[image: ] 
 
Volunteer Handbook 
Revised September 2026 
 
 
 




HOW DO I CONTACT STAFF?   [image: Picture 331, Picture]
Office:  (765) 983-1500 	             						website: www.sunrisetrc.com   

SUNRISE STAFF:   
	Executive Director  
	Dianna Kirksey
(765) 977-3448 
	executivedirector@sunriseinc.org  

	Program Director  
	 Melissa Walters
(937) 260-8738
	mwalters@sunriseinc.org  

	Equine Manager
	Sara Timmons
(937) 765-5419
	stimmons@sunriseinc.org  

















 

MISSION STATEMENT
To enhance lives by providing accredited therapeutic equine experiences in a safe, fun and compassionate environment. 
 
VISION 
An inclusive community where everyone is encouraged to reach their full potential. 
 
VALUES 
Every individual's unique abilities.				A high standard of excellence.
The healing power of the horse.				Integrity and accountability.
The power of volunteers.                                                        Staff and their contributions Community
 
HISTORY 
In 1980 Carol Inglis, Margaret Inglis, and Janice Edelman saw a need in Richmond, Indiana for equine therapy to assist individuals with physical, mental, and emotional disabilities. The three became certified through the North American Riding for the Handicapped Association and began giving lessons to those in need. Sunrise, Inc. continued to grow and was organized as a 510(c)(3) nonprofit organization based a short drive outside of Richmond. 
Today, Sunrise strives to employ trainers who are certified under the Professional Association of Therapeutic Horsemanship International (PATH). Currently, our program consists of one PATH certified instructor, a variable number of staff and interns in training, and priceless horses and ponies that love interacting with people providing equine assisted activities.
Our home in 2025 looks much different today through a fantastic partnership with Earlham College at the Suzanne Hoerner Jackson Equestrian Center! This state-of-the-art equestrian center offers 25 stalls, a bright and beautiful indoor arena, outdoor riding spaces, indoor facilities such as office space, classroom space, wash stalls, and indoor restrooms. This space was truly an upgrade for our participants, horses, volunteers and staff. Sunrise is grateful for the partnership with Earlham College. We can't wait to show you around our new space! 

ACCREDITATION 
Sunrise is a Member Center with PATH Int'l (Professional Association of Therapeutic Horsemanship International). As a PATH Member Center Sunrise adheres to strict guidelines that underlie all policies and procedures which emphasize safety and professionalism. PATH Int'l is a voice for the EAS industry. The professional membership organization advocates for EAS and provides standards for safe and ethical equine interaction through education, communication, standards and research. All Sunrise instructors are certified, or working towards certification, through PATH Int'l. 
 
 
CONFIDENTIALITY 
Sunrise’s students', staff and volunteers' personal information is highly confidential. No one is to disclose or distribute anyone else's information or documents including, but not limited to, its students, donors, supporters, volunteers or staff to anyone for whom the information is unauthorized or unnecessary. This includes non-custodial parents of minors. Collectively, this information is referred to as Confidential Information. 
Confidential Information may not be discussed or disseminated without express written authorization by a person with the legal authority to grant such permission. As a volunteer, you will be provided only the information you need to safely and effectively assist your student. By attending an orientation and training session, you acknowledge an understanding of this policy. 

PHOTO CONSENT & SOCIAL MEDIA POLICY 
All volunteers have the choice to consent to and authorize the use and reproduction by Sunrise of any and all photographs and any audio-visual materials taken of them for promotional material, educational activities, exhibitions and digital displays or for any other use for the benefit of the program. Should you choose to not consent to the photo release for any reason, you can indicate this in your volunteer application. 
In the area of social media (print, broadcast, digital and online), the following guidelines apply in the use of social media for our volunteers:  

1. Should you decide to create a personal blog or website, be sure to provide a clear disclaimer that the views expressed in the blog are the author’s alone and do not represent the views of Sunrise, Inc.  
2. All information published on any volunteer blog should comply with Sunrise’s confidentiality policy. This also applies to comments posted on other social networking sites, blogs and forums.  
3. Your online presence can reflect on Sunrise. Be aware that your comments, posts or actions captured via digital or film images can affect the image of Sunrise.  
4. Do not use any Sunrise logos or trademarks without written consent.  

DIVERSITY 
Sunrise acknowledges and honors the fundamental value and integrity of all individuals; therefore employees and volunteers will work diligently to maintain an environment that is welcoming and respectful. 
 
 GENERAL GUIDELINES
The following guidelines are for the safety and wellbeing of our participants, volunteers, staff and our much-loved therapy horses.    

How do I know if participant services are cancelled?  
· Snow days – Sunrise follows the same schedule as Fayette, Wayne & Preble County.  If any of the above counties are closed due to weather then Sunrise will be closed as well.   
· Closures will be posted on social media. Please follow us on Facebook, or Instagram.  
· If your services are not needed due to a participant cancelation, you’ll be notified via the volunteer coordinator will contact you by the best method listed on your volunteer application.  

Carrying of concealed weapons is prohibited.
 
How do I report an absentee or tardy?  
· Volunteers may contact the Sunrise Facebook page using Facebook messenger, reach out to the volunteer coordinator or their lesson instructor.
· If you must cancel a shift the day of, or you are running late, please reach out to any Sunrise staff member, or call Sunrise at (765) 983-1500 and let the staff know your full name and the shift time.  

Three Strikes No Show Policy: 
Any time a participant or volunteer does not call ahead and does not report to a scheduled class or commitment; it is considered a “no show” situation.  After three (3) consecutive occurrences within a 6 month period, the participant/volunteer is removed from the current schedule.  In each case of a participant/volunteer not showing up for a scheduled class or commitment, the appropriate staff member will document the no show.  After the second no-show occurrence, Sunrise staff will remind the participant/volunteer of the policy by text, phone or email.  

After the third and final no-show occurrence Sunrise staff will contact the participant/volunteer by phone or in person. The participant/volunteer will be ask to take some time away from the program or change responsibilities. The participant/volunteer will be encouraged to return when they are better able to fit the program into their schedule. If the participant/volunteer returns at a later time, their record begins at zero no-shows.  

Background Check Policy:  
Sunrise, Inc. is committed to the protection of all persons who are associated with Sunrise including members, staff, volunteers and guests. Sunrise shall conduct criminal background checks of all employees and volunteers who have direct repetitive contact with children participating in our programs. Sunrise will carry out this requirement in a fair, consistent and non-discriminatory manner, complying with applicable state and federal laws and guidelines.

Sunrise utilizes name-based systems to obtain data for individual background checks, at a minimum each individual background check shall include:  

(a) verification of the individual’s identity and legal aliases, (b) a national search of sex offender registries and (c) a national search of criminal records. Background checks shall be conducted prior to employment or volunteer service and renewed every five (5) years. Other data may also be obtained, based on individual employee or volunteer duties or responsibilities.  
(b) Background check findings shall be reviewed in a fair, impartial and confidential manner. Because Sunrise’s priority is the safety of the members, staff, volunteers and guests, certain actions and convictions for certain crimes serve to automatically disqualify applicants for employment or volunteer service at Sunrise in any position that involves working with children. A person will be ineligible for employment or volunteer service if the person:  
1. refuses to consent to a criminal background check,  
2. makes a false statement in connection with such criminal background check,  
3. is registered, or required to be registered on any sex offender registry,  	
4. has been convicted of a felony,  
5. or has been convicted within the past 5 years of a misdemeanor involving:  
(a) physical assault or battery, (b)drugs or controlled substances, or 
(c) cruelty to animals.  
  
With respect to convictions for crimes not listed above, any applicant with such a conviction shall be evaluated on an individual basis to determine whether they should be excluded from consideration based on the conviction. In so doing, Sunrise shall consider the following factors: 
· the nature and gravity of the offense;  
· the time that has passed since the offense or completion of sentence;  
· the nature of the job sought or held;  
· the facts and circumstances surrounding the offense or conduct; the number of offenses for which the individual was convicted;  
· the age of the individual at the time of conviction or release; 
· evidence that the individual performed the same type of work, post-conviction, with the same or a different employer with no known incidents of criminal conduct; 
· the length and consistency of employment history before and after the offense or conduct; rehabilitation efforts, e.g. education and/or training; 
· employment or character references and any other information regarding fitness for the particular position; and 
· whether the individual is bonded under a federal, state, or local bonding program. 

Sunrise shall alert the applicant to the possibility of his or her exclusion due to past criminal conduct and provide the applicant an opportunity to submit an explanation. All personal data, background check data and adverse action letters shall be treated as confidential and maintained in a secure location.    

A standard background check will be purchased for every Sunrise staff and volunteer. If an individual has lived outside the state of Indiana within the past five (5) years, there may be additional costs incurred for a background check. Sunrise graciously accepts donations from the volunteer to cover the cost of the background check, but this is not mandatory.

VOLUNTEER BEHAVIOR 
As a volunteer, you are a representative of our organization. All volunteers are expected to behave in a manner that is conducive to the caring and efficient operation of the program, and to set a good example for our students. Inappropriate language, disruptive behavior or behavior which threatens the safety of others is not acceptable, nor will it be tolerated. After a first attempt to correct the behavior, offenders will be asked to leave the premises by a staff member and withdrawal from the program will be immediate. 

If you are subject to any type of inappropriate behavior by a student or volunteer, please do not approach that individual. Notify a staff member immediately. If you feel that a Sunrise staff member acts inappropriately, please notify Sunrise’s Executive Director, at 765-977-3448. 

DRESS CODE 
Appropriate footwear and clothing must be worn at all times. Open-toed or open-heeled shoes, Crocs, clogs and sandals are not permitted on the farm. It is strongly recommended that jewelry and perfume not be worn to the farm. Hats that impede peripheral vision are inappropriate. Clothing that makes noise (swishy pants, etc) should not be worn in lessons.

WORKING WITH PEOPLE WITH SPECIAL NEEDS 
Often a major barrier for people with special needs is not the disability itself, but the lack of awareness and knowledge of others. Please take time to get to know your student and his/her family. Above all, please treat everyone with respect, being considerate and sensitive to their needs. 
When working with someone who uses a wheelchair, please recognize that the chair is an extension of his/her body space. Always ask if the individual would like assistance before you help him/her. Speak directly and be careful not to exclude the wheelchair user from conversation. If a conversation lasts more than a few minutes, sit or kneel to get on the same level as the person in the wheelchair. 
When working with an individual with visual impairment, please ask if help is needed. Keep in mind that each individual may have a specific way he/she prefers to be helped. Remember that they may only need verbal direction. If physical assistance is needed, allow the individual to hold your arm above the elbow as you walk one-half step ahead.  
When working with an individual with hearing/language impairment, try to maintain good eye contact, looking at the individual as you talk. Speak clearly – avoid talking slowly or overemphasizing words. Avoid long verbal instructions. Familiarize yourself with hand gestures the individual may be using to represent words or concepts. 








VOLUNTEER JOB DESCRIPTIONS
All volunteers will be under the direct supervision of a Sunrise staff person. Direct supervision is defined as “at the activity site and responsible for activities”.   

Lesson volunteers
If able, they are asked to commit to the lessons they sign up for the entire session. Sessions usually run 10 weeks. Lessons are held year-round with a short break between sessions.  Reliable attendance is key, as we strive to build a team of horse, participant, horse leader and side walkers.  It is important to keep this team consistent as much as possible for some riders.  

Barn Assistants & Hay Crew
Sunrise’s Barn Assistants & Hay Crew supports the Sunrise Barn Staff in the daily cleaning and caretaking of our equine partners. This includes but is not limited to cleaning stalls, scrubbing out feed tubs and water buckets, checking field troughs for water and cleaning if dirty, and other various chores to keep the Sunrise barn in tip top shape. Facility volunteers may assist with barn chores, in addition to helping with jobs such as mending fences, weed whacking, and any other maintenance type jobs the staff needs help with at the time. Barn chores and facility maintenance are completed in the morning hours while Sunrise staff is present. 

Barn Assistants 
The Barn Assistants help our lessons run smoothly and on time by having horses in their stalls and groomed before lessons begin.  Barn Assistants are also important in maintaining barn safety and cleanliness throughout the lesson activities.  At the end of the day, Barn Assistants ensure that our equine therapists are properly cared for, all equipment and tack is put away, and the barn is clean and ready for the next day’s activities. All Barn Assistants are under the supervision of our Barn Manager. The responsibilities of Barn Assistant positions require that volunteers are able to commit to a consistent schedule, with defined days and hours, over a significant period of time. Qualifications and responsibilities vary according to volunteer position. All Barn Assistants are required to attend volunteer orientations. A volunteer training specific to the Barn Assistant position is also required. This training may be completed in a group or as an individual.     

Qualifications and Responsibilities: 
· Previous horse experience is helpful but not necessary
· Minimum age of 16  
· Successful completion of Sunrise orientation   
· Successful completion of Sunrise training for assigned tasks  
· Completion of skills assessment  
· Commitment to attend class each week for the length of the session  
· Understand horse safety concerns  
· Ability to read a horse and to calmly prevent/avoid unsafe situations  
· Lead horses to and from the pastures
· Groom/bathe horses before/after lessons.  
· Clean and organize tack.  
· Clean stalls  
· Maintain general barn cleanliness  
· Ability to adapt to change  

Hay Crew
Hay crew is the team of volunteers who feed and care for our horses. Hay crew volunteers are year-round and are able to commit on a monthly basis, to a weekly designated time slot. A Sunrise staff member will be on site during all hay crew shifts. Volunteer training is provided by Earlham for Sunrise barn assistants & hay crew volunteers that help feed horses. A Sunrise staff member should be present for this training and to support the volunteer or staff.

Qualifications and Responsibilities:  
· Attendance at Sunrise volunteer orientation   
· Previous horse experience is required   
· Successful completion of hay crew training  
· Ability to have reliable on time attendance   
· Ability to identify & differentiate between horses  
· Feed hay, grain, and supplements  
· Clean automatic waterers   
· Clean and fill troughs and buckets  
· Check horses for illness or injury  
· Bring horses in and out of the barn as needed  
· Prepare stalls for horses coming in  
· Clean stalls   
· Put on or take off muzzles, blankets and fly masks as needed  
· Clean and put away feed pans, buckets, rakes, muck tubs and other tools used  
· Clean mini pen  
· Blow barn aisle and assist in maintaining an obstacle-free, clean barn area
· Assist in maintaining a clean feed area  


Side Walkers
The side walker’s primary responsibility is the participant. A side walker walks or jogs along-side a mounted participant and acts as a “bridge” between instructor and participant. Side walkers are there to assist the person when needed and to help ensure their safety. Encourage participants to be as independent as possible!  

  Qualifications and Responsibilities:  
· Attendance at Sunrise orientation  
· Completion of skills assessment  
· Previous horse experience not required   
· Minimum age of 16  
· Commitment to attend class each week for the length of the session  
· Adequate vision and hearing to ensure safety of participant  
· Walk/jog alongside the horse for duration of the lesson, occasionally on uneven surfaces  
· Ability to hold your arm slightly raised and out to the side for up to 30 minutes thus providing support for the person if necessary  
· Comfortable working in physical contact with horses and children/adults with disabilities and special needs   
· Ability to adapt to change  
· Display patience  
· Ability to perform emergency dismount  
· Meet and greet participants.  Remain with your participant ensuring their safety at all times.  
· Assist with helmets  
· Assist the participant during lesson, mounting and dismounting processes  
· Act as the “bridge” between instructor and participant.  Repeat directions, redirect attention and assist the person with tasks as needed or directed.  

Horse Leader 
The horse leader’s primary responsibility is the horse.  A leader pays close attention to the horse and all that is happening around the horse before, during and after a lesson.  A leader focuses on safety and maintains control of the horse while allowing the participant to execute aids and cues asked for by the instructor during a lesson.    

To become a horse leader with Sunrise, additional training will be required outside of the New Volunteer Orientation. We first ask that all potential horse leaders volunteer in at least 8 weeks of lessons with Sunrise as a side walker before going through horse leader training. This will give you the best idea of how our lessons are carried out for our riders. After you’ve completed 8 weeks of side walking, you can contact Sunrise’s Volunteer Coordinator to schedule a horse leader training. 

These training courses will be scheduled on an as needed basis and may be in a small group setting depending on the need. In this training, you will be required to show knowledge of catching a horse in their stall or field, grooming, tacking and basic handling skills at the walk and trot. This training is pass or fail at the discretion of the Equine Manager, Lead Instructor, and/or Volunteer Coordinator, with the opportunity to work on your skills and knowledge to re-test. To become a horse leader, you must have a solid foundation of horse behavior and handling skills.  

Qualifications and Responsibilities:    
· Previous horse experience is required  
· Minimum age of 16 (may be younger with Program Coordinator approval)  
· Completion of skills assessment  
· Commitment to attend class each week for the length of the session  
· Adequate vision and hearing to ensure safety of horses and participants   
· Walk/jog with the horse for duration of the lesson time   
· Ability to read a horse and to calmly prevent/avoid unsafe situations   
· Demonstrate patience  
· Ability to adapt to change   
· Ensure horse is groomed, tacked, and warming up 10 minutes prior to lesson start time  
· Primary responsibility is horse safety   
· Listen and respond to the instructor’s directions   
· Lead horse during lesson and maintain safe spacing between horses  
· Help horse follow the participant’s cues  
· Remove tack and ensure horse is properly cared for after lesson  


Junior Volunteers 
Junior volunteers are 12 to 16 years of age and work under the direct supervision of the equine manager or a volunteer mentor. They do not participate directly in lessons. Junior volunteers must be accompanied by a parent or another adult until they have demonstrated that their maturity and skills are at the level where a staff person determines an adult is no longer necessary.  Junior volunteers must demonstrate the ability to act responsibly in the barn area, complete task, and follow barn rules and guidelines.    
  
Qualifications and Responsibilities:  
· Attendance at Sunrise volunteer orientation   
· Previous horse experience is preferred  
· Successful completion of Sunrise junior volunteer training  
· Completion of skills assessment  
· Basic horse skills are required such as picking hooves, grooming, safe leading techniques and leading horses through pasture gates with other horses which are loose   
· Assist Sunrise barn crew with getting horses ready for lessons  
· Assist Sunrise barn crew with caring for horses after lessons  
· Set up and take down lesson rings  
· Prepare stalls for horses coming in  
· Clean stalls, feed tubs, water buckets  
· Clean tack  
  
  
Ground Work Assistants 
Ground work assistants work under the direction of the equine manager to improve the ground manners, suppleness and physical fitness of our therapy horses and insure that each horse feels comfortable in lessons.  The result of this work is a more enjoyable and safe lesson environment for all horses, participants, and volunteers. A Sunrise staff member will be present during all ground work activities and all work must be approved by the equine manager.  
  
Qualifications and Responsibilities: 
· Attendance at Sunrise volunteer orientation   
· Intermediate to advanced previous horse experience  
· Pass a ground work skills assessment  
· Groom, bathe, administer hoof treatments  
· Tack horses   
· Liberty work in a small herd or with a single horse  
· Lunge/natural horsemanship line work  
· Walk/trot in hand through a pattern or obstacle course  
· Work with lesson objects (balls, noisemakers, other toys, cones, barrels, mounting blocks, etc.) to desensitize the horse  
· Work with a partner or two to accustom the horse to sidewalkers  
· Clean stalls or grooming bays used during your session  
· Clean and condition tack used during your session  
  
Mounted Conditioning Assistants 
Mounted conditioning assistants work under the direction of the Equine Manager exercising horses to keep them supple, physically fit, and more responsive to their riders. Responsibilities include those listed below, as well as any of those listed under ‘ground work assistants.’  A Sunrise staff member will be present during all activities and all work must be approved by the Equine Manager.    

To become an exercise rider with Sunrise, we require you to be a working volunteer in our program as a horse leader or side helper for at least 8 weeks, and to pass an equine handling and riding skills test. If you are interested in becoming an exercise rider, we will ask you contact our Lead Instructor & Equine Manager to set up a time to perform a these tests. You must show the ability to safely handle horses on the ground, walk, trot and canter a horse independently. These tests are pass or fail at the discretion of the Lead Instructor & Equine Manager.  

Special Event Volunteers 
Special events are annual fundraisers for Sunrise. Each event has its own specific needs and time commitments for volunteers. Attendance of Sunrise new volunteer orientation is not required. A volunteer application or liability release form must be on file at Sunrise.  

Administration Volunteers 
Administration volunteers fulfill ongoing needs within the categories below.  Attendance of Sunrise new volunteer orientation is required. A volunteer application or liability release form must be on file at Sunrise.  
If you have other talents you would like to share with Sunrise, please let us know!
 
Volunteer and Participant Interaction Guidelines:     
When interacting with participants it is important to use appropriate language and interaction.  Our desire at Sunrise is to create an environment where participants, volunteers and staff feel welcome, safe and respected.  
· Sunrise is a program that celebrates diversity and sees value in all individuals.  Respect and cordiality toward everyone is expected.  
· Never be alone with a participant!  Always stay in a group.  Never take a participant to the bathroom by yourself.  If necessary, send the participant with a caregiver or have a staff member assist you. It is NEVER the responsibility of a volunteer to supervise a participant of any Sunrise program. If you’re asked to supervise a participant please report to the volunteer coordinator, or program director. 
· Confidentiality is an important component of your relationship with Sunrise participants. You will be provided with participant information that will help you help them succeed in their lessons. All information is to be kept strictly confidential.  
· Photos or video of participants should not be taken without permission from parents or Sunrise staff.  
· Be yourself. Use your normal voice and give support, but try not to over praise. 
· Do not sensationalize the accomplishments of individuals with disabilities.  While these accomplishments should be recognized and applauded, people in the disability rights movement have publicized that excessive recognition and praise has a negative impact.  
· Use appropriate terminology. A person has a disability, rather than suffering from, afflicted with, or a victim of a disability. A person uses a wheel chair rather than is confined or restricted to a wheelchair.  
· Use person-first language: This means that you should not define a person by their disability. For example, you do not say “the autistic person”, but instead would say “the person with autism” using person first-language.    
· Use age appropriate language: For example, do not talk with an adult participant the same way that you would talk to a child or younger participant. They are adults and deserve to be treated as such.  
· Do not discuss inappropriate personal issues or topics with a participant.    
· Remember, even if a participant is non-verbal, they still listen and want to be a part of the conversation. Many times people think that just because a person cannot talk, they cannot hear. Make sure to respect the participant and talk to them, not about them.   
· Encourage autonomy! Do not do something for a participant just because it will go faster or you don’t think that they can do it. Allow our participants to use their abilities to complete a task and be there if they need you. It is a good idea to ask first before helping.    
· When giving directions to a participant, be polite, direct and firm. Keep directions simple and positive. Avoid the use of the word don’t.    
· Many of our participants have disabilities that include sensory processing difficulties. Keep distractions and non-essential conversation to a minimum.   
 
What do I do when I arrive?  
· Please obey all speed limits posted on the Earlham campus. Horses and people have the right of way. Drive slowly and safely.  
· You will receive an automated shift reminder. Please arrive on time or call to let us know if you are running late.  
· Park in the front parking lot.   
· When you arrive, please go to the volunteer check-in table.    
· Check the lesson schedule for your assignment and highlight your name to indicate that you are on site and ready to participate in lessons.   
· Special Event volunteers check in at designated location if off site event.   
· Wear your nametag.   
· Check for new notices posted on the volunteer bulletin board.    
· Check in with your instructor.  
· Find your horse or your participant.  
· Volunteer hours are rolled up automatically each day. If you work an unscheduled shift, log your hours on Wranglr by checking in, and sign in on the volunteer sign-in sheet.  

What should I wear?   
You will be working around horses and in a barn environment.    
· Participants must wear helmets at all times when working around the horses. 
· Dress appropriately for the forecasted weather.  
· In general, acceptable attire is comfortable outdoor sportswear, specifically clothing that you do not mind getting dirty or stained  Jeans or light weight long pants and shorts are acceptable. When selecting your attire, please consider clothing appropriate for a child and family environment.  
· Wearing appropriate shoes is a must. You will be doing a good deal of walking and shoes need to be comfortable and safe. Tennis shoes, hiking boots, riding boots, etc. are all acceptable footwear. Please, no sandals, Crocs, open toe, open heel or high heel shoes.  
· If you wear a hat make certain that the hat fits securely on your head and that the brim is not too large that it interferes with your vision or responsibilities as a leader or sidewalker, or is distracting to the participant or horse.  
· Sunscreen or insect repellent is strongly recommended. Minimize the perfume. Heavy perfume can attract bees and other insects and may be a sensory overload for some of our participants.  
· To minimize the sound and distraction of keys for horse and participant, please keep your keys in your pocket or in the volunteer lounge.   
· Please do not wear dangling or excessive jewelry, as this may be distracting to some participants and become unsafe.  
 
Dismissal Procedures:  
Level 1: Verbal Warning  
· Not following Sunrise guidelines will result in a verbal warning from the executive director or the program director.  
· The warning will be documented.  
  
Level 2: Written Warning  
· Not following the safety guidelines for a second incident will be followed by a discussion with and written warning from the executive director and/or the program director and the written warning will be documented.  
· Steps will be outlined to prevent future infractions.  
· Actions that will be taken if a further infraction occurs will be outlined.  
  
Level 3: Dismissal from the Organization  
· Anyone facing dismissal from the organization will be informed by a written notice and a discussion with the executive director and/or the program director. The following infractions are grounds for immediate dismissal from the organization.  
· Theft  
· Inappropriate use of the facilities, mailing lists or monies  
· Abuse of the animals or properties  
· Repeated disregard of the organization’s policies and procedures  
· Harassment of, or inappropriate behavior toward any staff member, volunteer or participant  
· Use of alcohol or drugs while working with or near the participants as an employee or a volunteer  

Sunrise will take appropriate measures up to and including calling the local police department if a staff person suspects that a parent, participant or volunteer is under the influence of alcohol or drugs.  
 	  
Horse Safety:  
Think of the horse as having a 6-foot personal space zone surrounding it. Enter their personal space with respect.  
· Don’t yell, run or make sudden movements near a horse. Be slow and gentle.   
· Speak softly as you approach a horse to let them know that you are coming. Like people, horses do not like being surprised by loud noises or unexpected encounters.  
· Approach a horse from the side, never from the rear or directly in front of a horse. A horse cannot see what is directly in front or behind them.    
· When standing next to a horse, stand very close. If the horse kicks, he can’t kick very hard if you are close.    
· If you must walk behind a horse, approach from the side, speak softly and gently touch the horse on the shoulder. Keep your hand on the horse and stay close as you move.  
· Never walk under a horse’s neck. Never walk under a horse. You might not be that short, but some children are.    
· It’s easy to get your feet stepped on, so be aware of where your feet are in relation to all four of the horse’s hooves.  
· Hand feeding is an invitation to have your fingers bitten. Please keep your hands away from the horse’s mouth. We do not want to encourage nibbling.  
· Maintain safe spacing between horses. In general safe spacing is considered to the one horse length.  

Horse Behavior:  
It is important to understand how horses think, use their senses and interact in their environment. To be safe around horses, we must understand horse behavior. Our therapy horses are kind and well trained, but do not let your guard down. They are horses, and have instinctual behaviors that you must anticipate and react to in a calm and confident manner.    
· Horses are herd animals. They like to stay in a group and establish a pecking order among the herd.  Horses look to the dominant leader for confidence and guidance.  
· Horses have a flight or fight instinct. They would much rather flee a perceived danger.  If flight is not possible, then a horse will fight for survival by kicking, rearing, charging, striking and biting.   
· Horses use all their senses to interact with their environment.   

Horses and humans perform best when they know what is expected of them and have consistent routines.  It is to that end that Sunrise has documented the following procedures.  Always ask yourself, is the horses’ behavior safe if a participant were present?  If the answer is no, then the behavior should not be allowed to continue.  

Horse Care:   
The team of professionals that support our horse herd include: veterinarians, dentist, blacksmith, nutritionist, veterinarians providing acupuncture and chiropractors. Volunteers should never perform stretches, massages or other procedures on the Sunrise horses. Volunteers should never administer medicine or other health care needs without the direction of Sunrise staff. We greatly appreciate your concern and talents. It is best if we all serve in our assigned areas. 
    
Horse treats & snacks between meals:   
Horses can become very pushy and disrespectful about food. This is a negative behavior which can escalate to a level becoming unsafe for participants and volunteers. Sunrise horses are provided hay & food throughout the day. Their diets are closely monitored. Please do not give extra hay or snacks in between meals unless with a Sunrise staff member.
· Treats are offered after your lesson. All treats must be fed using a feed pan to protect the participant’s hands. A Sunrise staff member must supervise. 
· NEVER feed treats while walking in the field. This trains horses to seek food from people. Remember, many participants enter the field as well as volunteers during their lessons.  

It is everyone’s job to keep the facility clean:   
· Stalls – Always be willing to help!!  
· Grooming bays – pick up your tack and sweep every time a grooming bay is used.  
· Barn aisle – If the barn aisle is cluttered with hay and shaving, please be willing to sweep.  
· Indoor & outdoor arena – always ask your instructor how you can help clear the area.  
· Return horses to their proper location – check the map on the board to determine if your horse should stay in the stall or go to their pasture.  
· Look around. Most likely a walkway needs sweeping.
 	  
Grooming & Crossties:  
· Cross ties should be attached to a break-away halter only, never to a bridle. If a horse is waiting after the bridle is applied, then a person should hold the horse. Cross ties may be attached to a grooming halter only if a person is with the horse in the grooming bay.  
· Do not leave horses unattended in the grooming bays.  
· Lead ropes should remain attached to the halter and placed over the horse’s neck while in crossties.  
· When changing head gear, cross ties should be removed, place halter around horse’s neck, ask horse to lower his head and apply new head gear.  
· Never more than two people in the grooming bay with a horse at one time. Preferably, only one person at a time.  
· Do not allow people walking by to pet the horses head. Politely give an example of how it feels for someone to pet you on the nose. Just like most people do not like to be touched on the nose, most horses do not like it either. They would prefer appropriate space.     
· Grooming techniques as taught by PATH Intl. and US Pony Club should be implemented.  
· Grooming should be done in the grooming bays. On mornings when horses need to eat their hay prior to beginning lessons, it is acceptable for approved volunteers to groom horses in their stall.  
· If feet are muddy, rinse and pick at the wash rack. Clean wash rack when finished.  
· If tails are muddy, rinse or comb through with your hands to detangle.  Please do not pull tail hair out.  Please do not use mane comb on the tail.   
· Wipe faces with wash cloth or soft brush.  
 
Tacking & Untacking:     
· Tacking techniques as taught by PATH Intl. and US Pony Club should be implemented.  
· Tacking should be done in the grooming bay by staff and approved volunteers.  
· Retrieve tack from tack room and place at grooming bay BEFORE placing horse in grooming bay.  
· Always fasten the girth very slowly, moving up one hole at a time.  Elastic end of the girth should be on the horse’s left side. Girth should be snug but not tight for horse to begin warm-up in hand. Make sure to leave empty holes on the left side for tightening later. After walking for a few minutes, the instructor will tighten the girth as necessary in preparation for mount.   
· Check snugness of the girth at the horse’s sternum NOT at the elastic on the side.  


Haltering & Bridling (including side pull):   
· Before haltering, place lead rope around horse’s neck.  
· Before bridling a horse, place the leather halter around the horse’s neck.   
· Always ask the horse to lower his head by applying pressure at the poll.   
· Stand close to the horse’s neck on his left side, facing the same direction as the horse.   
· Halter – hold halter in both hands by placing left and right crown piece rings in their respective hands. Slide over horse’s nose and flip crown piece over top of neck and buckle.   
· Bridle - Place your right hand over his poll, between his ears with crown of the bridle in that hand. Hold the bit with an open faced left hand and gently slide into mouth.    
· Side pull – Same as bridle only no bit.  Slide nose piece over horse’s nose with side straps placed appropriately on each side.   

Leading:   
· Never wrap the lead rope around your hand.  
· Keep two hands on the rope. Right hand should be about 8 to 15 inches away from the snap. In front of your right pocket is a good place to keep your hand.    
· Visualize a rectangle space about 2 feet away from your side. That rectangle should be your horse’s space  
· Your shoulder should be slightly behind the horse’s cheek. The horse should move with you, not in front or behind. All horses should be respectful of their leader’s space. If a horse is walking too fast, pull and release on the lead rope every other stride to encourage them to slow down. Remember the horse will always win a pulling match! If you need help getting a horse to walk up, please ask the instructor or another staff member.    
· Be respectful of the horse’s space. Do not nuzzle or play with their head and nose. Do not use them as a leaning post.   
· Look up and plan where you are going. By planning ahead, you will be able to give the horse clear preparatory commands.   
· Through pasture gates –  Always make sure loose horses are at least 10 yards away from the gate and standing quietly before catching a loose horse and leading through a gate. Horses should always be led through a gate and never allowed to walk/run through it freely.  
· Keep one hand on the lead and one hand on the gate. The horse’s head should remain close to your body. They should never be allowed to eat grass.  
· In & Out of Stalls – When entering a stall, ask the horse to stop and relax for about 3 seconds at the stall door opening before continuing into the stall.  This will prevent horses from developing a bad habit of rushing into the stall.  
· Walk the horse straight through the door to prevent them from hitting their hip bones.   
· Once in the stall, turn the horse to the left and once facing the door unclip the lead rope. Never allow the horse to walk straight for hay or food before being unclipped. The halter should remain on the horse.   
· Leave the lead rope on the stall hook!  
· To/from pasture – Never allow a horse to eat grass while being led. It is ok to have “grazing time” with a horse but never while being led in or out from the field or on trail-rides.  
· Do not lead horses through pastures where they do not live.  
· The lead rope should hang between the reins, not over the reins.  
· Maintain an engaged walk.  It is the quality of movement that provides the most benefit to participants.  
· Keep the horse’s body in a straight line. The horses head should not be pulled toward the leader. This keeps the horse and participant off balance.   
· Make turns and circles large and sweeping, as sharp turns can unseat a participant.
· Keep the horse attentive and engaged in his work.  A horse that is dozing or not paying attention may unintentionally startle.    
· Keep at least 2 horse lengths between you and another horse on all sides.  
· If the horse is nibbling, check your space.  Make sure he remains in his space and you remain in yours.  A space invasion starts with a simple nudge with the muzzle.   Remember, sometimes the HORSE is not in your space YOU are in his.   

How to prevent a horse from eating grass:   
· PLAN AHEAD!  Some Sunrise horses are limited in the amount of grass they are allowed to consume to prevent a health condition called founder/laminitis.  Horses that do not have access to grass will always seek grass aggressively when given the opportunity.    
· The horse should remain in his rectangle space about 2 feet beside you and his nose above your knee.  
· If he moves out of that space correct him and put him back into that space.  If his nose gets close to your knee bring his head up.    
· For the horse that is already eating grass and cannot be deterred, get him to move his hind feet.  Ask for staff assistance in demonstrating some techniques if needed.   
 
Mounting & Dismounting:  
There are different techniques used to mount and dismount a participant depending upon their ability. Each participant will mount and dismount in the most independent way they can, with safety being the most important consideration. Our horses are trained and schooled for many types of assisted mounting and dismounting procedures. The mounting and dismounting procedure should be executed in a timely manner. We do not want horses standing in the mounting area for extended periods of time.    
Mounting should always be done using one of the following:  
· a portable mounting block  
· a permanent mounting block or platform  

Only independent riders will learn to mount from the ground. This will not be standard procedure rather a learning objective in case of an emergency while riding away from the facility.  

Mounting and dismounting techniques:  
· Leg over the croup 
· Leg over the crest.  
· Total assistance  
· Partial assistance  
· Independent  

Sunrise has a three-step mounting procedure:  
1. After the final tack check away from any mounting block, the leader halts horse a short distance from mounting block in preparation for mounting. (Final tack check completed by instructor if TR lesson.)  
2. The horse is lead to the mounting block, halted and squared. The participant mounts with the necessary instruction and assistance.  
3. The appropriate person (participant, instructor, leader) cues the horse to walk on and the horse walks a short distance away and is halted.   
 
In a TR lesson:  
· The instructor checks the participant’s position and balance as well as the adjustment of the girth. Stirrup leather lengths may be adjusted by the instructor at this time or this duty may be handed over to an assistant instructor or side walker while the instructor goes on to mount the next participant.  
· Leaders will warm up the horses in the ring 10 minutes prior to mounting.    
· Volunteers will be briefed by the instructor as to what type of assistance is needed from the side walker.  

Being a Side Walker  
Performing the duties of a side walker is a very important job. Side walkers are directly responsible for the participant and as such get the most hands-on experience. In the arena, the side walker should help the student focus his attention on the instructor. Try to avoid unnecessary talking with either the participant or other volunteers. Too much input from too many directions is very confusing for anyone. If two side walkers are working with one student, one should be the designated talker. It is important that side walkers stay with their participant at all times, especially during an emergency situation. Participants can never be left alone!    	

When the instructor gives a direction, allow your student plenty of time to process it. If the instructor says “Turn to the right, toward me,” and the student seems confused, gently tap the right hand and say, “Right” to reinforce the command. You will get to know the participants and learn when they need help and when they’re just not paying attention.   

During exercises, pay attention to the student. Sometimes volunteers forget that the participants are to do the exercises and the side walkers are to reinforce and assist. The same applies to games. Be careful not to get so competitive that your participant doesn’t get to use his skills because you do it for him in an effort to win. The ultimate goal for therapeutic riding is to encourage the participant to stretch and grow. You are right at his side, so help the instructor to challenge him to the best of his ability.  

It is important to maintain a position by the participant’s knee. Being too far forward or back will make it very difficult to assist with instructions or provide security if the horse should trip or shy. Also, it is important for both side walkers to do the same hold if there are two side walkers with a participant. This ensures proper balance and support for the participant. In addition, do not lean on the horse. This will keep you from accidentally digging an elbow into the horse’s side or causing the horse’s balance to shift. Side walkers work together with the leader as a team, but side walkers should not help lead the horse. Do not grab the reins, lead rope or halter or push the horse in any way. Side walkers should communicate effectively with the leader if the side walker is being pushed too close to an object or gate. Since a leader does not have rearview mirrors, communication is the key!    
  
Participant Safety  
Safety of the participant is a side walker’s first priority!    
· Always observe the participant’s physical condition  
· Be alert for seizures   
· Be aware of the participant’s balance and position on the horse  
· Communicate with other team members  
  
Communication with the instructor and among team members is key!

Alert the instructor and ask the leader to stop the horse if:  
· The participant is off balance and cannot readjust while the horse is moving.   
· The saddle pad had slipped   
· The girth is loose  
· The stirrups need adjusting  
· The participant’s helmet needs to be adjusted 
· The participant is fatigued or in pain 
· Side walkers need to change sides.  
 	  
Strategies for Side Walkers  
Side walkers are the “bridge” from the instructor to the participant. All lessons are planned and have goals and objectives. Instructors will utilize a variety of teaching techniques to effectively communicate instructions to a participant. Side walkers can assist the instructor by reinforcing instructions using the following strategies. Be confident and reassuring. Always remember to encourage autonomy!    
· Consider response time - allow the participant time to process instructions   
· Repetition - instructions may need to be repeated  
· Cueing - allow participants to make corrections   
· Prompting - participant may need physical assistance such as hand over hand  
· Approximations - recognize the attempt    
· Giving participants choices – let the participant make decisions 
 Using analogies - some participants are visual learners 
 Task analysis - a step-by-step breakdown of the task.   
  


Helmet Fit  
Sunrise encourages all participants to purchase their own helmet. Sunrise will provide helmets for those participants who do not wish to purchase a helmet. Sometimes helmets get left at home and a participant will need to borrow one. The instructor is responsible for checking the fit of the helmet before a participant mounts. Side walkers can assist in this process by checking the fit of the helmet while the participant is waiting to be called to the mounting area.    

Ask the parent if putting on a helmet is an issue for the participant. Helmets can be a sensory issue, so ask permission from the participant before you begin to adjust their helmet. Timing can be important also. Do not ask the participant to put on their helmet too far in advance of their mounting time.  
  
The helmet should be snug so that it cannot slide around on the participant’s head. It should not be so tight that it creates pressure and becomes uncomfortable. It should sit squarely on the participant’s head, not twisted or leaning to the side. The front part of the helmet should rest one inch above the eyebrows. If the helmet sits too high on the head it is too small. If the helmet comes down too low on the head it is too big. It is important that the helmet fits correctly to provide adequate protection. Sometimes padding may be added to aid in obtaining the proper fit.  
  
Basic Side Walking Holds  
Participants may need varying amounts of assistance and support from the side walker during the lesson. The instructor will guide you as to the type of assistance a participant needs. This may change through-out the lesson, depending on the skill of the participant and the activities of the lesson. If there are two side walkers, both side walkers should be using the same amount of assistance, in order to maintain the balance of the participant. If an emergency situation has or is about to arise, side walkers automatically go to the most supportive hold which is the arm over thigh hold.    
  
Following are the handholds used in Therapeutic Riding:  
· Arm over Thigh Hold: The side walkers grip the front of the saddle (flap or pommel depending on the horse’s size) with the hand closest to the rider. Then the fleshy part of the forearm rests gently on the rider’s thigh. Be careful that the elbow doesn’t accidentally dig into the rider’s leg or horse’s side.   
· Waist/Shoulder Hold: If walking on the left side of the horse, side walkers will place their left hand on the rider’s waist and right hand on the rider’s shoulder. If walking on the right side, side walkers will place their right hand on the rider’s waist and left hand on the rider’s shoulder.  
· Waist/Knee Hold: If walking on the left side of the horse, side walkers will place their left hand on the rider’s knee and right hand on the rider’s hip with their thumb in front. If walking on the right side, side walkers will place their right hand on the rider’s knee and left hand on the rider’s hip with their thumb in front.  
   
· Heel Hold:  Side walkers maintain placement by rider’s knee and gently hold the rider’s heel. This allows for rider support with minimal pressure on the rider’s muscles. It is important to only hold for support and to not tug on the rider’s leg or pull to one side.    
· Saddle/Pad Hold: If walking on the left side of the horse, side walkers will place their left hand on the front of the saddle/pad and right hand on the back of the saddle/pad. If walking on the right side, side walkers will place their right hand on the front of the saddle and left hand on the back of the saddle/pad.  
· Spotters Hold:  Side walkers maintain placement by rider’s knee but do not hold on to the rider in any way. The side walker simply walks beside the rider and is prepared to hold if necessary.


TACK ROOM
The tack room is the room where we store saddles, bridles, reins and other horse-related equipment, collectively known as “tack”. A well- organized tack room makes the job easier for everyone. Knowing your way around the tack room and keeping things in order is vital to the smooth running of the program.  
  
Rules for the tack room:  
· Many of our tack items such as rope halters, reins, stirrup irons and stirrup leathers are sized and colored coded. 
· All saddles are numbered, as are the saddle racks. Saddles are to be stored on the same numbered rack. They are placed on the rack facing the wall, with the rear of the saddle facing you.    
· Girths, stirrups and stirrup leathers should be removed from the saddle after use and hung in appropriate location.  
· Saddle pads are hung on the saddle pad racks to dry out and only dry saddle pads should be put on a horse. 
· Each horse has its own bridle combination and bit. They are stored on bridle racks on the wall. Each rack has a horse’s name above it. Bridles have the horse’s name on them.   
· Please be careful to put the bridles away under the correct name.    
· Each horse will have their own grooming box and grooming tools stored in the cubby next to the grooming stalls. There should be a rubber curry, a hard brush, a soft brush, a mane comb and hoof pick in each box.  Please help us keep these boxes and tools clean and organized.    
Before putting tack away, please clean and wipe girths off if they are sweaty or have loose hair or dirt.  This will prevent girth sores. Bits can be rinsed off with water if a towel is not available. 



SUNRISE EMERGENCY PROCEDURES
· A telephone is located in the barn hallway across from the entrance to the indoor arena beside the Sunrise horse stalls. Dial 911 for emergency assistance and notify a Sunrise staff member right away of any issues.
· Fire extinguishers are located in the barn office and barn aisleways.
· Human first-aid supplies are located in the medical cabinet across from the barn office, and near the small utility door at the barn parking lot. The AED is inside the barn office against the wall to the right. 
· Maps for designated severe weather shelter areas and evacuation routes are posted throughout the facility. 


Emergency Protocols
In the event of an emergency, a chain of command will be used. A Sunrise safety coordinator will be identified on the white board in the barn aisle across from the grooming bays.  The safety coordinator is responsible for making the necessary decisions for the safety of all individuals and animals concerned. The safety coordinator has the final authority to coordinate procedures, and amend, modify, or supersede any policies of this plan to ensure any individual’s safety. Safety coordinators must not be assigned as the primary facilitator to a specific participant/student activity (i.e., TR lessons). Safety coordinators must be able to leave a participant/student group and attend to the needs of the entire facility.  
 
Sunrise Instructors 
Instructors are responsible for participants/students and horses in their assigned session. Instructors will direct volunteers to stabilize the situation. The following steps are guidelines for emergency situations:  

1. Instructor takes charge of the participants and stabilizes the situation as soon as possible. This may mean removing participants from the area/situation or performing an emergency dismount if mounted. 
2. Notify all safety coordinators. 
3. The horse leader takes charge of horse and removes the horse from the situation. They should take the horse back to the barn or appropriate turn out and follow instructions from the safety coordinator. 
4. Instructor, Sunrise staff or other designated person with current CPR and First Aid certification will administer aid if necessary. If body fluids are involved, universal precautions are to be used.  All necessary protective equipment is in the first aid kit.  
5. Call 911 if needed. Direct the dispatcher to the barn using the directions posted beside the phones on the wall outside the tack room and receptionist desk.  Call the Earlham facilitator to alert them of an emergency. 
6. If the emergency involves the health/behavior of a horse, it is the leader’s responsibility to tell the instructor. The instructor will direct all people away from the horse. The leader will lead the horse to the safest place. Safety coordinator and Equine/Barn Manager should be notified. 
7. At all times—remain calm and in control. 
8. When an accident or “near-miss” occurs, the accident is to be documented on a form titled “Center Occurrence Report.” The person filling out the report is to be a safety coordinator and the staff member that witnessed the event for accuracy of documentation. The report is to be signed by the safety coordinator filling out the report, if possible the injured person, or a family member who witnessed the accident, witness(es) and the executive director. 
 
In the case of major injury: 
· The instructor stays with the injured participant/student. Someone who is CPR and First Aid certified will attend to that person.  
· The instructor will appoint someone to notify the safety coordinator. 
· The safety coordinator, or someone they assign, will notify the parent or emergency contact and get the emergency medical information to give to the instructor/teacher. Emergency medical information for Sunrise participants, volunteers and staff are located in the Wranglr profile for each participant. 
· If needed, the safety coordinator or someone they assign will call 911, the Sunrise Executive Director, and responsible Earlham party.
· Post a person at the entrance of the driveway to direct emergency vehicles to the location of the injured person. Ask the emergency vehicle driver to cut off sirens and lights so as not to frighten the horses. 
· The instructor will direct the participants to a safe area and/or perform an emergency dismount if mounted. Volunteers will return the participants to the parent area and then remain in the area for further directions. Leaders will return horses to the barn for further directions. 
· Everyone will need to remain on the property until the safety coordinator excuses you. It will be necessary to get information for an incident report.   

In the case of minor injury: 
· Notify the safety coordinator regarding the injury to assess the situation. The instructor will direct the participants to a safe area.  
· Appropriate first aid support provided.  
· Notify the parent or emergency contact of minor injury and treatment provided.   

In the case of a loose horse: 
· Stop all horses facing the area of the loose horse. 
· Horse leaders should implement Sunrise best practices to keep their horse calm, quiet and listening to their leader. 
· If participants are mounted and side-walkers are present, they should use arm-over-thigh hold in case the excitement level increases. 
· In the event it becomes too intense the instructor and someone appointed by the instructor will dismount all mounted participants. (See dismount procedures.) Someone appointed by the instructor should return participants to the parent area and wait for further directions from the instructor. 
· Everyone should move themselves to a safe area, remain calm and allow experienced equine staff to regain control of the loose horse.  
· Safety Coordinator and Instructor will provide directions to all leaders as appropriate for the specific situation. 
 
In the case of a horse health emergency (ex. Slight colic or lameness): 
· Contact the Sunrise Equine Manager right away.
· If mounted, refer to the mounted emergencies section of this document. 
· Instructor dismisses the horse from the working area to the barn.  
· Activity resumes. 
· Horse leader should notify the Equine Manager who will assess the horse’s health and take action, ie: apply first aid or call vet. 
If it is highly serious and the horse is not able to walk out of the working area, the staff should immediately call the EQUINE MANAGER and administer first aid AS DIRECTED BY BARN MANAGER.   
· Participants are dismissed from the working area.  
· The instructor will issue appropriate directives for completion of the remaining activity time. 



In the case of severe weather and fire:
Sunrise staff, volunteers, instructors and the safety coordinators will take the necessary precautions for human and horse safety.  Please follow the instructions below for tornado, severe weather, flood and fire emergencies: 

In the case of flood emergency: 
· If at any time you are on the grounds and water starts to rise, call Earlham staff to report, and the Sunrise Equine Manager and Executive Director.
· Earlham staff, the Sunrise Equine Manager and safety coordinators will develop a plan for ingress and egress of all equine and vehicles. 
· Equine Manager, Safety coordinator and/or on-call Earlham appointed manger will develop a plan for horses as needed.  
 
In the case of severe weather (thunder and lightning storms): 
Using judgement of the Safety Coordinator, Equine Manager and instructor on staff, lightning within 6-10 miles mounted activities become non-mounted, within 0-5 miles horses are put in stalls and activities in the classroom or barn aisleway may occur. Mounted activities may resume after 30 minutes of no lightning notifications. App used is Weather Bug and it should be on the safety coordinator, lead instructor, and equine manager's phone. 
See attached map for designated severe weather shelter areas.  These will be posted throughout the facility. Severe weather shelter areas are barn office, bathrooms, classrooms, tack room, hallway and nearby the indoor arena.
Watches: Indicate that conditions are right for development of a weather hazard. Watches 
cover a larger area than Warnings. Watches have lead times of approximately 1-2 hrs 
(tornado or thunderstorm), 3-12 hrs (flash flood), and 12-36 hrs (river flood or winter storm). 
 
Warnings: Indicate that a hazard is imminent, and the probability of occurrence is extremely high. Warnings are issued based on eyewitness reports or clear signatures from remote sensing devices (radar, satellite). Warnings have lead times of approximately 30 min. or less (for thunderstorm type events), and 6-18 hours (for river floods and winter storms). 
 
Advisories: Issued when weather is expected to disrupt normal routines, but is not 
expected to be life threatening (e.g., 2-3 in. of snow, dense fog, etc.). Advisory lead times 
are the same as Warnings. 
 
Upon issuance of a watch or advisory, safety coordinators will: 
· Instruct staff, teachers and instructors to be alert for possible change in weather status. 
· Monitor weather reports for change in conditions. 
· Encourage everyone to stay on location if there is not an appropriate window of opportunity for people to drive home before the weather begins. Driving conditions are hazardous when severe weather is involved. 
· Direct all individuals (ie: visitors, participants/students, their families, volunteers, and employees) to remain inside the facility until the severe weather has passed. 
· Close all doors, once everyone is inside the covered facility, to prevent flying debris from entering the facility. 
 
Upon Issuance of a Warning, safety coordinators will: 
· For flood and winter warnings, close program activities to prevent individuals from being trapped at Sunrise. Staff responsible for care of horses may be required to remain on property, and will be offered a room to stay in Richmond at Seldom Scene Meadows Bed & Breakfast (contact Leighanne Hahn or reach out to Executive Director).  
· For thunderstorm warnings, follow same procedures as documented under watch 
· For tornado warning, direct everyone to the severe weather shelter areas. 
· Follow standard accounting and reporting procedures.
· Take a battery powered weather radio. 
· Close all doors once everyone is inside the covered facility, to prevent flying debris from entering the facility. 
 
Upon Issuance of a tornado warning, everyone will: 
· Remain quiet in their shelter areas and await further instructions. 
· Individuals outside of the shelter areas will move quickly to the main building to designated shelter areas. 
· Remain in shelter areas until the “all clear” is given. 
 
General severe weather guidelines: 
· If building is damaged: 
· Call 911, ALERT THE EXECUTIVE DIRECTOR WHO WILL ALERT EARLHAM 
· Administer first aid as needed for equines or humans. 
· Individuals will be evacuated to safer areas of the building or from the building. 
· If Evacuation occurs, do not reenter the building until given “all clear” from emergency responders. 
· Horses inside the covered facility will be placed in a stall and horses outside will remain in their places or they will be cared for in the fashion deemed appropriate by the equine manager. 
· Use telephones for necessary emergency phone calls only. 
· Unplug all computers, copiers, and any other equipment which could be damaged. 
 
In the case of earthquake: 
Sunrise follows the guidelines set forth by the Federal Emergency Management Agency regarding what to do during an earthquake (this document is included). 
Phone: (765) 973-9399
Facebook: https://www.facebook.com/IN89EMA/

In the case of hail: 
· If the weather becomes so severe the threat of glass breaking is evident, everyone is to go to the severe weather shelter areas until the storm has passed.   
· A radio, smart phone or other device will be turned on to obtain for weather reports.   
· Horses inside the covered facility will be placed in a stall and horses outside will remain in their places or they will be cared for in the fashion deemed appropriate by the Equine Manager. When tornado conditions are accompanied by hail, procedures for tornado conditions apply. 

In the case of heat and humidity:  
If the heat index is greater than 100 degrees participant/student activities will be modified or cancelled to reduce risk of heat exhaustion or heat stroke to participants, volunteers, staff and horses. 
· During extreme heat, water breaks will be available for everyone, including horses. 
· During extreme heat, staff or authorized personnel will watch for elevated respiration and distress in humans and horses due to heat. Human and horse first aid will be administered as needed. 
· During extreme heat, lessons may be cancelled as deemed necessary for the safety of our participants, volunteers, and horses. 
 
Extreme Cold, Snow and Ice:  
Participant activities will be modified to reduce the risk of injury when snow and ice are present and when wind chills are below 20 degrees.  
· If Wayne Co. schools have cancelled classes, Sunrise will be closed.  
· During extreme cold, participant activities may be cancelled to ensure the health and safety of participants, staff, volunteers and horses.  
· Staff or authorized personnel will watch for signs of hypothermia and administer first aid as needed. 
 
In the case of fire emergencies:  
Everyone evacuates to the parking lot by exiting the building from the closest exit and meet in the parking lot off of Gurney Road. If possible, safety coordinators will obtain participant, student and volunteer sign-in sheets and perform an attendance check at the fire check in location. 
· We must act calmly and quickly in case of a fire. 
· We love our horses, but our first priority is people. People first, then horses. 
· Whoever first detects the fire needs to go to the nearest phone and call 911 to notify the fire department, Sunrise Executive Director and Earlham College.  
· The safety coordinator should be alerted immediately.  
· If the fire is contained, the person nearest to one of the fire extinguishers may attempt to extinguish the fire as the fire evacuation plan is activated. 

Lockdown Procedures 
To be followed when you hear “LOCKDOWN”
1. ANYONE CALL LOCKDOWN  
2. SAFETY COORDINATOR CALL 911 
3. SAFETY COORDINATOR CALL Sunrise Executive Director & Earlham College 
4. SAFETY COORDINATOR LOCK exterior doors if possible 
 
1. Get to the nearest room with a locking door. 
2. Clear the areas by your room. When clearing area, gather all participants, visitors, and other staff into your room and LOCK the door. Area or halls should be cleared ASAP. 
3. Shut and lock (if possible) the room door immediately after everyone has entered the room. 
4. Leave all lights ON. 
5. Do not worry about taking attendance. 
6. Do not leave the room for any reason once door is shut. 
7. Get everyone out of view of intruders by moving everyone away from door, interior windows, close blinds when possible etc. Gather near solid walls.  
8. Everyone should get into a sitting position on the floor. Keep quiet. Silence cell phones.
9. Do not come to door for any reason. Do not open the door for anyone claiming to be law enforcement officer. Officers will have a key to all rooms. Police are the only ones to take directions from. Only police are the ones to give you verify that the LOCKDOWN is over. 
People in the barn aisles or office: 
1. Move to the classrooms or bathroom. 
People in the indoor arena: 
1. Dismount riders. All humans and horses exit through the most appropriate exterior door. If threat is inside the building move as quickly as possible to the Earlham barn classrooms. Horse leaders turn horse loose in the arena.  It does not matter if the horses are loose together. If threat is outside the building move as quickly as possible to the nearest locking room, program room or barn rooms. Horse leaders may turn horses loose in the indoor arena and close gates. Stay in your location until POLICE arrive. MUTE ALL CELL PHONE NOTIFICATIONS!  
People outside of the building: 
1. DO NOT come back to the building. Count the people with you. Move as quickly as possible to the Sadler Stadium next door to the indoor arena. Choose safest evacuation route based on your current location and the location of threat. Stay in your location until POLICE arrive. MUTE ALL CELL PHONE NOTIFICATIONS!  
Safety Coordinators: 
1. If at all possible safety coordinators will lock all exterior doors. 


MOUNTED ACTIVITY SPECIFIC EMERGENCY PROCEDURES 
Emergency Dismount 
An emergency dismount can be done by the instructor, instructor’s assistant, sidewalker or rider as directed by the instructor or Safety Coordinator.  An emergency dismount should be done quickly and without delay.
An emergency dismount may be done when: 
· The participant is in physical distress 
· The participant’s behavior is unsafe 
· The horse is in physical distress 
· The horse’s behavior is unsafe 
· There is an unsafe situation occurring in the arena or surrounding area.  
· The fire alarm or tornado siren goes off 
· The instructor calls for one. 


Steps of an emergency dismount: 
1. The inside sidewalker instructs the participant to take his/her feet out of the stirrups.   The outside sidewalker checks and states “CLEAR” to indicate that the participant’s foot is clear of the stirrup on the outside.  If there is only one sidewalker, the leader will check that the outside foot is out of the stirrup and states “CLEAR”  
2. The sidewalker will then ask the student to drop his/her reins up on the horse’s neck, clear of the saddle.  If the student does not or cannot drop the reins, the reins can quickly be detached from the horse’s bit or halter. 
3. The sidewalker positions their feet apart in a stable stance and holds the participant around the waist/hip area, while pulling the participant off the horse, stepping backward at an angle, being cognizant of the participants’ legs not getting caught on anything. 
4. After a few steps backwards and the participant is off the horse, still holding on to the participant, the sidewalker turns away from the horse to place themselves between the horse and the participant.  The leader will move the horse up and turn the horse’s hind end away from the sidewalker and participant. 
5. If a participant falls or loses control of horse: Halt all horses and remain with your assigned horse and participant. Be prepared to do an emergency dismount if asked to by the instructor. If a participant has fallen, the leader should move the horse away from the fallen participant.  Keep the horse quiet, still and facing the participant. 
6. Side-walkers should always stay with the participant, comfort and keep the participant from popping up or moving quickly.   
7. The instructor will assess the participant and give further instructions.  It may be necessary for an available volunteer to get a parent to comfort the participant.    
· The participant should be asked, “Do you hurt anywhere?” 
· If yes, tell the participant to remain still and seek medical attention. Parents should be brought to the participant and all should remain calm. If necessary or requested by caregiver, have 911 called as you stay with the participant.   
· If no, ask the participant to carefully roll onto their back and remain still.  Ask them if they hurt anywhere.	 
· If yes, tell the participant to remain still and seek medical attention 
· If no, ask the participant to slowly spread their knees apart about 6 inches and close them.  Ask if they hurt in their hips or back. 
· If  yes, tell the participant to remain still and seek medical attention 
· If no, ask the participant to slowly roll to their hands and knees.  Ask if they hurt anywhere. 
· If yes, tell the participant to remain still and seek medical attention 
· If no, ask the participant to slowly rise to their feet with you supporting them under the arm.  Ask if they hurt anywhere. 
· If yes, lower the participant back to the ground, tell the participant to remain still and seek medical attention. 
· If no, ask the participant to slowly walk around and get their legs working.  Stay alert for dizziness or weakness.  Take the participant to their parent and ask if they want you to call for emergency help. 
· If the parents say yes, have the participant sit down and seek medical attention.  Wait with the parents and talk to the emergency personnel. 
· If no, answer any questions calmly and briefly.   

Volunteers of remaining mounted participants: 
· Side-walker(s) keep your mounted participant occupied so as not to draw attention to fallen participant and provide reassurance. An available side-walker may be asked to catch a loose horse.   
· Leaders, keep your horses quiet. Even if a horse gets loose, do not try to catch the loose horse. In this case, the instructor will ask an available side-walker to get the horse. Remember you have a mounted participant.   
· It may be necessary to dismount your rider. 

If a participant has a seizure or major health incident while riding: 
Many seizures are very mild and will not incapacitate the participant. If it is a grand mal type (shaking, losing consciousness) support the participant on the horse until the instructor can dismount the participant or assist you in dismounting them.   
· Get the instructor’s attention 
· Leaders should stop all horses immediately.   
· If participant is holding onto reins while having a seizure, the leader should unclip the reins from the horse. 
· Instructor should dismount the participant safely to the ground and away from any obstacles or hazards.  Instructor should ask a side-walker to time how long the seizure lasts. 
· Leaders should instantly move the horses away from the participant.   
· Volunteers should keep mounted participants’ interest on their horse or involve them in conversation until instructor gives further directions. 
· Instructor will assign someone to go get a parent and the safety coordinator. 

Horse Health Emergency During a participant session (ex. Slight colic or lameness): 
· If mounted, lesson Instructor will dismount rider and give sidewalker and/or participant instructions to follow next. 
· Instructor dismisses the horse from the working area to the barn. 
· Lesson resumes 
· Leader should un-tack the horse and the safety coordinator will assess the horse’s health and take action, apply first aid or call vet. 

If it is highly serious and the horse is not able to walk out of the working area, the staff should immediately call the vet and administer first aid until the vet arrives.   
· Participants are dismissed from the working area. Instructor dismounts mounted participants. 
· Side-walkers take young participants to the parent area for further directions from the instructor such as, the lesson is ending or a ground lesson will take place in the barn.  Students will return to their classroom, mental health and learning participants will return to their meeting area. The instructor will issue this directive. 
After the working area is clear of all participants, leaders will return horses to the barn and wait for further directions as to the status of the lesson.  The safety coordinator will issue this directive.   
 
In the case of severe weather during mounted activities: 
There is always a concern involving mounted individuals in the indoor arena during an electrical storm. Due to the construction of the Sunrise facility there is no need to dismount an individual from a horse in the indoor arena to reduce exposure from electrical injury due to a lightning strike. However, there are always reservations regarding how a horse may react if the building was hit by lightning or in response to loud thunder.   
As well schooled as the horses are, the fact remains that no one can simulate a building, or a tree being struck by lightning. How the horse would react under these circumstances is an unknown factor. Sunrise’s storm policies have been written with this information in mind.  The safety coordinator will implement emergency procedures and any necessary additional course of action when a storm occurs. 
· Participants may be asked to dismount by the safety coordinator or lesson instructor, re-stall horses, and if the mounted individuals are students they are to return to their family members.  
· Instructors will dismount participants.  Side-walkers will take the participant to a designated severe weather shelter area of the facility.   
· Leaders will un-tack horses and place in a stall. 
· Family, visitors and volunteers will go to a severe weather shelter area of the facility. 
· All riders outside should return to the facility as quickly and safely as possible. 

In the case of fire emergency during mounted activities 
· Fire Emergency – call fire department
· Safety Coordinator will call 911, Sunrise Executive Director and Earlham staff 
 
MOUNTED PARTICIPANTS & RIDERS IN THE INDOOR ARENA: 
1. Everyone dismount as quickly as possible.   
2. Sidewalkers lead participants out of the arena through the closest appropriate exit.  Continue through the exterior exit door to meet parents in the parking lot off Gurney Rd. 
3. Parents/Family/Visitors walk out the main barn doors and meet in the parking lot off Gurney Rd.
4. Leaders exit the arena through the most appropriate open barn door. Take the horse to the closest paddock, un-tack horse and leave all tack on the outside of the gate, turn horse loose without head gear. Check in at the designated meeting spot in the parking lot off Gurney Rd. 
5. Barn Help lead any horses in the barn to the nearest paddock and turn loose with the halter on, leave lead rope at the gate. Go to the designed meeting spot in the parking lot off Gurney Rd. 
6. Everyone not evacuating horses or people, go to the designated meeting spot in the parking lot off Gurney Rd. 
7. Everyone stay in the designated meeting spot until the safety coordinator gives an all clear. 
PARTICIPANTS IN THE BARN: 
1. Sidewalkers lead unmounted participants through the nearest exit to their families in the designated meeting location in the parking lot.   
2. Leaders exit through the nearest door. 
3. Everyone follow directions above. 
 
Tornado Warning MOUNTED PARTICIPANTS & RIDERS IN THE INDOOR ARENA: 
1. Everyone dismount as quickly as possible. 
2. Sidewalkers lead participants to the classrooms or bathrooms.  Stay with participants and families. 
3. Parents/Family/Visitors meet participants in the hallway to shelter in the classrooms or bathrooms.
4. Leaders lead horse to the nearest stall and turn loose. Go to the classrooms to shelter. 
5. Barn Help make sure all horses in the barn are inside a stall. All horses outside stay outside. Go to the classrooms to shelter.
 
Everyone stay in their severe weather shelter area until the safety coordinator gives an all clear. 



If you would like to be trained for any role within the Sunrise organization you are qualified for,  please contact Sunrise’s facility email: sunrise1980@gmail.com 
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