
Fall Instructor Meeting



Marina Park

CESAR ARMAS
Recreation Coordinator
O: 949-270-8155 | C: 562-716-
6847 carmas@newportbeachca.gov

DANNY RICE
Recreation Supervisor
O: 949-270-8154 | C: 714-235-
0550 drice@newportbeachca.gov 



Newport Coast 
Community Center

TU PHAN
Recreation Coordinator
O: 949-270-8103 | C: 714-390-5945
tphan@newportbeachca.gov

VACANT
Recreation Supervisor



Community
Youth Center

MICHELLE LEE
Recreation Coordinator
O: 949-718-1862 | C: 661-317-7910
mlee@newportbeachca.gov

MOLLY PATIENCE
Recreation Supervisor
O: 949-644-3145 | C: 661-903-0848 
mpatience@newportbeachca.gov 



Non-Staffed
Facilities
Bonita Creek Community Center

Carroll Beek Center

Cliff Drive

Vincent Jorgensen Community Room



OASIS
ANNE DOUGHTY
Recreation Supervisor
O: 949-718-1822
adoughty@newportbeachca.gov 

JENA ZAPIEN
Health and Wellness Supervisor
O: 949-718-1821 
jzapien@newportbeachca.gov



Newport Beach Sports

OMAR ORDIANO
Recreation Coordinator
O: 949-718-1993
oordiano@newportbeachca.gov

CODY HUSON
Recreation Supervisor
O: 949-644-3154
chuson@newportbeachca.gov 



Management
BRASON ALEXANDER
Recreation Manager
O: 949-644-3150 | balexander@newportbeachca.gov 

BRIAN CORDEIRO
Recreation Manager
O: 949-644-3156 | bcordeiro@newportbeachca.gov  

RACQUEL VALDEZ
Recreation Manager
O: 949-270-8156 | rvaldez@newportbeachca.gov  

MELISSA GLEASON
Senior Services Manager
O: 949-644-3247 | mgleason@newportbeachca.gov  

JUSTIN SCHMILLEN
Recreation & Senior Services Deputy Director
O: 949-644-3160 | jschmillen@newportbeachca.gov 

SEAN LEVIN
Recreation & Senior Services Director
O: 949-644-3159 | slevin@newportbeachca.gov



Newport Beach 
Recreation Front Desk

949-644-3151
recreation@newportbeachca.gov



After Hours
Monday - Friday: 5:30pm-7:30am
Saturday & Sunday: All Day

Park Patrol
949-795-2381 

Police Dispatch
949-644-3717 

Emergencies
911



By The Numbers
Recreation (CYC, Marina Park, NCCC, 
Non-staffed facilities, & parks)
● 50+ contract instructors
● 7+ contract class staff
● 600+ classes, camps, workshops, & 

lessons each season
● Serve 1-3.5k residents and 700-2k 

non-residents each season



Insurance
Insurance Reviewer- EBIX
If you have any questions regarding the 
status of your account during the review 
process, contact Ebix at 951-766-2285 
or newportbeachca@ebix.com

Sexual Abuse/Molestation coverage 
through your broker or SCMAF (if on the 
approved class list)

Required verbiage: 
“City of Newport Beach, its City Council, 
boards and commissions, officers, agents, 
volunteers and employees.”



We are 
here to 

help you 
succeed



Class Proposals
OUR PROCESS

Calendar
Proposals

Update descriptions, revise dates, 
propose new classes

Links
Review for accurate entry by staff 
(check dates, fees, descriptions, 
etc.)

Proofs
Only submit corrections to errors

Navigator

2023 NAVIGATOR PRODUCTION TIMELINE
*dates are subject to change as needed

Winter 
2023

Camp 
Newport 2023

Spring 
2023

Summer
2023

Fall
2023

Session
Dates

1/3/23-
3/19/23

5/30/23-
8/18/23

3/20/23-
6/11/23

6/12/23-
9/3/23

9/5/23-
12/22/23

Proposals
Accepted

8/15/23-
8/26/23

10/24/23-
11/4/23

10/31/23-
11/10/23

2/13/23-
2/24/23

5/1/23-
5/12/23

Links
Sent

9/15/23-
9/20/23

12/8/23-
12/13/23

12/15/23-
12/22/23

3/16/23-
3/21/23

5/31/23-
6/6/23

Proofs
Sent

10/12/23-
10/18/23

1/11/23-
1/17/23

2/1/23-
2/6/23

4/12/23-
4/17/23

6/29/23-
7/7/23

Registration
Opens

11/17/23 2/16/23 3/9/23 5/18/23 8/10/23



Class Titles
& Descriptions
CATCHY TITLES
● Keep your target audience in mind.
● Make personal and positive.
● Keep it simple.

HONEST DESCRIPTIONS
● Stay true to what your class will do. 
● Don’t overpromise, but don’t be too vague. 
● Your class should match your description

LEVELS & PARTS
● Let your participants move and grow through 

your program. 

Total enrolled: 7

Cancelled at two schools 
due to low enrollment



Ratios
UP TO YOU
● Safety first!
● We can provide guidance based on 

observation and feedback. 
● First impressions really matter.

Consider 2 staff minimum at any unstaffed 
sites 

WE CAN ALWAYS UPDATE
● Start small if you only have one instructor 

secured.
● We can always raise your maximum.

RESTROOM PROCEDURES
● You should determine when it’s appropriate 

for groups versus sending a pair, etc. 
Erik Nelson Surf Camp advertise a 4:1 ratio



Fingerprinting & 
Badges
FINGERPRINTS
● Exhibit A
● Additional Forms
● PD/Background Clearance Timeline
● Plan ahead and have alternatives
● Parent Participation & Aides

ALL INSTRUCTORS NEED TO HAVE IT
It shows us and participants they are cleared and approved 
to be teaching. 

REPLACEMENTS
If lost, please call or email the front desk for a 
replacement. There is a $5 replacement fee. 



Class Fees
& Compensation

ACTIVITY FEE
This fee is set by instructors; this is what is split

ADMIN FEE
$5 “invisible” fee; added to activity fee

NON-RESIDENT FEE
$5/class $74 & below; $10/class $75 & up
$10/camps $124 & below; $20/camp $125 & up

REFUND FEE
$10/class & camps $74 & below; $20/class & camps $75 & up

MATERIAL FEE
Set by instructor, approved by city to be justified & consistent
Payment can be taken via Venmo, PayPal, check, or cash



Drop In Classes

WE CAN DO IT
We enjoy drop-in classes. This gives participants a 
chance to try your class without the full 
commitment. We can do it, but please indicate the 
drop-in option on your proposal. 

STAFFED FACILITIES ONLY
Due to nature of drop-in classes, we can only 
schedule them at staffed facilities.



Registration

EVERYONE TO BE REGISTERED
Participants can register online or via form. 
Registration forms are included in every 
Newport Navigator. 

MAKE UP POLICY
Talk to your city contact first, then discuss 
with your participants. 



Preparing Participants

PEOPLE LIKE TO BE PREPARED
Send an email ahead of time, have a sign, or 
start class with a plan for the day and/or 
session. Email should include:
• Location
• Time
• Directions and/or Map
• List what participants should bring
• Include emergency form for students to 

arrive with
• List information about any published 

materials fee



newportbeachca.gov/instructors



ActiveNet
Roster-Daily
USE IT DAILY
It is important to get the sign in/sign out from 
parents for each class. 



ActiveNet Roster-Brief

INCLUDE ALL YOU CAN
We highly recommend including cell phone, home
phone, work phone, and email. You have the option
to answers to questions asked and transaction
notes.



Cancellations

INCLUDE ALL NAMES
Indicate who is requesting a refund or transfer. 

EMAIL THE FRONT DESK
recreation@newportbeachca.gov 



Email Etiquette

CLASS CODE
We can’t do anything if we don’t know what class 
you are referring to.

ATTACHMENTS
Check before sending your attachment that words 
have been saved.

HOW DID YOU CONTACT 
PARTICIPANTS?
Let us know. If a participant calls, our staff can refer 
back to your email and let the participant know 
how they were notified of the cancellation.



Facility Usage

STAFFED FACILITIES
City staff will have your room set up for you upon 
arrival. Let us know specific needs in advance. 

NON-STAFFED FACILITIES
Instructors are responsible for set up and clean up 
at non-staffed facilities. Please leave the room 
empty. 

EMERGENCIES
Follow the direction of staff. 



Shared Field Space 
YSC Groups & Instructors

● Youth Sports Organizations
○ Priority usage
○ Field allocations

● Aware of where you’re 
setting up

● Shared-use maps for high-
use parks



Shared Field Space 
YSC Groups & Instructors

● If you run into issues, 
please work with the 
coaches to find the 
appropriate space.

● If the coaches won’t move:
○ 1. Call your 

Coordinator
○ 2. Call Park Patrol

● Follow up



Publicity
NAVIGATOR
Quarterly sent to all Newport Beach residents

OASIS NEWSLETTER
Published monthly sent to Friends of OASIS 
members

E-NEWSLETTER
Monthly Department through GovDelivery

SOCIAL MEDIA
@cityofnewportbeach 

POSTERS + BULLETINS
CYC, Marina Park and NCCC

FLYERS
Workshops, facility specific, or age specific 



Homeless Resources
ADDRESSING DISRUPTIVE BEHAVIOR
● If a patron experiencing homelessness walks into your class 

and starts displaying disruptive behavior, remain calm.
● “May I help you?”
● Lead the individual outside/away from class politely. 
● If refusing to leave, call Police Department 949-644-3717.

ADDRESSING DISRUPTIVE BEHAVIOR
● Call 911.
● Safety is always the priority. 

CITY ACTION
● Homeless Liaison Officer, OC Health Care Agency, City Net 

and Be Well.



Homeless Resources
Important Numbers

CITY NET
(714) 451-6198
People can call for themselves or others in need. 
Respond within 48 hours to voicemail messages

BE WELL
Under contract 12 hours a day, 7 days a week
Contact Police Department (949) 644-3681

COUNTY’S CRISIS PREVENTION HOTLINE
(877) 7-CRISIS or (877) 727-4747

CITY MANAGER’S “THE WEEK IN REVIEW”
Weekly updates on City’s efforts to address homelessness
newportbeachca.gov/homeless



Trunk or Treat 
Application





Registration
& Publicity

newportbeachca.gov/ACE



School Usage
WE ARE GUESTS
Please remember to keep the classroom in the same
or better condition than you found it in; you will be
responsible for all set-up/tear down of the
classroom.

BATHROOM POLICY
Group trips are ideal and the buddy system is
mandatory.

ARRIVE EARLY
ACE classes are scheduled right after school
dismissal, so please arrive at least 15 minutes
before class starts to account for set-up time.

CHECK IN
All instructors need to sign in at the front office and
have their ID badge on hand.



ACE Forms

ACCIDENT REPORT
For injury

INCIDENT REPORT
For behavior

LATE LOG
Must be signed by parent in order for us 
to charge.



Late Pick Ups

LET STAFF KNOW
Immediately call staff if you are unable to 
get a hold of a guardian. 

45 MINUTE RULE
If a child has not been picked up and no 
parent has been reached, we must call 
Newport Beach Police. 



Newport Coast
Elementary

TU PHAN
Recreation Coordinator
O: 949-270-8103
C: 714-390-5945
tphan@newportbeachca.gov

Senior Recreation Leader
O: 949-270-8100
@newportbeachca.gov



Newport Coast
Elementary

THE LOOP
Please note that when arriving between
the hours of 7:30-9:00 am and 1:30-4:00
pm, you cannot turn left from Ridge Park
Rd into the school. You must use the
“Loop Road” which is accessible only from
the northbound side of Newport Coast
Drive. Please see the map above, with the
loop road outlined in yellow.

When you are driving through the loop
road, stay in the left lane. The left lane is
for through access and the right lane is for
parent pick-up.



Newport Coast
Elementary
Kindergarten Pick-Up
Kindergarten teachers will escort their 
students to the kinder pick-up area

ACE Instructors are responsible for 
walking kindergartners to their ACE 
classrooms. 

Kinder classes end at the same time as 
upper grades, so please arrive at least 
10-15 minutes before your class begins 



Newport Heights, 
Mariners & Harbor View

MICHELLE LEE
Recreation Coordinator
O: 949-718-1862
C: 661-317-7910
mlee@newportbeachca.gov

MADDY GALLARDO
Senior Recreation Leader
O: 949-644-3164
mgallardo@newportbeachca.gov 

SCHEDULE
● •We encourage instructors to maintain consistent days throughout 

the year at each site they offer classes.
● •Aim for either a variety of topics or a clear progression.



Newport Elementary
CESAR ARMAS
Recreation Coordinator
O: 949-270-8155
C: 562-716-6847 
carmas@newportbeachca.gov  

DANNY RICE
Recreation Supervisor
O: 949-270-8154
C: 714-235-0550 
drice@newportbeachca.gov 

PARKING 
Complete Parking Permit Application

STUDENT PICKUP
Instructors pick up kinder students in the Kinder Yard, 
then meet the grades 1-6 in the Quad. 

SIGN OUT
Parents need to park, get out, and sign out participants.

CLASSES AT MARINA PARK
Staff will walk students over to Marina Park. Parent pick 
up will be at Marina Park at the end of class. 



Lightning & Tsunami
Lightning 
In the event of lightning, instructors and students are 
advised to seek shelter in the nearest facility, 
bathrooms, community center, or school. Instructors 
will need to notify parents of new pick-up location. 

Tsunami 
In the event of a tsunami, instructors and their students 
should proceed to the second floor of Our Lady of 
Mount Carmel Church, one block from Newport 
Elementary School. Instructors will need to remain with 
students. All peninsula roads will become an exit. 
Instructors may need to walk their students to Newport 
Harbor High School. 
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