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WELCOME! 
 

We are pleased that you have chosen the Oak Park Conservatory as a place to volunteer your valuable 
time. We hope that you will find your experience fun, interesting and rewarding. Perhaps the greatest 
rewards many of us have found are the relationships that we have developed with one another and the 
knowledge that we are an essential part of supporting such a beautiful and historic community asset—the 
Oak Park Conservatory. 
 
The purpose of the Volunteer handbook is to provide you with information about the Conservatory facilities, 
the Park District of Oak Park, and the Friends of the Oak Park Conservatory (FOPCON). We have also 
included policies and procedures and other information that may be useful to you in your volunteer service. 
 
Please let us know what we can do to make your volunteer experience more rewarding. Your suggestions 
and comments are always welcome! 

 
WHO WE ARE 

The Oak Park Conservatory is a historic property of the Park District of Oak Park, listed on the National 
Register of Historic Places.  The Conservatory showrooms, growing houses, grounds and plant collections 
are maintained by three full-time Park District staff plus part-time and seasonal staff, with the support of 
volunteers.  Park District staff is responsible for responding to any onsite emergencies, including medical 
issues.   
 
Contact information for Park District of Oak Park:   
 

Patti Staley Director of Horticulture Patti.Staley@pdop.org 

Patrick Manieri Horticulture Supervisor Patrick.Manieri@pdop.org 

Dusan Lepojevic Greenhouse Supervisor Dusan.Lepojevic@pdop.org  

 
The Friends of the Oak Park Conservatory is a nonprofit, 501(c)(3) organization whose mission is to 
promote interest in the Oak Park Conservatory, offer educational and recreational opportunities and 
support projects that benefit the Oak Park Conservatory.  One way the Friends supports the Conservatory 
is by managing the volunteer program in accordance with policies established by the Park District of Oak 
Park.  The work of the Friends is carried out by three part-time staff, a volunteer Board of Directors and 
many other dedicated volunteers.   
 
 

Judy Klem Executive Director director@fopcon.org 

Andrea Lofgren Operations Manager operations@fopcon.org 

 Volunteer and Program Coordinator coordinator@fopcon.org 
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BECOMING A VOLUNTEER 
 

To become a volunteer, individuals must participate in an interview with the Volunteer and Program 
Coordinator and complete the following paperwork: 
 

 An application  

 A waiver and release form  

 An emergency contact form  

 A criminal background check  

 Handbook acknowledgement form  
 

 
YOUR RESPONSIBILITIES AS A VOLUNTEER 

As a volunteer: 

 

 Sign in each time you work at the Conservatory. 

 Remember to wear your volunteer nametag. 

 Record your total hours, rounded to the nearest quarter hour, for the appropriate service area. If 
you volunteer off-site (not at the conservatory), record your hours online by entering 
https://secure.lglforms.com/form_engine/s/ExV1cAuGtAuA1dN-VZXMbg into your browser. 

 Come in at your scheduled time unless you have received prior approval. Notify your supervisor (at 
least one day in advance, if possible) in the event you are unable to be here at your assigned time.  

 Respond to visitors in a friendly, courteous manner as a representative of the Conservatory.  

 Wear comfortable attire as appropriate for your duties.  

 Treat as confidential all records, files and personal information.  

 Feel free to ask questions. Your thoughts and ideas are important to us! 
 

HOW YOU BENEFIT AS A VOLUNTEER 
 
The most important benefit of being a volunteer is the opportunity to learn and to grow as an individual.  
Volunteers also receive: 
 

 A yearly invitation to the FOPCON Board of Directors’ summer barbeque and Volunteer Committee’s 
fall Appreciation Dinner for all volunteers who have logged hours within the previous 12 months.  

 An opportunity to be recognized by the Volunteer Committee, based on recommendations from 
Conservatory staff, event chairs and other volunteers. This recognition is done throughout the year. 

 A $35 voucher to be used toward a FOPCON membership that is awarded each January to 
volunteers who have served more than 60 hours in the previous calendar year. 

 Free tours at participating Chicagoland institutions during National Volunteers’ Week in April. 
Organized by the Chicagoland Cultural Volunteer Programs (CCVP). 

 Special training for interested and qualified volunteers in education, horticulture and visitor services 
programs.

 Opportunities to meet Conservatory visitors from all over the world. 
 
 

  

https://secure.lglforms.com/form_engine/s/ExV1cAuGtAuA1dN-VZXMbg
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FACILITY INFORMATION 
 

PARKING 

Parking is available on Garfield Street, East Avenue and on Clarence Avenue with some restrictions. Be sure 
to note the signs for parking limits.  Volunteers may also park in the Rehm parking lot located on Garfield 
Street, east of the Conservatory and the Fire Station.  

 

SECURING YOUR PERSONAL BELONGINGS 

We recommend securing your personal belongings before coming into the Conservatory for your shift. 
Smaller personal belongings (purses, car keys, fanny packs) may be placed in a locker, when available. 

The Park District of Oak Park, Oak Park Conservatory, is not responsible for lost or stolen belongings.  Please 
keep track of your belongings while visiting the Conservatory. 

 

WORK AREAS  
The Operations Area and the growing houses are restricted to authorized personnel staff only.  Volunteers 
are authorized in the growing houses and operations area as part of their specific role under staff 
supervision. Visitors are not permitted in these areas.
 
SAFETY RULES 
Safety is the responsibility of every volunteer.  Accordingly, all volunteers shall adhere to the following rules: 
 

 Smoking is prohibited on Park District property. 

 Horseplay and fighting will not be tolerated in the work place. 

 Possession of unauthorized firearms, alcoholic beverages, illegal drugs or unauthorized medically 
prescribed drugs will not be tolerated. 

 Your supervisor must be notified of any permanent or temporary impairment that reduces your 
ability to perform in a safe manner or prevent or hinder your performance of the essential functions 
of your position. 

 Personal protective equipment must be used when potential hazards cannot be eliminated.  
Equipment is to be operated only by trained and authorized personnel. 

 Periodic inspections of workstations may be conducted to identify potential hazards and to ensure 
that equipment is in safe operating condition. 

 Any potentially unsafe conditions or acts are to be reported immediately to your supervisor. 

 If there is any doubt about the safety of a work method, your supervisor should be consulted before 
beginning a task. 

 All accidents, near misses, injuries and property damage must be reported to your supervisor, 
regardless of the severity of the injury or damage. An accident report will be filled out by Park 
District staff. 

 All tools and equipment must be stored in their designated place. Scrap and waste material are to 
be discarded in designated refuse containers. 

 Any smoke, fire or unusual odors must be reported promptly to your immediate supervisor. 

 If you create a potential slip or trip hazard, correct the hazard immediately or mark the area clearly 
before leaving it unattended. 

 Volunteers are encouraged to remain hydrated and in areas of shade whenever possible. 
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EMERGENCY PROCEDURES 

While we do not anticipate that you will be required to respond to an emergency situation, we want to make 
sure that you are reasonably prepared to do so. We will periodically provide you with updates as new 
procedures or information becomes available. Please familiarize yourself with the emergency exits and 
locations of telephones. Review the information provided below and don’t hesitate to ask Conservatory or 
FOPCON staff if you have any questions. Emergency procedures are also posted on the bulletin boards in 
the break room. 

 

Type of Emergency: What to do: 

VISITOR INJURY OR ILLNESS CONTACT PARK DISTRICT STAFF. 

BLOOD BORNE PATHOGENS IN THE EVENT OF AN ACCIDENT OR INJURY THAT CAUSES 

BLEEDING, VOLUNTEERS SHOULD EXERCISE CARE TO AVOID 

EXPOSURE TO BLOOD-BORNE PATHOGENS LIKE HIV OR 

HEPATITIS. CONTACT PARK DISTRICT STAFF TO PROVIDE 

FIRST AID. 

FIRE EVACUATE, CALL 911, MEET AT GARFIELD AND CLARENCE 

STREETS. OR NORTH/SOUTH ALLEY BEHIND 

CONSERVATORY.  DO NOT LEAVE.  

SUSPICIOUS ACTIVITY CONTACT PARK DISTRICT STAFF AND/OR DIAL 708-386-
3800 TO REQUEST OFFICER ASSISTANCE.  DO NOT 

ATTEMPT TO INTERVENE. 

THREATENING OR VIOLENT BEHAVIOR CONTACT PARK DISTRICT STAFF AND/OR DIAL 911 TO 

REQUEST OFFICER ASSISTANCE.  DO NOT ATTEMPT TO 

INTERVENE. 

SEVERE HAIL EVACUATE THE SHOWROOMS AND GROWING HOUSES. 
REMAIN IN THE ENTRANCE HALLWAY, OFFICE AREAS, 
RUBINSTEIN ROOM OR OPERATIONS AREA. 

TORNADO EVACUATE THE SHOWROOMS AND GROWING HOUSES.  
TAKE SHELTER AWAY FROM WINDOWS IN MEN’S 

RESTROOM, LADIES’ RESTROOM AND VOLUNTEERS’ 
RESTROOM IN THE OPERATIONS AREA.  TOURS SHOULD BE 

ESCORTED TO DESIGNATED RESTROOM AREAS WITHOUT 

REGARD TO GENDER. WAIT UNTIL SIRENS STOP. 
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POLICIES 
 
NONDISCRIMINATION AND HARASSMENT 
The Park District of Oak Park and The Friends of the Oak Park Conservatory are committed to a work 
environment in which all individuals are treated with respect and dignity. We expect that all relationships 
will be businesslike and free of bias, prejudice and harassment. It is the responsibility of each and every 
employee, officer, official, park commissioner, agent, volunteer, and vendor, as well as anyone using the this 
facility, to refrain from sexual and other harassment. Actions, words, jokes, or comments (whether directed 
at you or another individual) which have the effect of creating a hostile or intimidating environment, should 
be immediately reported to the Director of the Conservatory or to FOPCON’s Executive Director. 
 
 
PERSONAL USE OF PDOP OR FOPCON PROPERTY 
Equipment, such as tillers, snow blowers, telephones, postage, facsimile and copier machines, is intended for 
business purposes. No employee, contractor, elected official, volunteer or member of the public may use 
Park District or FOPCON property for personal use.  
 
ELECTRONIC COMMUNICATION POLICY 
Communication systems (telephone, voicemail, and internet) are provided by the Park District of Oak Park 
and the Friends of the Oak Park Conservatory for business activities and may not be used for personal, 
political, commercial, inappropriate, or illegal purposes. Any electronic communication may be considered a 
“public record” and thus may be subject to inspection and copying pursuant to the Illinois Freedom of 
Information Act. Every communication also may be subject to disclosure in a lawsuit involving the Park District. 
Downloading data, information, e-mail attachments, and the like from an outside source increases the risks 
of viruses and other damaging agents to computers. You should not retrieve material from outside sources, 
particularly from sources not known to you.  
 
FERTILIZERS AND PESTICIDES 
Fertilizers and pesticides may be used periodically.  OBEY THE SIGNS.  When pesticides are used, dates 
and times are listed for acceptable re-entry times.  Material Safety Data Sheets (MSDS) for chemicals used 
on site (and the protocol for handling spills) are available for review.  
 

 
STATEMENT OF ADMISSION 
All volunteers are expected to act and conduct themselves at all times in the best interest of the Oak Park 
Conservatory. When an accident occurs, no matter how insignificant it may seem to be, it is of the utmost 
importance never to presume or admit guilt or fault of any kind. Volunteers should never cause(s) of the 
accident or injury or discuss any facts of the accident. Volunteers should cooperate with investigating 
authorities and with any investigation conducted by or on behalf of the Oak Park Conservatory. Any and 
all questions relating to an accident involving Park District property and/or personnel should be promptly 
directed to a department head or agency spokesperson.

 
 

The Oak Park Conservatory is a historic property 

of the Park District of Oak Park. 
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Receipt and Acknowledgement of the Oak Park Conservatory 
Volunteer Handbook 

 
This Volunteer Handbook is an important document intended to help you become acquainted with the Park 
District of Oak Park, the Oak Park Conservatory and the Friends of the Oak Park Conservatory.  This 
handbook will serve as a guide; it is not the final word in all cases.  
 
Please read the following statements and sign below to indicate your receipt and acknowledgement of the 
Oak Park Conservatory Volunteer Handbook. 
 

 I understand that the policies, rules and benefits described in this handbook are subject to change 
at the discretion of the Park District of Oak Park at any time. 
 

 I further understand that my volunteering is terminable at will, either by the Park District of Oak 
Park, the Conservatory, and the Friends of the Oak Park Conservatory or myself regardless of the 
length of my volunteering. 

 

 I understand that my signature below indicates that I have received this copy of the handbook and 
that I agree to read prior to my first volunteer assignment. 

 
 
 
_______________________________________________________    __________________________ 
Volunteer’s signature       Date 
 
_______________________________________________________ 

Volunteer’s name (PLEASE PRINT) 
 


