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January 1, 2017 

 

Dear Volunteer, 

 

Welcome! Thank you for your interest in volunteering for the City of Wentzville’s Parks and Recreation 

Department. Whether you are a seasoned volunteer or new to the program, we thank you for making a 

commitment to better your community. Your time and talents will greatly benefit the residents of 

Wentzville by helping us to provide services and programs that would not otherwise be possible.  

 

Our City is experiencing tremendous growth and with that comes the need for more parks, recreational 

activities, City events, sports teams and fitness opportunities. None of these things are possible 

without the help of volunteers. 

 

As the new Special Events & Volunteer Manager, I am personally looking forward to building this 

program to its full potential and really leaving a footprint on this City. I  look forward to meeting each 

of you and working hand-in-hand with you at many of the events and programs. 

 

On behalf of the Parks and Recreation Department, the City of Wentzville, and all of i ts residents, 

thank you for sharing your time and talents. 

 

 

With Gratitude, 

 

Christine Eifert 
Special Events & Volunteer Manager 

City of Wentzville Parks and Recreation 
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This Handbook is Yours to Keep 

 

It is designed to answer questions, provide required information and give guidance and direction to 

City of Wentzville Volunteers. This handbook contains policies, procedures and work rules that are 

applicable to all volunteer programs. It is meant to supplement any training or orientation that you 

will receive from the Special Events & Volunteer Manager or staff supervisor related to your 

specific volunteer position.  Additional work rules may be made available to you as part of your 

training and orientation to a particular location or volunteer duty.  
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Important Contact Information 

 

Christine Eifert      Amy Hays 

Special Events & Volunteer Coordinator   Parks & Recreation Superintendent  

christine.eifert@wentzvillemo.org    Amy.Hays@wentzvillemo.org 

(636) 639-2085      (636) 332-9236 

 

Rainout Hotline      Progress Park Front Desk 

In the event of inclement weather, it may be   (636) 332-9236 

necessary to cancel a program or event. Please 

access the RAINOUT HOTLINE to check the status. 

(636) 332-6020 

http://bit.ly/rainouthotline 

mailto:christine.eifert@wentzvillemo.org
mailto:Amy.Hays@wentzvillemo.org
http://bit.ly/rainouthotline
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The City of Wentzville, Missouri 
Located in America’s Heartland, at the intersection of Interstates 70 and 64 and less than an hour’s drive from St. Louis, 
Wentzville has it all — convenience, beauty and charm.     

 

Growing from a small town of only about 5,000 in 1990 to a dynamic City of 29,070 by 2010, Wentzville has become a 

premier location for both businesses and residents. Wentzville is the fastest growing city in the state of Missouri, 

according to the 2010 Census, with an increase in population of 322%. Yet, for all its rapid growth, our City has 

retained its hometown charm and friendliness. 

 

History of Wentzville, Missouri 
Frontiersman Daniel Boone and members of his family were among the first Americans to settle in St. Charles County 

in 1795. They were followed by hunters and trappers. During the 1830’s, German craftsmen and farmers began to 

arrive in turn, fostered development of county Communities, including Wentzville.    

 

Wentzville was founded in 1855 when the great movement of pioneers across our country was reaching its hig hest 

tempo. A railroad was pushing across Missouri to the west to carry these settlers and to furnish services for those 

few who were already established in the new area. This movement prompted William M. Allen, a great land owner 

and slaveholder to Western St. Charles County, to give a tract of land along the railroad right-of-way to establish a 

station to serve the local community. Allen laid out the town, which consisted of a narrow tract of ground seven 

blocks long lying east and west along the railroad. In giving the ground for the first railroad station, he stipulated in 

the grant that in the event the station was moved or taken away, the land would revert to his heirs. This assured the 

station’s site for the community and made the new town’s future more secure.    

 

The railroad construction pushed through Wentzville during the year 1856 and the first train arrived in 1857. The 

construction and building of the line was under the supervision of Erasmus Livingston Wentz of New York State. 

Wentz assisted Allen, the founder, in surveying the present town’s lots and streets and so Allen honored his good 

friend Wentz by naming the town after him.    

 

The churches in Wentzville have played a major part in the development of this community. The records reveal that 

the first church building in Wentzville was constructed by the Methodists between 1866 and 1868. The next major 

churches in Wentzville were the Lutherans and the Catholic Church.   

 

The Wentzville area was principally devoted to raising tobacco between 1850 and 1880. Names, such as George S. 

Myers (a partner of Liggett and Myers), Paul Brown, Joel Carr, Robert and Caleb Dula, J ohn and Jim Drummond, 

worked in and owned tobacco factories in this area. Caleb Dula became the first president of Liggett and Myers, 

Robert Dula, Caleb’s brother, became Chairman of the Board of Lieggett and Myers Tobacco Co. Many of these men 

became millionaires and many of these men and their relatives are buried in the community.    

 

Wentzville was incorporated as a fourth class city in March 1872 and the government is composed of an elected 

Mayor and six aldermen, with an appointed city administrator.   

 

In following decades Wentzville sustained a slow but steady growth as an agricultural hamlet, primarily in the small 

services, professional and retail sectors. In 1980, however, General Motors Corporation began construction of its 

largest, most modern auto assembly plant at the time, providing more than 6,000 jobs when it went into full 

operation.   

 

Today, Wentzville has a population of about 32,000.  It has excellent schools, private and public, many churches and 

clubs. Although, Wentzville is less than an hour away from downtown St. Louis, it is still a quiet pleasant peaceful 

community, rich in history and identity.   
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Parks and Recreation Department 

 

Connect with Wentzville Parks and Recreation 

 

                                                                
fun@wentzvillemo.org            facebook.com/Wentzville.parks                      @WentzParkRec       volunteer@wentzvillemo.org 
 

 

Vision Statement 

 

To create and maintain unparalleled recreational opportunities and high quality parks or public 

spaces enhancing our quality of life, with exceptional service, programs and facilities for all who 

live, work and play in our community.  

Mission Statement 

 

Our mission is to enhance community unity, health and open-space preservation through people, 

parks and programs. 

 

mailto:fun@wentzvillemo.org
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Volunteer: Wentzville 
City of Wentzville’s Volunteer program 

 

Growing from a small town of only about 5,000 in 1990 to a dynamic City of 29,070 by 2010, 
Wentzville has become a premier location for both businesses and residents. Wentzville is the 
fastest growing city in the state of Missouri, according to the 2010 Census, with an increase in 
population of 322%.  
 
With this growth comes the need for more parks, recreational activities, City events, sports 
teams and fitness opportunities. None of these things are possible without the help of 
volunteers. Our volunteers help stuff Easter eggs, clean our fitness equipment, coach our sports’ 
teams and much more. However, our Volunteer Program has not grown as rapidly as our City 
has. We need volunteers now more than ever. We are looking for all ages, all abilities, with many 
different talents and groups of all sizes. 
 

 

Volunteer Qualifications  

 

 Volunteers must be U.S. citizens or legal aliens who are able to work in the United States. 

 In general, volunteers must be 16 years of age or older.  

o Certain programs and group opportunities that may have different age requirements. 

 All volunteers 17 years of age and older must submit to and pass a standard background 

check. 

o Exceptions include high school students with signed reference form and groups who 

work on special projects. 

 Volunteers must have transportation to and from their work site. 

 

 

Volunteer Application Process 

 

1. Complete the Volunteer Application Packet and turn into Volunteer Manager via email, fax 

or in person. 

2. All volunteers, 17 years and older, must submit to and pass a standard background check. 

(Background checks require renewal on an annual basis).  

a. Exceptions include high school students with signed reference form and groups who 

work on special projects. 

3. The selections and screening process may include an interview and reference check. 

4. Final volunteer placement is dependent upon passing the background check. Please allow 

up to two weeks for the selection process to be completed. 

5. You will be contacted within two (2) weeks by the Volunteer Manager to discuss the 

available volunteer opportunities. 
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Volunteer Rights & Responsibilities  
 

Volunteer Rights: 

 To be offered meaningful assignments that provides a good fit for your interests and 

abilities. 

 Work the hours that best meet your needs. 

 Receive proper orientation, training and supervision to feel confidant on the job. 

 To work in a safe environment and the ability to communicate any concerns that should 

arise. 

 Be listened to and treated with respect by the staff. 

 Understand how your task contributes to the organization. 

 Be recognized for your efforts. 

Volunteer Responsibilities: 

 Follow all applicable policies and procedures.  

 Treat the staff and patrons with courtesy and respect. 

 Represent the City of Wentzville in a positive light. 

 Arrive on time for scheduled service and call if unable to work that time. 

 Follow all safety and emergency guidelines. 

 

 

Goals of Volunteer: Wentzville 

 

 To create community awareness and support by engaging and educating volunteers on the 

city of Wentzville’s history, mission, accomplishments and current challenges. 

 Provide positive opportunities for volunteers to utilize their talents in a constructive 

manner while fulfilling some of their own needs. 

 Extend services and initiate new and innovative programs that could not be otherwise 

provided. 

 To conserve resources by utilizing volunteers to support and strengthen the work of the 

Parks and Recreation staff. 

 Enable the public to provide more input in the development of their community. 

 To provide the public with a clear insight as to what challenges the City faces in providing 

special events and day-to-day services. 

 To recognize volunteers and convey appreciation for their contributions of time and talent. 
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Volunteer Opportunities 
 

Special Events- 

If you are looking for a short-term or one-time opportunity, consider volunteering at one of our 

special events. Annual events such as Easter EGGstravaganza, Wentzville Days, Fourth of July 

Liberty Fest & Parade, the Holiday Night Lights/Turkey Dash and the Holiday Night Lights Walk-

Thru need volunteers to help with parking, set-up, event registration and more.  Special event 

volunteer opportunities are available for both groups and individuals. 

 

Youth Coaching- 

We have opportunities available year-round to help with our youth sports leagues. In order to 

facilitate many of our leagues, volunteer coaches are needed in soccer, volleyball, basketball, 

football, baseball and softball. 

 

One-Day Programming- 

Throughout the year, we offer one day events and programs to all ages, including preschoolers, 

children, teens and tweens, adults and seniors in arts and crafts, fitness, social gatherings and other 

activities. These programs always need a few extra sets of hands to help with set up, clean up and 

help our guests. 

 

Progress Park Greeter & Office Assistants- 

These volunteers assist the staff with customer service, answering phones, filing and assisting with 

basic operations. These individuals are committed and may also be asked to participate in program 

planning to help identify ways to better serve residents at each of our facilities.  

 

Park Volunteers- 

Our horticulturist and maintenance staff are always looking for volunteers to regularly help with 

minor ground maintenance and park-cleanup projects. Park volunteer opportunities are available 

for both groups and individuals. 

 

Special Projects- 

If you have a special skill that could benefit the Parks and Recreation Department, please let us 

know. You could teach a class, help plan a special event, help with summer camps and more. 

                                             
 



8 

Volunteer Recognition & Park Bucks Incentive Program 
 

Volunteers are essential to the success of City of Wentzville’s Parks and Recreation Department.  

The annual Volunteer of the Year Program celebrates the service these honorees and all volunteers 

give for the betterment of the parks and the community.  

 

Throughout the year, the Wentzville Parks and Recreation Department also seeks to thank 

volunteers for their dedication of time and talent. From handwritten notes to volunteer T-shirts, 

our staff seeks to acknowledge volunteers for their tremendous positive impact on the City. 

 

Park Bucks Incentive Program 

Individual Volunteers 

Starting in January 2016, all Volunteers will earn a Volunteer Wentzville T-shirt after completing 10 

work hours in the program. Then, volunteers will earn $25 in Park Bucks for every 25 hours 

worked throughout the year. Those EXTRAORDINARY Volunteers who hit 100 hours in a calendar 

year will receive their choice of an Annual Individual Recreation Pass or an Individual Pool Pass to 

be used the following year. Park Bucks will expire one year from the date of issue. They can only be 

used for up to 50 percent off a program, class or event and can only be spent on or used by those in 

your household. Lastly, they cannot be used to pay for a facility rental.  

Groups, corporate projects and individuals who are completing mandatory hours of service (for 

school credit, court mandated, etc.) will not be eligible for Park Bucks. If those individuals come 

back to complete additional hours of service on their own, they will then be eligible.  

 

Volunteer Coaches  

We know many of our Volunteer Coaches take their positions very seriously and go above and 

beyond for their teams each season. Because of your dedication and drive, we wanted to reward 

you! Moving forward the head coach and up to two assistant coaches are eligible to earn Park 

Bucks. To earn the Park Bucks you must meet the following criteria: 

 Start and finish the season with the team 

 Must follow job description given at beginning of season 

 Must be in good standing with the Parks Department 

 Earn good marks on end of season survey 

 

Park Bucks’ breakdown on next page… 
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Sport 
Head Coach  

Amount Eligible 

Asst. Coach  
Amount 
Eligible 

Youth Baseball/Softball $20  $15  

Coach Pitch/T-Ball $15  $10  

Youth Soccer $15  $10  

Youth Volleyball $10  $5  

All Basketball $10  $5  
 

Park Bucks will expire 1 year from the date of issue. They can only be used for up to 50% off a 

program, class or event and can only be spent on or used by those in your household. Lastly, they 

cannot be used to pay for a facility rental.  
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Volunteer Related Policies 
 

On the following pages are volunteer-related policies, procedures and work rules based on legal 

requirements and best practice standards. 

 

The Parks and Recreation Department takes very seriously the safety, security and well-bring of all 

volunteers, staff and park users. The following polices relate to all volunteers.  

 

 

Equal Opportunity 

 

Wentzville’s Volunteer Program supports our City’s policy in regard to equal opportunity. 

Selections will be based without discrimination against any applicant because of race, religion, 

color, creed, sex, disability, national origin, ancestry, age, marital or veteran status.  

 

 

Nepotism 

 

An employee’s immediate relative will be allowed to volunteer for the City, but employees are not 

permitted to be in a position to approve, supervise or advocate for the assignment of a family 

member in the Volunteer Program. Immediate family is a father, mother, son, daughter, brother, 

sister, uncle, aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-

law, daughter-in-law, brother-in-law, sister-in-law, grandmother, grandfather, stepfather, 

stepmother, stepdaughter, stepson, half-brother and half-sister, stepchildren or stepgrandparents.  

 

 

Anti-Harassment Policy 

 

It is policy of the City to maintain a working environment which encourages mutual respect, 

promotes respectful and congenial relationships between employees and volunteers and is free 

from all forms of harassment of any employee or volunteer by anyone, including supervisors, staff, 

vendors, customers or other volunteers. Harassment in any manner or form is expressly prohibited 

and will not be tolerated by the City. Accordingly, City management is committed to vigorously 

enforcing this policy against harassment including, but not limited to, sexual harassment at all 

levels within the City. It is the volunteer’s responsibility to report acts of harassment directly to the 

Volunteer Manager. 

 

All reported or suspected occurrences of harassment will be promptly and thoroughly investigated. 

Where harassment is determined to have occurred, the City will immediately take appropriate 

disciplinary action. Actions may include written warnings, possible suspension and termination. 
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Workplace Violence  

 

The City does not tolerate acts of workplace violence committed by or against employees or 

volunteers. The City strictly prohibits employees or volunteers making threats or engaging in 

violent acts. This is a zero tolerance policy, meaning the City terminates any volunteer found to 

have violated this policy.  

 

 

Volunteer Conduct 

 

Volunteers are expected to obey the same supervision, rules of conduct and ethical standards as 

City employees. Failure to comply with City or department rules may result in termination of the 

volunteer. The City of Wentzville reserves the right to terminate volunteer service at any time, with 

or without cause. The following regulations are of specific importance to volunteers: 

1. Volunteers are expected to contact their supervisor if they are going to be late for work or 

unable to work their assigned shift, 24 hours’ notice is appreciated when possible.  

2. Volunteers are expected to report any unsafe working conditions to their supervisor 

immediately.  

3. Volunteers are expected to observe all safety procedures and standards of the City when 

performing volunteer tasks. If a volunteer is involved in an accident or injured in the course 

of their service to the City, they are to report the accident to their supervisor, or in the event 

that the supervisor is unavailable, to the first available supervisor immediately.  

4. Volunteers are expected to respect confidentiality requirements if they encounter 

confidential information while working for the City. 

5. When riding as a passenger in a City vehicle, volunteers must wear a seatbelt in compliance 

with the City’s seatbelt policy. 

6. Smoking is prohibited in City buildings, facilities and vehicles. This includes electronic 

cigarettes. 

7. Volunteers are subject to immediate dismissal if they are under the influence of drugs or 

alcohol while performing their volunteer duties.  

8. Volunteers are expected to give adequate notice before terminating their services, two 

weeks minimum notice is appreciated.   

 

As a City of Wentzville volunteer you’re a representative of the City of Wentzville and you are 

expected to conduct yourself in a manner that reflects positively on the community. By 

volunteering for Wentzville you prove a valuable service to the residents of this community. Always 

strive to be respectful of your position and conduct your volunteer job with honesty, integrity and a 

positive attitude.  
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Dress Code 

 

As a representative of the City of Wentzville, volunteers are responsible for presenting a positive 

image to the public. Volunteers are expected to dress appropriately while on duty and are not 

permitted to wear clothing that promotes illegal activity, inappropriate language or contains 

images or words of a sexual nature. For most events, you will be given a Volunteer shirt to wear for 

the duration of the event. You will be asked to turn in back in before you leave. Depending on your 

volunteer position, additional clothing and/or equipment requirements may exist and will be 

communicated to you by your staff supervisor or the Volunteer Manager. 

 

 

Absence of Late for Shift 

 

If a volunteer must be late for a shift or absent, it is his/her responsibility to notify his/her 

supervisors or Volunteer Manager at least 30 minutes before their scheduled start time. If a 

volunteer is unable to reach their supervisor, a message should be left on the supervisor’s or 

Volunteer Manager’s voicemail.  

 

 

Emergency Procedures 

 

When there is a fire alarm or other emergency, follow directions given by staff supervisor to find 

safety. In case of a fire, please exit thought the closest marked door. In case of a tornado, you will 

proceed to the nearest restroom or locker room in the nearest secured building. If outdoors with no 

buildings, find a ditch or low area to lie down in. If possible, take attendance immediately and 

report any missing or injured persons.  

 

 

Volunteer Safety 

 

 All volunteers are prohibited from operating City vehicles and from using their own vehicles 

for City business.  

 First-aid kits are available at all work locations and in all City vehicles.  

 Obey all City rules, regulations, signs, markings and instructions. 

 All prescribed safety and personal protective equipment should be used when required and 

should be maintained in good working condition. 

 Must report any defective equipment or unsafe conditions to a supervisor immediately. 

 Report all injuries to your supervisor, regardless of the severity. 

 Please return all supplies and equipment in the condition you received it to insure they are 

in the best possible condition for the next person to use it. 
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Injury, Incident and Accident Reports 

 

For all serious emergencies, call 911. Any accident or injury which involves an on-duty volunteer 

must also be reported to your supervisor immediately, regardless of the nature of the injury. The 

incident, accident or injury may require the completion of paperwork by you and/or your staff 

supervisor.  

 

To help avoid injury or incident please adhere to the following: 

 Avoid overexertion; take breaks when needed and stay-hydrated. 

 Wear appropriate clothing including gloves, long pants, close-toed shoes, appropriate eye 

protection and sunscreen. 

 Do not pick up anything that be hazardous or cause injury. Report the location of any 

hazardous items to your supervisor immediately. 

 Use only equipment and tools provided by your staff supervisor. 

 

 

Supervision 

 

Staff members are the direct supervisors for volunteers and each volunteer opportunity will have a 

clearly identified supervisor. The supervisor is responsible for guidance and support of the 

volunteer and should always be readily available. The following tasks are to be performed by the  

 

Volunteer Supervisor: 

 Defining volunteer assignments and work hours. 

 Providing volunteer job training and training tailored to the specific tasks they will be 

performing. 

 Providing general supervision to the volunteers. 

 Evaluating and documenting volunteer job performance and progress. 

 Signing off on completed hours and maintaining records of volunteer hours for monthly 

submittal to the Volunteer Manager. 

 Reporting problems, incidents and accidents to the Volunteer Manager. 

 

Volunteer Manager: 

 Finalizing and publishing volunteer assignments and work hours. 

 Scheduling volunteer trainings and orientations. 

 Managing volunteer supervisors and collecting their evaluations and volunteer hours and 

records. 

 Recording and tracking all volunteers’ hours and implementing NEW Park Bucks Incentive 

Program. 

 

 

 



14 

Grievances  

 

An aggrieved volunteer must personally present his or her grievance in writing to the Volunteer 

Manager. The volunteer should state the grievance as clearly and objective as possible. The 

Volunteer Manager will attempt to address the matter and furnish a written answer within 5 

working days. 

 

 

Time Logs 

 

Volunteer Logs are to be filled out by all volunteers for tracking purposes. Volunteers are 

responsible for keeping track of their hours. Volunteer Log sheets will be provided by the Volunteer 

Supervisor at each assignment for volunteers to record hours. Time sheets must be turned in to the 

Volunteer Manager before receiving credit for the hours served.  

 

 

Volunteer Records 

 

 As with employee files, volunteer files are kept confidential.  

 The Volunteer Manager will provide each department with time logs to record volunteer 

service hours. 

 The department head will submit volunteer time sheets to the Volunteer Manager no later 

than a week after the event or program took place. 

 The Volunteer Manager will maintain the records for volunteers. 

 Volunteers are responsibly for communicating their hours to their supervisor and/or 

Volunteer Manager. 

 

 

Feedback 

 

Volunteer feedback helps us to set goals, measure progress, gather input and identify ways to 

improve the volunteer experience as well as the entire program. 

 

Volunteers are welcome to give feedback to their supervisor or the Volunteer Manager at any time. 

Volunteers may be asked for regular feedback by their supervisor. Feedback may include one-on-

one meetings, surveys or group meetings at the end of a project. 

 

A volunteer who has a concern is welcomed and encouraged to discuss the issue with his/her staff 

supervisor or the Volunteer Manager. Every attempt will be made to resolve a problem through the 

discussion process. 
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Media 

 

Before speaking to the media on behalf of the City of Wentzville, volunteers must obtain permission 

from (Kara Roberson) Communications Manager at (636) 639-2004. 

 

 

Volunteer Liability  

 

 

 

Termination from Volunteer Program 

 

As volunteers willingly and freely offer services with no expectation of payment or compensation, 

the City of Wentzville recognizes the right of volunteers to discontinue their service at any time and 

for any reason. 

 

The City of Wentzville reserves the right to limit the use of volunteers based on staff determination 

of needs and policies. Volunteers will be dismissed if their behavior or language is harmful or 

threatening to park users, staff or other volunteers. Grounds for terminating volunteer service may 

include, but are not limited to: failing to meet background check criteria, misconduct; use of alcohol 

or drugs while on duty; property theft; misuse of equipment or materials, mistreatment of staff, 

volunteers or members of the public; imposing religious or political beliefs on others; failure to 

adhere to the policies outlined in this handbook; and/or failure to perform assigned volunteer 

duties.  
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Memorandum of Understanding 

 

 

I, ________________________________________________________ have read, received and agree to abide by the 

 First Name  Last Name 

policies and procedures outlined in the Volunteer Wentzville Handbook. 

 

 

 

 

____________________________________________________________      ___________________________________ 

Volunteer Signature        Date 

 

 

___________________________________________________________       ____________________________________ 

Volunteer Manager Signature       Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Please sign and date and turn into Volunteer Manager. 


