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Risk Management Video: ​https://youtu.be/So6FT81pSwE​  ​(Must be signed into @NCSU account to view) 
 
Background and Objective: ​The following outlines a risk management plan for the Apex Community 
Center, a facility of the Apex, NC Parks, Recreation and Cultural Resources Department. This plan and the 
corresponding video will focus specifically on the Open Gym, general drop-in, and staff function during peak 
and evening hours at the center. Risk management is an ongoing process that must be systematically 
evaluated for effectiveness and adjustments made as appropriate. 
  
The focus of this assessment will be on the “drop-in programs” with the majority of our focus on open gym. 
Open Gym is typically basketball and volleyball and occurs on courts 1&2.  There are usually daily open gym 
hours.  This schedule is subject to change without notice. Change each month depending on other programs 
the community center is hosting.  Attendees are asked to the courts and take turns, especially during 
crowded times. Open Gym rules are posted in the center and on the website. Challenges and risks include: 
limited staff, unsupervised play, unregistered or unaccounted for visitors and the assumed risks that 
accompany any sport or recreation activity.  
  
The objective of this plan is to highlight current and new policies and procedures as well as create missing 
or additional policies, procedures and supporting documents for the facility, which will help mitigate the risk 
associated with Open Gym and general drop-in at the community center.  
  
Policy: ​The town has a variety of policies in place to help manage the risk associated with running a 
community center and offering programs such as open gym. Current policies highlighted below. 
 

Current Town of Apex Policies 
 
General Community Center Rules:​ The following shall be prohibited within or on the facility premises: 1) 
smoking within the building, 2) all illegal drugs or other substances, 3) weapons of all kinds except for Law 
Enforcement Officers in the execution of their duties or during Town of Apex approved public 
demonstrations, 4) animals of any kind, with the exception of those serving the needs of the physically 
challenged, 5) use of profanity, profane gestures and any unruly behavior detrimental to the normal 
operation of the facility or the safety of the public and employees, 6) and/or any other action deemed 
necessary by the Town of Apex, or its designee, to protect the health and welfare of the public, employees 
or the facility.​. 
 
Open Gym Rules and Policy- Poster on Town of Apex Website: 
 
About the Gym 

○ You can lose your membership if your card is used by anyone else 
○ Only times listed on the Open Gym Schedule are available for open play.  This schedule is subject to 

change without notice. 
○ Please share the courts and take turns, especially during crowded times 
○ Youth ages 9 and under must be accompanied by an adult (18+) at all times 

Open Gym Passes 
Open Gym passes may be purchased by Apex resident only (resides within the corporate town limits). Passes 
include 10 visits for: 

○ Adults (18-54): $10,  Seniors (55+) and Children (7 and under): Free,  Youth & Teens (8-17): $5 
Single day guest passes can be purchased with an Apex resident member for $5 (includes nonresidents). 
 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  

https://youtu.be/So6FT81pSwE
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Open Gym Rules and Policy- Cont.  
Rules 

● Absolutely no dunking or hanging on the rim. 
● Absolutely no food, drink, or gum is permitted in the gym. Athletic shoes and appropriate gym attire must 

be worn at all times 
● Apex Residents with a valid Open Gym Pass may sign in no more than 3 nonresidents per visit. 
● Community Center staff reserves the right to ask users to move to side goals or use the curtain to 

separate the gym in order to accommodate as many users as possible. 
● Horseplay, fighting, swearing, abusive language and/or destruction of town property are prohibited 

throughout Apex Community Center 
● Participation Open Gym requires registration and participants must sign in with each visit. Apex Residents 

with a valid Open Gym Pass must accompany nonresidents wishing to participate in Open Gym. 
Nonresidents accompanied by an Apex resident must pay $5 for each visit. 

● Personal items may not be stored in locker facilities overnight. Community Center personnel will remove 
all locks at the end of the day. The Town of Apex is not responsible for lost or stolen property. 

● The Open Gym Schedules change monthly due to availability so be sure to check the link above to get 
the most recent information. 

 
Split Court Use: ​When 2 courts are available for either basketball or volleyball, 1 court will be designated as an 
adult court (ages 16 and older) and the other will be designated as a youth court (ages 15 and under). There will 
be a sign in sheet at both courts. If pick-up games are being played, teams will be formed according to the sign-up 
sheet. Winners will stay on the court and will play the next team on the sign in sheet. Once a team loses and 
those players wish to play again, participants are required to place their name back on the sign in sheet. If you 
want to use the court for casual practice, and others are waiting, then you will have 20 minutes once you have 
signed in. Adults can use the youth court if no one is using it but once a youth user comes to use the court then all 
adults must move off of the court. The same rule will also apply for if youth are using the adult side. 
 
Adults (Ages 18+): ​Children (ages 17 and under) are not allowed to participate or be in the gym during Adult Open 
Gym time. Please do not bring children during this designated time. 
 
Youth & Teens (Ages 8-17): ​ A parent / guardian must complete and sign the Open Gym Registration Form before 
a child can obtain an Open Gym Pass. Open Gym is an unsupervised, unstructured program. Participation is at 
your own risk. Disruptive behavior will not be tolerated. Parent / guardian will be contacted if there are problems. 
Repeated disruptive behavior could result in the loss or suspension of an Open Gym Pass without refund. 
Adults and children 7 and under cannot participate during designated Youth and Teen Open Gym time. 
 
All Play:​ All Play is open for all ages. Children age 9 and under must be supervised by an adult, age 18+ at all 
times. 
 
Open Gym Rules and Policy- From Waiver: 
● Open Gym membership fees are based on Resident status which are defined as individuals that reside within 

the established corporate limits of the Town, as defined by the Planning Department. (see 
http://files.www.apexnc.org/docs/plan/apexstreets.pdf) 

● Open gym memberships do not expire and are non transferable. Do not risk losing your membership by 
allowing others to use your card. 

● Children age 9 and under MUST BE ACCOMPANIED BY AN ADULT (18 YEARS OF AGE OR OLDER) AT 
ALL TIMES. 

● Participants MUST CHECK IN AND SHOW THEIR MEMBERSHIP CARD EACH VISIT. Failure to present the 
open gym card 2 times will result in a $5 fee on the third visit - NO EXCEPTIONS!!! 

 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Open Gym Rules and Policy- From Waiver - Cont. 
● Guests may visit open gym with members for a fee of $5. Members may check in only a maximum of three 

guests per visit. 
● Personal sports equipment is not allowed in the facility. 
● Appropriate athletic shoes and clothing must be worn at all times. 
● Absolutely NO FOOD, GUM or DRINKS permitted in gymnasiums. 
● Absolutely NO DUNKING or HANGING ON THE RIM. Repeat offenses could result in suspension or 

permanent loss of privileges. 
● Horseplay, fighting, offensive language, and/or destruction of Town property are prohibited at all times. 
● Disruptive behavior will not be tolerated. Parents/Guardians will be contacted if there are problems. Repeated 

instances of problem behavior could result in the suspension or permanent loss of membership privileges. 
● Personal items brought into the facility may be stored in the restroom lockers BUT MUST NOT REMAIN 

OVERNIGHT. Any locks will be cut from lockers at close of business day and items will be put in the lost and 
found collection. Lost and found items are donated after a 30 day period of time. 

● The Town of Apex is not responsible for any lost or stolen property. 
● The Open Gym schedule is SUBJECT TO CHANGE WITHOUT NOTICE and changes month to month. 

Calendars are available in the Community Center lobby or you may check online at www.apexnc.org. 
● The APR&CR reserves the right to photograph participants for publicity purposes 
 
Additional Applicable Town Ordinances:  
Sec. 15-5.​ Compliance with regulations; enforcement​. 
All persons entering or using any park, playground, recreation or community area or center, swimming pool or 
facility (collectively "park") owned or operated by the town shall be obedient to the rules and regulations governing 
the use of such park. All such rules and regulations and other provisions of this chapter pertaining to a park shall 
be enforced in the same manner that other ordinances of the town may be enforced pursuant to section 1-8 of this 
Code. 
Sec. 15-6.​ Opening and closing town parks; remaining in parks after closing; forfeiture of right to use park. 
(c) It shall be unlawful to enter into or remain within any public park owned or operated by the town within the 
hours they are closed to public use and a sign to that effect is posted prominently at the main entrance to same. 
(d) Any person who is drunk or disorderly or is or becomes disruptive to other persons using public parks, public 
greenways, or other public recreational areas shall have no right to the use of the park. Failure to leave when 
instructed to do so by the director of parks, recreation, and cultural resources, his designee, or a law enforcement 
officer shall be a misdemeanor. 
(e) In addition to any other enforcement remedies provided by law, violators of subsections (c) or (d) are subject 
to criminal penalties for trespass. 
Sec. 15-7. ​Rules and regulations; illegal acts​. 
(a) No person shall wilfully mark, deface, disfigure, damage, tamper with or without the authorization of the town, 
displace or move any structure, equipment, facility, or any other real or personal property that is the property of or 
under the control of the parks and recreation department. 
(f) Except for authorized personnel or agents of the parks and recreation department or law enforcement 
personnel, no person shall enter any park or remain in any park during the hours the park is closed to the public. 
(h) No person shall solicit, peddle or beg or conduct private fundraising activities within any public park or on any 
public greenway, or sell, merchandise, wares, or distribute any product samples, informational literature of any 
type therein. 
(i) No person shall carry, possess or use any firearm or other dangerous weapon within any park. This section 
shall not apply to law enforcement or other government personnel acting in the scope of their employment.  
(j) No person shall use, consume or possess any alcoholic beverages, beer or wine within the park; no person 
shall use, consume or possess any narcotic drug or hallucinogen or any other controlled substance within any 
park without a valid physician's prescription for the substance.  
 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Additional Applicable Town Ordinances- cont. 
(k) All persons in any park shall obey all posted traffic regulations, signs and directions. 
(m) No person shall engage, either verbally or physically, in any loud, disruptive or offensive conduct, or engage 
in any activity or sport in a manner which threatens the safety or welfare of other patrons of the park, or which 
unreasonably impairs the public's opportunity to use and enjoy the park. 
(o) Participants in organized league sports shall obey the special rules and regulations relating to such activities in 
the park as prescribed by the parks and recreation department. 
(p) No person other than parks and recreation department personnel acting within the scope of their employment 
shall, without the permission of the town, place, maintain or erect any sign, poster, notice or advertising device 
within any park. 
(u) No person shall engage in any sport or recreational activity or an area designated for vehicle operation or 
parking. 
(v) No person shall engage in a sport or recreational activity in an area in which doing so endangers other park 
patrons and their pets and park wildlife, this may include, but is not limited to, driving golf balls, batting baseballs, 
throwing balls, throwing frisbees, and throwing objects for animals to fetch. 
(x) Any law enforcement officer may issue a citation for a civil penalty for any violation of section 15-5, and 
subsections 15-7(l) or 15-7(q), in the amount of $100.00. This authority shall be in addition to any other authority 
under this Code or North Carolina law, and shall not preclude in any way any law enforcement officer from 
exercising any authority or carrying out the duties of a law enforcement officer. Enforcement of any unpaid citation 
may be by issuance of a criminal summons, by the filing of a civil complaint to collect the unpaid debt owed to the 
town, and/or by any other means authorized by law. 
 
Assessment of current policy:​ Both townwide ordinances and departmental policies do a thorough job of 
addressing issues and situations that may potentially put the town and department at risk. Only a few additions 
and minor adjustments will be needed to address the issues identified as potential risks with the open gym and 
drop in programs..  
  
New Policies and Updates  
 
Agreement to Participate With Waiver and Release of Liability Policy: ​All participants will be required to fill 
out this waiver and release, the form will be added to registration packets moving forward. Members with current 
Gym Passes will be asked to fill out a form upon renewal of membership.  
 
Community Center After Hours Policy 
Any person entering the community center after normal business hours shall be required to sign in. The exception 
is any participant in a pre-registered league, program or rentals. A visitor wishing to use the game room or 
spectate open gym may due so without receiving a wristband ( see: Wristband Policy) however they will need to 
sign in/or up for Open Gym if they wish to play on the courts. If the center is not properly staffed, unexpected 
surge in attendance or other instances deemed unsafe by staff; open gym may be immediately suspended or 
terminated. See: ​Right to Terminate Open Gym Policy 
 
Open Gym Guests - Youth and Teen Policy 
Nonresidents ages 17 and under wishing to participate in the open gym must have a parent/guardian complete 
and sign the Open Gym Registration Form before a child can obtain an Open Gym Pass. A guest who does not 
bring a completed Open Gym Registration Form must be supervised by an adult, age 18+ at all times. The Open 
Gym Pass holder and/or supervising parent must fill out the Open Gym Registration Form. Open Gym is an 
unsupervised, unstructured program. Participation is at your own risk. Disruptive behavior will not be tolerated. 
Parent/guardian will be contacted if there are problems. Repeated disruptive behavior could result in the loss or 
suspension of an Open Gym Pass without refund. 
 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Wristband Policy  
Any person entering the community center to participate in Open Gym after normal business hours will receive a 
dated disposable wristband. The wristband must remain on at all times. The wristband is non-transferable. If a 
wristband is lost or damaged a participant may purchase a replacement for $1. (limited to 1 replacement per visit.) 
 
Open Gym Maximum Participation Policy 
The Apex PRCR Community Center staff have the right to limit or cap participation on open gym based on a 
number of circumstances. These circumstances include but are not limited to; over 100 participants total, more 
than 35 participants per staff member currently working, unexpected closure of one gym or court, an 
unexpected/large crowd of spectators. If a participating cap is instituted, a waitlist will be created, and new players 
will be allowed to enter as space opens up.  
 
No Running Policy - (Exception Gym)  
No running or jogging inside the Community Center property is prohibited at all times. This does not apply to 
programs taking place in the Gym.  
 
Right to Terminate Open Gym Policy 
The Apex PRCR Community Center staff reserve the right to terminate or suspend Open Gym at any time. Upon 
termination or suspension of an Open Gym, all participants must leave the Gym or Community Center based on 
PRCR staff directions. If the program is temporarily suspended, participants may reenter when deemed safe or 
appropriate by PRCR staff. 
 
Enforcement of Rules and Disputes 
The Apex PRCR Community Center staff is in charge of enforcing rules and regulations for your safety and 
enjoyment at the facility. In all cases of dispute or player misconduct, the ruling is final. Participants who fail to 
follow the rules or guidance of staff will be asked to leave the facility immediately and may lose future privileges to 
participate in open gym. Serious incidents, illegal acts, and or threats will be treated as so, and the Apex Police 
will be notified. 

 
Recommended  Procedures and Updates 
 
Opening Procedure: ​Staff opening the Community Center shall arrive 30min before public opening. The opening 
staff member will perform a walkthrough of the center to check for any hazards, vandalism, misplaced equipment, 
open doors or windows, broken equipment or lost items. A corresponding checklist and log will be completed and 
filed in the front desks opening log binder.  
 
Closing Procedure: ​Staff closing the Community center shall perform a walkthrough of the center to check for 
any hazards, vandalism, misplaced equipment, open doors or windows, broken equipment or lost items. A 
corresponding checklist and log will be completed and filed in the front desks closing log binder.  
 
Payment & Deposit Policy:​ All payment of fees should be properly receipted, placed into the designated money 
box/bag, and secured. At the end of the business day, all monies and deposit funds will be deposited in the P&R 
Administration office or safe. Take payment and receipt money immediately. Place money in an envelope with a 
copy of receipt or copy of all receipt information. Secure the payments in designated money box/bag. Secure 
money box/bag in a designated locked drawer or give to the center supervisor. Any payments taken after the daily 
deposits have been done by the center supervisor are to be secured in the designated locked area. 
 
 
 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Gym Monitor Procedures  
Gym monitor will observe open gym and report any potential incidents, accidents or issues. The Gym Monitor will 
remind players of rules and resolve minor game related disputes if appropriate. If participant numbers grow 
beyond staff’s ability to monitor, staff will contact on-call staff members to come in, if no additional staff members 
are available, open gym participation may be capped or suspended.  During Open Gym times the Gym Monitor or 
another appropriate PRCR staff member shall perform a walkthrough of each of the Gyms. During this time the 
PRCR staff will take an approximate headcount of participants, review court waiting list/signup sheet, check for 
food or drinks in the gym, improper gym attire or other potential hazards. Also the PRCR staff will make a loop of 
the center hall to check for any hazards, vandalism, misplaced equipment, open doors or windows, broken 
equipment or lost items. A corresponding checklist and log will be completed and filed in the front desks opening 
log binder. Serious incidents, illegal acts, and or threats will be treated as so, and the Apex Police will be notified, 
a Behavior incident report, Minor Incident Report, Accident / Incident / Near Miss or Need For Medical Attention 
report will be filled out if necessary. (See below for reporting procedures) 
 
Open Gym Termination or Suspension Procedure 
Upon termination or suspension of an Open Gym, PRCR staff will enter the Gym and ask all participants to leave, 
if the second gym is open and the building is safe to occupy staff may direct participants to the second gym or 
court. If a second gym is not available,  a  staff member will stand at the gym exit door and one at the centers 
main exit door, attendees will be asked to exit out one door, and staff will monitor and direct participants along the 
proper exit routes. Once the Gym is clear, staff will assess the space, If the circumstances are due to serious 
incidents, illegal acts, and or threats, participants will be asked to leave the Gym and Center property, if 
necessary EMS and/or  Apex PD will be contacted to support evacuation and monitor the parking lot, and areas 
surrounding the center,  a Behavior incident report, Minor Incident Report, Accident / Incident / Near Miss or Need 
For Medical Attention report will be filled out if necessary. ( See below for reporting procedures) 
 
Minor Incident reporting procedure 
For “Minor” incidents that require minimal action and no police intervention, a Minor Incident log will be completed 
by the PRCR staff only. Any questionable incidents or incidents requiring additional staff intervention or Police 
involvement care should be documented on an Accident/Incident/Near Miss Form. Minor Incident Log can be 
used for following: horseplay, fighting, swearing, and/or abusive language, dunking or hanging on the rim, and 
improper play or participation that could be considered unsafe or not in the spirit of the sport; When food, drink, or 
gum are brought in the gym, improper athletic shoes and appropriate gym attire is not worn, and the participant 
does not immediately resolve the problem; Instances when participants are asked to leave the gym; Unregistered 
players or participants enter the space without checking in or from a “closed door”; Any questionable, unsafe or 
disrespectful behavior that results in a warning or the participants open gym privileges being revoked.  
 
Forms will be submitted to a full-time supervisor on the 1st business day of every month. If multiple forms are 
filled in one month, attach and submit them together. A copy will be stored at the facility for on-site records. A 
copy of the forms should be kept on-site for at least one year. Before destroying, notify the Risk Manager for final 
approval. 
 
General Instructions:  

● All forms are to be completed by Department staff ONLY. 
● Universal precautions should be taken anytime first aid is being administered, including wearing gloves, 

using additional barriers, and following appropriate cleanup and disposal procedures. 
● All forms are to be printed in black or blue ink or typed. 
● Information should be filled out as completely and concisely as possible. 
● Do not release a copy of this information or provide a copy of any Minor Incident Log to patrons or 

groups. Please inform the individual or group that we do not release this information, internal use only. 
 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Minor Accident reporting procedure 
For “Minor” accidents that require minimal care, a Minor Accident log  will be completed will by PRCR staff only. 
Any questionable injuries or injuries requiring additional care should be documented on an Accident/Incident/Near 
Miss Form. Minor Accident Log can be used for following: Stubbed toes, Jammed fingers,  Blisters (not from burns 
or sunburns), Small cuts, Sunburns, Scrapes, Minor bumps (not head), Minor bruises, Insect bites that are NOT 
embedded or attached, Band-aids for old cuts, Splinters that are NOT embedded. If in doubt, or if there are 
unusual circumstances, or If your accident or incident is more severe, PRCR staff will  complete the 
Accident/Incident/Near Miss Form.  
 
Forms will be submitted to a full-time supervisor on the 1st business day of every month. If multiple forms are 
filled in one month, attach and submit them together. A copy will be stored at the facility for on site records. The 
original needs to be routed to your immediate full-time Supervisor, then to your Division Head, the department 
Environmental Health and Safety coordinator, and the town Risk Manager for signatures and filing.These copies 
of the forms should be kept on-site for at least one year. Prior to destroying, notify the Risk Manager for final 
approval. 
 
General Instructions:  

● All forms are to be completed by Department staff ONLY. 
● Universal precautions should be taken anytime first aid is being administered, including wearing gloves, 

using additional barriers, and following appropriate cleanup and disposal procedures. 
● All forms are to be printed in black or blue ink or typed. 
● Information should be filled out as completely and concisely as possible. 
● Do not release a copy of this information or provide a copy of any Minor Event Log to patrons or groups. 

Please inform the individual or group that we do not release this information, for internal use only. 
● If they still are requesting copies of this information, please direct them to your Supervisor. Your 

Supervisor and the Risk Manager will work with the individuals. 
 

 
Accident / Incident / Near Miss or Need For Medical Attention reporting procedure. 
A accident / incident / near miss or need for medical log will be completed will by PRCR staff only when the 
following occurs: 

● Any time there is an accident / incident / near miss or need for medical attention involving patrons or 
contractors. 

● Any time incidents or situations occur on City property, in Department facilities or at Department programs 
or events. 

● Any time police, fire or EMS are contacted. 
● Any time there is a situation that is out of the ordinary or that could have led to a serious injury, accident, 

property damage, or the need for additional supervision. 
● If there is a behavior-only incident involving a minor in a program, follow the behavior incident reporting 

procedure. 
● Employee or volunteer accidents, injuries, and/or other incidents needing medical attention must be 

immediately be reported to supervisor and HR. 
● If there is damage to City Property note this information on the form. 

 
A accident / incident / near miss or need for medical log can be used for following:​ ​Any time 911, Police, EMS, or 
Fire are called, If City property is damaged, burns (other than sunburn), Seizures, Head injuries, Embedded 
splinters, insects, or other objects, Dizziness/confusion present, Falls from heights, Injuries that require controlling 
of bleeding, broken bones/sprains/strains, Bloody noses, Extensive bruising or swelling, Any allergic reactions, 
any diabetic situations, Any injury of unknown origin, Any extenuating circumstances. 
 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Accident / Incident / Near Miss or Need For Medical Attention reporting procedure - cont.  
In addition the form should be filled out any time there is a condition or hazard that, if not corrected, could result in 
serious injury or death like the examples above including: Smoke but no fire found, Almost hit by moving vehicle, 
tractor, cart, etc, Item fell from elevated position but hit ground, Almost fell but grabbed something to maintain 
balance, semi permanent structure, equipment Inflatable ride collapse, but no injuries, large group gathered 
unexpectedl​y. 
 
The original needs to be routed to your immediate full-time Supervisor, then to your Division Head, the 
department Environmental Health and Safety Coordinator, and the Risk Manager for signatures and filing. Submit 
the completed form by email, fax, or hand delivery to your Supervisor within 24 hours or the next business day of 
the event. 
 
General Instructions: 

● All forms are to be completed by Department staff ONLY. 
● All forms are to be printed in black or blue ink or can be typed in the electronic document. 
● Information should be filled out as completely and concisely as possible. 
● Be factual, do not speculate, and include statements from those involved, as well as bystanders and 

witnesses. 
● If you need additional space for comments continue onto additional sheets of paper. Attach the sheets to 

the form. 
● Do not release a copy of this information or provide a copy of any Accident/Incident/Near Miss forms to 

patrons or groups. Please inform the individual or group that we do not release this information, it is for 
internal use only. 

● If they still are requesting copies of this information, please direct them to your full-time Supervisor. Your 
Supervisor and the department Risk Manager will work with these individuals. 
 

 

Future Recommendation and Actions to Be Taken  
 
Development of Emergency Action Plan Procedure:​ It is recommended that the staff of the community center 
work with Apex PD, EMS and the Risk Manager to develop an extensive emergency action plan. This plan should 
include the following:  a Severe Weather Policy, Fire Safety, an Evacuation and Public Safety Plan, an Active 
Shooter Plan along with site specific plans identified by PD and risk manager.  
 
Update of Evacuation Signs:​ It is recommended that the staff update evacuation signs to be properly orientated, 
this will result in less confusion in case of an emergency or evacuation.  
 
Update of Gym Rules and Signage:​ An update of Gym Rules and Signage is recommended, creating clear 
consistent signs that can be placed both in Gym, on Gym doors and around the center are key to helping support 
the staff in enforcing rules and protecting participants.  
 
Recommended  Documentation  
 
The following documents are recommended as replacements or additions to current documents used by 
Town of Apex PRCR: ​Minor Incident Log/Form, Minor Accident Form/Log, Accident / Incident / Near Miss or 
Need For Medical Attention Form/Log, Staff Opening Checklist/Log, Staff Closing Checklist/Log, Gym Monitor 
Checklist/Log, Open Gym Registration(in Use By Apex PRCR), Waiver and Agreement to Participate 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Minor Incident Log/Form 

 
 
Minor Accident Form/Log 

 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Accident / Incident / Near Miss or Need For Medical Attention Form/Log

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Apex Community Center Opening Checklist - Updated 6.18.17 
 

1. Check Alarm and Video for instances of break in or intruder -  
If Instance Occurs STOP - Exit the building and immediately call APEX PD. 
2. Unlock all interior doors.  
3. Check lockers bathrooms, Gym, hallway, multipurpose rooms and lounge/game room for cleanliness, damage, 
vandalism or other potential problems or hazards.  
4. Unlock front door when building is scheduled to open.  
 

Staff Name:  Date: Time: Initials: 

Hazard/Issue Yes  No Comments 

Lockers, Bathrooms, Gym, hallway, multipurpose 
rooms and lounge/game room are unoccupied, clean 
and free of obstacles and debris 

   

Floors clear of standing water, obstacles and debris    

Floors swept, good traction    

All stands, mats, goals and equipment properly stored     

All other equipment properly stored    

Gym and Center rules clearly posted     

Bleachers and heavy equipment properly secured    

Rims and Backboards properly secured and in good 
working condition  

   

Wall and Goal pads are in place and properly secured     

Gym floor is is clean, clear and free of obstacles or 
hazards.  

   

Warning signs on bleachers and heavy equipment    

Lights undamaged and working    

Emergency Procedures, Phone Number and 
Instructions are clearly Posted  

   

Ingress and Egress points are opened or locked as 
appropriate 

   

Storage and Maintenance doors are closed and locked 
as appropriate, equipment is stored properly 

   

No signs of new damage or vandalism    

HVAC is operating, tempature is appropriate     

Other    

 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Apex Community Center Closing Checklist - Updated 6.18.17 
 

 
1. Check the that the building is vacant and lock all exterior doors.  
2. Lock all interior doors.  
3. Check lockers, bathrooms, Gym, hallway, multipurpose rooms and lounge/game room for any patrons and 
ensure they are vacant, check for cleanliness, damage, vandalism or other potential problems or hazards.  
4. Ensure that all windows are closed and locked.  
5. Check thermostats. Temperatures when closing – summer: 76; winter: 68. Turn off fans in the gym. 
6. Clean up office before leaving. 
7. Sweep hallway floor each night before leaving.  
8. Pick up trash in lockers, bathrooms, Gym, hallway, multipurpose rooms and lounge/game room. 
9. Check restrooms for trash and ‘flush toilets’.  
10. Set Alarm and Video. In the instance of break in or intruder -  
STOP - Exit the building( if a safe exit is possible) and immediately call APEX PD 
11. Exit and check that doors are locks 
 
 

Staff Name:  Date: Time: Initials: 

Hazard/Issue Yes  No Comments 

Lockers, Bathrooms, Gym, hallway, multipurpose 
rooms and lounge/game room are unoccupied, clean 
and free of obstacles and debris 

   

All appropriate doors are locked    

Floors clear of standing water, obstacles and debris     

All equipment is properly stored    

Bleachers and heavy equipment properly secured    

Rims and Backboards properly secured and in good 
working condition  

   

Wall and Goal pads are in place and properly secured     

Gym floor is is clean, clear and free of obstacles or 
hazards.  

   

Warning signs on bleachers and heavy equipment    

Lights undamaged and working    

Storage and Maintenance doors are closed and locked 
as appropriate, equipment is stored properly 

   

No signs of new damage or vandalism    

HVAC is operating, tempature is appropriate     

Other    

 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Apex Community Center Gym Monitor  Checklist - Updated 6.18.17 
 

1. Check Gyms one and Two for the following 
a. Estimated head count of open gym participants and spectators.  
b. Review court waitlist and pick up waitlists 
c. Players have Wristbands - address as needed 
d. Participants are playing based on appropriate age groups - Address as needed 
e. Safe fair play 
f. Food or Drinks in the gym.  
g. Address any foul language, roughhousing, or inappropriate behavior.  

2. Walk Community Center Hallway  
a. Check the that all exterior doors are locked (exception main entrance) 
b. Ensure hallway is clean and free of obstacles and debris 
c. Check that multipurpose rooms are empty and locked.  
d. Check gameroom, estimated headcount of participants.  
e. Ensure that all windows are closed and locked.  

 

Staff Name:  Date: Time: Initials: 

Issue Yes  No Comments 

Hallway is clean and free of obstacles and debris    

All appropriate doors are locked    

Gym is clean and free of obstacles and debris , 
equipment is properly functioning 

   

Warning signs on bleachers and heavy equipment    

Lights undamaged and working    

Storage and Maintenance doors are closed and locked.    

No signs of new damage or vandalism    

Warning signs on bleachers and heavy equipment    

Lights undamaged and working    

Program or Participant Issues   Comments 

Addressed any foul language, roughhousing, or 
inappropriate behavior - Please fill out an Incident 
Report if the issue is not resolved immediately and 
further action is taken. 

Incident 
Report?  

 

  

All players have wristbands    

No food or Drinks in the Gym    

Estimated Headcount   

Other    

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Open Gym Registration Form 

 
 
Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  



Matthew Carusona     Apex Risk Management 
PRT508 Risk Management for PRTSM                    5/18/17 |  Page 17 of 19 

Agreement to Participate With Waiver and Release of Liability 
 

Disclaimer​: APEX PARKS, RECREATION AND CULTURAL RESOURCES AND THE TOWN OF APEX,  AND 
AFFILIATED DEPARTMENTS ARE NOT RESPONSIBLE FOR ANY INJURY (OR LOSS OF PROPERTY) TO 
ANY PERSON SUFFERED WHILE PLAYING, PRACTICING OR IN ANY OTHER WAY INVOLVED IN APEX 
COMMUNITY CENTER ACTIVITIES FOR ANY REASON WHATSOEVER, INCLUDING ORDINARY 
NEGLIGENCE ON THE PART OF APEX PARKS, RECREATION AND CULTURAL RESOURCES AND THE 
TOWN OF APEX OR ITS AGENTS, EMPLOYEES, SPONSORS, VOLUNTEERS,AND ALL OTHERS WHO ARE 
INVOLVED. 
 
In consideration of my being allowed to participate in any way in Apex Community Center programs, related 
events and activities, ​I hereby release and covenant not-to-sue Apex Parks, Recreation and Cultural 
Resources and The Town of Apex​, and any of their employees, instructors or agents, ​from any and all present 
and future claims resulting from ordinary negligence​ on the part of Apex Parks, Recreation and Cultural 
Resources and The Town of Apex or others listed for property damage, personal injury or wrongful death, arising 
as a result of my engaging in or receiving instruction at Apex Community Center programs and activities incidental 
thereto, wherever, whenever or however the same may occur. ​I hereby voluntarily waive any and all claims 
resulting from ordinary negligence​, both present and future, that may be made by me, my family, estate, heirs 
or assigns. 
 
Further, I am aware that basketball is a vigorous team sport at times involving severe cardiovascular stress and 
violent physical contact. I understand that basketball  involves certain risks, including but not limited to death, 
serious neck and spinal injuries resulting in complete or partial paralysis, brain damage and serious injury to 
virtually all bones, joints, muscles and internal organs, and that equipment provided for my protection may be 
inadequate to prevent serious injury. I further understand that basketball  involves a particularly high risk of ankle, 
knee, head and neck injury. In addition, I understand that participation at Apex Community Center involves 
activities incidental thereto, including but not limited to, unsupervised open gym and game room participation.. 
 
I am voluntarily participating in this activity with knowledge of the danger involved and hereby agree to accept any 
and all inherent risks of property damage, personal injury or death. I further agree to indemnify and hold harmless 
Apex Parks, Recreation and Cultural Resources and The Town of Apex and others listed for any and all claims 
arising as a result of my engaging in or receiving instruction in Apex Community Center programs and activities or 
any activities incidental thereto, wherever, whenever or however the same may occur. 
 
I give Apex Parks, Recreation and Cultural Resources and The Town of Apex or its designee the irrevocable right 
to take and use my name, picture, likeness, photograph, film, videotape, interviews and/or verbal statement in all 
forms and media and in all manners for any advertising, promotional, Internet (website, webcasting and 
broadband broadcasting), TV and/or publicity purposes of Apex Parks, Recreation and Cultural Resources 
 
I waive any rights I may have in connection with any use of the material, including any right to inspect or approve 
the finished use, including any written copy that may be created in connection with such use. 
 
I understand that this waiver is intended to be as broad and inclusive as permitted by the laws of North Carolina 
and agree that if any portion is held invalid the remainder of the waiver will continue in full legal force and effect.  
 
I further agree that the venue for any legal proceeding shall be in the state of North Carolina.  
 
 
 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Agreement to Participate With Waiver and Release of Liability (Continued) 
 
I further acknowledge that I fully have reviewed and understand all of the Apex Community Center rules, Open 
Gym Rules and Open Gym Registration documents and all forms that I have executed to qualify myself and/or my 
child to participate at Apex Community Center. 
 
PARTICIPANT … READ AND SIGN 
 
I affirm that I am freely signing this agreement. I have read this form and fully understand that by signing this form, 
I am giving up legal rights and/or remedies which may be available to me for the ordinary negligence of Apex 
Parks, Recreation and Cultural Resources and The Town of Apex or any of the parties listed above. 
 
 X_____________________________________________ 
 NAME OF PARTICIPANT (PRINT) 
 
 X_____________________________________________ Date Signed: ______________ 
SIGNATURE OF PARTICIPANT 
 
FOR PARENTS/GUARDIANS OF PARTICIPANT UNDER AGE 18 AT THIS TIME OR REGISTRATION 
 
This is to certify that I, as parent/guardian with legal responsibility for this participant, have indeed read the above 
waiver and agreement to participate and agree to his/her release as provided of all the releases and for myself, 
my heirs, assigns and next of kin, I release and agree to hold harmless the liabilities incident to my minor child’s 
involvement or participation in these outlined activities or programs as provided above, ​EVEN IF ARISING FROM 
THEIR ORDINARY NEGLIGENCE​, to the fullest extent permitted by the law. 
 
I further agree to instruct my/our minor child to comply with the stated and customary terms and conditions for 
participation in the program or activity itself. If the minor child does not comply, I will remove my child from 
participation and bring such to the attention of Apex, Parks Recreation and Cultural Resources staff immediately. 
 
I further agree, as parent/guardian, that the above camper is adequately covered by my own personal health or 
athletic participant liability insurance while at Apex Community Center. 
 
 
 X_____________________________________________ 
 NAME OF PARENT/GUARDIAN SIGNATURE 
 
 
 X_____________________________________________ Date Signed_________________ 
 PARENT/GUARDIAN SIGNATURE 
 
 
 
  

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  
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Community Center Evening Sign In Sheet 
 
By signing the below roster you agree to follow the Community Center Rules and the Statement of Waiver below  
 
Statement of Waiver:​ I, for myself or as a parent or guardian hereby assume all risk and hazard incidental to the 
conduct of this activity. I release, absolve and indemnify the Town of Apex, employees of the Town, volunteers, 
contractor and sponsors from all risk and hazard associated with this activity. In the event of injury, do expressly 
waive all claims to the Town of Apex. I understand no insurance coverage is provided by the Town of Apex or the 
Parks, Recreation and Cultural Resources Department. I further give permission for proper emergency care to be 
rendered to myself or child should I not be able to give such permission. 
 

Name Phone Zip Code Email Program Resident Signature 

Jim James  555-5555  27502  Email@gmail.com  Game room  Yes  JIM JAMES 

       

       

       

       

       

       

       

       

       

       

       

       

 
By signing the above roster you agree to follow the Community Center Rules and the Statement of Waiver below  
 
Statement of Waiver:​ I, for myself or as a parent or guardian hereby assume all risk and hazard incidental to the 
conduct of this activity. I release, absolve and indemnify the Town of Apex, employees of the Town, volunteers, 
contractor and sponsors from all risk and hazard associated with this activity. In the event of injury, do expressly 
waive all claims to the Town of Apex. I understand no insurance coverage is provided by the Town of Apex or the 
Parks, Recreation and Cultural Resources Department. I further give permission for proper emergency care to be 
rendered to myself or child should I not be able to give such permission. 

Please Note:​ The above policies, procedures and documents were either created or are templates and examples gathered from various 
resources  for a class project and are not official documents of the Town of Apex.  Template and Example Sources:  Raleigh Parks Recreation 
and Cultural Resource, Swansboro Parks and Recreation, Cooperstown Dream Park, Law For Recreation and Sports Managers, 5th Ed.  


