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About Us....

Thank you for your interest in becoming an independent Contract Instructor with the City of
Redlands Police Department’s Community Services Division. We are excited about the possibility
of working together to reach our common goals and to serve our community. The Community
Services Division is dedicated to building strong families and resilient youth through the partici-
pation in recreational activities and opportunities.

The Redlands Police Department employs 150 officers and civilian members, and operates un-
der the policy of Risk Focused Policing (RFP). Risk Focused Policing is a data and results-driven,
community-oriented policing strategy which focuses on those factors in a community which
places its youth and their families most at-risk for criminal and other problem behaviors. In addi-
tion to finding ways to control crime before it happens, the department offers for community
policing stations, a Community Center and two Senior Centers. The Police Department is com-
mitted to quality of life issues, with regards to Senior Services and Recreation.

Senior Services

The Senior Transportation program currently provides transportation trips for seniors to medical
appointments, pharmacies, and grocery stores. The Never Alone Program calls seniors living
alone to assure us of their welfare. Participants receive a daily reassurance telephone call from a
pre-screened volunteer. Police Officers are also active in providing education and workshops on
senior issues.

Recreation

Recreation is a preventive tool that helps control crime before it occurs by providing construc-
tive activities for young people, especially during the after-school hours from 3 to 6 p.m.

The bureau also provides organized youth sports such as basketball, football and baseball for
children and teens who might not be able to afford to participate in expensive athletic leagues,
especially at the middle-school level where sports programs are limited.

School Resource Officers (SROs), are an integral and effective part of these after school athletics
and social events. These programs incorporate these officers as part of the program to teach
youth development skills, and athletic involvement that will help develop them for life long
learning.

Redlands Police Strategic Purpose
Controlling Crime Before It Occurs By Supporting Strong Families,
Resilient Youth and Safe and Sustainable Neighborhoods



How It Works....

Redlands PD Community Services Division utilizes independent Contract Instructors to provide recrea-
tional services to our community. Programs may be designed for preschoolers, school age children,
teens, adults, families and seniors.

The process begins with the independent Contract Instructor “proposing’ a course or activity. There is
a form and insurance requirements enclosed in this handbook that you are required to complete. To-
gether, the Recreation Program Coordinator works with the applicant to determine the specific de-
sign of a course/activity in regards to suitability, facility availability, fee structure, course time frames,
participant maximums or minimums, age ranges, course descriptions, etc.

The proposal is then submitted to the Recreation Advisory Commission by the proposing contactor.
The Commission will then review the proposal, assess the “content’ of the course/activity to deter-
mine its potential in meeting the Department’s vision and goals. If the Recreation Commission recom-
mends the proposal applicants must be fingerprinted by the Redlands Police Department at 1150 W.
Brookside Ave. Mondays & Wednesdays 1:30-4:30 p.m.

After the proposal receives a recommendation from the Recreation Advisory Commission and the fin-
gerprints clear an Independent Contractor Agreement will be written for the class and must be ap-
proved by the Redlands City Council.

The current contract specifies a 70/30% contractual split of funds collected, based on resident fees.
The contractor receives 70%, and the City retains 30% to cover operating expenses and facility use.
Once City Council approves the contract, Contractor shall obtain a Redlands Business license, as a
condition of performing the services required hereunder.

Insurance

Contractor shall obtain and maintain during the term of this Agreement, all insurance and submit to
the City Certificates of Insurance in force.
Contractor shall provide:

Worker’'s Compensation and Employer’s Liability insurance in the amount that meets the statutory requirement shall
be in force with an insurance carrier acceptable to the City.

Comprehensive Commercial General Liability insurance in the amount of one million dollars ($1,000,000) per occur-
rence and two million dollars ($2,000,000) aggregate shall be in force with an insurance carrier acceptable to
the City and name the City as an additional insured.

Professional Liability insurance in the amount of one million dollars ($1,000,000) per claims made and two million
dollars ($2,000,000) aggregate shall be in force with an insurance carrier acceptable to the City.

Commercial Automobile Liability insurance with minimum limits of one million dollars ($1,000,000) per occurrence,
combined single limit for bodily injury liability and property damage liability shall be in force and name the City
as an additional insured. This coverage shall include all owned vehicles, hired and non-owned vehicles, and
employee non-ownership vehicles.

City shall be named as an additional insured on all policies and such insurance shall be primary and
non-contributing to any insurance or self-insurance maintained by City.

If Contractor can't provide insurance coverage for the program contractor shall then be responsible
for paying all costs associated with insurance coverage for participants as specified in the City's con-
tract with Southern California Municipal Athletic Federation for recreation programs.



About the Contract....

LI All Contract Instructors must obtain a City of Redlands Business License.

L1 All Contract Instructors, and any staff they employ must be fingerprinted.

L] The City of Redlands insurance does not cover Contract Instructors.

L] The City of Redlands does not withhold state or federal income tax, but does report the contractor’s
income via form 1099.

Course Delivery Policies....

L] Registration ~ All registration takes place through the Redlands Community Center front desk. In-
structors should not be collecting money or registration forms. Participants that have not paid, may
not participate. Each activity is sold as a unit or per class this is up to a contractors digression.

] Promotion ~ RPD Community Services Division will list all classes in the Activity Guide, which is avail-
able at the Community Center. RPD Community Services Division will also regularly post informa-
tion in the local newspapers, create Flyers for your course and display them at City facilities. The
Contract Instructor must seek additional locations for their distribution. All advertising done by in-
structor must represent it as a RDP program, and must contain the RPD Logo.

L] Course Cancellation ~ In the event that a class needs to be cancelled, the instructor must contact the
Recreation Supervisor immediately. The RPD Community Services Division staff will contact the par-
ticipants regarding all cancellations, reschedules, or refunds.

L] Contractor Instructor Payment ~ Contract Instructors generally receive a percentage of the partici

pant fees. Larger participation levels will yield a larger income for the Contract Instructor. Pay
ment takes place after the course begins.

Policies & Procedures....

The RPD Community Services Division also holds Contract Instructors responsible for the following

policies and procedures:

[1 Representing the City through Professional Conduct ~ Though not employees of the City of Red-
lands, Contract Instructors do represent the City. To some participants, the Instructor is the only
representative of the City they will see. Instructors must conduct themselves in a professional
manner including dressing and speaking professionally, and supporting policies and the City’s
decisions.

[1 Releasing of Minors ~ At the end of the activity time, the Contract Instructor must not release chil-
dren to anyone other than the authorized parent, guardian, or to an individual authorized by
the parent. Never release a child to someone who is unknown to the child or to whom the child
expresses fear or uncertainty. The Contract Instructor must stay until all participants have left the
facility.

[] Contract Instructor’s Relationship with Participants ~ The Contract Instructor must not have con-
tact with a single participant unobservable by other staff, parents or participants at any time. Par-
ents should be invited and encouraged to visit program sites at any time on a drop-in basis and
do not need to ask permission to do so.

] Safety of Participants ~ The Contract Instructor’s primary responsibility is to ensure the safety of
participants involved with your activity. Visually inspect the programs and facilities you are work-
ing in. If any aspect of the area appears unsafe, it is your responsibility to notify the Recreation
Supervisor and to take actions that will ensure participant safety.

[ First Aid Provision ~ It is the Contract Instructor’s responsibility to know where the first aid kit is
located for all facilities in which they provide services. For minor first aid (band-aids, etc.) the first
aid kit will be suffice. For serious accidents, DO NOT MOVE the injured participant, then call 9-1-
1. If a child is involved, notify the parent/guardian immediately.

Continued...



L] Discrimination and Harassment ~ The City of Redlands has a strong policy against any
form or type of discrimination and harassment by, among, or to its representatives. Dis-
crimination and harassment can be defined as any behavior that is disrespectful and
causes discomfort to another person, be it physical, verbal, visual, or sexual. Contract In-
structors are responsible for their own actions/conduct, and must never engage in dis-
crimination and harassment.

[ Mail Box~ Each Contract Instructor will be provided a mail box at the Redlands
Community Center. It is the Contract Instructors responsibility to check their mail box each
day of their class. It is also the Contractor’s responsibility to inform staff of any changes in

contact and class information in writing.




Contract Instructor’s Proposal Form

Name of Instructor:
Name of Program:

Program Focus....

My program supports the Redlands Police Departments Strategic Purpose by (Check the one that fits
best):

L] Fostering Human Development (Dance, Art, Preschool, Drama, Cultural, Continued Learning, Skill
Building, Nature Appreciation)

L1 Connecting People to Others (Social, Neighbors Helping Neighbors, Friendships)
[ Strengthening Families (Participating Together, Appreciation, Parenting Skills)
0 Increasing Safety (Safe Habits, Prevention, Life Saving Skills, Crime Reduction)

L1 Improving Health and Wellness (Fitness, Healthy Habits, Aerobic, Strengthening, Endurance,
Stretching)

Program Outcomes....

List up to 3 outcomes, by priority, using measurable action phrases such as define, demonstrate,
name, analyze...

“As a result of their experience in this program, participants will be able to:”

Method of Learning....

Participants in this program will be engaged in learning when (Check all that apply):

L] Active Instructor: Instructor shows the physical example while participants watch and try to re-
peat steps. Instructor then checks for understanding and repeats example if necessary

L] Passive Instructor: Instructor tells how it is done while participants try to initiate the steps.

L] Lecture: Instructor talks about subject while participants sit and listen.
L] Video: Participants watch a video.
L] Reading: Participants are given material to read and learn.

L] Parent Participation: Parents are encouraged to participate with child to repeat instructions to
participant if necessary.

L1 Take-Home: Participants take materials home with them.

L1 Quiz: Participants take a written quiz on material covered in class.

L] Performance: Participants have the opportunity to perform as a group.

L1 Small Groups: Participants work in small groups to come together on a solution.
[ Stations: Participants move among multiple stations.



Outcome Measurement....

0 How will the above outcomes be measured?

[J A success is defined as:

Program Description....

"I Please describe your program in 30 words or less:

Need for Program....

| Please list all other providers of a similar program in this community:

Name: Phone:
Summary of Service:
Name: Phone:
Summary of Service:
Name: Phone:
Summary of Service:
Name: Phone:

Summary of Service:

Why should RPD Community Services Division be the organization to enter a contract with you to
provide this program?

Is there another local organization more suitable to offer this program?




Initial Participant Petition....

| Please list at least 10 people who have agreed to participate in this program should the
City of Redlands enter a contract with to provide this program.

Name Home Phone Cell Phone Email Before?

—_
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Instructor Qualifications....

Please list previous experience in providing this service along with a reference that can
speak to your abilities/qualifications:

Organization: Years:

Location:

Name: Phone:

Organization: Years:

Location:

Name: Phone:

Organization: Years:

Location:

Name: Phone:

Organization: Years:

Location:

Name: Phone: H




o Please provide a copy of all pertinent certifications held.

¢ Please list other qualifications that may lead us to contract with you for this service:

Proposed Format....

This information represents the Instructor’s “ideal,” and is intended as a starting place
for discussions between the Recreation Supervisor and the Instructor.

Course Length (1day, 4wks, 6wks, etc):

# Days / Week:

Weekday(s): Times:
Location (or type of facility):
Min. Enroliment: _Max. Enrollment: _____

Age Ranges:

Per StudentFee: §__

Worth of Service: $ (Total amount contractor needs to receive at end)
Supply Fee: $

e Other Specifications:

Instructor’s Information...

Name:

Address:
Phone: Cell: Fax:
Email:

California Driver's License #: Class: Expiration
Date:

Education

High School: Did you graduate? Yes  No
Name and Location:

NAME OF COLLEGE/UNIVERSITY DATES ATTENDED DEGREE MAJOR/MINOR




Other languages in which you can communicate:

Conviction
Have you ever been convicted of a felony or misdemeanor? Yes No
Have you ever been convicted of a child molestation or firearms violation? Yes No
If yes, list all incidents below:
CONVICTION APPROX. DATE CITY & STATE SENTENCE OR PENALTY

*Contractors are required to submit fingerprints for a background check before contracts will be ap-
proved.

All answers and statements in this document are true and complete to the best of my
knowledge and belief. | understand that untruthful or misleading answers are cause
for termination of my contract.

Signature Date

Please complete this form and return to the:
Recreation and Senior Services Division
111 W. Lugonia Ave.

Redlands, CA 92374
(909)798-7572
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