activities you instruct and in the use of equipment and
tools for the class.
Check for safety of equipment and identify and minimize any hazards. Keep work areas safe.
Be sure that any equipment or tools used for the class are age and skill appropriate and have
been approved by the City for use in your classroom.
Follow industrial and professional standards for safety, as well as City and State codes.
Communicate knowledge of risk to students and warn of impending danger when there is a
safety concern.
Be “liability conscious” in all classroom activities and minimize risk.
If there is a question as to the safety of an activity, the physical environment or participants,
instructors should consult the Recreation Coordinator before proceeding.

Liability:
Individual instructors as well as the City of Orinda can be held liable for any accident or injury to people
or property damage resulting from negligence.
See the section on Insurance under the Contract Instructor Prerequisite Requirements section of this
handbook for more information on Liability and how you can protect yourself.
I have read the Instructor Handbook Policies and Procedures and will comply with the requirements
expressed therein.
Name (Print) _______________________________________________________________________
Name (Signature) ________________________________________ Date_______________________
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Parks & Recreation Department Contact List
Parks & Recreation Administration General Information:





General Office/Department Phone: (925) 254-2445
Fax: (925) 253-7716
Business Hours: Monday- Friday, 8:30am-4:30pm
Mailing Address: Orinda Parks & Recreation, 28 Orinda Way, Orinda, CA 94563

Recreation Staff:







Parks & Recreation Director: Todd Trimble
o (925) 253-4202, ttrimble@cityoforinda.org
Recreation Supervisor: Jennifer Weiss
o (925) 253-4203, jweiss@cityoforinda.org
Recreation Supervisor: Sheena Wellman-Miner
o (925) 253-4207, sminer@cityoforinda.org
Recreation Coordinator: Jenn Amerman
o Contract Classes/Camps & Senior Programs
o (925) 253-4216, jamerman@cityoforinda.org
Recreation Coordinator: Jackson Stearns
o Sports, Teen Programs & City Camps/Programs
o (925) 253-4204, jstearns@cityoforinda.org

Facilities Staff:





Weekday Maintenance, 8:00am-3:00pm: (925) 382-5372
Weekday Maintenance, 3:00pm-9:30pm: (925) 457-3010
Weekend Maintenance: (925) 766-5479
Facilities Supervisor: Steve Ehrhardt
o (925) 250-8415, sehrhardt@cityoforinda.org

Wagner Ranch Gymnasium Office: (925) 253-7625
OUSD Night Maintenance Emergency: (510) 772-1888
Emergency Numbers:




Police and Fire Emergency: 911
Police Non-Emergency: (925) 254-6820
Fire Non-Emergency: (925) 947-3330
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Instructor Checklist
Submitting a Proposal:
 Course Proposal(s) due by session deadline
 Interview with Coordinator (New Instructors Only)
 Reference checks (New Instructors Only)
Before Your Class Begins:








Contract (annually) & W9
Instructor Insurance
Live Scan (Fingerprinting) required if teaching for ages 17 years and under (one-time requirement)
Get approval from Coordinator for additional marketing collateral
Check enrollment at least 7 days prior to class start date
Submit a Mandated Reporter Acknowledgement Form (If offering a youth class)
Request roster and waiver from Coordinator, minimum 24 hours notice

Conducting Your Class:
What to bring with you:






All supplies
Class roster, and Class-List Waiver
Course Evaluations
Accident Form
Recreation Services Contact List

After Your Class is Complete:
Please submit the following documentation to your Coordinator upon completion of your class:
 Invoice with original signature
 Completed Class-List Waivers
Forms
Included on pages 24 – 29 are copies of the following forms;






Course Proposal for Recreational Classes Form
Mandated Reporter Acknowledgement Form (If offering a youth class)
Contract Instructor Invoice/Request for Payment Form
Facility Use/Room Layout Information Form
Accident/Incident Report
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