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1. Introduction 

Dear Parents, 

The Staff of the Niles Teen Center would like to welcome your child as a member of the 

Teen Center. To ensure that your child is able to get the most out of their membership please 

review the information in this packet. The Niles Teen Center Policies and Procedures Manual 

includes facility information, membership policies, Teen Center procedures as well as what teens 

and parents can expect from the Niles Teen Center. 

Included in this manual are rules and expectations for Teen CentIncluded in this manual are rules and expectations for Teen CentIncluded in this manual are rules and expectations for Teen CentIncluded in this manual are rules and expectations for Teen Center members. er members. er members. er members.     

Please review these with your child before they attend the Teen Center.Please review these with your child before they attend the Teen Center.Please review these with your child before they attend the Teen Center.Please review these with your child before they attend the Teen Center.    

The policies in this manual come into effect as soon as your child is registered as a member at 

the Teen Center. 

For further information or questions about the contents of this manual, please see a staff 

member or contact the director.   

 

Niles Teen Center Director:Niles Teen Center Director:Niles Teen Center Director:Niles Teen Center Director:    
    

Mark Williams 
373 Golf Mill Ctr 

Niles, IL 60714 

 

847-588-6900 

teencenter@vniles.com 

 

 

 

It is our priority to ensure a safe environment for everyone It is our priority to ensure a safe environment for everyone It is our priority to ensure a safe environment for everyone It is our priority to ensure a safe environment for everyone atatatat    the the the the     

Niles Teen Center.Niles Teen Center.Niles Teen Center.Niles Teen Center.    
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2. Teen Center Overview 

The Niles Teen Center is a Village of Niles program that provides a welcoming, structured and 

safe environment for local teens to spend time with friends, receive homework assistance, play 

games and develop social skills. The Teen Center also offers special events, activities and trips. 

Most of the Niles Teen Center programming is included with membership. Activities, events and 

trips that occur outside the Teen Center or outside of regular program hours may have 

additional cost and require further registration for participation. 

A. Membership 

Eligibility for Membership 

In order to become a member of the Teen Center, participants must be enrolled in school in 

grades 6-12. Exceptions to this include fifth grade students at the end of the school year after the 

director has commenced school visits. Further individual exceptions may be based on the social 

and emotional appropriateness of the Teen Center environment at the discretion of the director. 

There is no residency requirement for membership. 

Becoming a Member 

Membership becomes effective once the membership paperwork has been filled out completely, 

the liability and behavior contracts have been signed by a guardian and participant, the 

appropriate membership fees have been paid in full and all documents have been accepted by 

the Teen Center. Members may attend the Teen Center during all open hours and register for 

special events, trips and activities (which may be subject to additional limitations) as soon as 

membership is in effect. 

In order to provide a safe place for participants and staff, it is important that you notify us of any 

pertinent personal or medical concerns at the time of registration. We ask that you notify us of 

any changes as they occur so that we can better accommodate the needs of everyone. 

Membership Renewal and Expiration 

Membership must be renewed annually. To renew membership, all paperwork must be updated, 

new liability and behavior contracts must be signed and the appropriate membership fee must 

be paid in full. Expired members may not attend the Teen Center, special events, trips or 

activities until renewal is completed.  

Fees 

The Teen Center is funded by the Village of Niles and as such the cost varies based on residency. 

Membership fees cover one full year of membership from payment date. 

Niles Residents - $20$20$20$20    
Non-Niles Residents - $35$35$35$35    
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Fees for special events, activities and trips vary. Please see the offsite events section (VI) for 

further information on fees and offsite events. 

Disciplinary Action, Suspension and Termination 

Reasonable effort is always made by the Teen Center staff to resolve behavior issues and 

accommodate individual needs. However, for the purpose of maintaining safety and adhering to 

the mission of the Niles Teen Center, membership may be subject to suspension or termination. 

The Teen Center Director may terminate a membership at any time for cause. 

Disciplinary policies and procedures can be found in section 4 of this manual. 

B. Facility 

The Teen Center is located within Golf Mill Shopping Center. The Teen Center staff supervises 

members only when they are within the Teen Center facility and immediately outside the facility 

doors, at non-facility Teen Center sponsored activities and events, or with a staff member on an 

errand in the mall. At closing Teen Center Staff also supervises members in the mall hallway 

outside the Teen Center and outside Entrance 6. 

We expect all members to be responsible for themselves when they are outside the facility such 

as the Golf Mill Shopping Center property, the parking lot, the park or other surrounding areas. 

Misbehavior while unsupervised outside of the Teen Center is still subject to Teen Center 

disciplinary action, however. Please keep this policy in mind when determining whether you 

allow your child to go into the mall without a staff member while attending the Teen Center.  

Hours of Operation 

Normal Operation: Tuesday-Friday: 2:45pm- 7:00pm 

Summer Operation: Tuesday-Friday: 2:00pm- 6:00pm 

 

The Teen Center will close when district 63 schools close due to weather or other emergencies. 

Days and hours of operation are subject to change due to weather conditions, staffing, special 

holidays or unforeseen circumstances. The Teen Center will attempt to notify members and their 

families by email of last minute changes. Planned changes to our normal operating days and 

times are indicated on the monthly calendars and seasonal newsletters. 

Drop off and Pickup 

All members must check themselves in with their Teen Center ID card when they arrive and 

check out when they leave prior to closing. Staff does not monitor member entry and exit. 

Because the Teen Center accommodates older students, the Teen Center expects a certain level 

of responsibility from members. They are expected to know their parents’ expectations for entry 

and departure and be responsible for contacting them when necessary. 
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All members must be picked up or have other arrangements by the end of operating hours. 

Members are sent out to the curb for pickup at Golf Mill Shopping Center entrance 6 five minutes 

before closing time. Please make sure your child knows where they are to be picked up if it is at 

a location other than this at the end of the night. Staff cannot leave middle school students 

unattended at the end of the night if they are in the hallway outside the Teen Center or outside 

Entrance 6.  

The Teen Center’s policy is to not wait for high school students unless there is special need. If 

your child is in high school and you would prefer a staff member wait with them in the event of 

late pickup, you must notify us. 

All members are responsible for being where they are supposed to be when they are supposed to 

be there for pick up whether it is at entrance 6 or another location. Members who demonstrate 

that they are unable or unwilling to have this responsibility may be subject to disciplinary action. 

Facility Amenities 

The Teen Center offers a variety of academic and recreational opportunities during normal hours 

of operation. 

Entertainment: Digital/Electronic – All content provided by the Teen Center is rated appropriate 

for Teens or younger (PG13, TV14, T for Teen or younger ratings.) Participants are responsible for 

abiding by the same content restrictions when they bring their own media or access online 

entertainment. Violation of the content restrictions will result in disciplinary action. 

�� DVD or Blue Ray Movies 
�� Cable Television 
�� Netflix 
�� Computer Lab (with Steam) 

�� Youtube Access in TV Lounge 
�� PS4 
�� XBOX 360 
�� WII 

 
Online Content is not rated. We understand that members may not be aware of everything 
contained within all online content. Members are expected to make every reasonable effort to 
access and play only Teen Center appropriate content. Excessive swearing, explicit sexual 
content and drug reference is prohibited. Non-edited versions must not violate these restrictions. 
Clean or radio edits of songs are required when available.  
 
Entertainment: non-digital – The following are provided daily. Participants are expected to treat 
the equipment with care. The library books are available to check out with Teen Center ID card. 
Please see staff to check out a book. 
 

�� Library Books 
�� Air Hockey 
�� Bumper Pool 

�� Foosball 
�� Darts 
�� Board Games 

 
Arts and Crafts – Supplies for artistic activities are available on a daily basis in addition to the 
planned, structured crafts that are listed on the calendar. The availability of supplies may vary. 
Additional supplies are stored in the staff office and may be made available upon request when 
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appropriate. Participants must clean up all materials they use. Failure to clean up materials may 
result in usage restrictions without direct supervision.  
 
Please let the staff know if there is something you would like for the future that is not currently 
available 
 
School Supplies – The Teen Center provides the following school supplies for participants to use 
while at the facility. In addition to these, participants may print from the computer lab printers. 
For assistance in printing, please ask a staff member. We also have many of the Gemini Junior 
High School class books available to use. 
 

�� Pens 
�� Pencils 
�� Markers 
�� Crayons 

�� Colored Pencils 
�� Glue 
�� Scissors 
�� Notebook Paper 

�� Construction Paper 
�� Blank Paper 
�� Poster Paper 

 
Homework – The Teen Center will attempt to provide a quiet space for homework on a daily 
basis upon request. There may be days and times where this is not possible due to event 
scheduling. When time and staffing permits, The Teen Center staff is happy to assist with 
homework assignments. We cannot guarantee tutoring or intensive one-on-one help. 
 
Food – Food is NOT provided by the Teen Center. Occasionally cooking activities where food is 
offered may occur. Parents, please provide your child with food or sufficient funds to purchase 
food out in the mall if they will need to eat while at the Teen Center. The kitchen is available for 
participants to prepare their own food. It is expected that anyone utilizing the kitchen clean up 
after themselves. Failure to do so may result in disciplinary action. Staff is not necessarily 
available to help with food preparation. Participants may use any of the kitchen items to prepare 
food but must ask staff before using any Teen Center ingredients.  
 
THERE ARE NO RESTRICTIONS ON FOOD ITEMS BROUGHT INTO THE TEEN CENTER. PLEASE 
NOTIFY STAFF OF FOOD ALLERGIES SO THAT WE ARE AWARE.  
 
PARTICIPANTS MUST BE RESPONSIBLE FOR KNOWING WHAT THEY CAN AND CANNOT EAT 
AND MONITORING THEMSELVES AS APPROPRIATE. 
 
 

C. Staff 

    

Every effort is made to ensure the safety of participants. All staff members are screened during 
the application process. Background checks are run on all Teen Center staff. 
 
Daily Staff 
The Niles Teen Center is staffed by the Director, Mark Williams and three part-time year round 
staff members. All staff may not be present at all times. When the director is absent, another 
staff member will be assigned to act as lead supervisor to address any issues that arise.  
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Because the Teen Center staff are mandated reporters we are legally obligated to report any and 
all suspicion of child abuse or neglect to DCFS. Please see section 7 for more information. 
 
Training in CPR/first aid, mental health crisis response and general safety are regularly required 
for all Teen Center staff. 
 
Social Workers (Niles Family Services) 
Niles Family Services works closely with the Teen Center and provides, in conjunction with the 
schools, a school-based clinician who regularly attends to provide support for teens and parents. 
In addition, social workers will be called in for crisis situations. Parents are welcome to request 
time with the school-based clinician or another social worker from Niles Family Services. The 
Teen Center is also happy to provide referrals to Niles Family Services for participants and their 
families.  
 
Social Work Interns 
The Teen Center works with Niles Family Services to provide social work students with 
additional opportunities to interact with and support adolescents and their families. Social work 
activities may be provided by these interns in conjunction with the Teen Center. 
 
Volunteers  
Occasionally volunteers will be present at the Teen Center to assist staff. Participants are 
expected to treat them respectfully. 
 

d. Communication 

How to Reach the Staff 

The phone number for The Niles Teen Center is 847-588-6900. The phone system presents an 

emergency option for calls received after hours. This transfers directly to either the director or 

an appointed staff member in his absence. Please be respectful of the staff’s personal time and 

only utilize the emergency option if you have an urgent issue. Otherwise, please leave a message 

on the main voicemail and your call will be returned as soon as someone is available in the office. 

Communication with Individual Staff Members 

�� Please utilize the primary Teen Center phone number and email address to contact the 

Director or staff.  

�� Participants and parents may contact individual staff members using their Village of Niles 

email address or the Teen Center phone number. 

�� The Niles Teen Center is present on social networking sites. Parents and participants 

should feel free to friend and follow the Teen Center and communicate with us that way as 

well! 

�� Staff members of the Teen Center are not permitted to provide their personal contact 

information to participants or parents while employed at the Teen Center. Parents and 

participants who come to possess the personal contact information for Teen Center staff 

are discouraged from using it. Certain exceptions apply. 
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�� Staff members are not permitted to interact with participants via personal social 

networking accounts (except where relationships existed before employment with the 

Teen Center) while they are employed at the Teen Center and participants (past and 

present) are still eligible for membership.  

How to Reach Your Child at the Teen Center 

To reach your child while they are attending the Teen Center, please use the main phone 

number. We will transfer your call to a phone so that you can speak with them. 

The Teen Center staff prefers to meet at least one parent before processing membership. 

However, we understand that schedules sometimes do not allow for parents to be present at the 

time of registration and as such, it is not required. 

Keeping parents informed 

We will make every effort to keep parents informed about the Teen Center and our events. 

Newsletters and calendars are mailed out quarterly, posted on the website and provided at the 

Teen Center. Renewal notices and paperwork may also be mailed. Please note that the manner in 

which we publicize Teen Center events and information may change as needs and resources 

change. Please feel free to contact us by phone, email or dropping in if you have any questions 

or need additional information. 

Phone Calls 

The Teen Center will communicate with parents about their individual child by phone unless 

other arrangements are made with the director. Please ensure that a current phone number is 

always on file for the primary guardian and any other emergency contacts. 

Emails 

Please keep an eye out for emails from the Teen Center. Weekly emails are sent with information 

about upcoming events and may include updates to published events and other important 

information. Please make sure that your email address on file is current so that you do not miss 

these important emails. We do our best to limit the number of emails we send. 
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3. Members 

This section includes information about what the Niles Teen Center expects from members and 

what members can expect from the Teen Center. Members and parents must agree to Teen 

Center policies before membership paperwork is processed. Please see section II.A for more 

information on membership. 

A. Behavior Expectations for members 

Members of the Teen Center represent The Village of Niles and The Niles Teen Center. We 

expect good behavior within the facility, out in the mall and in surrounding areas during 

participation with the Teen Center. 

Language – The Teen Center is a PG13 facility. This means that we expect you to avoid using 

offensive language.  We understand that sometimes mistakes are made. However, abusive 

language or repeated use of foul language will not be tolerated. There are occasions when the 

Teen Center is open to members and also occupied by individuals from the community. During 

these open house events and when community visitors are present, we expect you to be extra 

careful and keep your language appropriate for all ages (PG). Feel free to ask questions about 

our language policy if it is unclear. 

Safe Space – The Teen Center strives to be a safe place for everyone regardless of age, race, 

religion, gender or sexual orientation. Bullying will not be tolerated. Please report any bullying 

that you see or hear about to staff members so that we can address it.  

Conflict – Interpersonal conflict is inevitable. While at the Teen Center, we expect you to put 

aside personal issues with others. It is not necessary to like or interact with everyone but we 

expect our members to be able to get along with others whether you are inside or outside the 

Teen Center facility during participation. 

Be Responsible 

We expect members to be responsible and follow not only the rules of the Teen Center but their 

parents’ rules as well. 

School work – Members are expected to be responsible for getting their school work done. The 

Teen Center staff is happy to provide space and assistance for school work whenever possible.  

Personal Items – The Teen Center is not responsible for personal items. Lockers are provided to 

store valuables. Members are expected to keep track of their personal items. Sharing your 

personal items is at your discretion.  

Health and Safety – Members of the Teen Center are expected to attend to the health and safety 

of themselves and others. This means doing things like washing hands, cooperating with disposal 

of items that have come into contact with blood and bodily fluids (bandages, pads and tampons, 
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tissues, etc), not spraying perfumes in the Teen Center and respecting the medical and safety 

needs of others. We expect all members to avoid engaging in activities with high risk of injury 

while attending the Teen Center. 

The Teen Center staff does not administer medication (certain exceptions apply) and cannot be 

responsible for medical care requiring more than first aid. Staff will administer first aid as 

needed. 

Be Respectful 

Everyone deserves to be treated with respect. The Teen Center staff will always do our best to 

treat you with respect and we expect the same from you. Members are expected to treat other 

individuals in the Teen Center with respect as well. We also expect you to follow staff 

instructions. We are happy to discuss with you any confusion, concerns or disagreements 

regarding these instructions when they are brought up in a respectful manner.  

Be Honest 

We expect all of our members to be honest with us. We will not lie to you or your parents and 

our expectation is that you not lie to us, either. We will always do our best to work with you 

when mistakes happen but we need the truth in order to do so. If you are not comfortable 

discussing something, please let us know that rather than lying to us. 

Take Care of the Facility 

This is a shared space. We expect all members to be careful with the equipment, furniture and 

supplies. If you bring a guest, you are responsible for ensuring that they do the same. We have a 

limited budget and may not be able to replace things if they are broken! 

Facility Care Guidelines: 

�� Use equipment in the manner for which it was intended (No sword fighting with the pool 

cues or throwing the darts at other people, for example.) 

�� Clean up after yourself (Throw away trash, clean up spills, put dishes in sink after using, 

etc.) 

�� Use only the supplies you need (You may not take supplies home without permission as 

others may need them. Please don’t waste our supplies, either!) 

�� Put equipment, games and controllers back after using them (If you don’t know where it 

goes, ask!) 

�� Ask a staff member before entering offices or the storage room (They may be unlocked or 

open but they are still restricted areas!) 

�� Do not intentionally break or damage any Teen Center property or supplies 

�� Even if you did not take it out/use it last/mess it up/etc, help us clean it up. (It’s not likely 

that we made the mess, either, but if you don’t help we have to do all of it. This is a shared 

space, help us out!) 
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Let us know if you find something in need of repair or accidentally break something. These 

things happen but we can’t fix it if we don’t know it’s needed! 

B. Privacy 

Private Conversations 

If requested, we will not share anything that is disclosed to us with the exception of the 

following: 

�� Someone is or is planning to harm you 

�� Someone is or is planning to harm someone else 

�� You are harming or planning to harm yourself 

�� You are harming or planning to harm someone else 

In these cases we are obligated to intervene in some way. We will involve you in the process 

when disclosing personal information as best we can to protect your privacy. We are here to 

support you. 

Your Belongings 

As mentioned above, personal property that you bring into the Teen Center is your 

responsibility. It is your choice whether or not to share your food, devices or other belongings. 

The Teen Center staff will not intentionally monitor your personal device usage to ensure 

compliance with our rules or on behalf of your parents. However, you are responsible for 

respecting our content guidelines while participating with the Teen Center. If you leave your 

device somewhere, we may attempt to access it to identify the owner or otherwise contact you 

or your family to return it. 

Lockers are provided for storage of valuables. If something happens to your property while at 

the Teen Center, staff will make reasonable effort to help in the matter. However, we are not 

responsible for lost, stolen or broken items.  

In the event that the Teen Center staff needs to search your belongings while you are here, your 

presence will be requested whenever possible. Any bags left behind are subject to search for the 

purpose of identifying the owner and returning it. 

The Teen Center staff may ask to hold your personal property if it is not appropriate for the Teen 

Center or in the event of misuse. Property we hold due to misuse during Teen Center programing 

will be returned. Other, prohibited items will be confiscated and handled on a case by case basis. 

These items may be turned over to you when you leave, to your parents when they are available, 

to the police or disposed of depending on the nature of the item. 

All iAll iAll iAll itemstemstemstems, regardless of value or owner identification, that are, regardless of value or owner identification, that are, regardless of value or owner identification, that are, regardless of value or owner identification, that are    left for exceleft for exceleft for exceleft for excessive lengths of ssive lengths of ssive lengths of ssive lengths of 

time at the Teen Center are subject to donation or disposal. We are not a storage facility!time at the Teen Center are subject to donation or disposal. We are not a storage facility!time at the Teen Center are subject to donation or disposal. We are not a storage facility!time at the Teen Center are subject to donation or disposal. We are not a storage facility!    
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4. Behavioral Procedures 

This section describes the Niles Teen Center policies for dealing with behavioral issues. It 

describes the general guidelines for how we will attempt to resolve problems in a manner that is 

fair to all members, staff and their families. We are always open to discussing the policies, 

individual behavioral issues and consequences with members and their parents. All staff are 

authorized to enforce disciplinary action. 

A. Conflict resolution between teens 

Conflict and drama is an inevitable part of being a teenager.  However, the Niles Teen Center is a 

welcoming place for all members and guests. It is not necessary for everyone to be friends but 

we expect everyone to be able to coexist peacefully. Teen Center members are expected to 

attempt to resolve interpersonal conflicts with other members at the Teen Center in a manner 

that allows a safe and comfortable space for everyone. If this is not possible, the Teen Center 

staff is available to mediate and help problem solve.  

In the event of non-trivial conflict, Niles Family Services may be called to help resolve 

interpersonal problems. If conflict resolution efforts are not successful, membership privileges 

for the involved members may be suspended or terminated on a case by case basis. 

B. Verbal warnings 

Staff will attempt to intervene with behavioral issues and violations with the most minimal 

measures required. Verbal warnings in the form of requests for behavior changes and warnings 

about future consequences are our primary means of behavioral intervention. Teens are 

expected to adhere to these requests for changes. Escalation of behavioral intervention will 

result when violations persist. 

C. Written warnings 

Written warnings for safety concerns, behavioral issues and excessive or repetitive violations of 

the behavior contract will be produced. This documentation is kept on file. Written warnings 

document the behavior and the action taken by staff. Parents are welcome to view all 

documentation for their child. Copies of this documentation will be made upon request. Copies 

of behavioral documentation may be sent to parents as there are produced. 

D. Suspensions 

Going Home for the Day 

Teen Center members may be asked to leave for the day in the event of behavioral issues that 

are repetitive or require greater intervention than a verbal warning. Members who are sent home 

early are expected to go home rather than remaining on mall property. Staff may request that 
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members who are sent home early call for a ride themselves. If for any reason it is not possible 

for the member to leave for the day, a suspension of the following day or other consequence 

may be applied.  

Written warnings will accompany this action for non-trivial and/or extreme violations of the 

behavior contract or if parent phone call is required. Trivial but repetitive violations for which 

members are sent home for the day may not result in written warnings at the discretion of the 

Staff. 

Longer Suspension 

Behavior violations incurring repeated warnings and excessive behavioral issues may result in 

suspension of Teen Center attendance privileges. Any full day or longer suspension will involve 

written documentation and parent contact. Lengths of suspensions are determined on an 

individual basis in regards to extremity of the violation, overall behavior at the teen center and 

repetitiveness of the violation. Every effort will be made to ensure fairness in length of 

suspension. 

E. Termination of membership 

Membership may be terminated by the director at any time for cause. Membership fees cannot 

be refunded in the event of membership termination. Whenever possible, before terminating 

membership, reasonable effort will be made to utilize alternative options for resolution. 
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5. Offsite and Afterhours Events 

This section describes policies for events run outside of the facility by the Niles Teen Center and 

during non-regular operating hours. All offsite events are for current Teen Center members only 

except when otherwise specified.  

A. Behavior 

Members are expected to adhere to all of the general Teen Center behavioral policies as well as 

the policies of our event sites. Behavioral issues at offsite events are subject to the same 

disciplinary action procedures as onsite events. 

B. Costs 

Offsite event prices vary and are not included in membership fees. Payment for offsite and after-

hours events is always required at registration or, when prior registration is not required, by the 

start time of the event. 

c. Prior Registration 

Most offsite events require registration prior to the event. Deadlines for registration are 

published with the event information. Changes to registration deadlines may occur. The Teen 

Center will notify members and their families of deadline changes via email.  

D. Waivers 

The Niles Teen Center requires an additional waiver for every offsite event. There may be 

additional waivers required for outside facilities. All required waivers must be completed before 

registration is considered complete. 

E. Attendance Restrictions 

While nearly all events are open to current Teen Center members, the appropriateness of an 

event for an individual member must be assessed by the individual’s parents and Teen Center 

staff. Teen Center staff may consider an event inappropriate for a member based on previous 

experience with that member or staff’s ability to safely accommodate the individual’s needs 

during the event. This will be determined on a case by case basis. 

Additional restrictions on event attendance or participation may be imposed by event sites. 

General attendance restrictions are described in the published event descriptions. 
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 Niles Teen Center    

373 Golf Mill Center 
Niles, IL 60714 

teencenter@vniles.com 
847.588.6900 

F. Cancelations 

Event Cancelation 

Events may be cancelled by the Teen Center based on registration numbers, availability of 

transportation or other situations outside our control. When events requiring additional fees are 

canceled by the Teen Center, parents of all registered members will be individually notified and 

all registration fees will be refunded.  

Member-initiated Cancelation 

We understand that individuals may need to cancel their registration for events. Registration 

fees will be refunded when cancelation occurs before the registration deadline. Fees are non-

refundable after the registration deadline except when the event is cancelled by the Teen 

Center. 

Staff-initiated Attendance Revocation 

Due to behavioral issues occurring prior to the event, attendance privileges for an individual may 

be revoked by the Teen Center staff. In this case, registration fees for that individual will not be 

refunded except when the event is cancelled by the Teen Center.  

6. Mandated Reporting 

All staff members of the Niles Teen Center are mandated reporters of child abuse and neglect by 

Illinois state law. We are legally obligated to report any reasonable cause to believe that an 

individual we encounter in our professional capacities who is either under the age of 18 or a 

dependent adult is being abused or neglected. All staff members complete the online training on 

mandated reporting via Illinois Department of Child and Family Services.  

For further information regarding the mandated reporting laws and procedures, please visit: 

http://www.illinois.gov/dcfs/Pages/default.aspx  

7. Sample Forms 

This section contains examples of the following documentation forms: 

1.� Membership Registration Form 

2.� Niles Teen Center Trip Permission and Emergency Release Waiver 

3.� Behavior Incident/Infraction Form 

4.� Incident/Accident Report Form 

5.� Staff Documentation Form 

6.� Volunteer Form 



Niles Teen Center 

373 Golf Mill Ctr, Niles, IL  60714  

(847) 588 - 6900 

teencenter@vniles.com 

 

Membership Application 
Membership Fees:  

 
Application Type: 

     $20 - Niles Resident 
$35 - Non-Resident 

New Member  
Renewal 

Please carefully read and fill out both pages of this form. Information in bold bold bold bold is required to complete membership. 

 ParentParentParentParent: : : : (Primary Contact/Guardian)                                                                   TeenTeenTeenTeen:    :    :    :                                                            

    

    

AddressAddressAddressAddress::::                             

                                                       

                                                                                                                        

Phone:Phone:Phone:Phone:                               Cell     Home  Teen Phone:Teen Phone:Teen Phone:Teen Phone: 

Alt Phone:          Cell     Other   Teen EmailTeen EmailTeen EmailTeen Email:                                        

Email:Email:Email:Email:                                                    Teen Date of Birth:        Teen Date of Birth:        Teen Date of Birth:        Teen Date of Birth:                            /      /        

Parent Date of BirthParent Date of BirthParent Date of BirthParent Date of Birth:      /        /        Grade:          Grade:          Grade:          Grade:                                      Gender:Gender:Gender:Gender: 

Relationship to Teen:Relationship to Teen:Relationship to Teen:Relationship to Teen:                                                            School:School:School:School:    

Notes: (Please provide medical, behavioral, academic or family information that we may need.) 

 

(First Name)(First Name)(First Name)(First Name)    

                                                

(Last Name)(Last Name)(Last Name)(Last Name)    

(First Name)(First Name)(First Name)(First Name)    

                                                

(Last Name)(Last Name)(Last Name)(Last Name)    

(Street Address)(Street Address)(Street Address)(Street Address)      (Unit/Apartment #) 

(City)(City)(City)(City)                                    (State)(State)(State)(State)                            (Zip)(Zip)(Zip)(Zip)    

(Month)        (Day)               (Year)(Month)        (Day)               (Year)(Month)        (Day)               (Year)(Month)        (Day)               (Year)    

(Month)         (Day)               (Year)(Month)         (Day)               (Year)(Month)         (Day)               (Year)(Month)         (Day)               (Year)    

Emergency Contact (Please provide at least one additional emergency contact) 

NameNameNameName:                 

AddressAddressAddressAddress: 

 

PhonePhonePhonePhone:                Cell     Home  Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:                            /      /                                                                    

Relationship to Teen:Relationship to Teen:Relationship to Teen:Relationship to Teen:                                                    Additional Info:        

(Street Address)(Street Address)(Street Address)(Street Address)                        (Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)    

                                (City)(City)(City)(City)                                (State)(State)(State)(State)            (Zip)(Zip)(Zip)(Zip)    

(First) (First) (First) (First)                                                     (Last)(Last)(Last)(Last)    

If di4erent 

from primary 

contact. 

(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)    

Emergency Contact (Please provide an additional emergency contact if available) 

NameNameNameName:                 

AddressAddressAddressAddress: 

 

PhonePhonePhonePhone:                Cell     Home  Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:                            /      /                                                                    

Relationship to Teen:Relationship to Teen:Relationship to Teen:Relationship to Teen:                                                    Additional Info:        

(Street Address)(Street Address)(Street Address)(Street Address)                        (Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)    

                                (City)(City)(City)(City)                                (State)(State)(State)(State)            (Zip)(Zip)(Zip)(Zip)    

(First) (First) (First) (First)                                                     (Last)(Last)(Last)(Last)    

If di4erent 

from primary 

contact. 

(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)    



Parent Signature:         Date: 

Niles Teen Center RulesNiles Teen Center RulesNiles Teen Center RulesNiles Teen Center Rules    
The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING, The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING, The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING, The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING,     
CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, 
FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED 
BY LAW OR LOCAL ORDINANCE.BY LAW OR LOCAL ORDINANCE.BY LAW OR LOCAL ORDINANCE.BY LAW OR LOCAL ORDINANCE.    

Violation of any of these or any statute or ordinance of the Village of Niles or the State of Illinois may result in being asked to  
immediately vacate the premises, thereby forfeiting any entrance/activity fee for that event. Failure to abide by these regulations 
may include expulsion, parent involvement or police involvement. 

The actions of each member of the Niles Teen Center are representative of the Village of Niles area and its youth. Each member 
should take pride in his or her role and respect our community. 

Membership Agreement:Membership Agreement:Membership Agreement:Membership Agreement:    
I agree as a member of the Niles Teen Center, to respect all sta6, guests and visitors. I understand and agree that members have an 
obligation to others and  to the Center to attend to safetyattend to safetyattend to safetyattend to safety by looking out for others both physically and emotionally. I agree to        
be respectful and responsible be respectful and responsible be respectful and responsible be respectful and responsible and will take responsibility for the care and maintenance of the building and the equipment within.  
I agree to speak the truthspeak the truthspeak the truthspeak the truth and be honest in terms of perception, feedback and opinions. 

I understand the Center’s zero tolerance policy with respect to: drugs, alcohol, tobacco, weapons, and unreasonable behavior  
towards members, sta6, and guests including but not limited to sexual harassment or misconduct, abuse of internet access,  
destruction or theft of personal or Center property, discrimination towards others based on age, gender, religion, race, color, sexual 
orientation, disability, group or association. I agree to abide by this policyto abide by this policyto abide by this policyto abide by this policy. 

By signing this agreement, I understand and agree that my membership is a privilege based on acceptable behavior and that a  
violation of this agreement, as well as policies and procedures set forth in the Center policies and procedures manual, will result in 
disciplinary action, including, at the sole discretion of the sta6, loss of membership privileges. I further understand that in all cases 
regarding illegal drugs, alcohol, weapons or violent behavior, the local Police Department will be notified and both the victim and 
o6ender’s guardians shall be notified by the Police Department. 

I have read and understand the expectations outlined on this form. I understand that by signing this document I am entitled to the 
privileges that go with membership. Failure to meet the above mentioned expectations could result in forfeiture of membership. 

Waiver and Release of Liability and Authorization for Minors:Waiver and Release of Liability and Authorization for Minors:Waiver and Release of Liability and Authorization for Minors:Waiver and Release of Liability and Authorization for Minors:        

(IMPORTANT-READ COMPLETELY BEFORE SIGNING!)    
Please read this form carefully and be aware that by participating in this program you will be waiving and releasing claims for  
injuries you might sustain arising out of any activities at the Niles Teen Center. 

By signing up and participating in the above identified programs, activities and trips that may occur, you will be expressly assuming 
the legal liability and waiving and releasing all claims for injuries, damages or losses of any kind which you or your minor child/ward 
might sustain as a result of participating in all activities associated with said programs/activities (including transportation services/
vehicle operation, when provided). 

I recognize and acknowledge that there are certain risks of physical injury to participants in these programs/activities, and I  
voluntarily agree to assume the full risk of any and all injuries, damages, losses or causes of action whatsoever I or my minor child/
ward may have (or accrue to me or my child/ward) as a result of participating in all these programs/activities against the Village of 
Niles or Niles Teen Center, including their o>cials, agents, volunteers and employees. 

By signing this form, I am certifying that I qualify for the rate charged and that my child is eligible for membership. I agree that my 
Teen Center privileges may be suspended or revoked if either is determined to be untrue. 

I give my consent for sta6 of Niles Family Services to provide social-emotional learning opportunities and crisis intervention when 
needed for the purpose of ensuring the safety and well-being of my child and the other children participating in the programs and 
activities. When deemed necessary, I give my consent for sta6 of the Niles Teen Center to exchange pertinent information  
regarding my child with sta6 of the Niles Family Services.   

I give my consent for the school principal, social workers, classroom teachers or other school district sta6 to exchange any and all 
information necessary and discuss student related issues with sta6 of the Niles Teen Center for the purpose of ensuring the safety 
and well-being of my child and the other children participating in the programs and activities of the Niles Teen Center. 

Photos are periodically taken of participants in a class, during a special event or at any of the Village facilities. These photos are for 
Village of Niles use and may be used in Village publications. 

I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set 
forth above.forth above.forth above.forth above.    

 

 

Member Signature:        Date: 

Niles Teen Center 

373 Golf Mill Ctr, Niles, IL  60714  

(847) 588 - 6900 

teencenter@vniles.com 
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Niles Teen Center 

373 Golf Mill Ctr, Niles, IL  60714  

(847) 588 - 6900 

teencenter@vniles.com 

 

Membership Application 
Membership Fees:  

 
Application Type: 

     $20 - Niles Resident 
$35 - Non-Resident 

New Member  
Renewal 

Please carefully read and fill out both pages of this form. Information in bold bold bold bold is required to complete membership. 

 ParentParentParentParent: : : : (Primary Contact/Guardian)                                                                   TeenTeenTeenTeen:    :    :    :                                                            

    

    

AddressAddressAddressAddress::::                             

                                                       

                                                                                                                        

Phone:Phone:Phone:Phone:                               Cell     Home  Teen Phone:Teen Phone:Teen Phone:Teen Phone: 

Alt Phone:          Cell     Other   Teen EmailTeen EmailTeen EmailTeen Email:                                        

Email:Email:Email:Email:                                                    Teen Date of Birth:        Teen Date of Birth:        Teen Date of Birth:        Teen Date of Birth:                            /      /        

Parent Date of BirthParent Date of BirthParent Date of BirthParent Date of Birth:      /        /        Grade:          Grade:          Grade:          Grade:                                      Gender:Gender:Gender:Gender: 

Relationship to Teen:Relationship to Teen:Relationship to Teen:Relationship to Teen:                                                            School:School:School:School:    

Notes: (Please provide medical, behavioral, academic or family information that we may need.) 

 

(First Name)(First Name)(First Name)(First Name)    

                                                

(Last Name)(Last Name)(Last Name)(Last Name)    

(First Name)(First Name)(First Name)(First Name)    

                                                

(Last Name)(Last Name)(Last Name)(Last Name)    

(Street Address)(Street Address)(Street Address)(Street Address)      (Unit/Apartment #) 

(City)(City)(City)(City)                                    (State)(State)(State)(State)                            (Zip)(Zip)(Zip)(Zip)    

(Month)        (Day)               (Year)(Month)        (Day)               (Year)(Month)        (Day)               (Year)(Month)        (Day)               (Year)    

(Month)         (Day)               (Year)(Month)         (Day)               (Year)(Month)         (Day)               (Year)(Month)         (Day)               (Year)    

Emergency Contact (Please provide at least one additional emergency contact) 

NameNameNameName:                 

AddressAddressAddressAddress: 

 

PhonePhonePhonePhone:                Cell     Home  Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:                            /      /                                                                    

Relationship to Teen:Relationship to Teen:Relationship to Teen:Relationship to Teen:                                                    Additional Info:        

(Street Address)(Street Address)(Street Address)(Street Address)                        (Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)    

                                (City)(City)(City)(City)                                (State)(State)(State)(State)            (Zip)(Zip)(Zip)(Zip)    

(First) (First) (First) (First)                                                     (Last)(Last)(Last)(Last)    

If di4erent 

from primary 

contact. 

(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)    

Emergency Contact (Please provide an additional emergency contact if available) 

NameNameNameName:                 

AddressAddressAddressAddress: 

 

PhonePhonePhonePhone:                Cell     Home  Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:        Emergency Contact D.O.B:                            /      /                                                                    

Relationship to Teen:Relationship to Teen:Relationship to Teen:Relationship to Teen:                                                    Additional Info:        

(Street Address)(Street Address)(Street Address)(Street Address)                        (Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)(Unit/Apartment #)    

                                (City)(City)(City)(City)                                (State)(State)(State)(State)            (Zip)(Zip)(Zip)(Zip)    

(First) (First) (First) (First)                                                     (Last)(Last)(Last)(Last)    

If di4erent 

from primary 

contact. 

(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)(Month)       (Day)               (Year)    



Parent Signature:         Date: 

Niles Teen Center RulesNiles Teen Center RulesNiles Teen Center RulesNiles Teen Center Rules    
The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING, The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING, The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING, The following are prohibited from the Teen Center facility and areas surrounding the facility: SMOKING,     
CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, CONSUMPTION OR POSSESSION OF ALCOHOL/DRUGS, ABUSIVE, LOUD OR ROWDY BEHAVIOR, ABUSE TO STAFF, 
FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED FACILITIES OR EQUIPMENT, FIGHTING OR ROUGH PLAY, HARRASSMENT OF ANY KIND, AND ANY ACTS PROHIBITED 
BY LAW OR LOCAL ORDINANCE.BY LAW OR LOCAL ORDINANCE.BY LAW OR LOCAL ORDINANCE.BY LAW OR LOCAL ORDINANCE.    

Violation of any of these or any statute or ordinance of the Village of Niles or the State of Illinois may result in being asked to  
immediately vacate the premises, thereby forfeiting any entrance/activity fee for that event. Failure to abide by these regulations 
may include expulsion, parent involvement or police involvement. 

The actions of each member of the Niles Teen Center are representative of the Village of Niles area and its youth. Each member 
should take pride in his or her role and respect our community. 

Membership Agreement:Membership Agreement:Membership Agreement:Membership Agreement:    
I agree as a member of the Niles Teen Center, to respect all sta6, guests and visitors. I understand and agree that members have an 
obligation to others and  to the Center to attend to safetyattend to safetyattend to safetyattend to safety by looking out for others both physically and emotionally. I agree to        
be respectful and responsible be respectful and responsible be respectful and responsible be respectful and responsible and will take responsibility for the care and maintenance of the building and the equipment within.  
I agree to speak the truthspeak the truthspeak the truthspeak the truth and be honest in terms of perception, feedback and opinions. 

I understand the Center’s zero tolerance policy with respect to: drugs, alcohol, tobacco, weapons, and unreasonable behavior  
towards members, sta6, and guests including but not limited to sexual harassment or misconduct, abuse of internet access,  
destruction or theft of personal or Center property, discrimination towards others based on age, gender, religion, race, color, sexual 
orientation, disability, group or association. I agree to abide by this policyto abide by this policyto abide by this policyto abide by this policy. 

By signing this agreement, I understand and agree that my membership is a privilege based on acceptable behavior and that a  
violation of this agreement, as well as policies and procedures set forth in the Center policies and procedures manual, will result in 
disciplinary action, including, at the sole discretion of the sta6, loss of membership privileges. I further understand that in all cases 
regarding illegal drugs, alcohol, weapons or violent behavior, the local Police Department will be notified and both the victim and 
o6ender’s guardians shall be notified by the Police Department. 

I have read and understand the expectations outlined on this form. I understand that by signing this document I am entitled to the 
privileges that go with membership. Failure to meet the above mentioned expectations could result in forfeiture of membership. 

Waiver and Release of Liability and Authorization for Minors:Waiver and Release of Liability and Authorization for Minors:Waiver and Release of Liability and Authorization for Minors:Waiver and Release of Liability and Authorization for Minors:        

(IMPORTANT-READ COMPLETELY BEFORE SIGNING!)    
Please read this form carefully and be aware that by participating in this program you will be waiving and releasing claims for  
injuries you might sustain arising out of any activities at the Niles Teen Center. 

By signing up and participating in the above identified programs, activities and trips that may occur, you will be expressly assuming 
the legal liability and waiving and releasing all claims for injuries, damages or losses of any kind which you or your minor child/ward 
might sustain as a result of participating in all activities associated with said programs/activities (including transportation services/
vehicle operation, when provided). 

I recognize and acknowledge that there are certain risks of physical injury to participants in these programs/activities, and I  
voluntarily agree to assume the full risk of any and all injuries, damages, losses or causes of action whatsoever I or my minor child/
ward may have (or accrue to me or my child/ward) as a result of participating in all these programs/activities against the Village of 
Niles or Niles Teen Center, including their o>cials, agents, volunteers and employees. 

By signing this form, I am certifying that I qualify for the rate charged and that my child is eligible for membership. I agree that my 
Teen Center privileges may be suspended or revoked if either is determined to be untrue. 

I give my consent for sta6 of Niles Family Services to provide social-emotional learning opportunities and crisis intervention when 
needed for the purpose of ensuring the safety and well-being of my child and the other children participating in the programs and 
activities. When deemed necessary, I give my consent for sta6 of the Niles Teen Center to exchange pertinent information  
regarding my child with sta6 of the Niles Family Services.   

I give my consent for the school principal, social workers, classroom teachers or other school district sta6 to exchange any and all 
information necessary and discuss student related issues with sta6 of the Niles Teen Center for the purpose of ensuring the safety 
and well-being of my child and the other children participating in the programs and activities of the Niles Teen Center. 

Photos are periodically taken of participants in a class, during a special event or at any of the Village facilities. These photos are for 
Village of Niles use and may be used in Village publications. 

I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set I have read and fully understand the above and understand the warnings or risks and waive and release of all claims so set 
forth above.forth above.forth above.forth above.    

 

 

Member Signature:        Date: 

Niles Teen Center 

373 Golf Mill Ctr, Niles, IL  60714  

(847) 588 - 6900 

teencenter@vniles.com 
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