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Inclusion Process
 Participant Registers for Program

Park District Gathers Information from Family

Park District Sends Request to Inc. Coordinator

Observation by Inclusion Coordinator
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Communication 

Continuous Process

General Guideline

Important Takeaways

NWSRA Coordinators will communicate outcome of observation with Park District and family of the participant. Please 
contact coordinator with any additional information, concerns, or questions. 

The first observation outcome is never the final decision for any individual. Please reach out to your Inclusion 
Coordinator if concerns arise and additional support is needed or no longer needed. 

The inclusion process is a general guideline. Every inclusion situation and setting will look different. The support 
level of each resident will be looked at on a case by case basis and may differ from program to program. 



Initial Participant Intake
What is the Initial Participant Intake: a form 
used to guide conversation with parents of 
individuals with disabilities to gather 
information. 

When to Use: when ADA box is or is not 
checked when an individual registers for 
program

How to Use: a phone call or in-person 
conversation with family of participant

What to do After Form is Completed: send to 
your Inclusion Coordinator with inclusion 
request (if applicable)

This Starts with YOU.



Highlights of Initial Intake Form
Important Purpose 
Intake forms are an essential tool for providing effective recreation service. They provide valuable information on the 
participant’s abilities, needs, and goals. By understanding the importance of intake forms, CTRS & other recreational 
professionals can provide better programs and improve participant success/enjoyment.

Question 3, 3a, &3b
Ask question 3 “Has the individual received inclusion support in a park district setting before?” If yes, continue with 
questions 3a and 3b. If no, explain park district’s relationship with NWSRA and explain inclusion process, then 
continue with Question 4.

Communication
This form is meant to be used as a script to guide conversation. Please do not send the form directly to parents to fill 
out. The Park District is required to make initial contact with family. WHY? 

Findings 
Please send all information to Inclusion Coordinator. If parent checked the ADA box and after conversations it is 
determined that the parent does not want NWSRA inclusion support,  you do not send a request to inclusion assistance  
form. Without parent consent NWSRA cannot support individual.  What else can we do?



Parent Introduction to Inclusion Process
What is the Parent Introduction to the 
Inclusion Process: a guide used by the park 
district to start the conversation to implement 
NWSRA support with their child. 

When to Use: when ADA box is not checked and 
staff notice support may be required during the 
program. 

How to Use: a phone call or in-person 
conversation with family of participant

What to do After Form is Completed: send to 
your Inclusion Coordinator with inclusion 
request (if applicable)



Request for 
Inclusion 

Assistance



Communication with Parents
● Never guarantee  an Inclusion Aide is going to be placed
● Remind parents that at least a 2 weeks notice is required when requesting an 

Inclusion Aide 
● If parents communicate they are hesitant if an Inclusion Aide will be needed to 

support their child, do not send a request over so that an aide can be on standby 
if needed. The request for assistance should be sent with an “observation” 
marked.  The Inclusion Coordinator will complete an observation and 
assessment, this will deem if an Inclusion Aide is necessary. 



Inclusion Aides
● Three Supervisors

○ NWSRA, PD Coordinator/Manager & On Site Leader/Supervisor
● Placement of Inclusion Aides
● Inclusion Aides Role and Responsibilities (see next slide)
● Participant to Staff Ratio Considerations



Active Inclusion
Help participant achieve 
goals of program, assist 
alongside of peers, model 
appropriate behavior 

Role of Inclusion Aides

Behavior Management 
Support child through transitions, 
implement behavior plans, allow 
independence 

Program Adaptations
Utilize adaptive equipment, 
adapt rules of the game



Access to Programming
● Welcoming Atmosphere

○ From the moment a patron walks in (think of your front desk & custodians)
● Onboarding for *NEW* Park District Staff 

○ Examples: “We cannot service your child and you must unenroll”, “We 
don’t have any programs for individuals with disabilities”  

● Process does not start with NWSRA, starts with the park district 
● ADA website 



QUESTIONS? 


