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SUFFIELD PARKS & RECREATION COMMISSION


MISSION STATEMENT

To enhance the qualify of life by providing a variety of affordable programs, quality parks, facilities and services to meet the needs of both passive and active recreation for Suffield’s growing community
Dear Summer of 2025 Staff,

WELCOME!

You have been selected to serve as an employee in our summer program for children because we believe YOU CAN DO THE JOB!  You will be playing a significant role in a camper’s summer and affecting many lives including yours.   We are counting on you to know that safety and supervision are the most important priorities for the campers in our programs and that enthusiasm and fun “run a close second”.

Being a Camp Director, Counselor, Junior Counselor Gate Attendant and Lifeguard are rewarding and demanding jobs that take all the energy and resourcefulness you can accumulate. You will be assisting with friendships, social skills, and problem solving and thinking quickly on your feet. This manual of policies and procedures, do’s and don’ts, etc., has been prepared for you to more completely understand what we expect of you and to help you succeed!  Please read it carefully and don’t hesitate to ask questions.

We are very proud of our summer programs.  However, they are only as good as the staff we hire and we depend on you to maintain our very positive reputation. Indeed, we all count on you, our summer staff members, to be capable and enthusiastic about the job for which you were hired.  The department, parents, and campers are all depending on all of us to work as a team and deliver exceptional programs.  We look forward to working with you this summer.
Good luck and have a great summer!

Suffield Parks & Recreation Department

Suffield Parks & Recreation Camp 

2025 Staff Manual

I, (print name) ________________________________________________ have read and understand all of the information provided to me in this staff handbook.

Position:  _______________________

Sign:  __________________________

Date:  _________________________
Confidentiality Statement and Indemnity Agreement

To be effective our summer camp staff must be free to discuss personal and

Sensitive matters regarding the youth we are working with.   

Each employee is individually and personally responsible for

Maintaining the confidentiality of the conversations and information

discussed in staff meetings and at camp. Each employee must agree to be

personally, responsible for any damages caused by the unauthorized

release of confidential information.

I understand and agree that all child specific discussions at staff meetings and at camp shall be confidential and used solely to enable our staff to carry out tasks related to the Parks & Recreation camp program.

___________________________________________________________________
Signature 







Date

Return this page to Parks & Recreation Office by Tuesday, June 18, 2024
Words to the Wise
A) Be willing to share ideas.

B) Do not hesitate to ask questions.

C) Be willing to take risks and try new things.

D) Know that you will make mistakes, everyone does.

E) Pace yourself.  Do not come to work overtired.  

F) Chip in as you see things that need to be done.

G) Avoid gossiping about children, parents or other staff.  Do not give any opinions to parents about proper programming for their children – leave this one to the office staff.

H) Do not discuss private life in front of our campers or with other staff during work hours.

I) Remember, as Town Staff you will be recognized by all the children and their parents.  All summer staff represents the Suffield Parks and Recreation Department both on and off duty.  Because you are extremely visible in the public eye, you are expected to act as a Town representative and leader.  Any reports of misconduct will be dealt with accordingly.

PROGRAM GOALS & OBJECTIVES

· To provide children in the Town of Suffield with an active, affordable fun and enriching recreation programs.

· To assist children in the development of an appreciation of recreation in their lives.

· To encourage children to develop an appreciation of enjoyment relating to sports and leisure.

· To encourage the development of children’s ability to function as contributing members of a group and help improve their social 
· To assist children in the development of self-confidence and a positive self-concept.

· To encourage children to learn valuable social and emotional skills with appropriate personal behavior and interpersonal relationships in and through games, sports, arts & crafts and recreation.

· To nurture an interest and desire to participate in lifetime recreational sports for fitness and suitable leisure time enjoyment.

· To provide opportunities for pleasure and satisfaction through the release of the children's physical and emotional energy.

· To develop a cooperative attitude towards others and a sense of good sportsmanship and community in a positive, inclusive and nurturing environment.

[image: image15.png]



PERSONNEL GUIDELINES

1.
You are an extension of the Parks & Recreation Department and an important member of our team. Please always conduct yourself in a courteous and respectful manner.  Politely answer camp phone calls by identifying yourself. Exceptional Customer Service is our number one priority in all situations.
2.
Your appearance should be neat. Wear your staff shirt and name badge daily for
        easy identification. Proper footwear should be worn at all times (closed toed 
        sneakers.). No sandals
3.
You are expected to be courteous to the public at all times—if you are having trouble with a participant that you may need assistance with, contact the Parks and Recreation staff/supervisor—be fair and use kindness and a calm approach to enforcing the rules and maintaining safety.

4.
Staff is not to lay down on job (i.e. at the beach, playground), listen to loud music, read, or perform any action that will distract from supervising the safety of the children and others.

5.
Smoking, use of alcoholic or illegal substances and other obvious infractions is 
cause for immediate dismissal.

6.
Refer any complaints and comments concerning insurance or other departmental policies to the Parks and Recreation Department staff.

7.
An accident form MUST be filled out for every accident or injury and turned into the Parks & Recreation office within 24 hours.   
8.
Formal evaluations will be performed by the Director of each camp and the Parks and Recreation staff on all counselors, junior counselors and lifeguards at the end of the camp program.  Directors will be evaluated by department staff.  Staff is evaluated on a daily basis.  Evaluations will be the basis for recommendation for future employment.
9.
Staff supervising programs involving the care of children will make un​announced visits to each program site to assure that standards, policies, program quality, and performance of staff are being maintained. Written reports on these visits will be completed.

10.
All staff and volunteers must participate in an orientation program including written materials explaining policies, procedures, and regulations.  They should be aware of legal requirements and by their signature, they acknowledge having received and read appropriate policies, standards, and codes of conduct.  Signature required on first section of manual, which is returned to Parks & Recreation Director.

11. Possession of any item that can be used as a weapon is not allowed and may be cause of immediate dismissal.

12. Sexual harassment is strictly prohibited and is grounds for immediate dismissal.  This is a serious offense that could result in legal action.  In general, sexual harassment results when an employee feels uncomfortable in his or her job because of the unwelcome sexual conduct of another employee, supervisor or patron.  If you feel you are being sexually harassed, contact your direct supervisor of the Director of Parks & Recreation.
13. The Town of Suffield is an Equal Opportunity Employer. We consider applicants for all positions without regard to race, color, religion, sex, national origin, age, marital or veteran status, the presence of a non‑job‑related medical condition or handicap, or any other legally protected status.

BE ON TIME

We need and expect our staff to report to work on time and be there everyday. The campers are looking forward to seeing you each day and need consistency. It presents a hardship to other staff members, campers and parents when someone is absent (or tardy) from camp or the waterfront.  The only legitimate reason for an absence is if the staff member is ill or if there is a dire family emergency.  Staff is not paid for anytime not at work.  Sunrise camp begins at 9:00 a.m.  Sunrise staff must report at 8:30 a.m. on Mondays and 8:45 a.m. on Tuesday – Friday for staff meetings.  Morning Munchkins and Kids Korner Camp begins at 9:15 a.m.  Staff must report at 8:45 a.m.  The respective Camp Directors will inform you of any fluctuations in the schedule due to special events or activities.  You will be compensated for the actual hours worked.  Lifeguard staff must report ten minutes before scheduled starting time. (If there are any alterations to the schedules for Special events, The Camp Director will inform you.)
LUNCH

Sunrise staff will have paid lunch on-site with campers.  Lifeguards will have paid lunch on-site at beach.  Camp/waterfront staff is not to leave work premises. The Kids Korner/Morning Munchkins Staff have a snack with the campers on site.  Please be sure to pack your lunch, snacks, juice and water for your respective camps.  
PAYROLL/TIMESHEETS
Town employees are paid on a bi-monthly basis.  Timesheets must be written in ink and turned in to the main office by Thursday each week.  (Each respective camp will collect the time sheets weekly.)  Extended day must be on a separate time sheet.    
DISCIPLINARY ACTION

1ST Offense – Verbal Warning

2nd Offense – Written Warning

3rd Offense – Employee sent home without pay

4th Offense – Dismissal from Job

Disciplinary action is generally taken for insubordination, inefficiency, incompetence, habitual tardiness or absence, violation of rules.
The Town of Suffield has the right to immediately dismiss any employee based on offensive conduct, endangering staff or participants, breaking any rules or laws, being under the influence of alcohol or drugs.
DEPARTMENT POLICIES

1.
Staff will, under no circumstances, release children to anyone other than the authorized parents(s), guardian(s), or to an individual authorized by parents in writing.  Staff will verify the individual who must present a license or photo I.D.  Attendance logs will be maintained on a daily basis and kept on file at the program site.

2.
Keep your program area clean at all times.

3.
Inspect daily all apparatus, equipment, buildings, and play areas for potential hazards (report them immediately to the Parks and Recreation Staff).

4.
Report any vandalism to the Parks and Recreation Office immediately.
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5.
Telephone - for official use only. NO PERSONAL CALLS.
6.
Personal cell calls and texting are not allowed during the workday.  Cell phones are to be used for emergency and work-related calls only.

7.
Electronics – Campers should not bring electronic items to camp including phones, computers, gadgets and electronic games. If they are, items should be brought to the Director for safe keeping until closing.

8.
No overnight sleepovers for campers at Sunrise Day Camp. No staff sleepovers permitted while employed by the Town.
9.
Transporting campers to and from camp is not permitted.

10.
In order to protect staff, volunteers, and program participants: a counselor should avoid being alone with a single child unobserved by other staff.

11.
Young children must be escorted to the bathrooms by a junior counselor or counselor.

12.
Staff and volunteers should be alert to the physical and emotional state of all children each time they report for a program and alert Director of any signs of suspected child abuse immediately. 
13.
When there is suspicion of child abuse, the staff or volunteer to whom it has been reported will immediately inform his or her immediate supervisor, who in turn will contact the Parks and Recreation Director. Staff and volunteers may not contact children or parents involved in an alleged child abuse incident.

14.
Discipline - in dealing with disruption, disrespect, horseplay, fighting, foul language ... etc. the following procedure should be followed: 


a)  Verbal warning from counselor


b)  Time outs


c)  Meet with Camp Director and note to file


d)  Inform Supervisor of situation immediately

e)  Contact parents with supervisor

f)  Suspension
15.
Staff and volunteers will not discipline children by use of physical punishment or by failing to provide the necessities of care such as food, water and shelter.

16.
Physical violence of any type committed by a staff member will not be tolerated and will subject the staff member to termination and possible arrest.   Physical violence includes but is not limited to, hitting, kicking, biting, hair pulling, punching, etc.  If restraint or removal of a child is necessary, the supervisor is to be notified immediately and another staff person must also be present and assist so as to limit any one on one physical contact.

17.
BULLYING - Bullying by a camper of another camper is prohibited.  Bullying is defined as any overt acts by a camper or groups of campers directed against another camper with the intent to ridicule, harass, humiliate or intimidate the other camper while on camp grounds.   Examples of bullying include, but are not limited to:
· physical violence and attacks

· verbal taunts, name-calling and put-downs including ethnically-based or gender-based verbal put-downs.

· threats and intimidation

· extortion or stealing of money and/or possessions

· exclusion from groups


The Camp Director and Parks & Recreation Office Staff should be notified immediately.  The children involved (bully/victim) should be interviewed privately.  Parents should be notified.  Appropriate disciplinary action will be taken which may include, suspension or expulsion from camp.  Remember-“If it is mean, intervene.”
18.
Staff or volunteers will not verbally or emotionally abuse or punish children.

19.
Staff and volunteers are not allowed to have visitors at camp.

20.
Only Sunrise/Tween/Guard staff allowed in staff huts.

21.

When no lifeguards are on duty at waterfront, no counselors or campers are allowed at beachfront or in water.

22.
No drugs allowed at Camp.  Only over the counter drugs allowed are for:

a. Life threatening condition.

b. Americans with Disabilities Act (ADA) Case.


All drug/medicine requests are to be dealt with on a case-by-case basis by the Director of Parks & Recreation Department.

23.  All Staff must have copies of their required trainings, certifications and employment paperwork submitted to the town prior to the first day of camp.

OSHA
Town of Suffield 
 OSHA Compliance Guide CFR 1910.1030
Occupational Exposure to Bloodborne Pathogens

Available for reference.
All Staff must take the required Blood borne Pathogens training prior to the start of camp and submit a copy of the completion.
      --------------------------------------------------------------
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SOCIAL MEDIA

Social Media includes, but is not limited to, social networking sites, such as Tic Toc, Twitter, Facebook, LinkedIn, YouTube, Pinterest, Instagram, Snapchat, and all other “anonymous apps” and social media apps.
Rules concerning Personal Social Media Activity

1. An employee should not mention, discuss or reference the Parks and Recreation Department, or its camps or programs on personal social network sites.
2. Employees should not mention the Parks and Recreation Department Staff members, or other camp staff members or members of the summer camp community (e.g. parents or others) on personal social networking sites, without such individuals’ express consent unless the employee is addressing an issue of public concern and the employee’s speech falls under applicable constitutional protections pertaining to the same.

3. Employees are required to maintain appropriate professional boundaries with campers, parents, and colleagues. It is not appropriate for an employee to “friend” or communicate with a camper/program participant or his/her parent or guardian or otherwise establish special relationships with selected camper/program participant through personal social media. It is also not appropriate for an employee to give camper/program participant or parents access to personal postings unrelated to camp.

4. Employees must refrain from using the internet as a vehicle for gossip, and refrain from posting, tagging or publishing pictures of camp, campers or staff.

5. Employees are required to use appropriately respectful speech in their personal social media posts, and to refrain from harassing, defamatory, abusive, discriminatory, threatening or other inappropriate communications. 

6. We recognize that our staff has a private life outside the boundaries of camp and we expect that our staff conducts their private lives with integrity and decorum as a role model and leader of the town.
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“911” EMERGENCY PROCEDURES “911”
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EMERGENCY FIRST AID

· Know where your camper’s emergency cards are located; review them prior to camp before any emergency.

1.
Know where the nearest phone is located. (Sunrise – Day Hut, Waterfront guard hut, Spaulding – front of cafeteria on wall).  Babb’s Beach staff will use cell phones.
2.
MOST IMPORTANT - remain calm and use your common sense.

3.
Identify injury area and assess extent of injury within your limitations.

4.
Remain with victim and send responsible person to call police or vice versa.  Clear the area of other children and have other staff supervise and engage them in another activity.

5.
DO NOT move victim.

6.
Make victim as comfortable as possible.

7.
Provide emergency first aid within your limitations.

NOTIFYING POLICE AND NEAREST RELATIVE

1.
Call police - introduce yourself and your position, and detailed location.

2.
Explain what has occurred; state your specific location; state the nature of injury and whether you feel an ambulance is necessary.  STAY ON THE PHONE UNTIL YOU ARE TOLD TO HANG UP.
3.
Call parent or emergency contact, introduce yourself, inform them of situation and obtain permission to transfer the victim to emergency medical facility.

4.
Introduce yourself and position to parent or emergency contact.

5.
Give name of victim and state nature of injury.

6.
Reassure parent or emergency contact that victim is being cared for.

7. Parks & Recreation Department must be notified of accident.  If accident occurs Friday afternoon between 1 – 5 p.m., or o the weekend when the office is closed, call the Park and Recreation Director 860-308-0610. 
ARRIVAL OF POLICE AND/OR AMBULANCE

1.
Introduce yourself to emergency personnel and explain situation.

2.
Assist where possible.

3.
Completely fill out accident report and obtain names and addresses of witnesses ‑ hand in report to Parks and Recreation Department within 24 hours.
Do not make any statements concerning insurance in any way. Refer all questions to the Director of Parks and Recreation.  Refer media to the Director of Parks & Recreation

Emergency 911    Parks & Rec. Dept-860-668-3862
TELEPHONE FAILURES

If a telephone failure occurs with the main telephone lines at Sunrise Day and guard hut, Spaulding School and the Parks & Recreation Office, Cell phones will be used as the main source of communication.  

The Parks & Recreation Cell Phone Number is 860-305-4659.

In addition, staff’s personal cell phones will be used to communicate.

FOREST/BUILDING FIRE
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In the case of either a forest or building fire the following steps will be followed:

1.
Person(s) discovering a fire will clear immediate area of all campers and groups.

2.
Person who originally detected fire will contact Camp Director who will contact the authorities (call 911) and the Parks and Recreation Department.

3.
In the event of fire or disaster, all campers should report to safe area designated by Camp Director.

4.
All counselors, taking care to be accurate, should take attendance twice and check in with Camp Director.

    5.
Counselors will keep campers active in quiet group activities until further   
notice.
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1.
Camp Director to be notified of missing camper.


(check all areas, including bathrooms)
2. Re‑check attendance of all groups.

3.
Call 911 and Parent/or emergency contact. 

4.
Notify Parks & Recreation Office.

SEVERE WEATHER:

THUNDERSTORMS / HURRICANES / TORNADOES
The Parks & Recreation office will notify Camp Directors and staff when severe weather may be predicted.  Staff should eliminate out-of-doors activities and move children indoors at Spaulding School, and to the large pavilion at Sunrise Park.  Wait for storm to pass. Delay dismissal during a storm.
HEAT WAVES

During heat waves, ensure that children stay hydrated.  Make sure children drink plenty of water.  Refrain from too much physical play, and stay in shaded areas as much as possible.  Employees should also increase their fluid intake during hot/humid days.  
SUN PROTECTION
Exposure to the ultraviolet rays of the sun carries significant health risks.  In an effort to protect employees from the harmful effects of the sun, employees should wear sunblock. Additionally, staff should not apply sunblock to campers, but staff can remind them and verbally guide them how to apply sunblock. Remind parents to apply sunblock prior to camp for younger children and for older children to apply their own sun protection.  
SUSPICIOUS OBJECTS and BOMB THREAT

If a suspicious object or substance is discovered in a building, at the park or on the grounds the person finding it will not disturb or go near it.  In the event a bomb threat is received the person answering the phone should remain calm, write down as much information as possible (location, time, details)

Clear children from the area and have other staff occupy them in an activity far away from the suspicious object.  Notify the Camp Director who will then call the Police and Parks & Recreation Office.  

INTRUDER 
Anyone who encounters an intruder must notify the Camp Director providing a description of the individual(s), situation, and location.  Camp Director will assess situation and ask for identification if appropriate.

The Camp Director will determine whether to call the police and the Parks & Recreation Director immediately.  In case of doubt, call the police.  Notify staff in discreet manner to have participants move to an area away from the intruder.  Make decision with police as to whether or not police should arrive with lights and sirens on.  Office administrative staff will handle all inquiries and take appropriate measures, statements should not be made by camp staff to parents or media.

EMERGENCY RESPONSE ACTION
In the event of an unforeseen circumstance that calls for immediate action, all measures should be taken to insure the safety of the children and staff at the camp program. Depending on the nature of the emergency, camp may end earlier than the scheduled closing time.  An early release would be implemented, and emergency responders would be notified. Staff would contact parents/guardians for immediate early pick up of their children.  
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Lifeguard procedures when the Day Camp is at waterfront:

RESCUE PROCEDURE

If an emergency should arise that the rescuer determines will require assistance of another park official, the rescuer is to:

· Give THREE (3) LONG BLASTS ON HIS WHISTLE AND YELLS "RESCUE NEEDED".
· The second guard removes all persons from the water.

· The third guard assists the rescuer, bringing any necessary equipment.

Depending on the degree, or the incident, call 911, the Suffield Ambulance Association will be called.

THUNDER STORM PROCEDURE
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Give TWO (2) LONG BLASTS on whistle.

· [image: image22.jpg]


Remove everyone from water and seek shelter.

(Pavilion at Sunrise Park.)

· Keep people out of water for 20 minutes after last sight of lightning.

BUDDY CHECKS (Lifeguards perform buddy checks)
· Give ONE (1) LONG BLAST on whistle.

· Perform buddy checks every 15 minutes.

· Guards rotate stations on every buddy check.

· In addition to Buddy Checks, Counselors and J.C.’s are to assist Guards, by watching children in the water during free swim and keeping their eyes on the kids/water at all times.  No sitting or lying down.  All staff will line up along the water line, facing the swim area as additional visual support.   
· Sunrise and Tween Adventure Camp staff will have buddy/name tags ready and posted on the buddy board.

RE DIRECTING A CHILD/CHILDREN IN THE WATER

· Give TWO (2) SHORT BLASTS on whistle.

· Re-direct child/children in the appropriate manner.
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Wildlife at Sunrise Park & School Play Area and Fields
A variety of wildlife exists in Suffield, especially at Sunrise Park.  At times children and staff may encounter wildlife.  Respect the insect/animal/reptile and keep a safe distance and follow these rules:

· Don’t allow children to approach or antagonize the wildlife.

· If there is an emergency regarding an insect, animal or reptile:  Attend to the child immediately, communicate the situation to your immediate on-site Supervisor, Recreation Supervisor or Parks and Recreation Director. 

· Call 911, if necessary.

· Stay calm and keep all children away from the insect/animal/reptile.  Maintain a safe area, account for all children while keeping them safe and calm.  

· Only give the facts about the situation.  Don’t try to give more information than you know.

“Jack of all Trades”

As a recreation staff member you will motivate and be the supervisory force behind all of our successful recreation activities.  You will work in cooperation with your supervisor and peers.  This task is not to be taken lightly, nor at times will it be easy to accomplish.  Every staff member must be a little of the following:

An Actor:

You will play many different roles.

A Coach:
You will be involved with many sports important to the children.

A Clerk:

You will have to attend to the necessary paper work.

A Dreamer:
You will need imagination to make the program attractive and fun.

An Artist:

You will encourage the children to be creative.

A Planner:

You will organize time and events in an efficient manner.

A Teacher:

You will teach new games and skills.

A Doer:

To make all the above happen!

WHAT IS THE PURPOSE OF THE CAMP?

Help children gain healthy attitudes, learn new skills, learn to be creative, find outlets for inner talents, enjoy companionship of others, understand weaknesses, admire strengths, win humbly and lose graciously.

General objective for Parks and Recreation Program: To provide for the enjoyment of the participants, to present activities, which are both wholesome and safe, to teach the skills necessary for successful participation in activities.

A CAMP IS AN IMPORTANT PLACE!!

Each activity proposed should be subjected to the following analysis. What does the activity entail? What skills? What form does the activity take? What are the psychological attributes of the activity? How does this differ from other activities in the program? How is it similar? How can the activity be presented so it is wholesome and safe? What are the objectives for presenting this activity? What do I hope this activity will do to and for the participant?
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PROPER ATTITUDE

Involves showing warmth, good nature, interest, enthusiasm, and honest concern for the welfare of the participants, in spite of fatigue, colds, headache, inadequate facilities, or other distracting elements.

GETTING PARTICIPANTS

Not everyone wants to participate all the time. Some want to participate but don't know how to join in. A sensitive leader must notice the latecomer, the standoff ones, the hesitators, the onlookers, the sour grape types: and encourage them to join the activity. Make them feel “needed”.

HELPING CAMPERS THRIVE
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No one is perfect. Handle errors tactfully. Use kindness. Analyze your own teaching methods.  Welcome all campers, parents and other staff with a smile and use compassion and empathy in all situations.  Our camps and programs are inclusive and welcoming for everyone.  Be sure to include all and treat others the way you would like to be treated.  Remember the Golden Rule.  
LEADERSHIP

A leader is a person with a magnet in his heart and a compass in his head. To be a successful leader: be a real person (genuine sincerity and a positive outlook) - like people (as individuals) - know your job (be prepared) - have fun (if you are enjoying yourself, they will too).

The campers are waiting and they have hopes that this summer will be the most wonderful, exciting, adventurous summer of their lives. It‘s up to you!!

A successful camp leader should:

1. Study the camp - weather, size, location, types of equipment, and facilities, safety factors.  Be prepared!!!
2. Study the group - age, numbers, likes and dislikes, select suitable activities, and plenty of them, to allow for emergencies.

3. Know and like the activity you plan to lead. Approach the group with a positive attitude and enthusiasm.

4. Think it through step by step, before facing the group. Ask yourself "Where will the group be standing?", "What will I say first?'', What will the players do first?", "next", and so on. Anticipate problem areas.

5. Get attention - wait for natural pauses, speak slowly and in a pleasing voice, use whistle sparingly (mostly to officiate a game).

6. Go into the first activity without hesitation - choose something that is familiar, or that is easy to explain in a few words, and get the group actively interested from the start.

7.
Name the activity. – let the children think of a fun, creative name.

8.
Give brief directions in a clear voice – stand where all can see and hear you.

9.
Get the players into position – try to finish the preceding activity in position for the following one, if possible.

10. Demonstrate whenever possible – people learn best by seeing.

11. Have fun even if mistakes are made – in which case, stop the activity, correct mistakes, answer questions, demonstrate again, and clarify rules. Play the activity correctly this time – but have fun!

12. Vary the activity – conduct the activity until it is at its best, then change to another. It is better to stop when everyone wishes to go on than to let even a few participants feel bored by too much of one thing. Be sure that the children do not sit or stand too long, get too hot, dizzy, or thirsty.

13. Participate in the activity yourself – whenever possible. Start the activity, participate in it, and stay in it. If this is not possible, watch with lively interest. Never dominate the activity. Try to stay in the background and step in to generate the activity when necessary.

14. Never lose your temper, be sarcastic, show impatience, ridicule anyone or show favorites.   Include everyone.
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DAY ONE (and Daily routine)
[image: image28.wmf]
On the first day of the program:  1st impressions last!!!  Day 1 must be organized and run smoothly

· Welcome campers and parents.  Make everyone feel good about being there!
· Make announcements regarding the facility rules and regulations, schedules, weather, attendance.
· Verify participants’ names, etc.
· Be prepared for First Day “Tears”.  How would you handle a crying camper?
CAMPER ARRIVAL AND DISMISSAL

ARRIVAL – SMILE  [image: image9.wmf]
SMILE when campers and parents arrive.  Counselors should be at their designated meeting places prior to that time to greet early arrivals.  Discourage running around or playing with other groups as you must take attendance and prepare for the day’s activities.  Ask campers how they are feeling each morning.  Daily attendance totals for each group are given to the Camp Director prior to the first activity.

DISMISSAL

1. Counselors should have their campers at the dismissal location on time, according to the camp schedule.  Counselors must be responsible for distributing all pertinent paperwork (fliers, permission slips, …) at the end of the day.  They are also to make notes of which campers are not in attendance to see that they get the information when they return.  Campers are only to be released to their parents or the designated individual on the pickup verification list who will pick up the child.  Any counselor questioning an individual picking up a child should bring the child and the person involved to the DIRECTOR.  USE PHOTO IDENTIFICATION CHECKS. Counselors must check off child’s name when child has been picked up.

2. NEVER leave children unattended.
3.
Counselor should greet the parent and inform them briefly of their child’s day.  (Re:  ex- Johnny had a great day – he learned how to make a kite!  Johnny had a little problem sharing paint today…..)

EXTENDED DAY SERVICE

· Parents have indicated when they registered their child, which Extended Day Option they will need and this will show up on the Extended Day Lists.  Staff should still confirm with parents on the first day to get an accurate list of how many children to expect each day/each option.  
· Two counselors will be on duty during extended service.  Sunrise director will develop the work schedule for the full six weeks in advance.
·  Morning session – 8:00 a.m. – 9:00 a.m. is held at the playground area in the lower level (adjacent to Day Hut)

· Afternoon session – 3:15 p.m. – 5:00 p.m. but pick up times may vary and be earlier.  (Discuss with parent).
· Transition from Day camp to Extended Service:   when all day campers have been picked up for the day, extended service campers remain with the two assigned counselors for the afternoon.    Camp Director will ensure that two counselors have hut key, emergency and pickup information for each child.
GOING TO THE NEXT ACTIVITY

1. [image: image29.wmf]An essential aspect of safety and control is the proper movement of campers from one activity to the next.  Campers should move in a calm and orderly manner.  Stay on schedule, be on time.  Allow plenty of time for younger campers in transition periods.

2.
Counselors of each group must know where their campers are at all times!!!  Do a head count before leaving area.  Check for lost and found items in advance!

3.
Counselors noticing a wandering child are expected to see that the child is returned to his/her group.  (No children should be wandering if we are all keeping an eye on the campers!)
4.
Campers should be encouraged to use bathroom facilities and drink at water fountains prior to or immediately following scheduled activities and a counselor or junior counselor must always escort them to and from the facilities.
SWIMMING

1. Camp counselors are to be prepared daily to go into the water to assist Aquatics staff.

2. No eating, drinking, running, towel snapping or throwing people in the water.

3. Staff must control the behavior of all campers at waterfront (on beach and in the water)   
4. The “buddy system” will be used in all swimming activities.  All staff must take head counts consistently throughout the swim period.
                                                      [image: image10.jpg]



GETTING PARTICIPANTS ATTENTION:




Pausing/silence



Claps




Team/Group Cheer




Raising and lowering voice



Whistle/raising hand

FORMATIONS:
Formations definitely affect the personality and functions of the group.


1. Standing in line (one behind the other)


2. Forming a line (side by side in a row)


3. Forming a circle around a leader


4. Horseshoe or semi-circle

CONDUCTING ACTIVITIES:

1. Modify rules to meet situation.
2. When something is lacking, improvise.  (Be sure to have all of your supplies ready before you begin an activity.  Plan ahead.)
3. Use whatever materials are on hand - be creative.
4. Change activity before group tires (when interest starts to decline).
5. Be as fair as possible and include everyone.
HINTS IN TEACHING GAMES:

1. Know the game thoroughly.
2. Explain it once, clearly, step by step and demonstrate it.
3. Have the children try it through once for practice, and clear up any difficulties.
4. Make sure everyone understands it clearly, and away you go! Teach at least one or two games a week ‑ more if you like, and the group is receptive. Play the new games often, but don't neglect the old favorites. Use your ingenuity in adapting games to your particular groups and occasions.
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Camp Is Inclusive for All
All camper medical information is confidential and may not be shared with anyone.   (refer to Confidentiality statement)
Most Important   Counselors /Lifeguards/Junior Counselors need to include camper with all needs, aide/para-professional can offer suggestions – campers should not feel left out at any time.

1.
Consider the campers abilities, and feelings when developing activities.  (Strengths and weaknesses).

2.
Meet the unique needs of the child.

3.
Need a structured environment.  (Review schedules/use visuals)
4.
Provide clear directions and group game rules.

5.
Independence is primary goal but based on environment (surroundings) and safety.

How to include all campers
1.
Identify the child’s needs, encourage them to join in - if counselors/Jr counselors and lifeguards/adults do, the camper/child will accept them also.

2.
Special friend/buddies/helper - have a camper in his/her group be paired off with a child that may need a little extra help or encouragement.
Making Camp Fun, Safe and Enjoyable for ALL!

-Create a daily routine that is structured and known to the campers.
Children with with a variety of needs tend to like structure and react poorly to change.  Changes in routine can cause stress and this can lead to behavioral issues. 

-Use visual cues and visual charts for transitions/daily schedules and desired behaviors.  This helps all children.  Many children are visual learners.
-Review the daily lesson plan and schedule with the children at the start of each morning and make sure to give a five-minute warning and reminder for transitions at the end of each activity.
-Use language such as:  “First this, then that”…..  Example:  ‘First, we will make a kite and then we will go to playscape.’
-Break tasks down into small bite size pieces.  Give directions one item at a time and then move on to the next.
-Use positive reinforcement for helping encourage good behavior.  

-Recognize “triggers” that lead to negative behavior and stop the progression before the behavior begins.
-Recognize if an activity or area will create sensory overload for a child- (which can lead to negative behavior) take into consideration the lighting, noise, temperature of the area that you will be conducting your activities and lessons in.  Many children have sensory issues and it is sometimes confused with negative outbursts or behaviors.  Sometimes all it takes is for an environment to be slightly modified for a positive response. (
-Have continuous communication with the aide/para professional and parents 

-It is important to engage each child and to provide a positive camp experience.
SPECIAL EVENTS – Tournaments, contests, parades, etc.

Work at your special events in such a way as to get interest and enthusiasm at a peak. Talk about them, publicize them, and let the children help prepare for them.

Make your categories for awards interesting, and the awards attractive. However, emphasize the idea of doing things for fun rather than for winning awards.

Try different judges each week. Have a paper prepared upon which the judges can record their decisions.

Make a little ceremony of the judging and distribution of awards. Try making your own ribbons and/or awards.

TRIPS AWAY FROM THE CAMP
No trips will be taken from camp, except for the Adventure Camp.

Keep a master list of names and emergency phone numbers.

At Sunrise Day Camp, youngsters are NOT allowed to hike any trails in the woods without prior approval of camp director/Parks and Recreation Director.
Trail Hikes:  With guide.  Discuss with Camp Director which trail you will use.

· Take a cell phone
· Check in with Camp Director via cell phone at beginning and end of hike
· Take Trail map

· Take First Aid supplies and plenty of water
· Hike duration should be within session time and not longer.
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TRIPS FOR ADVENTURE CAMP
· Van will depart from top of hill near Pavilion at a determined time and will return to same location.

· While at facility:  all children will check in with counselors every 20 minutes.

· Bring lunch and water.
· Bring clipboard with roster of children and emergency cards.

· Bring first aid supplies.

· Bring cell phone and keep turned on all day.

· No horseplay of any kind.

· In the event of an accident or incident, the Adventure Director must call the Parks & Recreation Office.

· Follow any other directions given by Parks and Recreation Department.

On-Site Special Guests and Programs for Adventure Camp
· Occasional scheduled activities with special guests will be scheduled for Adventure campers.  
                                             [image: image13.jpg]



 IMPORTANT RULES FOR USE OF APPARATUS
1. Before using any equipment or playground make sure all safety checks and inspection is done before use.  Do not use broken equipment.  Perform a daily inspection before using all equipment and playground
2. Report all broken or vandalized equipment/playscapes to the Director immediately. Check this daily.
3. Check temperature on slide & playground structures before children use them.  If surfaces are hot, put cold water on them before use to lower temperature. Or use a different apparatus if needed.
RULES FOR THE SLIDE

1.
Slide down feet first, keep feet in, keep hands on lap. 

2.
Be sure slide is clear before starting down.

3.
Climb ladder without crowding or pushing.

[image: image32.wmf]4.
Get up and move from foot of slide quickly.
5.
No crawling or running up the slide.

6.
Slide down one at a time.

RULES FOR THE SWING

1.
Only one child on a swing at a time.

2.
Hold on tightly at all times.

3.
Sit on swing - don't stand or kneel.

4.
All children should face same direction when swinging.

5.
There should be no twisting or swinging sideways.

6.
No running under swings when pushing another child.

7.
Wait until motion is stopped before leaving.

8.
If a ball rolls under swing, wait until swing is stopped before trying to get it.

9.
Do all playing away from swings so you will not be struck.

10.
If there is a waiting line, use of swings is limited to five minutes use.

RULES FOR SEE-SAW
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1.
Give warning to person on other end before getting off.

2.
Keep firm hold on see-saw and sit facing one another. No standing or running.

3.
Hold both feet out from under board as it approaches the ground.

4.
When leaving board, the first child off should hold board tightly and let it fall gradually so that the child on other end can get off safely.

5.
Bumping of board is both annoying and dangerous.

6.
Stay away from see-saw unless you are using it.

RULES FOR DRINKING FOUNTAIN

1.
Keep fountains free from paper, stones, and rubbish.

2.
Don’t push - broken teeth can be the result.

3.
Await your turn in line - there is plenty of water for all.

4.
It is courteous to let smaller children drink first.

5.
Crowding or pushing around fountain may cause accidents.

6.
It is not wise to drink a great deal of water when overheated.

RULES FOR JUNGLE GYM

1.
Observe children for ability.

2.
No shoving or pushing.

3. No food to be consumed while using playground equipment. Food in designated areas only.

WATER DAYS

1. Counselors must watch the water and children at all times.

2. Counselors must stand and remain at their designated “stations”.

3. Have fun with the children but do not compromise safety.

WATERSLIDE RULES

1. One person at a time down the slide.

2. A counselor will stand at the beginning of line and direct children down the slide.

3. No lifting up on the end or sides of the plastic slide.

4. Stand and supervise along the slide area, No sitting.

5. Keep children away from, and off the fire truck.

6. Make certain children are sliding appropriately at all times – keep children safe.
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SUNRISE PARK RULES

1.
Park is open daily for residents and their guests from 8 a.m. till dusk.

2.
Suffield Park stickers are required on all vehicles.

3.
Parking permitted only where marked.

4.
Skate boards prohibited.

5.
Camping by permission from superintendent only.

6.
Motor boats are prohibited.

7.
All boaters are required to wear life jackets.

8.
Fires in fireplaces only.

9.
Motorcycles and bicycles allowed on paved areas only.

10.
No fishing from on top of rocks (campers only).

11.
No fishing in little stock pond near day hut.
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WATERFRONT STAFF

REQUIREMENTS
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To be employed by the Parks and Recreation Department you must hold a current American Red Cross Water Safety Instructor’s Certificate OR Lifeguard Training Certificate and Waterfront Module Certification (minimum).

You must also hold a current CPR – Professional Rescuer or Healthcare Provider card and First Aid Certificate. Copies of these must be given to the Parks and Recreation Department before the opening of the season.

PUBLIC RELATIONS

Certain requirements and behavior are expected of you. You should always conduct yourself as to be a credit to the department and community.

A lifeguard is expected to render courteous attention to the public when addressed and should attempt to answer any question you feel qualified to answer, with others directed to the proper source. Use the phrases. “Yes Sir”, or "Yes Ma'm", often. Long conversations that distract your attention, or hinder your view in any way, must be avoided. 

REMEMBER:  when on duty, the lifeguard must always be watching his designated swim area.

At a time of an emergency, a guard is often under particular stress with respect to newspaper personnel or would-be investigators. Loss of life, injury, or property damage usually involves insurance questions. In such a case, a lifeguard should not volunteer any information to any person other than his supervisor. If faced with that situation, the questioner should immediately and courteously be referred to the Parks and Recreation Director or Immediate Supervisor.

The lifeguard should investigate thoroughly all complaints and demands within reason.

The lifeguard should always use tact when enforcing aquatic regulations. You should never antagonize or argue with a patron. You should simply state the rule or regulation to the person in a firm but courteous manner. If this does no good, he/she should ask the director for further assistance.

No matter how proficient an instructor you may be in subject matter and programs, if you have not learned, or acquired the ability to listen to and understand the problems, big or small, of parents, neighbors, and the public in relation to the program and most important, to be able to fairly judge and solve these public relation problems, your performance as a staff member is incomplete. It is most important to have a good rapport with the public, but conversations should not interfere with your duties as a lifeguard.

DO NOT HESITATE TO USE YOUR AUTHORITY TO ENFORCE RULES AND MAINTAIN SAFETY!
RAINY DAYS[image: image37.emf]


1.
Staff must report to work, rain or shine unless contacted by a supervisor.  Once at work, staff will either be given an assignment or sent home. If staff is sent home, you will be paid ½ your hourly rate for the rest of your scheduled work day.

1. Procedure:
a. Contact Aquatics Director, and or Head Guard if there is steady rain and a forecast of rain for the day.  The supervisor may cancel all or some lifeguard shifts due to weather.  If shifts are cancelled before arrival at the waterfront, you will not be compensated.  Beaches are open 7 days a week, weather permitting. 
b. Contact Aquatics Director, and or Head Guard if it begins to rain while at work and the waterfront needs to be closed; you will be compensated for ½ your hourly rate for the rest of your scheduled workday.
Due to rainy days and cold days, various maintenance jobs are a significant percentage of waterfront staff work. It should be clearly understood that this work is necessary and required of all staff.

GENERAL STAFF POLICIES, PROCEDURES, AND DUTIES

1.
The beach facilities are operated to serve the public. Therefore, rules and regulations are to be strictly enforced by the members of the beach staff.

2.
Alertness while on duty is essential. On duty the guard is expected to:


a) be professional


b) be alert, sit up straight


c) always pay attention to your designated zone


d) ALWAYS WATCH THE WATER, even when talking to the public


e) never allow non-staff members on the chair


f) talking with guards should be kept to a minimum and only during slow times


g) no laying down at any time


h) staff shirts and one-piece swimsuits are to be worn


i) no distractions allowed (i.e. ball playing, cards, Frisbee, electronic devices, etc.)

3.
Any discussion or differences with staff will not take place while on duty.

4.
Lifeguards must have an unobstructed view of the complete swimming area at all times.

5.
In accordance with your offer letter, you have agreed to work with the Suffield Parks and Recreation Department. You are expected to work your assigned schedule. Time off will only be allowed for extenuating circumstances as approved by the Parks and Recreation Department.

6.
If it is determined your absence is justified, YOU MUST find a substitute and notify the Aquatics Director and or Head Guard PRIOR to your absence. Scheduling a substitute is your responsibility.

7.
Always have necessary equipment available -- First aid kit, ring buoy, backboard, rescue tube, etc. Rescue equipment should be kept on the beach while waterfront is open and guards are on duty.  Swim lesson training equipment should always be ready and on the beach prior to the start of lessons.  Lock up equipment in the guard hut at the end of day.

8.
Perform tasks listed on a daily check off sheet (fill in holes, pick up trash, adjust lines, clean hut, rescue equipment checked, rake beach and water line where weeds/debris collect, secure hut, and any other maintenance tasks that arise).

7. First Aid reports MUST be completed within 24 hours of incident, and given to your supervisor.

8. NO PERSONAL CALLS/TEXTS WHILE ON DUTY, including the use of earbuds and other distracting devices. Lifeguards should keep their cell phones close by ONLY to maintain contact with supervisor, and call for emergency assistance (911, 860-668-3870 for Suffield Police Department). Lifeguards should save the Suffield Police phone number in their contacts in case of emergency. 

9. Lifeguard Staff will rotate eating lunch at the Guard Hut but maintain guarding and watching the water.

10. Fifteen (15) minutes before guards go off duty, they will announce to the public that they are leaving and locking up facilities:  ask if anyone needs anything.  Tell the public that swimming will be at your own risk when guards are off duty.  Put the No Lifeguard On Duty sign out.

IN-SERVICE TRAINING

Once you are employed and initially trained as a Lifeguard/Instructor, you must maintain a constant HIGH DEGREE of mental alertness and physical condition. To attain and maintain this mental and physical 'peak' you must regularly swim, practice Lifesaving and First Aid Skills, and review associated knowledge. A regular schedule of mental and physical conditioning will be provided and supervised by your Aquatics Director and or Head Guard.

APPEARANCE

1.
 UNIFORM: all lifeguards must wear lifeguard suits and staff shirts supplied                        by the Parks and Recreation Department, so that they can be easily located in case of an emergency.[image: image38.emf]


2.
WHISTLES: must be worn while on duty. They must be used for emergencies and routine supervision.

3.
GROOMING: neat appearance, hair should be fixed so vision is not impaired which could present a hazard to personal safety.

4.
Absolutely no smoking will be permitted while on duty.

5.
Do not wear articles which keep you from entering the water i.e. hard contact lenses.

RULES AND REGULATIONS OF BEACHES

1.
Dressing and undressing will not be permitted in any areas other than those designated for that specific purpose.

2.
No profanity, obscenities or vulgarity, spitting, towel snapping, or fighting.

3.
No throwing of stones, sand, or other objects on beach property.

4.
Use of balls, Frisbees, horseshoes, other equipment and similar games, are not permitted except in designated areas.  Balls and other equipment may be used on the beach at the discretion of the personnel in charge of the area. 

5.
No bottle or glassware permitted on the beach.

6.
No alcoholic beverages permitted in park premises.

7.
No shoving on raft or swimming under raft.  Swim in designated areas only.

8.
Diving is permitted in designated area only – from raft.  No flips permitted.  Only four people allowed on the raft at one time.

9.
All rubbish is to be carefully put into the containers provided and not left on the grounds or thrown overboard.

10.  Any person damaging or defacing property shall face arrest and a fine.
11.
Pets must be kept off the beaches at all times. Leashes are required throughout the park. Dogs are allowed to swim in the designated ‘Dog Swim’ area of Sunrise Park only.  No dogs allowed at Babb’s Beach.   

12. Absolutely no boats, jet skis, windsurfers are allowed on our beachfronts and          designated water area at both Sunrise and Babb’s.

13. No one allowed in guard hut, only guard staff.

14. Children under the Age of 14 must be accompanied by an Adult.  

15. Swim diapers are required if parents bring young children in the water.

RESCUE PROCEDURE

If an emergency should arise that the rescuer determines will require assistance of another park official, the rescuer is to:

· Give THREE (3) LONG BLASTS ON HIS WHISTLE AND YELLS "RESCUE NEEDED" - perform rescue immediately
· The second guard removes all persons from the water.

· The third guard assists the rescuer, bringing any necessary equipment.

· if only two guards are on duty, the second guard must alert all patrons to evacuate the water and retrieve necessary equipment for rescue assistance

Depending on the degree of the incident, the Suffield Ambulance Association will be called.    9-1-1.
If, after the rescue, the rescued person does not need medical assistance, talk to them in a firm but gentle tone of voice and explain why he should not be in deep water. Try to get the person back in shallow water immediately, or the rescued person may develop a fear of water for life. Strongly suggest swimming lessons and offer clear and concise advice.

If a Rescue Chain is to be performed at Sunrise Park Beach, counselors will assist the Waterfront staff.  Specific technique will be discussed and demonstrated.

THUNDER STORM PROCEDURE
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· Give TWO (2) LONG BLASTS on whistle.

· Remove everyone from water.

· Keep people out of water for 30 minutes after the last clap of thunder heard by staff. 

BUDDY CHECKS (Lifeguards perform buddy checks)

· Give ONE (1) LONG BLAST on whistle.

· Perform buddy checks every 15 minutes.

· Guards rotate stations on every buddy check.

· In addition to Buddy Checks, Counselors are to assist Guards, by watching children in the water during free swim and keeping their eyes on the kids/water at all times.  No sitting or lying down.

· Sunrise and Adventure Camp staff will have buddy/name tags ready and posted on the buddy board.

Swimming, Skills Review and Free Swim

Swimming is the most important single activity that occurs during the camp

day. Swimming is potentially the most enjoyable activity, but may also be

the most dangerous activity. For the Sunrise swim program to work

successfully, we need the cooperation of aquatics staff, as well as all Directors, Counselors and Junior Counselors.

During the basic stroke review and free swim period all counselors and junior counselors must be in swimsuits.  Counselors must be either in the water with the group of campers or on the waters edge supervising the children.  This is mandatory, not optional.

Camp Counselors will stay with their group of campers during swim stroke review. Counselors must be on time for the swim portion so make sure you leave the previous activity in time to get to the pond on time. Swim groups will meet in the same place every day.  Counselors should make sure that campers go to the bathroom before they arrive for basic stroke review.   

Free Swim

During free swim counselors must monitor and take note of campers who are either swimming and not swimming.  All campers should be encouraged to go into the water during free swim. If a camper is not swimming for some medical reason, he or she should be seated on the beach or be engaged in an alternative supervised activity. Counselors are encouraged to swim during free swim, but during the buddy check they are

required to make sure that they have all their campers before reentering the

water.  All staff will line up along the water line, facing the swim area as additional visual support.

Re-Direction- A CHILD/CHILDREN IN THE WATER

· Give TWO (2) SHORT BLASTS on whistle.

· Discipline child/children in the appropriate manner; firm, calm and informative. 

Re-Direction PROCEDURE

Whenever a person is told they are breaking a rule or procedure of the park and/or disciplined for their actions, the rule should be fully explained to insure understanding of why the action by the official was taken.  All discipline problems must be recorded in the daily log and Sunrise and Waterfront staff must communicate daily.

If dismissal is requested by a guard, the Aquatics Director and or Head Guard will have the final decision. The Aquatics Director and or Head Guard will contact the parents. Never send a child home on his/her own.

If there is any problem dismissing people from the park area, contact your supervisor; they will respond and decide if it is necessary to call the Police 9-1-1.

RESPONSIBILITIES (See Job Description)
LIFEGUARD

1.
Supervises waterfront areas as designated, performs all duties associated with lifeguard responsibilities, assists in activities planned and conducted at the beach, assists in daily maintenance of beach area and bathhouse, and other related duties as required.

2.
Works directly under the supervision of Aquatics Director and/or Head    
Guard.

3.
May supervise other lifeguards or attendants as assigned.

4.
MINIMUM QUALIFICATIONS, KNOWLEDGE, SKILL AND ABILITY: Knowledge of rules/regulations pertaining to waterfront safety; understanding of standard lifeguard practices, American Red Cross Certifications, Lifeguard Training, Waterfront Certification Training or comparable standards, ability to accept direction, to develop and maintain respect/discipline from the general public, and ability to develop a cooperative relationship with associates.

AQUATICS DIRECTOR and or HEAD GUARD

1.
Supervise, evaluate, and schedule lifeguards. Assist in training of lifeguards. Act as a lifeguard or swimming instructor as required.

2.
Supervise swim stroke review program. Instruct and test participants. Responsible for all administrative work between Parks and Recreation Department and participants.

3.
Works under the direct supervision of the Recreation Supervisor.

4.
Administrative duties include:


a. schedule employees work shift


b. maintain time cards and payroll


c. keep logs and file necessary reports


d. evaluate programs, staff, and facilities


e. inventory and maintain proper supply of equipment


f. schedule and conduct staff meetings, emergency drills, and training sessions


g. determine rainy day procedures


h.
communicate with parents re:  absences, discipline or progress

5.
MINIMUM QUALIFICATIONS, KNOWLEDGE, SKILL AND ABILITY: Knowledge of all rules and regulations pertaining to waterfront areas and considerable understanding of water safety practices, knowledge of basic waterfront equipment, ability to lead and reach other employees, ability to maintain discipline and be able to develop and maintain the respect and cooperation of associates and the general public, certification by the American Red Cross or comparable organization as a lifeguard and have lifeguard and swim stroke knowledge.

6.
EXPERIENCE AND TRAINING - Successful completion of Lifeguard Training Course, W.S.I., Waterfront Module Certification, CPR, and First Aid. May be required to pass a written test and must pass a water test as conducted by the Parks and Recreation Department.

WATER SAFETY INSTRUCTOR

1.
Organize, prepare, and instruct group and individual swim stroke review classes for all ages: evaluate, test, and verify swimming achievement according to the dictates of the program; prepare reports and keep statistics as required; serve as a lifeguard as directed and perform other related duties as required.

2.
Works under direct supervision of the Aquatics Director and or Head Guard and the Recreation Supervisor.

3.
Supervises other guards (non-WSI) during swimming program.

4.
Knowledge of basic concepts and techniques of water safety instruction, understanding and ability to establish swimming programs, ability to assign responsibility to subordinates, ability to develop and maintain respect and discipline from students in the swimming class and to fully cooperate with associates.

5.
Must have current Lifeguard Training Certification and a Water Safety Instructor Certification, Waterfront Module Certification by the American Red Cross or comparable organization. 

CAMP DIRECTORS' RESPONSIBILITIES

(refer to job description)

1.
Administrative duties include:


a.
schedule program activities and ensure counselors and junior counselors of their responsibilities.


b.
lesson plans must be reviewed and approved by Recreation Supervisor one week in advance.


c.
inform the Recreation Supervisor of supplies and equipment needed for their activities/special events in advance. The Director is responsible for picking up and maintaining proper inventory of supplies and equipment.


d.
maintain time cards and payroll.


e.
keep logs and file necessary reports - see Recreation Supervisor for forms. 


f.
evaluate programs, staff, and facilities.  Provides Recreation Supervisor with input in evaluation or assessment of performance of camp staff.

g. may be needed to assume counselor duties at times or during emergency situations.

2.
To encourage self starting and nurture individual talents that each counselor has and/or acquires.

3.
To oversee that the responsibilities of individual counselors and junior counselors are carried out completely and wisely.

4.
To encourage good rapport among all staff members (counselors, junior counselors, directors, and waterfront).

5.
To encourage good rapport with parents and campers.  Place appropriate phone calls to parents re:  attendance, illness, discipline of children (note:  if camper does not attend camp on day 1 of Session, call the parent).

6.
To report any problems, i.e.: personnel, campers, facility, equipment, etc. to the Parks and Recreation Supervisor or Director. 

7.
To notify the Recreation Supervisor with any camper or counselor problems and discuss ideas together by weekly staff meetings scheduled by Camp Director.

8.
Inspect daily all equipment, apparatus, buildings, and play areas for potential hazards. Report any vandalism or damaged items to the office immediately.

9.
Inventory and return all equipment and supplies at the end of the program. Items should be boxed and labeled on the outside. A list of items should also be attached with status of repairs or replacement needs.

COUNSELOR RESPONSIBILITIES

(refer to job description)

1.
Take daily attendance for each group and give to Director.  Address camper absences at the beginning of the day.

2.
Inform Director of any camper problems within your group.

3.
Provide only minor First Aid to campers (band-aids) - other incidents that require a higher level of first aid (ice, deep cuts, bee stings, nausea.) should be referred to the Director.  Counselors must review camper emergency cards and know where the cards are located at the camp in case of an emergency.  An accident report must be completed and signed by the Director.  Follow First Aid procedures.

4.
Fill out accident report thoroughly – get it signed by CAMP DIRECTOR.

5.
Know where campers are at all times.  Campers should never be wandering around alone – they should be with their group and counselor at all times.

6.
Campers must use Buddy System which must be approved by their counselor or camp director.

7.
Attend weekly staff meetings to be determined by Camp Director.

8.     Work together with other group counselors, and aquatic staff.

9.
Communicate with parents daily at drop off and pick up regarding child’s daily camp experience.

10.
Offer one special event per week to be planned by different counselors.

11.
Assist campers in locating lost items.  Lost and found items will be placed in a box at each camp, for camper’s convenience.

JUNIOR COUNSELORS

(see job description)

This is a training program designed to have Junior Counselors assist Counselors in their daily responsibilities listed under counselor responsibility.
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