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Camp goals and outcomes

Spirit Camp at Smoke Rise is to provide a safe atmosphere of fun and fellowship.
Staff supervision will above all be conducted to insure both the physical and emotional safety of our campers.

Staff will remember kids are kids and make every attempt to be prepared in a way that channels this natural energy in a positive direction.
Staff will model positive participation and make every attempt to encourage participation and to facilitate success by all campers.
Spirit Camp at Smoke Rise will provide opportunity for academic, personal and spiritual growth through both class room settings, chapel and by discussion in personally challenging events.

Staff will prepare and present a structured, age appropriate academic experience at the challenge learning level for campers.

Staff will model positive participation in chapel and will present appropriate class discussion and lessons.

Staff will interject Christian principals by action and discussion with an active approach to problem solving directed to encourage positive personal decisions, a loving outward focus and encouraging of personal responsibility.

Our teen group will focus on building character, group bonds and a sense of Christian community.
Staff will interact and interject themselves through discussion, problem solving and personal example in a manner which reflects and encourages character and personal responsibility.

Through weekly team building activities campers will come to trust and depend on peer group members.

Through weekly community contact with disabilities and disadvantages our teen campers will develop an appreciation for the difficulties and foster an outward caring focus.

Counselors will share Christian values with the campers through relationship and example, will stay involved, teach problem solving and create solutions throughout the camp day. Creativity, education and respect for others are benchmarks for camp at all ages.

Success is demonstrated in many forms but parent comment, the level of the child’s participation, and a demonstration of joy are all benchmarks of a successful effort. When parents report the excitement and morning energy, when the kids do not want to leave, when participation is high and willing, when the camper feels safe, and when we catch them reaching outward to other campers we can be certain we have had the positive impact we are hoping for.
Measurable Outcomes include but are not limited to camper enthusiasm, improved peer interactions, and demonstrations of leadership and confidence.
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 Foundational Practice Review
Practices related to Site and Food Service:

	1. Appropriate insect/weed control methods are in effect, and only approved pesticides or herbicides are utilized on the property as identified by state/local codes.

Considerations:  Are maintenance persons aware of banned substances or those that create problems for humans and animals? Are persons using chemicals provided with Material Hazard Sheets? Is the advice of local authorities and resources periodically sought and followed? Are appropriate insect control methods utilized in the dining hall? 

	Reviewed _____

Reviewed _____

Reviewed _____


	2. Erosion control methods are in practice where applicable.
Considerations:  Are appropriate control methods in effect on paths, around culverts and buildings, and elsewhere? Who has the responsibility to regularly evaluate camp areas to determine where erosion may be creating unsafe or impacting the environment.


	Reviewed _____

Reviewed _____

Reviewed _____


	3. The site is free from observable evidence of a sewage disposal problem.

Considerations:  Is there standing water around sewage disposal areas? Is there a foul smell coming from these areas? Is there evidence that recommendations of local health officials are being implemented to correct any problems?

	Reviewed _____

Reviewed _____

Reviewed _____


	4. Laundry facilities are available on-site or nearby for campers and staff in long-term camps and for campers with special needs.

Considerations:  Are there campers with bladder control problems that may require frequent washing of bed clothes? How are you handling contamination from bodily fluids? Sensitivity to staff and camper needs often separates the good from the excellent. How are you evaluating these needs and addressing persistent complaints/comments?

	Reviewed _____

Reviewed _____

Reviewed _____


	5. Adequate shelter for all campers and staff is provided during inclement weather.

Considerations:  Is there adequate space for program to continue in spite of the weather? Has appropriate shelter been provided/identified for use in case of tornado, flood, extreme heat, sun shelter, or other severe conditions? What future needs can you predict?
	Reviewed _____

Reviewed _____

Reviewed _____



	6. Permanent, enclosed dining facilities provide protection from problem insects.

Considerations:  In areas where either types or quantities of problem insects could constitute a health problem, are all doors and screens in good condition?

	Reviewed _____

Reviewed _____

Reviewed _____


	7. The site provides separate facilities to provide privacy and freedom from campers for staff during their time off.

Considerations:  Is there a place for staff to “get away?” What steps could be taken to provide staff with living areas, lounges, or places where they can relax with some privacy on their time off?


	Reviewed _____

Reviewed _____

Reviewed _____


	8. Administrators using a nonowned site have a written agreement with the site owner specifying responsibility for the use of the site, facilities, equipment, and services.

Considerations:  Is there a clear line of authority and responsibility for the above-named items? When was this contract last reviewed by legal counsel?

	Reviewed _____

Reviewed _____

Reviewed _____


	9. Menus have been planned and/or approved by a nutritionist, dietician, or other person qualified to evaluate the nutrition and balance of the meals served.

Considerations:  Do menus include food items that reflect the cultural diversity and food preferences of your clientele? Who is this qualified person? When were menus last reviewed?


	Reviewed _____

Reviewed _____

Reviewed _____


	10. Food-service staff wear appropriate hair covers as required by state/local regulations, and wear clean, neat, and practical clothing.

Considerations:  Local health departments are the source for current information on the hair cover requirement. What training might be available from local health departments or colleges to train food-service staff?


	Reviewed _____

Reviewed _____

Reviewed _____


	11. Sleeping, dining, toilet, bathing, and program facilities are available to persons with disabilities.

Considerations:  The Americans with Disabilities Act requires that the camp make “readily achievable” accommodations to assure that campers, wherever possible, campers with disabilities have the opportunity for full participation in the camp experience. 

	Reviewed _____

Reviewed _____

Reviewed _____


	12. The camp provides toilets that meet the standards of regulatory bodies, applicable building codes and provide for comfortable use of the camp. 
Considerations:  These are recommended minimum toilet ratios for camps:

· For resident camps, one seat for every 10 females, and one seat for every 10 males;

· For day programs, one seat for every 30 females, and one seat for every 50 males.

Has the camp assessed its unique needs for toilets?


	Reviewed _____

Reviewed _____

Reviewed _____
:



	13. Hand-washing facilities are located adjacent to toilets and meet the standards of regulatory bodies, applicable building codes, and provide for comfortable use of the camp.

Considerations:  Minimum ratios of basins to toilets is –

· For resident programs, one basin per 10 persons with a minimum of two basins for each toilet facility for more than 5 persons;

· For day programs, one basin per 30 persons with a minimum of two basins for each toilet facility for more than 5 persons.

	Reviewed _____

Reviewed _____

Reviewed _____


	14. Toilet facilities in the main area and living areas provide privacy for occupants.

Considerations:  Do your toilet facilities provide appropriate (a door or curtain) privacy to all staff and participants including persons with special needs?

	Reviewed _____

Reviewed _____

Reviewed _____


	15. Pit and chemical toilets are screened or vented and equipped with toilet lids and self-closing doors.

Considerations:  Are these measures in place to control odors and prevent entry by insects and animals?

	Reviewed _____

Reviewed _____

Reviewed _____

	16. The camp provides a minimum of one showerhead or bathtub for each 15 persons on-site for all resident camps and short term resident programs.
Considerations:  The camp must comply with local health requirements and building codes. Has the camp assessed its unique need for showers and bathtubs based on its campers, facilities and services?

	Reviewed _____

Reviewed _____

Reviewed _____

	17. For any playground area and apparatus, the camp has constructed the activity area according to accepted guidelines for safety, including an appropriate surface to cushion falls within the safety zone under and around the playground equipment.

Considerations:  Camps should design the playground areas – whether a single swing or a complex of playground elements – to match the age and ability of the campers, and according to guidelines developed by authoritative sources for safety. This includes installing a protective, shock-absorbing material in the safety zone identified by the height and construction of any element. See ACA Accreditation Standards Resource CD-ROM for additional details and references on playground safety and construction.


	Reviewed _____

Reviewed _____

Reviewed _____


Practices related to Operational Management:
	1. Procedures are in practice regarding the use and release of any and all personal information related to campers and staff.
Considerations:  Do you obtain permission to release or print photos of individuals? Who has access to personnel records, financial records, medical records, and camper evaluations? To whom and under what conditions is information released to persons outside of the camp?


	Reviewed _____

Reviewed _____

Reviewed _____


	2. Budgeting, bookkeeping, and audit procedures consistent with good accounting practices are utilized annually.
Considerations:  Should your audit procedures be carried out internally or externally? Are auditors’ recommendations sought and followed concerning record keeping and other financial matters?


	Reviewed _____

Reviewed _____

Reviewed _____


	3. Inventories of all facilities and equipment are reviewed and revised at least annually.

Considerations:  Are the inventories reviewed by camp administration in consideration not only of purchasing needs but also in light of insurance needs, equipment replacement schedules, depreciation schedules, and identification of equipment or supplies available for use?


	Reviewed _____

Reviewed _____

Reviewed _____


	4. Arrangements for legal counsel have been made and such counsel is available as problems arise.

Considerations:  Has the advice of legal counsel been sought concerning review of application forms and contracts (camper and staff), risk-management planning, and personnel policies and practices? Who is the camp’s legal counsel? How can this person be reached?


	Reviewed _____

Reviewed _____

Reviewed _____


	5. The camp has written strategic planning materials which assess current conditions and identify future needs for both the program and the operation.

Considerations:  How does your strategic plan reflect the camp’s philosophy and mission? Is it comprehensive in scope – addressing program delivery, marketing, financial development and site management?  In relation to site and facility management and development, does the camp have strategic goals related to environmental protection and accessibility? Has the site developed a plan for maintenance and development of facilities that reflects program and operational needs?


	Reviewed _____

Reviewed _____

Reviewed _____


	6. The risk-management plan for the camp includes identifying, analyzing, and developing control techniques related to financial resources.
Considerations:  Does the camp have procedures for loss caused by inadequate financial controls concerning authority to purchase, payroll, vacation accrual, handling registration monies, meeting government tax, and financial reporting requirements, inventory control, etc.? Has liability been assessed regarding contracts with groups, for service, related to program providers, employment agreements, insurance, and other policies that bind the camp?


	Reviewed _____

Reviewed _____

Reviewed _____

	7. Policies are in place regarding participants bringing their personal items to camp.

Considerations:  What are the expectations regarding use and storage of personally owned items such as cameras, radios, electronic games, cell phones, etc.?  What are the policies about liability for loss or damage of such items?

	Reviewed______

Reviewed _____

Reviewed _____


Practices related to Human Resources:

	1. The pre-camp training for camp program staff is of sufficient length to adequately prepare staff for their roles in programming and supervision.

Considerations:  The pre-camp training plan should take into account the variety of ways that staff are to be trained, the need for them to interact with each other and on the camp property for effective learning, and their previous experience.

The following lengths of time should be expected to address the required training content in the standards:

· For resident and trip/travel camp staff – 48 hours (6 days)

· For day camp staff and short-term program staff – 24 hours (3 days)


	Reviewed _____

Reviewed _____

Reviewed _____



Practices related to Program Design and Activities:
	1. Contracts have been signed with all providers of program services such as aquatics, adventure/challenge, horseback riding, and tripping that specify responsibility for meeting the intent of appropriate ACA standards.

Considerations:  Such contracts should identify items such as who is responsible to provide and maintain safety equipment or other gear used in the activity, responsibility for classifying and/or excluding campers from participation, establishing safety rules, providing emergency care in case of illness or injury, and other conditions established in the standards for the given activity.   Have such contracts been reviewed by the camp’s legal counsel?


	Reviewed _____

Reviewed _____

Reviewed _____
	

	2. The program is designed to provide balance in the campers’ activities.
Considerations:  Does the program provide opportunities for both quiet and active times during the day? Do campers have various opportunities to participate individually, as well as in small and large group activities?


	Reviewed _____

Reviewed _____

Reviewed _____

	

	3. Campers participate in program planning in a variety of in-camp and off-season ways.

Considerations:  What deliberate methods have been implemented to identify and meet camper needs, interests and preferences?


	Reviewed _____

Reviewed _____

Reviewed _____
	

	4. The camp provides deliberately planned program activities designed to foster understanding of individual differences and group cooperation.

Considerations:  As our world “shrinks” and becomes a mosaic of individuals from various backgrounds, it is important for the camping community to be proactive in developing skills of understanding and cooperation.


	Reviewed _____

Reviewed _____
Reviewed _____


	

	5. Campers are free to practice their religious customs and to discuss spiritual matters in a manner that does not offend the rights and beliefs of others.
Considerations:  This statement does not require the camp to conduct religious services or provide religious instruction. Rather, it indicates that persons are free to practice their customs (e.g., prayer, recognizing religious holidays, etc.) or to discuss spiritual topics in an open, non-forceful atmosphere.


	Reviewed _____

Reviewed _____
Reviewed _____
	


[image: image9.jpg]


Yr. 1- Form reviewed by:______________________________  Date:______

Yr. 2- Form reviewed by:______________________________  Date:______ 

Yr. 3- Form reviewed by:______________________________  Date:______

SF: Site Specific Policies and Procedures:

Pre- Camp Community Awareness:

Fire and police need to be alerted that camp is open. Tucker police will do a 5 a day drive by for added security. The fire department and area emergency services need to be alerted as well. The following resources should be contacted and the contact logged:
Police: Dekalb County – Tucker Precinct – 678-406-7750



REQUEST extra patrols for security on the rental vans.

Fire:  Station #11

6715 Memorial Drive

Stone Mountain, Ga 30087

#(770) 417-2375

#(770) 417-2372

Captain Jeff Lively
The Primary Care Center

(404) 298-0008

2891-C N.Decatur Rd.

Decatur, Ga 30033
Deanna Phillips
Building Maintenance:

Electrical, fire, water, sewage, general cleanliness and ground inspection and maintenance issues are responsibilities contracted by the church to VT Griffin.

A specific letter of such should stay on file with the camp office.

Specific letters or proof of accomplishment addressing the following should be on file at camp or accessible through VT Griffin:

Electrical inspection

Fire Inspection

County water and utility services

Emergency routes and locations of emergency services

Any repairs or concern should be reported to: 
Ron Comeau







Ext 216








Cell – 770-880-2402

Playground Maintenance:

While the playground is also within the maintenance prevue of VT Griffin a separate and constant survey of the playground should be conducted and any concerns reported to the camp director immediately.
The play ground should be cleaned of sticks and debris with each use.

Play ground is to be inspected with each use. Report damage and clean are as appropriate.

Anyone on site who is unfamiliar should be spoken to. Not interrogated but say hi and let ask if you can help them. 
For our playground or any other be watchful for the following.
1. Check for dangerous hardware, like open "S" hooks or protruding bolt ends. 

2. Make sure spaces that could trap children, such as openings in guardrails or between ladder rungs, measure less than 3.5 inches or more than 9 inches.

3. Check for sharp points or edges in equipment.

4. Look out for tripping hazards, like exposed concrete footings, tree stumps, and rocks.

5. Make sure elevated surfaces, like platforms and ramps, have guardrails to prevent falls.

6. Check playgrounds regularly to see that equipment and surfacing are in good condition.

7. Carefully supervise children on playgrounds to make sure they're safe.
Food Services:

Food services are contracted out by:
Corn Bread and Caviar – 404-273-4939

A contract should be kept on file referencing standards for food storage and preparation.

On site we have the office refrigerator which stores food, left over’s and drinks. It MUST be monitored and the temperature logged daily.

If the temperature falls below 40 the appropriate action is to lower the setting. 
Be careful that the setting is not lowered to freezing.

Food Distribution:

Serving Lunch anyone assigned as server is to wear gloves while serving. Snack is pre packaged and gloves are not required.
(Add On site emergency procedures and onsite safety considerations here)
Health and Wellness Policies:
CPR / FIRST AID MEDICAL TRAINING
Camp requires a person with current CPR and First Aid certification be present in all settings where children are present. This certification will be offered by camp during the pre camp training week. Additional supporting material for first aide and universal precaution is included in the staff handbook.
The camp director will provide specific additional training as needed for medical issues as they present themselves at camp, Examples already addressed are; ADHD behavioral issues, aspergers, EPI Pens, and education for diabetes.

Health Histories / Health Review / Authority to treat:

A health history is required from both campers and staff. This history will be reviewed and any medical concerns will be noted on camp computer records and conveyed to teaching staff by way of the class roll. Where camper conditions may impact the camp as a whole the condition with proper education will be reviewed during camp pre training.
Medical alerts which include pertinent emergency contact, insurance information and permission to treat are also listed in the camper information carried by each vehicle. The teacher is to be instructed by camp management on any usual concerns.

Authority to treat should be a part of the electronic registration as well as the paper health history. Authority to treat will be kept on file at camp, in the computer, and a copy printed to each vehicle.

Health Care Scope and Services provided by camp:
Health services by camp staff will be limited to band aid and bruises therapy. Any event which requires care beyond a band aid, aspirin or ice pack should be referred to management staff. Management in turn will call the parent and will have these injuries reviewed by our on-call small emergency clinic. Mental health issues should be referred to the camp director or to church pastoral staff when the director is not available.
All injuries regardless how small are to be noted on the sign out sheet informing the parent.  Any injury requiring treatment should have an incident report filled out. This report is to be kept as a book on the cabinet with the first aide supplies.

This policy does not change on or off site. Each vehicle has a first aide kit for basic care and a full copy of contact, insurance, permissions and medical alerts. Each injury requiring more than basic care should be seen by our emergency clinic.

Medication
General medications are kept in the camp office for head and tummy. Medication provided by the parent is kept in the lock box in the camp office. Permission to administer medication should be included on the parent medical form. Distribution of medication is to be noted on the parent sign out sheet.

Medical Record Keeping

Health forms are to be maintained in the office during camp. A short version of the health alerts are to be listed on each class roll as well as on the camper book kept in each vehicle. 

Long term records are kept electronically and backed up to an off site thumb drive while paper records are kept on site.
Accident Reporting: 

All accidents regardless of consequence or treatment will be noted on the parent sign out sheet. We do not want to send home any child with an unexplained bruise. In addition any accident rising to the level of treatment – even just a band aide – is to be logged in the health report book in the office. Should the accident involve an open cut or swelling the director should be notified and the parent will be called. 

Any incident that can not be treated with an ice pack or a band aid should be referred to our small emergency contact.

Transportation Policies and Procedures:
These are to be reviewed during camp training with each designated driver.
Transportation orientation:

· All drivers are to receive a copy of this transportation handbook.

· Class room training will be provided before camp is to start.

· Seatbelts is required by law in vehicle other than buses.

· All students teachers/aid will remain seated while the vehicle is in motion.

· No emergency door or aisles will be blocked with equipment. 

· Trip Itinerary form will be completed before any vehicle is to move.

· Driver Skill Verification form.

· Go over Summer camp Emergency policy. 

Emergency Equipment:
· All vehicles will have reflectors.

· First aid kits

· Fire extinguishers

· Medical records for the students.

MEDICAL EMERGENCY

Check the student:

Call your supervisor:

Medical facility phone number: 404-298-0008
Care for the victim:

Contact Parents:

Emergency Evacuation on the Bus:

· 
Use emergency exits or service door to evacuate.

· 
Leave all personal items on the bus.

· 
Go at a 45 degree angle, 100 feet away from the bus.

· 
Supervise should be called.

· 
Stay together.

· 
Take medical information for the students with you.

· 
Take first aid kit.

Traffic Control:

Arrival and Departure:
· 
Park in designated loading and unloading area. (Entrance to Day Camp)

· 
Set brake and shift to neutral or park. Keep foot on service 
break.

· 
Turn off the ignition switch and remove the key if leaving the bus or van.

· 
The driver should remain on the bus/van at the entrance to supervise the loading 

or unloading process.


· 
Instruct the students to use the handrail and to be seated immediately after 
boarding the bus/vans.

· 
When possible door side drop and pick up.

· 
Arrival and departure at location. Stop traffic teacher/aid will direct students into 
and out of building.

· 
No personal vehicle will be used to transporting students.

· 
Bus will load and unload students in upper parking lot.

· 
Teacher/aid will use stop sign, to stop all traffic and direct students to use cross 

walk to the bus.


Transportation Information for Parents:
Listed in Parent FAQ and web site:
· 
Pick up and drop off times.



Drop offs 6:45 AM to 8:30 AM


Pick ups 4:30 PM to 6:30 PM for after care.

· Accident, illness that requires medical attention, teacher/supervise will stay with   student. Check-Call-Care, Contact Parent. If we are at the event, we will all stay together until help arrives.

· 

Trip for other students will go on as planned, if we are at the church.

· 
If we are late parents should call 678-469-1377.

· 
Parents will use the entrance to camp at all times, for pick-up and drop-off.

Pick-up and drop-off safety procedures:
· 
Park in designated loading and unloading area.

· 
Set brake and shift to neutral or park. Keep foot on service 
break.

· 
Turn off the ignition switch and remove the key if leaving the bus/van.

· The driver will remain on the bus/van at the entrance to supervise the loading and unloading process.

· Instruct the students to use handrail and to be seated immediately after boarding the bus/van.

· Arrival and departure at location. Stop traffic teacher/aid will direct students into and out of building.

· Teacher/aid will use stop sign, to stop all traffic and direct students to use cross walk to the bus.

· Teacher/aid will stand outside of entrance, to insure all students enter the building or vans.

Bus and Vans safety rules:

· Students, Teacher, and Aids will wear safety belts when van is in motion, with one exception the bus.

· 
Driver of the bus will wear their safety belt when the bus is in motion.

· 
No more than 15 passengers, in a 15 passenger van.

· 
No student will travel in the front seat.

· 
Students will follow directions of all adults.

· 
Students will wait in an orderly line and avoid playing.

· Students will look in both directions for traffic left, right, left, right, again when crossing the street at cross walk to enter the bus.

· 
Students will keep the aisles and exits clear.

· Students will remain properly seated, back against the back 
of the seat, bottom to the bottom of the seat, and hands to themselves.

· 
Students will not eat, drink, or chew gum.

· 
Students will go directly to an available seat when entering 
the bus or vans.


· Students will not carry animals, glass objects, nuisance items, hazardous materials, or weapons onto the bus or van. students may carry only objects that can be held in their laps.


· Students will refrain from using loud voices, profanity and/or obscene gestures, and respect the right and safety of others.


· 
Students will not extend hands, arms, or objects out the bus/van windows.

· 
Students will be totally silent a railroad crossings.

· Students will stay seated until it is time to get off the bus/van. They will be directed by an adult.

· 
Students will keep their bus/van clean and in good safe condition.

· Students shall be prohibited from using mirrors, lasers, flash cameras, or any other lights or reflective devices in a manner that might interfere with the operation of the bus/van.

Transportation policies:

·  No child will be left alone in a vehicle with only one staff member, there will always be at least two staff members present.

· Medical information regarding student care will be in all vehicles.

· Teacher/aid is to post summer camp excursion form to the front door of day camp.

· Permission to-treat from will be in the office at day camp.

· Four teachers/aid will be on the bus to help with the supervision of the students.

· Two adults at all times, Teacher or aid will be on the vans to supervision the students. 

· Each student should be evaluated to determine their needs,  
mental ability, age, and physical condition for transportation.

· Seat belts will be used in all vans.

· Driver of the bus will use his/her seat belt.

· Park in designated loading and unloading area. (Entrance to day camp). 

· Set brake and shift to neutral or park. Keep foot on service 
break when loading and unloading students.

· Turn off the ignition switch and remove the key if leaving the vehicle.

·  The driver should remain on the vehicle at the entrance to supervise the loading and unloading process.

· Arrival and departure at location. Stop traffic teacher/aid will direct students into and out of building.

· No personal vehicle will be used to transport students.

· No more than 15 passengers in a 15 passenger van. 13 students and 2 adults

· When possible door side picks up and drops off.

· All drivers must be of 21 years or older.

· No student is allowed to ride in the front seat.

Accident Procedures:

ASSESS THE SITUATION

The driver should quickly assess the situation and remain calm, to determine which action should be taken first. The primary responsibility is to his or her passengers. If unable to physically carry out the duties, direct others to do them. 
· Call 911

· Does the vehicle position pose a threat (blind curve, hilltop, near body of water)? Georgia law provides that vehicles involved in accidents that can be moved normally and safely can be moved from roadway to safe location.

· Move to safe location immediately to protect passengers or other persons. If vehicle is not movable, evacuate students to safe location. Use the emergency evacuation plan.
· All accidents must be reported to your supervisor immediately (by two-way radio or telephone). Regardless of location or amount of damage, with or without passengers.

· Identify witnesses and obtain information from them.

When all the information in the previous section has been considered, Follow normal accident procedures as listed below:

· 
Stop - Failure to do so is against the law.

· 
Assess the situation:


Move the vehicle.



Evacuate the vehicle.



Maintain your position.

· 
Check passengers for injuries:


Driver responsible adult walks through to check 





condition of passengers to reassure safety.

Look carefully at passengers who complain of injuries; determine if medical assistance is required. If uncertain whether or not medical assistance is required, don’t take chances, request medical assistance.

Render First Aid “only that you know” until emergency medical services arrive.

Direct responsible passengers or adult bystanders to assist, if necessary.

Move injured passengers ONLY if necessary. If you must move injured passengers, give careful attention to straight body alignment and protecting the head.

· Radio or Phone for help and get the type of assistant you need. Give correct street address, closest major intersection, description of the other vehicle, and number of students on board.
· If it is necessary to protect the scene, place emergency reflectors in front of and behind the vehicle. Do so only when necessary and when safe and practical.
· Use the current student roster to do a roll call to verify passengers on board (add names of additional passengers; chaperones transportation personnel, unassigned students, etc.
· Check for injuries in the other vehicle (s): Remember, your passengers are your first priority.
Ask bystanders, witnesses, passengers and other drivers if there are injuries in the other vehicle (s) involved in the accident; injuries not obvious at initial assessment of the scene.

· Give the other motorist (s) the information required. The driver of any vehicle involved in an accident shall give all of the following information upon request.



Name




Address




Driver’s License number




Registration number of the vehicle.

· If available and upon request, the driver of any vehicle involved in an accident shall exhibit his/her operator’s 
license to the person struck or the driver or occupant of or person attending any vehicle collided with.

· Authorization to transport must come from the investigating officer, or emergency medical services. 
· Upon release, students should be transported by present vehicle or by a different vehicle.
· The driver must provide a written statement describing an accident no matter how minor, within 24 hours.
· TWO-LANE HIGHWAY  (Traffic moving in both directions or undivided highway)

· Be sure to carry warning devices between you and on-coming traffic.

· Place first warning device 10 feet from the left rear corner of the bus.

· Place second warning device approximately 100 feet to the rear of the bus. *Placement distance should be greater if the bus is on a hill or curve that prevents others from seeing the vehicle within 500 feet.

· Place third warning device 100 feet in front of the bus; again, use greater distance if conditions warrant. Be sure to carry warning devices between you and on-coming traffic.

· Divided Highway On a divided highway, use the three 
warning devices to the rear of the bus. The first and second warning devices are to be placed at the same distance as on a two-way highway. The third warning device should be placed 200 feet to the rear of the bus. Road conditions may require the distance be increased.
Medical Emergencies
First aid is the immediate and temporary care given to the victim of an accident or sudden illness until medical help can be obtained.

Use the radio or phone 911 to seek help for medical emergencies.

Monitor the phone or radio for temporary care instructions from emergency personnel relayed by your supervisor or 911 until medical help arrives.

Assessing the Victim:


“Check-Call-Care”

Don’t second guess:  Radio for help or call 911 for assistance.

Call for an ambulance if the victim:

· 
Is unconscious, unusually confused, seems to be losing consciousness.

· 
Has trouble breathing or is breathing in a strange way.

· 
Has persistent chest pain or pressure.

· 
Has pressure or pain in the abdomen that does not go away.

· 
Is vomiting blood or passing blood.

· 
Have seizures, severe headache, or slurred speech.

· 
Appears to have been poisoned.

· 
Have injuries to the head, neck, or back.

Checking an unconscious victim;

Adult (12 years and older).

· 
Tap and shout for response.

· 
If no breathing, position victim on back (Support back and Neck).

· 
Tilt head back and lift chin.

· 
Look, listen, and feel for breathing and signs of life for 10 seconds.

· 
Give 2 slow breaths (if not breathing).

· 
Check for severe bleeding.

· 
Provide care for what is found.

Child (1 to12 years old)
· 
Tap and shout for response.

· 
If face down, position victim on back (support back and neck).

· 
Open airway by tilting head back and lifting chin.

· 
Look, listen; feel for breathing and signs of life for 10 seconds.

· 
Give 2 slow breaths (watch to see if breaths go in)

· 
Check pulse in neck and severe bleeding for no more than 10 seconds.

· 
Provide care for what is found.

First aid for choking

Adult:

Conscious;

If unable to cough, speak or breathe:

· Lean person forward and give 5 back blows with the heel of your hand.

· Give 5 quick upward abdominal thrusts. Continue back blows and abdominal thrusts until:

· Object is forced out;

· Person can breathe or cough:

· Person becomes unconscious.

Unconscious:

If you have checked the victim and breaths will not go in:

· Re-tilt head.

· Give 2 breaths again.

If air still won’t go in:

· Give 30 chest compressions.

· Lift jaw and tongue and if you see a foreign object, sweep out 
mouth.

· Tilt head back, lift chin, and give breaths again. Repeat 2 breaths, 30 chest compressions, check and sweep out mouth. Repeat until breath goes in.

·  Call 911 after giving care for 2 minutes if you have not already done so.

Child

Conscious

If unable to cough, speak, or breathe.

· Lean child forward and give 5 back blows, with heel of your hand.

· Give 5 quick upward abdominal thrusts.

· Continue back blows and abdominal thrusts until: object is forced out; child can breathe or cough; child becomes unconscious.

Unconscious:
If you have checked the victim and breaths will not go in:

· Re-tilt head.

· Give 2 breaths again.

If air still won’t go in:

· Repeat 2 breaths, 30 chest compressions, check and sweep out mouth. Repeat until breath goes in.

· Call 911 after giving care for 2 minutes if you have not 
already done so.

Rescue Breathing:

Child

· With head tilted back and chin lifted, pinch the nose shut.

· Give 2 slow breaths. Breathe into child until chest gently rises.

· Check for pulse on the neck (no more than 10 seconds). If pulse is present but no breathing:

· Give 1 slow breath every 3 seconds. Continue for about 2 minutes.

· Call 911 if you have not already done so, and then continue rescue breathing.

· Continue rescue breathing as long as pulse is present and there is not breathing.

Cardiopulmonary Resuscitation (CPR)

Adult

· 
Find hand position on center of breastbone.

· 
Position shoulders over hands and lock elbows.

· 
Compress chest 30 times.

· 
Give 2 slow breaths.

· 
Do 4 more sets of 30 compressions and 2 breaths (5sets total).

· 
Continue CPR until you are too exhausted to continue.

Child
· 
If a child is not breathing and has no pulse:

· 
Find hand position on the center of breastbone.

· 
Position shoulders over hand and lock elbows.

· 
Compress chest 30 times.

· 
Give 2 slow breaths.

· 
Repeat cycles of 30 compressions and 2 breaths for 2 minutes.

· Call 911 if you have not already done so, and then recheck 
pulse and breathing (no more than 10 seconds).

If there is still no pulse:

· 
Continue sets of 30 compressions and 2 breaths

· 
Recheck every 2 minutes.

Controlling Bleeding:

· 
Cover wound with dressing and press firmly against the wound with hand.

· 
Elevate limb above the level of the heart.

· 
Cover dressings with a roller bandage. 

If bleeding doesn’t stop:

· 
Apply additional dressings.
· Squeeze artery against bone. For arm injury, press under upper arm; for leg injury, place heel of hand where the leg bends at the hip.

Caring for shock:

· Have victim lie down.

· Control any external bleeding.

· Help victim maintain normal body temperature.

· Reassure victim.

Elevate legs about 12 inches unless head, neck or back injuries are suspected, or possible broken bones involving the hips or legs. If unsure, leave flat.

· Do not give victim anything to eat or drink, even though he is likely to be thirsty.
Call 911 immediately, Shock cannot be managed effectively by first aid alone.  Advance medical care is required as soon as possible.

Impaled object:

· Do not remove.

· Bandage bulky dressings around the object to support it in place.

Nosebleed:

· Have victim lean slightly forward.

· Pinch nostrils together.

· Put pressure on upper lip just beneath the nose. 

· If available, place ice pack on bridge of nose.

Displaced Tooth:

· Control bleeding by placing a roll of sterile dressing in the space lift by the missing tooth.

· Have victim bite down.

· Place the tooth in a container of milk if available.

Care for Burns:

· Stop the burning, put out flames or remove the victim from the source of the burn.

· Cool the burn using large amounts of cool water. Do not use ice or ice water other than on small superficial burns.

· Cover the burn using dry, sterile dressings or a clean cloth. Bandage loosely. If a large part of the body is involved, cover 
the entire body with clean, dry sheets or cloth.

Sprains and Strains:

If a person is unable to move or use an injured part, apply an: Anatomic splint
· 
Support the injured area above and below the site of the injury.

· 
Check for feeling, warmth and color.

· 
Place several folded triangular bandages above and below the injured area.

· 
Place uninjured limb next to injured limb.

· 
Tie triangular bandages securely.

· 
Recheck for feeling, warmth and color.

Soft Splint:

· 
Support the injured area above and below the site of the injury.

· 
Cheek for feeling, warmth and color.

· 
Place several folded triangular bandages above and below the injured area. 

· 
Gently wrap a soft object (a folded blanket or a pillow) around the injured area.

· 
Tie triangular bandages securely.

· Recheck for feeling, warmth and color. (If shoe is on, check for feeling. Do not remove shoe).

Sling
· 
Support the injured area above and below the site of the injury.

· 
Check for feeling, warmth and color.

· Place triangular bandage under injured arm and over uninjured shoulder to form a sling.

· 
Tie ends of sling at side of neck.

· 
Bind injured area to chest with folded triangular bandage.

· 
Recheck for feeling, warmth and color.

Rigid splint:

· 
Support the injured area above and below the site of the injury.

· 
Check for feeling, warmth and color.

· Place the rigid splint (board) under the injured area and the 
joints that are above and below the injured area.

· 
Tie several folded triangular bandages above and below the injured area.

· 
Re-check for felling, warmth and color.

· If a rigid splint is used on a forearm you must also immobilize the elbow. Bind the arm to the chest using folded triangular bandages or apply a sling.

Care for Head, Spine, and Neck Injuries:

· 
Minimize movement of the head and spine.

· 
Maintain an open airway by using the jaw thrust maneuver.

· 
Check for consciousness and breathing.

· 
Control any external bleeding.

· 
Keep victim from getting chilled or overheated.

Care for Sudden Illness:

Care for life-threatening conditions first, then.

· Help the victim rest comfortably.

· Keep the victim from getting chilled or overheated.

· Reassure the victim.

· Watch for changes in consciousness and breathing.

Do not give the victim anything to eat or drink unless the victim is fully conscious.

If the Victim Vomits:

· Place victim on his/her side.

If the Victim Faints:

· Position victim on back and elevate legs 8 to 10 inches if no head or neck injury is suspected.

If the Victim Has a Diabetic Emergency:

· Give the victim some form of sugar (glucose tabs in first aid kit with Hypoglycemia information.

If the Victim Has a Seizure:

· Do not hold or restrain the person or place anything between the victim’s teeth.

· Remove any nearby objects that might cause injury. Cushion the victim’s head using folded clothing or a small pillow.

Care for Heat-Related Illness:

· 
Get the victim out of the heat.

· 
Loosen tight clothing.

· 
Remove perspiration soaked clothing.

· 
Apply cool, wet cloths to the skin.

· 
Fan the victim.

· 
If victim is conscious, give cool water to drink.

· Call for an ambulance if victim refuses water, vomits, or starts to lose consciousness.

Poisoning:

If you think someone has been poisoned, call the poison control center (404) 616-9000 or local emergency number (911) and follow their instructions.

Insect Bites and Stings:

· 
Remove stinger, scrape it away or use tweezers.

· 
Wash wound.

· 
Cover wound.

· 
Apply a cold pack.

· 
Watch for signals of allergic reaction.

Snake Bites:

· 
Wash wound.

· 
Keep bitten part still, and lower than the heart.

· 
Call Local emergency number (911)

Animal Bites:

· 
If bleeding is minor - wash wound.

· 
Control bleeding.

· 
Apply antibiotic ointment.

· 
Cover wound.

· Get medical attention if wound bleeds severely or if you suspect animal has rabies.

· 
Call local emergency number (911) or contact animal control personnel.


Violence, Hostage Crisis:

A hostage taker may fit into one of several categories:

· 
Well planned, politically motivated.

· 
Spur of the moment, anger motivated.

· 
Mentally ill, delusions of power.

· 
Under the influence of drugs or alcohol.

The prevention of a hostage situation is the best defense. This can be achieved by paying constant attention to the small details in a daily routine and noting any changes. Monitoring attitudes of parents, students, and co-workers and red flagging any hint of violence is important. In spite of close attention to all factors, the time might come when you are taken hostage.

The following guidelines are the same as those taught to correction facility officers, law enforcement officers and hostage negotiators. Each case will be different and these guidelines will need to be adjusted to that particular situation. Unfortunately there can be no guarantees given for survival, only the tools to use to increase the chances of survival. Hostages can decrease the risk of harm by using these common sense approaches.

Suggestions for Safety:
· Stay together. If a group is taken hostage, it can be important for everyone to remain together, If possible.

· Maintain a low profile; do not make demands upon the 
hostage taker for yourself or the group. Keep your eyes averted, don’t stare. Assume a subservient attitude. A humble hostage is less of a threat than an aggressive one.

· Remain as calm as possible in this high stress position.

· The critical period is 5 to 45 minutes after hostages are taken. During this time do nothing to draw attention to yourself.
· Cooperate to the extent that your beliefs, principles and 
morals allow you to.
· If you seem unexcited, it can help reduce the stress of your situation and you attitude will help reduce stress in the captors. Remember, excitement can cause people to unpredictable.
· During periods of waiting, do not engage your captors in conversation. Let them come to you. Do not engage your captors in conversation. If they want to talk, listen. Do not beg for safety and do not try to negotiate your own release.

· If  they engage you in conversation, be polite; choose topics that are not inflammatory. Take a neutral position on topics 
like politics, religion, abortion, suicide, ect.
· If the captors want to talk, listen. If they want you to talk, talk about things that will make you seem more human. Family, jobs. And hobbies are topics that a captor might share with 
you. In order to harm someone, a hostage taker must view 
you as sort of a non-person. If you discuss human positive subjects like raising children, working toward retirement, vacations you have taken, ect. You can be viewed as a person of value. It is more difficult to harm someone with whom you share things in common.
· Do not try to negotiate your own release. You may say something in conflict with outside negotiators and anger your captors.
· Try not to cry or break down,
· Don’t beg for your safety. Captors view this as a weakness and might see you as a non-person, not worth saving.
· Avoid physical resistance. In the event of a sexual attack, use verbal resistance first, passive resistance second and active resistance last. If you can do nothing else, faint. It is difficult to maintain sexual feelings for dead weight.
· Hostage takers will sometimes force hostages to make their demands over the telephone. If this happens, say what they want, say nothing that will anger the captors, don’t try to be a hero.
· If you are forced to change clothing with your captors remember to stay low down, stay together with the other hostages, cover your head and stay out of the way. If outside forces assault the hostage taker and you are in their clothing, you might be mistaken for the enemy and be injured in the attack.
The students we care for during day camp, whether on the bus/van or in a classroom, will look to us for their safety in a hostage situation. Guiding them to freedom will be one on the best gifts we as adults can give. Setting an example based on time tested methods will increase everyone’s chances of survival.

Bus/Van Supervision
15-passenger vans, students shall always be accompanied by two adult staff members. Only one will be required to be a licensed driver. The other will be responsible for attendance, loading, unloading, and engaging the students during the trip.

Minimum staff ratio in a van will be two staff members to 13 students. The staff should also be prepared with activities to engage the children during the trip. Activities should be appropriate to the age, mental ability, and physical condition of the students.

At least one staff member shall always be trained in basic first aid, CPR, and handling of accidents procedures. All staff members will have their two way radio with them. One person shall always have a cell telephone with instructions for reaching camp and will be a camp member trained in supervising students, managing behavior, and enforcing safety rules. 

In the event of distracting student misbehavior, the second and subsequent staff members should immediately handily the situation so the driver is not distracted. If the distraction becomes acute, the driver should pull the vehicle off the road safely, and shut it down until the matter has been adequately handled.

Behavior Management On the Road:

The behavior Management Plan is a three-part program that helps you achieve appropriate student behavior on the bus. It consists of:

1.
Prevention: Prevention steps are used by the bus driver teacher/aid to educate the students about safe and appropriate riding behaviors clarify the driver’s expectations for the students and assist students in successfully demonstrating safe riding habits every day.

2.
Intervention: Intervention steps are used by the driver to help the student, parents and/or teachers stop unsafe or inappropriate behaviors or habits while assisting students in identifying the appropriate habit or behavior.

3.
Consequences: If prevention and intervention steps are unsuccessful in improving the student’s behavior or safe riding habits, the teacher is contacted by the driver. The teacher is responsible for assigning appropriate, effective consequences for the student’s inappropriate behavior in an effort to affect the necessary improvements.

The Teacher should tell the students the bus rules, and expectations regarding the bus. Make them aware that their behavior will have consequences.

A “minor offense” is considered inappropriate or unsafe student behavior that may be improved with minor assistance from the driver or teacher/aid.

First step:
Verbal Reminder: Remind the student (s) of the bus rule (s) not being followed.

Why use verbal reminders?

· To let the student know exactly what about the behavior was inappropriate or unsafe.

· 
To give the student a chance to correct behavior.

· 
To let the student know that the behavior is a safety issue.

· 
To show the student that the behavior is being noticed.

· 
As a reminder.

· 
To raise awareness.

· 
To show students they are accountable for their actions.

· 
To change unacceptable behavior.

Second step:
Talk individually with student: Teacher/aid and driver will discuss privately with the student(s) the inappropriate or unsafe behavior displayed and what is expected from them while riding the bus.

GOALS:

· To make students aware of the problem and to remind them they are accountable for their behavior.

· 
To resolve the problem and try to avoid embarrassment.

· 
To listen to the student’s account of what happened.

· To let the student know and understand what’s inappropriate and what’s expected of them.

· 
To discuss future consequences should inappropriate behavior continue.

· 
To agree on a solution.

· 
To change unacceptable behavior.
Teacher/Aid should separate the students involved in the inappropriate or unsafe behavior. Change their seat.
Third step:

Consequences: Take something away from the student, 
The teacher is responsible for counting all of the students before we leave at any location. 
Common inappropriate behaviors, and suggested solutions:

Standing up/Hanging over seats:

Have student put something on their laps after being seated.

Have students “practice” sitting correctly for 3 to 5 minutes.

Gently remind them: “John is you sitting “back to back bottom to bottom” of the seat?

Have the student read the rule aloud.

TOO  LOUD!!!

Require total silence.

Frequently remind students to use their “whisper voices.” (“Quiet” is a vague term and open to interpretation.)

Seat the load student with a very quiet student.

Move a student away from his or her friends.

Require total silence when loading or unloading students.

When necessary, keep loud students on the bus to practice 
being quiet.

Explain why loud students could cause an accident.

Trash on the floor:

Have the student pick it up

Teachers/Aids should check for trash. If there’s trash near a student, ask the student to pick it up before getting off the bus.

Other Safety Procedures: 
· Wheelchairs do not apply to us, we do not transport them.

· All passengers will remain seated while the vehicle is moving.

· All vehicles are loaded only within the passenger seating limits established by the manufacturer. 

· Only adults in front seat.

· In our vans all passengers are required to wear their seat belts.

· We do not transport any child under 40 pounds.

Convoy Travel:
We have made the decision as a camp to avoid convoy travel. Should an occasion occur that requires us to stay in a convoy configuration the following rules apply:
· Vehicles traveling in caravan or convoy shall use the extreme right travel lane provided for traffic.

· Maintain an adequate space cushion between you and the other vehicle. Do not tailgate.

· Leave yourself an out by being prepared to avoid unsafe actions by other motorists at all times.

· Search actively for hazards ahead, to the side, and behind you as you drive.

· Travel posted speed limits.

· Your first responsibility is the safety of passengers in your charge, should you loss the convoy, meet at the activity.

· We do not travel in high Occupancy Vehicle (H.O.V.) lanes. This would be unsafe location for emergency evacuation.

·  It is my recommendation that we do not have a convoy. However two vehicle should try to stay together in case one breaks down.

Emergency Vehicles:

The following is from the DDS - Georgia Department of Driver Services:

“If an emergency vehicle (police or other emergency vehicles such as fire trucks, ambulance, ect.) Which has its blue or red lights flashing and/or with audible sirens is approaching you from either direction, you must pull over onto the right-hand shoulder (or as far as it safe) and stop, if possible, until the emergency vehicle has passed. Do not block intersections and in all cases pull to the right and stop.” You should move to the left lane if there is an emergency vehicle to the right.

Drivers Teachers/Aids should have ongoing, open dialogue with their students and give explicit directions as to what students should do if we are in the process of loading / unloading and an emergency vehicle is approaching. Students should be taught to watch the driver/teacher/aid for any type of warning signs and to follow the normal loading and unloading process.

Mechanical Evaluations:
Leased, Rented or Chartered Vehicles with Drivers:

For drivers of the church owned vehicles. bus driver will have documented proof for proper licensing, a skills verification check list accomplished by Paul Parham, and a full MVA check. Skill Verification shall remain on file.
The leased company driver will provide proof of insurance and proof of driver certification.

Mechanical Evaluations:

All repairs or reports of trouble with a vehicle are checked out immediately by the director then if need be, the vehicle is sent to the garage for prompt repair or to be checked out in closer detail by a professional mechanic. Maintenance reports are included. Our safety check is of the highest quality. Our children are safe.

Refueling

Due to the fact that none of our trips or over 8 hours, The Transportation Manager is responsible for refueling our vehicle, this is done once a week. However she/he checks every day to see how the fuel is. No students are on board.

Safety Checks for Bus Every time it is to transport students. Vans will be checked by Transportation Manager once a week as follows:

1. APPROACH


Begin your inspection as you approach, looking for any changes to the vehicles or surroundings. A thorough security awareness sweep of the exterior of the vehicle should be performed prior to entering.

· Changes from Post Trip - Damage, vandalism, graffiti.

· Exterior (side and roof - hanging objects, wires).

· Bumper.

· Windshield - unbroken, wipers present.

· Mirrors - clean, unbroken, attached.

· Leaks - all types of fluid.

2. WALK-AROUND

Follow order listed below which includes the vehicle inspection items and security awareness sweep.

· Front Door side wheel well - look for any objects attached, added wires.

· Fuel Door Area - check is anything unusual.

· Underneath - sight check only, exhaust system, drive shaft, frame secure, anything unusual attached to or under vehicle.

· Rear Brakes (door side) sight check only, chambers, hoses, slack adjusters, drums.

· Rear Wheel Well, Dual Tires (door side) nothing unusual, nothing between tires.

· Rear Tires, Rim, Lug Nuts, Axle Seal - 2/32” tread, no defects, pressure, valve stem.

· Lights and Reflectors - cover clean, secure, unbroken.

· License Plate - clean, present.

· Underneath Rear (sight check only) Shocks and mounts not broken or leaking, leaf springs not shifted, tail pipe unobstructed, nothing between tires.

· Rear Tires, Rim Lug Nuts, Axle Seal (driver side) 2/32” tread, no defects, pressure, and valve stem.

· Battery Box - door locked, protruding wires.

· External Storage Compartment (if equipped)

3. ENGINE COMPARTMENT:

· Open the hood, lift from the side, and bend your knees and push hood up slowly to prevent a back injury. Inspect the entire compartment top to bottom. Check for the following and continue security awareness’ sweep:

· Underneath Hood - anything unusual.

· Hoses, Clamps - cracked, leaks.

· Wiring - broken, hanging,

· Steering Box, Linkages, and Tie Rods - secure, unbroken, no leaks.

· Air Compressor, Water and Power Steering Fluid, Alternator - secure, unbroken, no leaks.

· Air Compressor, Water and Power Steering Fluid, Alternator - secure undamaged, proper fluid levels.

· Belt(s) - no more than ½ - ¾ “ play, missing, loose, frayed, broken.

· Coolant Reservoir - sufficient fluid level, cap secure.

· Oil - proper fluid level, add as needed.

· Transmission Fluid (cold check) - presence of fluid on stick.

· Suspension - leaf springs (not shifted), Mounts, shocks - broken, secure, leaks. 

· Brakes - air chamber, hose, slack adjuster, drum - secure, leaks

· Front Wheels, Tire, Rim, Lug Nuts, Hub Seal - 4/32” tread, no defects, pressure, valve stem.

4. PASSENGER ENTRY:

· Unlock Door - opens and moves freely, undamaged.

· Handrail - secure, anything unusual

· Steps and Light - no obstructions, clean, unbroken.

· Driver’s Seat Area, Passenger Seats, Aisle - anything unusual.

5. INSIDE THE BUS:

Look for unusual objects - in or near trash container, bulkhead compartment, glove box, first aid kit, reflective triangles, fire extinguisher, behind rearview mirror.

Passenger Seats, Aisle - on, under and between - seats secured to frame and floor - behind rear seats, anything unusual.

Start Engine:

· All Gauges Working - temperature, oil pressure, and voltmeter/battery, fuel, and air pressure (if equipped) - speedometer checked on road - lighting indicators.

· Control Panel - wipers, washers, heaters, defrosters, air, dome lights, panel light.

· Mirrors - correctly adjusted.

· Windshield - clean.

· Steering Play, Horn, Gearshift - working properly, moves freely.

· Emergency Exits - doors, windows, hatchet.

· Lighting System - hazard, brake, tail lights, headlights, clearance lights - working properly.

Air Brake Checks:

· Parking Brake Holds - with foot on service brake, place transmission in reverse, accelerate slightly, bus should not move. With foot on service brake place transmission in drive accelerate slightly, bus should not move.

· Air Leakage Rate - engine off, switch on, foot on service brake, release parking brake - should not lose more than 3 psi in 1 minute.

· Service Brake (check when leaving) - moving 5 mph apply service brake (bus or Vans should not pull lift or right). 

Vans will be checked:


Every Day by Driver:

· 
Lights

· 
Damage, Vandalism, and graffiti

· 
Windshield and Wipers

· 
Mirrors

· 
Leaks

· 
Breaks, service and emergency

· 
Emergency Equipment

Documentation:

Document by completing the Driver Security Awareness Sweep and Pre-Trip Form. 

Pre trip forms are turned into the church office
Driver Requirements:

· All drivers must at least be 21 years of age with a valid driver’s license.

· CDL with S or P endorsement is required for the church bus. More than 15 passengers.

· Standard First Aid and CPR is a requirement for our CDL driver. 

· All drivers will be placed on the church insurance, our agent will notify us regarding any problems with their license, i.e. (suspension, moving violations, accidents, DWI or DUI)

· No person who has ever had his/her license suspended, revoked, or has been charged with DUI/ DWI, or a vehicular felony shell be permitted to drive a camp vehicle or transport students under any circumstances. 

· All drivers must complete the Church pre trip form.

    


   Driver Skill Verification
Name of Person/ Instructor _______________________________ 

Title: Transportation Manager/Director 

Name of Driver ________________________________________ 

Height Judgment_______________________________________

Straight Line Backing____________________________________

Student Unloading______________________________________

Student Loading________________________________________

Parking_______________________________________________

Emergency Evacuation___________________________________

Breakdowns________________________Age________________

Signature of Instructor___________________________________

Date_________________________________________________

Driver skill verification:

Prior to operating any camp vehicles, properly licensed driver will be required to complete a training session with the Transportation Manager. The training will include but not be limited to:

· Height Judgment



· Straight line backing

· Student Loading
· 
Student Unloading

· Parking

· Breakdowns

Emergency Evacuation
If you are on the road and have a breakdown or a mechanical malfunction, call the camp. We will give you instructions and arrange pick-ups and, if needed a wrecker to secure the vehicle. If you experience a breakdown on the highway or in a dangerous location, allow the state police to arrange a safe tow to a nearby service facility, and then call the camp immediately. If you have a group of students with you, generally the police will place a call from the cruiser or dispatch for you to us.

Operational Management

This section addresses standards and procedures to insure the safe operation of camp addressing emergencies, protection of participants, insurance, risk management and other areas of strategic planning.

An annual review of the foundational practices is required for certification. This checklist of considerations is printed at the front of this manual and should be considered annually as part of the pre-camp staff agenda.

POST CAMP EVALUATION AGENDA (post camp staff agenda):
Risk exposure:

This is an annual consideration during post evaluation as well as pre camp. Staff will Identify areas of risk and consider approaches to eliminate, minimize or protect against.

Current risk analysis is on file in the policy and procedure folder as an addendum to this manual and should be periodically reviewed.

Because of our constant contact with children and counseling situations in addition to normal property and liability insurance the church also carries wrongful act and sexual misconduct insurance.

Incident Analysis:

Reviewed annually to identify when and where an incident or accident occurred, identify steps to reduce or eliminate occurrence and take steps to modify and implement changes.

Assessment of Standards
In addition to review for the foundational practice the applicable standards should be reviewed for continuing compliance.
Agenda / minutes of this review should be kept on file:

Parent Feed back:

Planning for next year should also incorporate the gathering and consideration for parent input. Email response, focus group, web survey monkey are all good options.

Safety and Security Issues

Intruders are difficult to identify because of the public nature of our building. As policy staff is expected to say hello to any unfamiliar person. In doing so this lets people know they have been noticed and noted. 

If indeed it is discovered that this person should not be present in the building (i.e. homeless) call the director or dial extension 200 for the church front office.

Emergency Procedures

There are few emergencies where the church is not the safest place to be.  For a non community wide evacuation our procedure for leaving the building due to fire or unsafe structure is to:

Teachers will exit the building with their class rolls and class radio

Exit into the nearest parking lot and into the rear baseball field.

Teachers will sit with their class and await instructions.
If the event allows us to reenter another part of the building we will re-gather in the chapel.  For an event which prevents us from staying on site such as power or water failure we go to Stone Mountain Park.

In the event of major area wide evacuation we would go to the park and call parents from there. Emergency books are already in the vehicles but teachers should exit with their class rolls.

Staff should be familiar with the following guideline:
No two emergencies are the same. While the various steps and suggestions outlined in these procedures represent the camp’s guidelines, your own good judgment should be the final authority until you are able to contact assistance. The safety and well-being of the campers and staff ALWAYS comes first.

MAJOR INJURIES AND ACCIDENTS

If you are the primary staff member at the scene in camp:


1.
Count to ten and evaluate the overall situation. Do not rush or panic.


2.
Take charge. Be firm and clear with your instructions to campers and staff. Use a calm tone of voice.


3.
The staff member with the highest level of appropriate certification is delegated the responsibility to aid the injured party. Give priority attention to caring for the needs of the victim. The person rendering first aid must enter the information in the camp health log within 12 hours of the incident.


4.
Delegate another staff member to ensure the safety of other campers by taking them away from the immediate scene and organizing singing, games, or other activities. Retain one staff member at the scene of the accident with the victim.


5.
Contact the health-care supervisor as soon as possible. Provide a clear description of the emergency and your location.


6.
Notify the Camp Director or other administrative staff in the camp office. If someone else answers the call, tell them: “This is an emergency, I must talk to the Camp Director.” Do not discuss the situation with them.


7.
Begin collecting the facts. What happened? How? When? Where? Witnesses? Where were the staff? Campers? What could the victim have done to prevent the injury?


8.
Once the health-care supervisor/Camp Director arrives at the scene, summarize the situation and answer questions. The health-care supervisor or Director will take charge.


9.
Prepare accident reports within 24 hours.

10.
In the case of a critical accident, serious injury, harm or fatality: Keep a responsible adult at the scene of the accident or emergency situation to see that nothing is disturbed until medical aid or the law-enforcement authorities arrive.

If you are out of camp:


1.
If the injury is not a life/death situation or is an illness, contact camp first. If the emergency appears to be life/death related, call 911 first (or appropriate EMS number), then notify the camp.


2.
Be prepared to deal with the public and possibly the media. Do not issue any statements. Do not make any comments “off the record.” Do not speculate.


3.
Indicate as pleasantly as possible that you are not authorized to speak for the camp and refer them to the Camp Director.


4.
Make NO statement orally, or in writing, which could be interpreted as assuming or rejecting responsibility for the accident or emergency. Under NO circumstances reveal the name of the victim or other persons involved. 


5.
Cooperate with the public emergency personnel at the scene. Get the name, badge number, and jurisdiction of the officer taking the report. If possible, get the report number, too.


6.
Contact the child’s parents only if you have authorization from the Camp Director or health-care supervisor.

If you are a secondary staff member at the scene: Campers’ safety is first!


1.
Quickly and quietly follow the directions of the person in charge of the situation.


2.
Do not panic . . . remember, you must set an example for the campers at the scene.


3.
Offer advice only if you are more knowledgeable about the incident or you are asked.


4.
Do not discuss or allow campers to discuss the situation with anyone other than camp personnel or law-enforcement officials.


5.
Assist in preparing reports as needed.

At the Pool

Near-Drowning:


1.
The lifeguard signals a long blast on the whistle. This signal alerts other pool staff and watchers that it may be necessary to clear the pool and put rescue procedures into action.


2.
Lifeguard on duty will reach victim in the fastest possible way and administer appropriate lifesaving techniques. If she/he requires help in the rescue, she/he extends a clasped fist into the air. Remaining lifeguards assist with the rescue.


3.
Lookouts and additional guards signal all campers and staff to leave the water and the pool area. The lookouts/counselors will supervise the campers.


4.
One counselor will be asked to report immediately to the office and explain the nature of the incident. The health-care supervisor and Camp Director will be contacted immediately. If the emergency is a drowning or major injury, 911 will be contacted. (Follow procedures for Major Incidents and Accidents.)

FIRE

Fire drills are held within the first 24 hours of each session as prescribed by state law. The safety of campers and staff depends on everyone performing their job efficiently. To avoid confusion during an emergency, learn your responsibilities well.

Review with campers an emergency exit from their sleeping area and where to assemble when they hear the alarm.

When the Alarm Sounds

Stop all activities, assemble all campers in a buddy line and count to be sure all the campers and staff are present. All persons, if possible, should have shoes on their feet, and if at night, flashlights. Proceed quickly and quietly to the designated parking area. Walk on the side of the road facing traffic. Leave room for vehicles to pass. Upon arrival, do another head count and report the number of campers and staff present to the person in charge. Keep the campers quiet and calm and wait for further instruction.

If the fire prevents you from reaching the parking area, use good judgment. Stay put so an administrative staff can reach you OR exit quickly, using the safest route, to the nearest road. Wait at the road for assistance.

If possible, bring the campers’ medications and the unit first-aid kit.

Staff without unit responsibility will carry out their assigned tasks.

Exit

If it is necessary to immediately evacuate the camp, campers will be divided by units and loaded into all camp vehicles and transported to a safety zone. Keys to all vehicles are located in the camp office.

EARTHQUAKE

Most campers are well rehearsed in earthquake “duck-and-cover” drills at school. If campers are inside, have them move away from windows and “duck and cover” under beds, tables, or stand in braced doorways. If the earthquake catches you outside, move away from buildings and trees. Seek an open area.

After an earthquake, do not enter any buildings until they have been checked by the camp administrative staff or the rangers. If possible, shut off the electrical system until the building is checked. Attempt to stop any water leaks.

Stay in your area if it seems safe. Calm the campers and provide program activities (singing, stories, etc.) until help arrives.

ELECTRICAL STORM

Lightning will seek tall objects, so stay away from lone trees, drinking fountains, and hilltops. Seek shelter under a low clump of trees, in a building, or automobile. All swimmers and canoers must go to the edge and get out of the water upon the signal from the waterfront staff.

MISSING PERSON PROCEDURE

On the first day of the session, review with campers “Staying Found” (see Hiking Procedures) and what to do if separated from the group with campers. Upon determination that a camper is missing:


1.
Determine when and where the camper was last seen. Stay calm so you don’t frighten the other campers.


2.
Discover (if possible) the state of mind of the camper. Was she depressed or angry, threatening to run away? Did he fall behind on a hike, or leave to visit a friend in another unit? A camper who does not wish to be found will require a wider and more careful search.


3.
Do a search of the immediate area with available staff. (The camper may have wandered to the edge of the activity.) Ask nearby campers and staff if they have seen or know where the camper is. Before leaving the rest of the group to find a camper, see that they are supervised by another staff member.


4.
Check any known accomplices (friends in other cabins, etc).


5.
Check bathrooms, dining hall, the cabin, and a friend’s cabin.


6.
Contact the Camp Director or other administrative personnel about the situation. Include the name of the missing camper, when and where last seen, description of child: hair, eyes, weight, height, and, as close as possible, clothing. The Camp Director will organize an extended search. If the camper is not found in 20 minutes, the camper will be presumed lost. The Camp Director will institute a public search that will include contacting the sheriff department, camp office, and camper’s parents.


7.
Do not ignore the remaining campers. Be calm and positive. Acknowledge their fears and move on to some activity.


8.
Complete an incident report and any other reports requested.

INTRUDERS

Unfamiliar persons on the camp property may range from someone lost and looking for directions to a person with intent to do harm to persons or property. Some judgment must be made on the part of staff. Be observant as to the make, model, and license number of the car. Persons should be questioned to ascertain who they are and why they are here. Do not antagonize the intruder. Be polite, give assistance if possible, refer the person to the camp office, or ask them to leave. 

If the appearance of the unfamiliar person makes you uncomfortable, approach with another staff member. Someone should stay with the campers away from the situation.

If the person seems threatening in any way, do not approach or take any chances. Remove yourselves and the campers from the area, notify the camp office, and observe the whereabouts of the person.

Teach the campers to come quietly and tell you if they see an unfamiliar person on the property. If a child encounters an unfamiliar person, real or imagined, never tell the child that “it really wasn’t anything,” “there is no need to be afraid,” or “it was just your imagination.” Frightened children need to be allowed to experience their fear, to know that it is okay to be afraid, and to talk about their experience.

If you are off camp property, keep a staff member with the campers while two other staff members go to notify a park ranger or law-enforcement officer if someone seems to be behaving suspiciously or inappropriately around your area.

Notify the Camp Director immediately of any intruders. Complete an incident report and any other reports requested.

KIDNAPPING

All staff members will refer all visiting persons (stranger or known) to the Director. Under NO conditions may a camper be removed from camp without the permission of the Camp Director.

Strangers may come to the camp in search of potential victims. Custody disputes between parents can result in an attempt to remove a camper from camp. We have a form that parents sign on registration day if a camper is to be picked up from camp early or by another person! The Director will verify this written instruction if someone comes for a camper.

Should a camper be taken from camp without the expressed and direct approval of the Director: Get descriptions of all persons involved if possible (hair, clothes, height, license number of car, etc.). Notify the Camp Director IMMEDIATELY!

UTILITY FAILURE

In the event of any extended utility failure camp will evacuate to Stone Mountain Park.

Should a major leak/break in the line occur in your area, shut off the water as instructed during pre-camp training. Use the intercom to notify the camp office.

Electrical:

A power loss may occur from sources inside or outside the camp. An electrical fire must be dealt with immediately. Be sure everyone knows that the wires and electrical equipment substations and large green transformer boxes are dangerous and off limits. Complete a Request for Repair for the maintenance staff if you see one unlocked.


1.
Lack of Power: Check the circuit breakers as instructed during pre-camp training. A “tripped” breaker will be positioned midway between on and off, and may have some red showing. To reset, turn the breaker off then back on again. If the breaker trips again, and you can manage without the circuit, switch the breaker to “off” and report the problem along with the breaker number on the Request for Repair form. Note: The intercom phone will not work if the power is off to the entire camp. Stay put. The administrative staff will come with an appraisal of the situation and instructions.


2.
Electrical Fire: Sound air horn and divide duties. Assemble and evacuate all campers, notify camp office while staff fights the fire. Never use water on an electrical fire. Use a fire extinguisher or baking soda. Try to turn off the circuit breaker.


3.
Downed power lines are extremely dangerous. Stay clear and don’t touch them. You risk death if you contact energized lines or appliances or if you touch a victim who is in contact with them.
Emergency Communications:
Keep your radio on channel 1

Phone system Dial in Press * enter 102 enter 6124 enter 8 and record information directing the parents. 

(Our phone system connects all 25 cell phones as if they were extensions.)

Phone and directions to emergency care are included in each van book.

Parents should be contacted by teachers after approval by the director and after a pickup plan has been organized. If a computer is accessible email parents.
If the media becomes involved only the camp director or a pastoral agent of the church should speak to the media.

Camp Safety:
Camper Safety Orientation:

During the first 2 Mondays of camp the orientation will cover:

Camp and classroom rules:  
Emphasis hallway 
No running   
No horseplay

Church bounders: 
Tree line around the church (Note Poison Ivy)

Bus rules / safety discussion

Public – “Family Groups”

 In Public areas
While in any public setting Staff will utilize family groups. Family groups are to be explained in the staff manual and reviewed in pre-camp orientation and explained to the campers.

In every public setting there is a member of the management team assigned to attend without supervision of children and a pre arranged meeting point to gather.

Our staff to camper ratios remains as 1 to 7 for K-3 and 1-8 for 4th – 6th however it acceptable for those campers 12 and over to organize a check in schedule and are not required to be physically attended at all times.
Staff is specifically responsible for the children assigned. Staff will accompany the children as a family and not as a Sheppard. In no case will it be acceptable for 3 staff to herd behind a group of 15 children. Each staff are responsible for the assigned child by name and totally. If the camper has to go to the restroom that assigned staff is the one who must give permission. No other staff can give permission to other families’ children.

Likewise campers are to understand they are fully responsible to the adult staff assigned. They can not seek permission from or make a request from any other person. They may not change groups without direct face to face permission.

Should separation occur the staff and family group should go to the designated meeting point and communicate by radio / cell phone to meet managing staff.

Available management for the public venue should be informed right away. And missing person policy as stated earlier should be implemented.

Camper end of day release.

Until you are familiar with the parents a license is required. Pick up by alternate persons requires a note with signature from the parent. In the event of any confusion or conflict call the parent and confirm. 

All expected but not attending students should be called as early in the day as possible.
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Camp is an agent of Smoke Rise Baptist church and is not incorporated in any way apart from the church. As such we fall under the insurance, legal, and human resource policies of the church at large. Provision’s stated here are an attempt to address policies that are specific to and a benefit for camp. For any conflict in process or procedure the operations and policies of Smoke Rise Baptist Church supersedes any operational policy created by Sumer Camp.
Director Qualifications

The director’s position shall require at a minimum:
A bachelor’s degree

At least 2 years supervisory experience in a camp setting
Will demonstrate the ability to evaluate and address areas of personal need and growth

Will be at least 25 years old

Special Needs Staff Requirements

Although we do not directly serve a special needs population we are equipped to some degree for a variety of issues. We are staffed with several special education teachers. Our camp has reached out to aspergers, autism, hearing impaired, learning disabilities, PDD, adhd and other illnesses. We are pleased to make this opportunity available; however care should be taken to appropriately advise the parent as to the travel and independent nature of our camp. We offer understanding and some accommodation but one on one care is not offered.
HR-3 Hiring Policies and staff screening:
Camp hiring policies are as stated on the page following. (See signed copy as reference in HR folder.) In addition it is the overriding church policy that no one under 16 ever be let alone in supervision of children.  Policies and screening for year round staff fall under the scope and authority or the broader church policies. A reference copy is on file in the camp office.

As a matter of policy the following is required annually for all summer camp staff; paid, volunteer and contracted.
Voluntary disclosure statement

National Sex Offender Registry Check (nsopr.gov  by Director)
In addition at initial hiring:

A criminal back ground check. (Staffing One / David MacFarlin’s office)
Two reference checks and verification of previous work history.

The interview process: 

We ask each candidate for the qualities they feel are necessary for a successful camp counselor and we conduct two interviews; one on the phone and one in person.  The requirements are that they have worked with children or are working on a child specialty degree.  We conduct two pre-camp information sessions which include further training.  We do background checks and references are also checked.  A staff member will ask why you are interested in working for our camp. What skills do you have that make you suited for this position?  As a camp staff member, you would have an opportunity to interact with children. Why do you think you would be a good candidate to work with them?  How will your experience and education impact your work on a camp staff?

Staff Hiring Policies/Procedures – SRBC SUMMER CAMP

Application
Application packets, including the appropriate application forms and job descriptions, shall be available for job inquiries and job fairs.

All staff – long- and short-term, seasonal and year-round, part- and full-time – must complete the appropriate Camp staff application form:

New seasonal summer staff: Camp Staff Application Form

Returning seasonal summer staff: Camp Re-application to update;



Current health information



Current self disclosure



Current permission for background check

Screening
Following are steps in the screening process for staff applicants of Camp that are to be completed, depending on position:

1.
Verification of previous employment

At least one check of previous work (or volunteer) history completed for all staff. 

For administrative staff, verification of previous employment directly related to position required.

2.
Reference checks

At least one acceptable personal reference received for all staff. 

Reference check will be done by phone or email with at least one acceptable job-related reference received for all seasonal and full-time administrative and program positions.

3.
Verification of degree/license/certification

Random spot check of educational information supplied by administrative, program director, and environmental education applicants through Staffing One.

Copies of license/certification required for health care personnel, tripping personnel, and waterfront personnel.

4.
Criminal background checks

Satisfactory background checks required for all new year-round staff, and seasonal staff with supervisory contact with children or youth groups. 

Voluntary Disclosure Form required for all other staff.

5.
Driving record checks

Driving record checks through insurance carrier required for all persons driving any camp vehicles and/or transporting any campers, staff (except for time-off), groups, or camp equipment.

6.
Drug/alcohol tests

Bus drivers who are required to have commercial drivers licenses must comply with state mandatory drug-testing programs.  

Camp staff personnel policies specify other circumstances when drug or alcohol testing may be done.

7.
Personal interview

Personal interviews are to be conducted with staff as follows:

Seasonal summer staff  – Camp Director and assistant camp director will interview all seasonal camp staff – preferably in person but at least by phone for all positions.

Year-round administrative staff – executive director will interview in person.

Environmental education staff – executive director will interview in person.

Reviewed by:________________________________________________   Date:______________________

Title: ______________________________________________________

Job Descriptions / Preparatory Information

Prior to beginning work each staff member will be given a written job description that identifies the essential functions of the job, and information on the nature and diversity of the total camp population, and the general characteristics of the camp and programs offered?  (See WELCOME emails for examples as well as various information distributed thought the spring)

Our welcome email specifies job position, salary, schedule, supervisor, team mates, job description and also includes as attachments rules for camp, staff policy information and reading for effective teaching strategies..
We ensure campers are provided with teachers who can lead small and large group activities, supervise campers participation in structured and unstructured activities, demonstrate sensitivity to the needs of campers served, interact appropriately with campers in a variety of situations, appropriately model behavior and use positive behavior-management techniques - enthusiasm, sense of humor, patience, and self-control.
Able to assist campers in emergency (fire, injury, etc.); drive (especially day camps); observe loading and unloading of buses; and possess strength and endurance required to maintain constant supervision of campers.  We also have a before camp training session where we provide CPR/First Aid Training and the transportations specialist provides each camp counselor with training on the safety practices and procedures of not only boarding and unloading but how to safely cross the street and the procedures of counselor placement when walking.

Our Camp Population

Smoke Rise Summer Day Camp is a very unique camp.  We have some of the brightest and most versatile campers in the Dekalb/Gwinnett County area.  The general population consists of African Americans, Anglo Saxons, 1st generation Europeans and Africans.  Many of our campers are from 2 parent professional environments and they are considered the upper middle class in our society.  We also cater to a small disabilities population that requires constant provisions to their diet, medication and activity levels.  

Job descriptions
Position Asst Manager Camp Lead Teacher- 

Qualifications: BA degree
Experience: experience mentoring teachers, experience in parent contact

Responsible to: Camp Director

Responsibilities: This position involves the direct supervision of two group leaders. You are to insure the smooth function of camp schedules and transitions. You will assist and advise classroom teachers in areas of class discipline, the production of lessons and appropriately engaging the class. In general if it happens in class it is your job to structure, supervise and oversee the process. Outside of class you are responsible for presenting chapel and for the teacher scheduling. You will supervise, evaluate and offer feedback to teacher performance. Where needed you will attend field trips as supervision or will have duty staffing camp as our supervisor on duty / parent contact person.
Essential skills: Able to manage and mentor peers. Must be able to drive and have the ability to communicate well with others.

Position Asst Manager Camp Supplies - 

Qualifications: A demonstrated ability to organize, manage and structure

Experience: At least 2 years in a position with organizational responsibility

Responsible to: Camp Director

Responsibilities: This position involves everything outside the classroom; supplies, event scheduling, resource availability, lunch, and distribution of resources.  All the areas one would consider the backbone of camp which includes newsletter, and other functional flow of business procedures. Excluded from this are issues involving money, payroll book keeping and program reservations. Outside these basic duties you will organize and schedule recreation and craft activities. Where needed you will attend field trips as supervision or will have duty staffing camp as our supervisor on duty / parent contact person.
Essential skills: Must drive and must be able to physically manipulate the environment.
Position Class Group Lead - 

Qualifications: 25+ years old and a demonstrated ability to organize manage and structure

Experience: At least 2 years in a position with organizational responsibility

Responsible to: Camp Lead Teacher

Responsibilities: In addition to the normal duties of teacher you are also trip leader for your group and you will have responsibility for the money, check in and functional process for field trips. As group leader you will assist the lead teacher in her duties to supervise and communicate with the camp staff.

Essential Skills: Must drive and must be able to move freely in the supervision of children.

Position Class Teacher

Qualifications: Must be 21 or over
Experience: At least 2 years in a setting with responsibility for classroom structure and management.

Responsible to: Class Group Lead / Camp Lead teacher
Responsibilities:  Class room teachers are responsible for Summer Bridge, creating family groups, managing transitions, communication, organizing the day, developing and presenting religious study lessons, class management and above all fostering relationships with the kids. Should know the schedule and have games and activities planned for unexpected free time. 
Essential Skills: Must drive and must be able to move freely in the supervision of children.

Position Class Aide
Qualifications: Must be 18 or over
Experience: At least 1 year in a childcare setting.
Responsible to: Class room teacher
Responsibilities: Class aides should be involved enough with the class to be able to take over in the teacher’s absence but their primary job is to be at the direction of the class teacher with their first responsibility is to building good kid relationships.
Essential Skills: Must be able to move freely in the supervision of children.

Food service personnel – Our camp has an outside vendor that delivers food to the camp three days a week.  Her staff provides a meal with one or two meats as well as fruits and vegetables and a desert.  We have two dedicated staff members to make sure the kitchen is cleaned up and food is stored away in the camp refrigerator.  Our refrigerator is monitored daily to ensure proper temperature is maintained at all times.  The kitchen staff wears gloves to serve the food and to make and serve the beverages.  
Maintenance supervisor- The maintenance crew used at our camp is provided by the Smoke Rise Baptist Church who we communicate verbally if we have bathrooms that need attention or any light bulbs are needed and if maintenance needs to be done on any of the rooms.  

The church has assured us that the crew employed by Smoke Rise is able to use equipment and tools; drive different types of available vehicles; observe what needs to be done; communicate with staff and has the physical strength to lift, dig, load, repair, etc.

SAMPLE LITERATURE GIVEN OUT IN APRIL, 2008

Good Day Lane and Janelle,

I hope all is well and you have had a great weekend…Just wanted to put in writing what was discussed at Saturday’s meeting and give you some forms to duplicate and plan on using during the course of the summer.

Talk to you soon and if necessary please call me tonight at 770-981-0953 anytime after 9 p.m.

See you tomorrow at the meeting. 
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1) Lesson Plans-Attached you will find the Lesson Plan form…I would like to have each grade to have their own folder.  We will keep each grade’s folder up at the front desk and at any time we can locate classes, interact, if needed.  It is important that all teachers recognize that they are to have four bible study lessons (45 min each) for each week and 4 to 6 indoor/outdoor games available weekly.

2) All Teachers and Teacher Assistants must come weekly prepared for swimming and have on the lesson plan the weeks they are not swimming.  Remember to remind them under no circumstances can they be in 2 piece swimsuit…we require a one piece swimming suit.  NO EXCEPTIONS!!!

3) Leaving the building without permission will result in your pay being docked and the time management will be monitored by Ms. Donovan, Velvet and Mr. B.  Any discrepancies will be dealt with on an individual basis.  Continued abuse will result in termination.  This also applies to excessive tardies.

4) All walkie talkies must be administered by lead teachers and given back to lead teachers at the end of each day.  At that time we will check to see if they are in good working order.  Please monitor throughout the day that they are on and teachers are communicating with each other.  This also applies to teacher assistants.

5) It is the responsibility of the teacher in each classroom to know at all times if there will be any absences.  Please research and provide each classroom teacher and assistant a phone list of subs.  Once approved with Ms. Donovan or Mr. B. then Ms. Donovan will be the one to call the sub and confirm their attendance on the dates specified.

6) The weekly day long field trip (Wed.) will result in many times having the day not end until 5:00 p.m.  Please make sure all teachers know this.  Lane or Janelle may reward any teacher with a duty free lunch off campus for 30 minutes.  We ask that Lane and/or Janelle document the time in and out and they only allow one or two to do this per week.  Please keep in mind that it is your responsibility to approve this and if you are not made aware of this at all times we will have to eliminate the privilege for that teacher.

7) Please encourage all K-3 Teachers to know when we are on field trips that money is not to be shared.  Please give to each teacher envelopes with each child’s name on it to be utilized during the day.  At the end of the day we can leave it up front to be returned to the parent, if necessary.

8) All Teachers will be issued workbooks for their morning class time.  The books are called Summer Bridge and we require all campers to work in them for a minimum of 30 minutes daily.  To provide continuity please enforce quiet chapel music, no singing or games can be played during this time.  The only exception to Summer Bridge is with a note from a parent that they NEED to work on something else-summer packets, etc.

9) We will have to schedule bathroom times for the 4th-6th classrooms and have the teacher and an assistant monitor at all times.  For the K-3rd classes there must be a assistant or teacher in the restroom the entire time the class is there.  I will check to see if we can have the K-3 classes only use the bathrooms by the camp office and the 4-6 classes utilize the bathroom by the craft room. 

10) I have included a “Help, I am in need” sheet.  This will be collected and turned in with lesson plans on a weekly basis as well.  We will keep it in the folder of each teacher and then you can review it at any time and meet with the teachers at your leisure.  Please know that Mr. B or I may want to read your response so please handle issues both in writing and in person.

11) Classroom décor must be relevant and colorful…the parents don’t get a chance to see us much during the day so the only way they can see what we are up to is to visit the classroom.  Enforce and guide each teacher to post art work, bible verses, pictures, their bio’s and why they love working with the camp, decorate t-shirts, etc .  We need the rooms to reflect our mission, our goals and the children’s day.
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Friday Off Campus Pass

Signed by________________________________

Approved by______________________________
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Friday Off Campus Pass

Signed by________________________________

Approved by______________________________
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Friday Off Campus Pass

Signed by________________________________

Approved by______________________________


Teacher’s Name______________________________________

Problem Area ____________________________________________________________________________________________________________________________________________________________

Need Ideas to deal with a camper _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

I feel overwhelmed __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ Resources ____________________________________________________________________________________________________________________________________________________________

Supplies that I need for the week ______________________________________________________________________________
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SEE YOU TOMORROW NIGHT AND REMEMBER…WE ARE THE CRAZIEST, BUSIEST, FUNNIEST CAMP IN TOWN AND IT MAY SEEM OVERWHELMING RIGHT NOW BUT DON’T BLINK BECAUSE BEFORE YOU KNOW WE WILL BE SAYING…

SEE U NEXT SUMMER!!!
 Job Training

Pre camp literature is distributed with camp rules and class room management in preparation for our Saturday training sessions which this year was a Saturday and Monday. 

Training Goal: We are not like other camps. We do not focus on skill training. Our counselor training is all about managing transitions, public field trips and classroom management. Our stated philosophy is one of involvement and influence so we also discuss topics like discipline and building self esteem. We discuss the expectations of each job position and we also do role play so everyone can trouble shoot in a child free environment with peers who have wonderful and stimulating solutions for examples of our many scenarios.
Training Agenda:

Pre Meeting Literature:
Camp Rules, Typical day walk through, classroom management, Effective teaching

Saturday:


Welcome Back


Camp Philosophy – influence – interact - interject

Camp Goals


Who is our student?


What is your job?



Surrogate parent



Mandated reporter



Classroom management

Review the class management poster

(this is a synopsis of the effective teacher reading)



Camp discipline




Review the camp rules



Review Behavior management and the discipline structure – 
When to involve me & Donovan



Camper interactions



Go through the camp staff guidelines (Operational Management)



Walk through of expectations and daily procedures.





During this walk through of the day we discuss:





Medical concerns






Intruders, parent who gets the kid sign out issues






Church property and boundaries






Safety concerns

Emergency procedures


Parent / community topics
T-shirts and room assignments.

Monday

CPR FIRST AID AED training.

 Health and safety issues and concerns

How to handle meds


How to report an incident


When to get involved



WHEN NOT TO

Special needs discussion:


Diabetes


Adhd


Aspergers

The first Day: – the notebook – Everyone gets a notebook with the staff personnel a policy which includes all the discrimination and harassment material. They are required to read and sign this. This material includes a discussion of sexual harassment which is further discussed at our first staff meeting.

The first week - transportation:

Each driver is taken aside during the first week and given an orientation on the transportation policies and procedures in small groups of 2 or 3. They are instructed in emergency procedures, loading, discipline in transport and general safety familiarized with a walk through and a skills test.
PERSONNEL POLICIES

OUR CAMP provides equal employment and volunteer opportunities to staff and applicants without regard to race, color, religion, national origin, gender, age, disability, or veteran status – except in limited instances when age or gender considerations are bona fide occupational requirements (for example, for cabin counselors or to meet minimum accreditation age requirements.)  

The camp counselor and camp staff person are the primary instruments through which the objectives, goals, and philosophy of OUR CAMP are transmitted to the camper. The counselor is expected to be aware of and abide by the following personnel policies:


1.
Camper Welfare: The first responsibility of each and every staff member is the health and welfare of the campers. Each staff member is expected to take every care to protect the privacy and person of each camper. Physical punishment or any sexual contact between staff and campers is inappropriate and will be grounds for dismissal. Caution should be taken any time a staff member is alone with a camper (outside of the view of other staff members). This is for the protection of the camper and the staff member, as well as the camp.


2.
Facilities: All staff are responsible for care of the camp’s buildings and equipment. Camp vehicles and camp animals are not available for personal use without prior approval of the staff member’s immediate supervisor. Unauthorized use of camp gasoline, tools, equipment, or supplies is prohibited. Pay phones are available for personal calls and are to be used only during time off. Office phones are for camp business only.


3.
Insurance: Worker’s compensation insurance is carried by the camp on each employee for work related injuries/illnesses. This insurance does not cover non-work related injuries/illnesses.
 Liability insurance is carried by the camp which covers each employee when carrying out assigned camp responsibilities, as long as the employee is not negligent in carrying out those responsibilities.


4.
Pay Periods: The wage agreement is based on an hourly rate.  Daily sign in and sign out is required. The camp will issue pay checks as 1099 income every second Thursday beginning Thursday of camp week 2.

5. Time Off and Sick Leave: Staff are free to request time off at any time but we prefer that you attempt to make appointments on Fridays. Subs will be secured when necessary. If you are to be out you must notify Ms Donovan and your class room partner.


7.
Alcohol/Tobacco/Controlled Substances: Alcohol and controlled substances are not allowed on the camp property. In addition, employees are not to return to the camp property under the influence of alcohol or controlled substances. Breaking this policy is grounds for immediate dismissal.



Smoking and chewing tobacco is discouraged, but is permitted in designated areas. No smoking is permitted in any buildings. All employees are asked to refrain from smoking in any areas of camp frequented by campers. Underage use of tobacco products is prohibited.


8.
Community Relations: Staff are asked to be sensitive to the people in the communities near the camp. Each staff member represents the camp in his or her dealings with members of the local communities, as well as behavior off the camp grounds.


11.
Grievances: Should there be a disagreement over the interpretation of camp policies or a grievance related to one’s duties or relationships with fellow staff members, it should be reported to one’s supervisor promptly. Should the supervisor be the source of the grievance, the staff member may report the grievance to the supervisor of the supervisor or to the Camp Director.

12.
Evaluation: In an effort to help the staff member perform his or her duties at an optimum level, each staff member is evaluated on a regular basis. The employee’s supervisor will indicate the frequency of the supervisory conferences, and at the conclusion of each conference, share a written evaluation with the employee. The employee and supervisor will both sign the agreed upon evaluation and it will be filed in the staff member’s personnel file.



One does not have to wait for a scheduled supervisory conference to seek advice or counsel from one’s supervisor. The primary responsibility of a supervisor is to be available to deal with the day-to-day problems of his or her supervisees.

13.
Harassment: OUR CAMP recognizes that a person’s right to freedom from discrimination includes the opportunity to work and play in an environment untainted by harassment. Offensive speech and conduct are wholly inappropriate and intolerable to the harmonious relationships necessary for the operations of the camp program. Harassment has the potential to create an intimidating, hostile, or offensive work environment and may unreasonably interfere with an individual’s work performance, which could adversely affect an individual’s employment opportunity.

Harassment includes all unwelcome advances, written or verbal innuendos, threats, insults, or disparaging remarks concerning a person’s gender, national origin, race, creed, color, ancestry, age, sexual orientation, veteran status, physical or mental disability, or religious beliefs that are offensive to a person associated with the camp program. Examples include verbal harassment (epithets, derogatory comments, demeaning jokes, slurs, threats, etc.), physical harassment (assault, unnecessary touching, impeding or blocking movement, physical interference with normal work or movement, etc.), and visual harassment (derogatory or demeaning posters, cards, cartoons, graffiti, gestures, etc.).

14. Sexual Harassment: In addition to the above, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and conduct of a sexual nature when submission to such conduct is made either explicitly or implicitly a term or condition of employment AND/OR submission to, or rejection of, such conduct is the basis for or a factor in any employment decision affecting the individual.

Any employee who has a question or concern regarding any type of discrimination or harassment is encouraged to bring it to the attention of their immediate supervisor or the Camp Director.  Any individual who is found to have harassed another individual, will be subject to discipline. Persons that have been exposed to harassment are encouraged to report the harassment to an appropriate supervisor. Supervisors who become aware of unlawful harassment or inappropriate behavior must report the incident to the Camp Director.

ADVANCE \u 15

ADVANCE \d 15
Note: These policies are designed to clarify, generally, the employer/employee relationship and should not be considered as a contract or a guarantee of employment.

Before you sign this personnel policy, be certain you have a complete understanding of what it will demand of you. Proper expectations and communications are a must for a successful and enjoyable experience. Please contact your supervisor with any questions.

ACKNOWLEDGMENT

I acknowledge receipt of the OUR CAMP Personnel Policies and understand that this document supersedes all prior documents and any other verbal or written agreements. I have read and understand the camp policies. I understand Retreat Program Policies may differ from Summer Program Policies. I also understand and agree that my employment is at-will, which means I have the right to terminate my employment at any time and for any reason and the camp has the same right.

I shall endeavor to understand and faithfully interpret the camp philosophy, objectives, and goals in my relationship with campers and all staff.

I shall conduct myself in an exemplary manner, recognizing that I am an adult role model for my campers. By my behavior, I will always try to demonstrate high moral values. I recognize that my conduct when I am away from the camp premises also reflects on the camp.

I shall always seek to be truthful, honest, and fair in my communication and interaction with campers and all staff including directors.

I accept the challenge of helping my campers increase their awareness of and responsibility to others and to the world of nature, helping them gain in self-confidence and self-concept, and of teaching them new skills.

I shall refrain from abusive language and any form of corporal punishment or embarrassment in my dealing with campers and other staff.

I shall be accepting of the diverse racial, national, religious, and cultural background of my campers, and not seek to impose my own particular views.

Employee Signature
Date


Camp Director Signature
Date


Executive Director Signature
Date


Performance evaluation processes
INSERT REPORT CARD

Name/Title of Staff Observed:__________________________________________________ 
 
 

Activity:_____________________ Date: ________________________
 
 

Name of Supervisor:________________________ Time:____________________________________
 
 

Site:________________________________________________________________
 
 
 





Rate the staff member according to the following criteria:




 
 NA= Not applicable; NI= Needs Improvement; 


Meets= Meets expectations; Exceeds= Exceeds expectations
Please make comments including encouragement, praise, suggestions for improvement, expectations, necessary corrections, etc.



 
         


1.  Did the staff member orient the participants to the 
NA        NI       Meets    Exceeds  

activity with clear instructions on procedures, equipment,
 
 
 
 

safety and behavioral expectations?
0
1
2
3

Comments:


 
 
 
 
 
 
 

2.  Did the staff member enforce general camp safety
 
 
 
 

regulations, as well as those of the specific activity?
0
1
2
3

Comments:


 
 
 
 
 
 
 

3.  Were adequate instructions given in a clear and 
 
 
 
 

understandable manner- appropriate to the age and 
 
 
 
 

skill of the participants?

0
1
2
3

Comments:


 
 
 
 
 
 
 

4.  Did the staff member monitor participants closely
 
 
 
 

as they developed competency?  Did the staff member 
 
 
 
 

continue to provide adequate supervision as the 
 
 
 
 

participants progresses in the activity?
0
1
2
3

Comments:


 
 
 
 
 
 
 

5.  Were any/all potential hazards identified and 
 
 
 
 

managed effectively by the staff member?
0
1
2
3

Comments:


 
 
 
 
 
 
 

6.  Were emergency procedures applied appropriately?
0
1
2
3

Comments:


7.  Does the staff member interact with the participants
 
 
 
 

in an appropriate and respectful manner, focusing on the
 
 
 
 

needs and interests of the participants?
0
1
2
3

Comments:


 
 
 
 
 
 
 

8.  Does the staff member use positive behavior mgmt.
 
 
 
 

techniques according to the camp's written procedures?
0
1
2
3

Comments:


 
 
 
 
 
 
 

9.  Does the staff member's performance meet the 
 
 
 
 

expectations addressed in the job description and 
 
 
 
 

personnel policies?


0
1
2
3

Comments:
 
 
 
 
 
 
 

10.  At what level would you rate the staff person on the following attributes?:






NA        NI       Meets      Exceeds  
Maturity



0
1
2
3

Proficiency in activity

0
1
2
3

Enthusiasm


0
1
2
3

Cooperation with other staff

0
1
2
3

Use/Storage of equipment

0
1
2
3

Assessing size/skill level of participants
0
1
2
3

Comments:


 
 
Additional comments from the supervisor and comments from the staff should be recorded 

on this form or on another sheet and attached:





 
 
 

Supervisor signature:______________________
Date:_____________________
Staff member signature;___________________________
Date:_____________________

Approximate date of next observation:
______________









Staff member goal for next observation:

SUPERVISION RATIO REQUIREMENTS
When away from camp on any field trip the maximum ratio must be no les than:

4-to 5-year-old day campers

1:6

6- to 8-year-old day campers

1:8

9- to 14-year-old day campers

1:10

    15- to 17-year-old resident campers  

1:12
The exceptions:
Within the building while in the interior camp setting where staff is accessible in a next door setting there will be no special supervisory ratio required. During movie time, Lunch, group recreation, chapel, and academic times are typical examples of times the campers are confined to a well defined and manageable space where supervision can be minimized.

While we do not require 2 staff be present in any particular setting we do encourage it in all settings.

Staff Age Requirements
Smoke Rise Summer Day Camp only employs staff members that are 18 and older to ensure that everyone that works with our camp can do the following; drive our vans, transport a sick child to the hospital or make a decision that only a mature adult can make.  We also have found that a camp counselor who is over 18 is more focused; more committed to the position and will be more dependable in the long run.  This also is in line with the policies and procedures of the Smoke rise Baptist Church hiring policies and procedures.

Pre-Camp Training Topics  

See agenda page 53
Topic Checklist

	Topics—Overall

	Camp purpose/focus/mission/intended outcomes, and how implemented in camp structure and program activities;

	Developmental needs of campers to be served and the resulting differences for program, structure, and behavior management:

	
	· Objectives, safety considerations, skills progression, operating procedures, and competencies required for program activities;

	
	· Behavior management and camper supervision techniques to create a physically and emotionally safe environment;

	
	· Clear expectations for staff performance and conduct, including sexual harassment policies;

	
	· Recognition, prevention and reporting of child abuse, child-to-child as well as adult-to-child, both outside of and during the camp setting; and

	
	· Emergency procedures and the role of staff in implementation.

	Staff-Camper Interactions: Camp, a Safe Environment—Knowledge and Skill Development

	Train staff to focus attention primarily on campers’ needs and interests rather than on other staff and themselves.

	Train staff to speak with and listen to campers in a manner that reflects respect for each individual, including those of different backgrounds and abilities:

	
	· Train staff to create and support an environment that provides emotional safety.

	
	· Train staff to guide group behavior in a developmentally-appropriate manner.

	Behavior Management and Discipline Techniques: Staff Trained on Written Procedures to:

	
	· Teach campers skills that achieve positive outcomes in areas of problem solving and interactions with others.

	
	· Implement fair and consistent disciplinary steps, appropriate to the camper and the situation, and forbidding corporal punishment.


	Site and Food Service

	
	Required general maintenance routines, e.g., cleaning, reporting maintenance problems

	
	Transportation


	
	Bus safety procedures and group management 

	
	Orientation of safety regulations and procedures in vehicles provided for passengers 

	
	Procedures in case of accident during transportation

	
	Safety procedures for orderly arrival and departure and for loading and unloading of vehicles 

	
	Training for vehicle drivers 

	
	Transportation policies that specify supervision ratios of staff to campers, availability and location of health information, and permission-to-treat forms


	Health and Wellness

	
	Procedures for informing staff of special needs of campers 

	
	Responsibilities of staff for camper health care 

	
	Providing health-care and emergency treatment when out of camp

	
	How prescription and nonprescription drugs are stored at camp 

	
	Records kept in health log and incident reports filed 

	Operation Management

	
	Camper release procedures

	
	Emergency communications plan

	
	General camp safety regulations and rules 

	
	Procedures for camper supervision in public areas  

	
	Completing incident and accident reports 

	
	Missing persons procedures 

	
	Policy and procedures covering: personal property 

	
	Smoking policy 

	
	Procedures for dealing with possible intruders 

	Human Resources

	
	Behavior management 

	
	Camper/staff ratios

	
	Personnel policies 

	
	Sensitive issue policy 

	
	Staff/camper interaction 

	
	Staff training in diversity 

	
	Supervision of campers 

	
	Supervision of staff 

	
	Supervisor training 

	
	Training for their particular job 

	Program Design and Activities

	
	Details for designated person left in camp 

	
	Emergency information 

	
	Environmental practices and activities 

	
	Equipment availability 

	
	Operating procedures for each specialized activity 

	
	Skill verification and activity supervision 

	
	Procedures for controlled access of activity areas 

	
	Participant competency demonstration 

	
	Program goals and outcomes 

	
	Safety orientation for participants 

	
	Use of program equipment 

	
	Procedures for supervision with public providers


In addition, staff leading special activities such as archery, boating, etc., will provide training/orientation to general staff and campers before use.

STAFF TRAINING AND EXPERIENCE
This documents that ____________________________________ has successfully completed a 
pre-camp training program from May 28, 2008).
General Staff

______

hours of orientation by camp nursing staff, including:
· medication storage

· exposure control


· reporting incidents

· use of supplies

· first aid


· recordkeeping

· health care away from main camp


· role/responsibilities in health care


· informing staff of special needs
______

hours of practice/discussion of emergency and safety rules and procedures, including:

· \campers in public


· missing persons

· camper release


· orienting campers

· emergency communications

· severe weather/fire procedures


· personal property

· intruders
______

hours of instruction/discussion/practice on camp policy, rules, procedures, state regulations, and ACA standards pertaining to camp counseling, including:

· behavior/attitude management


· respectful/appropriate interactions

· detecting/preventing child abuse

· supervision ratios/procedures


· sensitive issues
______

hours of training/discussion on the transporting of campers, including:

·  arrival/departure procedures


· safety procedures

· behind-the-wheel training (*drivers only)


· vehicle breakdown/accident procedures

· written transportation policies (ratios, etc.)

· loading/unloading procedure
CHILD ABUSE PREVENTION 

Child abuse has been in the spotlight of public attention since early 1985. We have all become much more sensitized to the potential occurrence and serious implication of such at any day or resident camp.

Child abuse is legally wrong. We are required to report any alleged physical or sexual abuse that takes place at camp to the State Child Protective Services within 24 hours after the allegation is made known. Any allegation of abuse prior to a camper’s arrival at camp is to be reported within 8 hours, with a written report within 72 hours.

In a camp setting, physical abuse is most likely to happen when a counselor is disciplining a rebellious or unruly camper. Anything done to inflict pain while disciplining a camper is considered child abuse. (See Behavior Management Policy.)

Guidelines for the Discipline of Children

· Counselors may NOT, under any circumstances, hit a child.

· Counselors may not use abusive or derogatory language with campers.

· Counselors need to ask for help.

· A staff member who encounters a particularly difficult child will seek the assistance of supervisory or administrative staff.

· In all dealings with campers, counselors should strive to respond as opposed to react to children.

Guidelines for Camper-Counselor Contact

· On the hand, shoulder, or upper back;

· Never against a child’s will (unless in the case of clear and present danger of the child);

· Never against a child’s discomfort, whether expressed verbally or nonverbally;

· In the company of other adults;

· Never when it would have the effect of over-stimulating the child;

· Never in a place on a child’s body that is normally covered by a bathing suit, unless for a clear medical necessity, and then only with supervision from another adult.

The physical size and strength of staff members necessitates that you use discretion and restraint in all physical contact activities with campers. Games that encourage intense competitive activities with physical contact that potentially could cause injury must be eliminated or supervised very closely by nonparticipating staff members.

CHILD SEXUAL ABUSE

We cannot be too careful in the area of sexual abuse. Even the appearance of wrong or a false allegation can cause irreparable damage to the reputation of the accused staff member and the camp. Therefore, all staff members must be very cautious in order to avoid doing anything that could be interpreted as sexual abuse.

Child sexual abuse includes, but is not limited to, any contact or interaction between a child and an adult when the child is being used for the sexual stimulation of the adult or of a third person. The behavior may or may not involve touching. Sexual behavior between a child and an adult is always considered forced, whether or not the child has consented.

Guidelines for Staff

· There is no ‘hazing’ of campers by campers or counselors

· Campers will not be subjected to ‘initiation’ rites that are abusive in any manner

· There will be double coverage of campers by adults during changing times

· Younger children should be encouraged to change their own clothes as much as possible

· Campers will not be alone with a counselor in his or her quarters

· A staff member will under no circumstances share a bed or sleeping bag with a camper

· Counselors will set limits with children who ‘cling’ or hang on them

· Counselors will not give back rubs unless another adult is present, and then only with clothes on

· Tickling or teasing a camper to the point where that camper is out of control is unacceptable

· Pillow fights or wrestling matches and the like can become over-stimulating in short order and need to be limited and carefully supervised

· Overnights need a minimum of two adult leaders and there needs to be at least one counselor present of the same gender as the campers

· Counselors sleeping together on overnights is grounds for dismissal

· Romantic lives of counselors cannot, under any circumstances, be shared with campers

· Counselors should stay out of cabins other than their own after lights out at night unless on specific camp business

· Male staff working with adolescent females need to be aware of the tendency for this group to develop hidden or secret romantic fantasies

· Whatever is done with campers should be done in broad daylight, with company

CHILD ABUSE REPORTING

Affectionate touch and the warm feelings it brings is an important factor in helping a child grow into a loving and peaceful adult. However, staff and volunteers need to be sensitive to each persons’ need for personal space (i.e., not everyone wants to be hugged). Our camp encourages appropriate touch; however, at the same time prohibits inappropriate touch or other means of sexually exploiting children.

Procedures for Child-Abuse Complaints

· Any actions you observe or that may be disclosed, that are not acceptable behavior according to the above guidelines, should be reported as soon as possible to the Camp Director.

· The Camp Director will notify the appropriate authorities and parents.

· The Camp Director will take appropriate internal action.

In the event that there is an accusation of child abuse the camp will take prompt and immediate action as follows:

At the first report of probable cause to believe that a child-abuse incident has occurred, the employed staff person receiving the report will notify the Camp Director, who will then review the incident with the executive director or a designate. However if the summer camp director is not immediately available, this review by the supervisor cannot in any way deter the reporting of child abuse by the mandated reporters. Most states mandate each child-care provider to report information they have learned in their professional role regarding suspected child abuse. In most states, mandated reporters are granted immunity from prosecution.

The camp will make a report in accordance with relevant state or local child abuse reporting requirements and will cooperate to the extent of the law with any legal authority involved.

In the event the reported incident(s) involve a program volunteer or employed staff, the executive director will, without exception, suspend the volunteer or staff person from the camp. The parents or legal guardian of the child(ren) involved in the alleged incident will be promptly notified in accordance with the directions of the relevant state or local agency.

Whether the incident or alleged offense takes place on or off camp property, it will be considered job-related (because of the youth-involved nature of the camp).

Reinstatement of the employed staff person will occur only after all allegations have been cleared to the satisfaction of the director. All camp staff and volunteers must be sensitive to the need for confidentiality in the handling of this information and therefore, should only discuss the incident with the director or executive director.

All full-time and part-time employees and program volunteers must read and sign this policy.

________________________               _____________

Signature








Date


Late-Hire Training

Since we are only open for 10 weeks we normally don’t replace camp counselors with a new hire.  We hire subs at the start of the year and they go to the same training. If we do have a need later into the summer we simply ask one of previous camp counselors to work with the camp for the remainder of the year.

In Service Training

The in-service training opportunities are held usually on the Monday afternoon of each week.

Camp Staff Responsibilities for General Camp Activities

See / Insert Staff Handbook

HR-15 Staff-Camper Interactions
See / Insert Staff Handbook
This is addressed pre-camp

It is addressed in every staff meeting

DISCIPLINE GUIDELINES

Children’s behavior may have many roots. It is not expected that one week at summer camp will cure all behavioral problems. As a counselor, understand that children bring their past with them in their behavior. If you can determine the root of the behavioral problem, it will give you clues on how to deal with it.

Two things to keep in mind:


1.
Your campers are not mini-adults. Expect them to want to have fun and be active.


2.
Expect your campers to test their limits; they still, however, want and need limits.

Common reasons for surface behavior problems:


1.
A desire for recognition/attention; it may be better to be infamous than unknown.


2.
Frustration; unsatisfied needs or desires often cause children to “lash out”.


3.
Homesickness; being scared and nervous often causes frustration.


4.
Illness/exhaustion; no one is at their best when they are sick or tired.


5.
Conflict with another camper/staff member; this often causes people to become defensive.

6.
Outside conflicts; problems with family, friends, etc. can follow campers to camp.


7.
Established behavior patterns; lessons learned at home won’t be forgotten at camp.

Some ways to provide structure without having to become a drill sergeant:


1.
Establish clear expectations right away.


2.
Balance structure with a reasonable amount of freedom.


3.
Reinforce and encourage desirable behaviors.

Things to do about rule violations or refusal to cooperate:


1.
Give camper one warning; make it clear that they have done wrong.


2.
Give your camper a chance to explain; they may have a good reason.


3.
Be consistent and impartial.


4.
Stay cool and calm; keep strong emotions in check.


5.
Avoid lecturing or embarrassing the camper; discipline in private if possible.


6.
Stress that the behavior is the problem, not the camper’s personality. Help the camper to identify acceptable alternatives to the problem behavior.


7.
Once the disciplinary time is over, accept the camper as a part of the group again.


8.
Follow the camp behavior-management policies for continuing discipline problems.

Time-Tested Strategies


1.
Be the kind of person you want your campers to become – obey the rules yourself!


2.
Know as many campers as possible by name. Know something about them. Build relationships.


3.
Be friendly. Always show interest in what individual campers are doing and their progress.


4.
Remember that “one pat on the back is worth two slaps in the face.” Praise good qualities and actions.


5.
Be sure that a sense of humor is extremely valuable. Use it frequently.


6.
Maintain your poise at all times. Don’t let the campers “get to you.”


7.
Never take misbehavior personally. It is a choice the camper is making.


8.
Always remember that every child has needs; his behavior will give you clues as to what those needs are.


9.
Keep in mind that misbehavior is seldom willful. Try to find the cause.


10.
Try to see the camper’s side of the situation. Discuss it with them until you understand.


11.
Distract, distract, distract! One of the best methods to control behavior is to keep them busy!

12. Show your disapproval of behavior through your speech, facial expression, and action.

13. Being close when you note a potential problem can keep it from actually occurring.


14.
Enlist other leaders (peers or staff) to provide role models.


15.
Allow natural consequences to occur if the results are NOT too severe.


16.
Withholding privileges or taking away something a camper likes is usually effective.


17.
Sending a child to “time out” allows time to cool down and think about behavior change.


18.
Have a group meeting to discuss and resolve generalized problems.


19.
Remain with your campers during meals and free time.


20.
Avoid getting campers over-tired, keyed-up, or tense.


21.
Be willing to admit when you’re wrong and ask for forgiveness.

Sometimes it is best to simply ignore behaviors, rather than reward or punish, which may actually provide attention to encourage the behavior. Ignoring behaviors usually works best for campers who seek attention by clowning around.

Sometimes, giving the child attention or affection, which has been lacking, may solve the problem. Giving the child some form of responsibility or encouraging a special interest or talent may result in improved behavior. Often the activity, if it is at his/her own physical, emotional, and intellectual level, is enough to correct the situation.

The Bully or Show Off

To deal with these children, you first need the child’s confidence in you as a leader. To do this, you should not be dominating, overly critical, or too demanding on the child’s performance. To maintain this child’s confidence, praise good behavior – instead of only criticizing bad behavior. Discuss with the child the rights of others and courtesies due them. Let him/her know others will be more accepting if this behavior is turned more positive. Demonstrate compromise in your actions for the child to learn.

In group activity make a special effort to place this child in competition with others of equal or greater strength and ability.

Essentially, the bully or show off requires understanding and patience combined with placement of the child in groups that lend to his/her development of leadership traits in honest competition with other children.

Fighting

Serious fighting often evolves from what starts out as just “fooling around.” Keep a close eye on such horseplay to keep it from getting out of hand. When a fight breaks out, separate the combatants AT ONCE. Let your voice show calm, mature authority. Attempt to give them time to cool down. Watch facial expressions to indicate less tension. Disallow any angry verbal exchanges, and physically remove combatants to a “safe distance” from each other if necessary.

Fights that involve serious contact (hitting, kicking, biting, punching) require both combatants to visit the nurse, who will check for bruising and internal injuries. An incident report should be completed.

Once combatants have regained composure, try one or more of the following:


1.
Calmly discuss the situation separately with each individual. Emphasize resolving the problem, not placing blame. Aim for a mutual “shake hands and make up” plan.


2.
Hold a face-to-face hearing where each participant describes his/her version without interruption from the other. Attempt to help each see the other side, then reconcile differences, make up, and forgive.


3.
Allow the individuals to discuss the situation between them privately IF you are sure the anger has dissipated. You can help mediate if they wish.


4.
Invoke a logical consequence if clear provocation can be established or if this is a repeat offense. (See the Camp Behavior Management Policy)

Stealing

Prevent stealing by establishing an atmosphere of trust within all members of the group. Discuss openly the need to respect each other’s property. Establish group rules as campers feel a need to protect individual’s property and define sanctions for rule infractions. Always discourage campers from leaving valuables out in the open unnecessarily. If stealing still occurs:


1.
Give the offender opportunity to return the article anonymously, without punishment.


2.
Be sure that you may need to play detective if the item is not returned and the offender is still not identified. Be cautious in seeking group cooperation in order to avoid the offender being ostracized.


3.
If you have evidence to identify an offender, deal with the camper privately. Give him/her a chance to make restitution and make a plan together to avoid repeat behaviors.


4.
If evidence is lacking as to the offender’s identity, try handing out sheets of paper to each member of the group. Have them write either “I did not take it,” or “I did take it and I’m sorry,” and sign their name. Give them the opportunity to secretly place the papers in your custody. Deal with the offender privately at a later time.


5.
If the problem persists, follow camp procedures and inform the camp director.

Behavior Management Policy

OUR CAMP advocates a positive guidance and discipline policy with an emphasis on positive reinforcement, redirection, prevention, and the development of self-discipline. Remind campers that camp rules are established for safety and to ensure that we have a common standard of behavior. As staff members, we need to show the campers that we see the need for following the rules ourselves. Please do not contradict the established guidelines!

Corrective discipline must be a creative, caring effort on the part of the counselor, and it must be seen as such by the camper. Always suggest positive alternatives to unacceptable behavior before it gets out of control.


1.
Discuss rules with campers and identify out-of-bounds areas.


2.
Discuss the possible consequences of breaking any rule: 

· Quiet time

· Restriction from activity

· Restriction to adult supervision

· Extra duties

· Conference with director

· Conference with parent/director

· Removal from the camp


3.
Enforce all rules at all times, without malice, and be consistent in application.


4.
Inform the camp director of all disciplinary measures.


5.
Never allow discipline to include depriving a camper of sleep, food, or restroom privileges, placing a camper alone without supervision, or subjecting a camper to ridicule, shaming, threat, corporal punishment (striking, biting, kicking, squeezing), washing out the mouth, or physical exercise or restraint.


6.
Conduct a periodic evaluation of the program/staff/camper groups to ensure that the camp environment is not contributing to behavior problems.

Sensitive Issue Policy
The camp director is specifically trained to address these issues. In addition we employ on staff a school counselor equally degreed and trained. Beyond that the church employs professional counseling staff at our disposal.
Staff Supervision
See page 47
Director / Greg B.




Lead Teacher


Supply Director

Teen Lead


     Suzzane


       Velvet


     Janet


K-3 group lead
4-6 Group Lead

Carmen


Class Staff

  Jsnell



Lane


Frank


Michael and Brando


Class Staff

Class Staff

Class Aides

Class Aides

This is both a supervisory ladder and a communications ladder. The director and the 3 leads meet multiple times pre camp and post camp for preparation and evaluation.
Lead teacher meets with all group and class teachers weekly.

The group leaders meet with class teachers in their group weekly.

This structure is explained in the pre camp meetings and in the welcome to camp email and in the employee training manual.

Supervisor Training / observation
Supervisors are to observe classrooms and monitor for the key skills required. Particular attention is to be addressed toward behavior management, class room organization, peer interactions and general supervision. 
Feedback is to be provided in a formal setting once a week at staff meeting where the group can exercise open problem solving.

When the correction or feed back involves private or sensitive issues supervisors will inform the director and develop a strategy for addressing the issue together. 

Training for supervision is the responsibility of the camp director. This is done in many ways, by example, discussions and role play, direct instruction, lunch discussions.

Typically I try not to hire supervisors who do not have a demonstrated ability to perform but when it is needed these issues are worked out in conversation, we develop strategies, and if needed I model the process.

Our report card is very similar to the ACA 5 min feedback form and we use it every Friday morning.
PD: Program Development
Overnights and Trips     DNA
PD-1A:  Teachers and administrators trained on use of camp stoves, grills and flammable liquids, such as lighter fluid, are the only ones authorized to handle and use it for camp-based activities on or off the campus premises.

All personnel trained in the handling and use of camp stoves, grills, and flammable liquids should sign the following statement and have on file with the camp.
I _________________________, have been trained in the use of and handling of flammable liquids, camp stoves, and grills.  I understand the precautions that need to be taken and the dangers involved.

________________________________

Signature


Date

________________________________

Print Name


Date

PD-1B:  All drinking water is provided by municipal sources.  When those are not available, bottled water will be provided.  Please make sure that all children are offered water often to stay hydrated.

PD-1C:  Food served at camp will be prepared and provided by a caterer, Cornbread & Caviar.   Additional foods not provided by the caterer, such as chips and cookies, will be stored in a cool, dry storage room.  Additional condiments that need to be refrigerated will be stored in the camp refrigerator accessed by authorized personnel only.

PD-1D:  After all meals, food utensils and service areas will be properly cleaned and sanitized by the service staff using approved methods of cleaning posted in the kitchen area.

PD-1E:  When in natural areas, teachers are expected to clean up all trash brought in by the camp, then dispose of it properly.  If proper disposal is not available on site, teachers are expected to bring all trash back to the camp to dispose of it in the parking lot trash receptacle.

PD-2:  Outdoor Opportunities
Recreation is encouraged to be outside and may be in the form of playground use or ball ground use on campus.  Other opportunities are trips to Stone Mountain for climbing the mountain, picnics and discovery at local parks, and swimming at local swimming pools.  Please use the equipment and resources available to make each day a new camp experience.  If you would like additional equipment made available, please submit a request to Velvet Hildebrand.

PD-3:  Environmental Practices
Teachers are expected to respect to camp grounds, as well as, other areas off campus.  You are responsible for making sure trash is cleaned up appropriately, landscaping and natural areas are left as they were found.  If a trail or sidewalk is available to walk on, then campers should be instructed to use them.

PD-4:  Program Equipment

All program equipment will be the responsibility of the recreation administrator, Velvet Hildebrand.  It will be inspected once a week for any damage that needs repair or replacement.  Gym equipment will be stored in the gym storage room located in the gym.  Outdoor equipment and all other equipment not signed out by teachers, will be stored in the camp storage room.  

Teachers may store equipment in their room for the camp week as long as it is checked out through the recreation administrator or her assistants.  Equipment must be returned by Friday each week.  Any damage must be made known immediately.

PD-5:  User Groups – Conditions    DNA
Camp goals and outcomes

Spirit Camp at Smoke Rise is to provide a safe atmosphere of fun and fellowship.

Staff supervision will above all be conducted to insure both the physical and emotional safety of our campers.

Staff will remember kids are kids and make every attempt to be prepared in a way that channels this natural energy in a positive direction.

Staff will model positive participation and make every attempt to encourage participation and to facilitate success by all campers.

Spirit Camp at Smoke Rise will provide opportunity for academic, personal and spiritual growth through both class room settings, chapel and by discussion in personally challenging events.

Staff will prepare and present a structured, age appropriate academic experience at the challenge learning level for campers.

Staff will model positive participation in chapel and will present appropriate class discussion and lessons.

Staff will interject Christian principals by action and discussion with an active approach to problem solving directed to encourage positive personal decisions, a loving outward focus and encouraging of personal responsibility.

Our teen group will focus on building character, group bonds and a sense of Christian community.

Staff will interact and interject themselves through discussion, problem solving and personal example in a manner which reflects and encourages character and personal responsibility.

Through weekly team building activities campers will come to trust and depend on peer group members.

Through weekly community contact with disabilities and disadvantages our teen campers will develop an appreciation for the difficulties and foster an outward caring focus.
Counselors will share Christian values with the campers through relationship and example, will stay involved, teach problem solving and create solutions throughout the camp day. Creativity, education and respect for others are benchmarks for camp at all ages.

Success is demonstrated in many forms but parent comment, the level of the child’s participation, and a demonstration of joy are all benchmarks of a successful effort. When parents report the excitement and morning energy, when the kids do not want to leave, when participation is high and willing, when the camper feels safe, and when we catch them reaching outward to other campers we can be certain we have had the positive impact we are hoping for.
Measurable Outcomes include but are not limited to camper enthusiasm, improved peer interactions, and demonstrations of leadership and confidence.

PD-7:  Camp Experience Evaluation

Evaluation of the camp experience is very important to our success in providing the best opportunities for our campers.  We will provide opportunities for evaluation through weekly staff meetings, parent and camper written evaluations and email testimonials.  During weekly staff meetings, staff will be expected to evaluate the overall camp, as well as particular aspects of the camp.  The parents and campers will be asked to fill out evaluations periodically on a strictly anonymous basis where they can fill out the given form, then turn it into a marked box.  The email testimonials are spontaneous emails sent to the camp to affirm positives or discuss issues with the overall camp experience.  The church has also established a peer review committee to periodically evaluate camp.  See Sample evaluations from camp staff and parents.
PD-9:  Camper Involvement in Program Planning

Teachers are expected to plan their days with the general schedule in mind.  You are provided with program materials for academic planning and bible studies.  You are given the opportunity to respond to your students and adjust planning as needed, seeking out teachable moments such as additional discussion about a social situation or participating in a science experiment to understand certain academic principles.  Teachers do need to post a full schedule with specific activities that are planned for that day.  If campers would like to change the activity as a group, you may discuss options, but please make sure to structure each and every day.  The movie and game rooms are to be used sparingly.  Teachers need to sign up for times at the beginning of the week.  Sign up sheets will be at the front desk.

Campers have the opportunity every Friday to make choices in their afternoon activities.  They will be able to rotate between multiple stations offered by different teachers including crafts, gym recreation, playground, movies, game show, karaoke, etc.  Teachers are asked to sign up to run 2 out of 3 sessions.  The session not signed up for will be time to clean up your room and check in all your equipment.

PD-10 Social Development
The primary goal of the camp is to promote positive social growth for all campers.  It is important for teachers to facilitate this growth through activities that are socially appropriate and interactive.  This means it is up to you to plan and not wait until the moment an activity is needed to think of one.  Always keep a “bag of tricks” ready at a moments notice.  

Classes are encouraged to challenge each other to competitions, such as kickball games, relay races, scavenger hunts, barefoot soccer, etc.  These competitions should be structured to include your athletes and non-athletes.  

It is your responsibility to encourage each child to use and share his/her talents throughout the week.  For example, have the artists create banners for the classroom, provide logic puzzles for campers to crack to win a prize, and athletes a chance to compete.

PD-11 Activity Information and Permission

Each week a newsletter will be available on the website and at the front desk for parents and staff members to view upcoming activities, menus, staff bios, and camp stories.  Please encourage campers and parents to view the newsletters as the guide for the week.  If campers are going on a waiver-specific event such as rock climbing, it will be written in the newsletter.  Those waivers and releases will be available at the front desk for parents to complete as needed and the teachers will be responsible for following up with any parents that need to complete the waivers.

PD-12 Environmental Activities
Recreational and craft activities will include environmental education to inform students about how to relate and respect to their environment.  As teachers, continue the education through discussion and providing opportunities to play outside through ball field activities and outdoor investigations.

PD-13 Emergency Information

The camp leaders will be responsible to carrying the purple contact notebook with them to every event.  They should have the camp phone on their person at all times.  The purple notebook has all parent contact information and camp emergency contact information in it and will be kept updated throughout the camp season.  Each teacher should be aware of their campers’ allergies and medical information found on the class roster.  If additional information is made available beyond what is on the roster, it should be updated with the camp director.

PD-14 Details and Designated

The camp director or designated persons will plan the main out of camp events and in-camp events for all groups.  These will be placed in the schedule of activities and posted at all times for staff review.  It is the responsibility of all staff to know the schedule and if there are any schedule changes.  Ms. Donovan will be responsible for addressing last minute schedule changes with the teachers and making sure staffing is appropriate.

PD-15 Supervisor Qualifications

Any teachers with first aid and CPR training should have a copy of the card on file.  Please make sure that other staff at the camp also knows that you’re trained as such.

PD-16 Staff Skill Verification
Any teachers with first aid and CPR training should have a copy of the card on file.  Please make sure that other staff at the camp also knows that you’re trained as such.

PD-17 Supervision of Activity Leaders

PD-18 Supervision of Specialized Activity Areas

PD-19 Operating Procedures/PD-20 Safety Orientation
Special activities, such as, but not limited to rock climbing, paintball, swimming, will be supervised by the staff at the contracted public facility and by the camp staff with a ratio of 1 staff to no more than 8 students. 
Camper parent permission forms are required and campers must meet the age, weight and health standards set forth by the service provider.

 The camp staff is expected to understand all rules pertaining to the safety of campers.  Camp staff should be actively involved in monitoring and enforcing safety guidelines at all times.  All campers are expected to utilize the protective gear provided by the facility and to participate in the safety orientation offered. Campers that refuse to follow the safety guidelines will sit out of the activity with an adult.

If a camper should be injured during one of these activities, the situation should be assessed by the team leader as to the seriousness of the incident.  If the child needs more than basic first aid, then the team leader needs to contact Greg Burdett at 678-469-1377.  If he is not available, then contact Velvet Hildebrand at 770-317-8604.  A staff member should accompany the child to the nearest appropriate medical facility to be met by either Greg or Velvet.  Greg or Velvet will contact the parent.  The staff member present at the incident is expected to fill out an incident report and turn it in to Greg Burdett within 24 hours.

PD-22 Archery Safety

Not applicable.

PD-23 Additional Firearm Safety

Not applicable.

PD-24 Protective Headgear

All campers will wear proper headgear required for activities such as paintball, rock climbing and ropes course.  Camp staff should assist campers in proper fitting of the headgear.

PD-25 Go-Kart Safety

It is camp policy that campers may only participate in go-kart activities if they are properly equipped with roll bars and appropriate restraint devices, such as seat belts.

PD-26  ATV Safety

Not applicable.

PD-27 Boarding and Skating Safety Apparel

Not applicable.

PD-28 Public Provider of Specialized Activities

The camp director will schedule facilities that are properly supervised and equipped for our camp, however, if upon arrival to a facility, it is not safe for any reason, the team leader will contact Greg Burdett and discuss an alternative activity.

PD-29 Camper Supervision Off-site or with Public Providers

While on outings, camp staff is expected to supervise camper at all times.  Camp staff should not expect others outside of the staff to redirect campers or encourage their participation.  You are responsible for creating the camper’s experience and keeping them safe at all times.  When in a situation where facility personnel are directing the campers’ attention, you should support them in any way that implied or specifically stated.:  “Camp Staff Handbook”

PA-1-11, 13, 14 Aquatics Area Supervision
All aquatics activities will be overseen by persons with skills verified lifeguard certification, CPR, and first aide. Lifeguards are to be provided by the community pool management.  However, camp teachers will be expected to act as “lookouts” along the pool deck and physically in the pool itself.  At least half of the staff should be standing or seated directly along the pool’s edge and the other half should be in the pool interacting with campers to create a safe and playful environment.  There should always be at least 2 staff members at an aquatics activity at a time.  At least one of the staff members must be 21 years of age.

Parents will be asked to classify their child as a non-swimmer, beginning swimmer, and advanced swimmer.  This information will be provided to the teachers at the aquatics activity.  The non-swimmers and beginning swimmers are to be restricted to the shallow-end of the pool.
Pool toys and inflatable toys may be used at the discretion of the pool management and team leader.

First Aid and First Aid kit should be provided by the community pool management and should be left to the lifeguard in charge.  Any situations that arise while at the aquatics activity should be written up appropriately and placed in the risk management notebook.

A team leader should be at the aquatics activity and provide specific instructions to each teacher as to their specific location, either along the pool deck or in the pool.  The team leader should determine who will be at each post before campers are allowed in the pool.  The team leader is also responsible to make sure “lookouts” understand their duties and rules of the aquatics area.  The following activities are not allowed at any time:  sunbathing, horseplay (dunking, throwing campers), inappropriate language, running, and any other activities established in camp rules.  Use your common sense.  

Additionally, camp administration will also make unannounced observations throughout the summer and fill out an Aquatics Supervisory Evaluation.  The evaluation will be used to acknowledge that the rules are being adhered to by staff and campers.

Aquatics Dress Code:  Women should wear one piece swimwear or an appropriate 2 piece tankini that does not show the stomach area.  Men should wear appropriate swim shorts, avoiding tight-fitting “Speedo” attire.

Inclement Weather Policy:  The lifeguard should be in charge of general safety, however, teachers need to understand that if it is raining without thunder or lightening, then swimming may continue if the bottom of the pool is still visible.  If you hear thunder, campers must sit out away from the pool for 15 minutes.  If you see lightening, then the campers must sit out for 30 minutes.  The team leader will decide if there is immediate danger and the campers must return to the camp.
Rules:  All posted pool ruled should be followed by campers and staff.  Please go over these rules each time before campers are allowed to enter the pool area.

Consequences:  If campers are unable to follow aquatic rules after multiple redirections, then the camper should be asked to sit out.  If it continues to be an issue on multiple occasions, putting the camper of others at risk, then the camper will be asked to a non-aquatics activity to participate in.

Physical Disabilities:  If a student has a physical disability that affects their ability to enter, exit, or support themselves in the aquatics environment, then specific training will be provided to staff by camp administration.

Buddy System:  All campers should have a “swimming buddy.”  Those buddies are expected to enter and exit the aquatics area together and to keep track of each other at all times.  The team leader will call a buddy check every 15 minutes and all buddies will need to account for each other.  If a buddy is missing, then everyone will need to exist the aquatics area immediately and teachers search surrounding areas.  

PA-12 Natural Bodies of Water:  Not applicable
PA-14-15  Swim Lifeguard:  Written statement from community pool management about lifeguard’s qualifications and certifications.
PA-16

Camp staff may swim during adult swim times as long as 50% of staff is on deck supervising campers.
PA-17, 23 First Aid/CPR

Any camp staff with a certification in CPR and First Aid should provide a copy to camp administration.  Not all staff must have a valid certification, but a staff member with the certification should be available at aquatics areas.

PA-18 Scuba:  Not applicable

PA-19 Swim Lessons: Not applicable

PA-20-29, 31-33, 36  Watercraft:  Not applicable

PA-30  Public Providers of Swimming

All swimming facilities used by the camp are public facilities with a trained and certified lifeguard on duty at all times. Note contracts requiring first aid, CPR and life guard certifications.
PC Adventure / Challenge

All our staff is CPR / Blood Born trained and as stated for these or any other trip a certified staff member must be present.

SRBC camp does not provide any on-site adventure challenge opportunities. When such events are conducted off site as stated in previous policy our staff will attend to supervise crowd control and transition but not to supervise the experience.

We select providers who have the ability to demonstrate adequate instructor ratio for qualified staff who utilize equipment in good repair and who have demonstrated compliance to national standards.

Our staff and campers are subject to the safety rules and process for the activity and must follow the safety process set forth.
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