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XYZ CAMP

TRAVEL SAFETY POLICY

PASSAGES HIGHLIGHTED IN GREY: This information may vary depending on your situation and your practices.

The municipal day camp implements a series of rules and procedures designed to ensure safety during travel. This policy must be communicated to all members of personnel responsible for implementing it in activities requiring travel.


Roles and responsibilities during travel

PERSONNEL DE DIRECTION ET DE COORDINATION
Il est responsable de planifier la logistique des différents types de déplacements requis dans le cadre des activités du camp de jour municipal, tout comme de communiquer les règles et procédures de la présente politique au personnel d’animation et d’en assurer l’application. 

PERSONNEL D’ANIMATION
Il est responsable du contrôle des présences et de l’encadrement des participants en toute sécurité et dans le plaisir, tout comme d’assurer le bon déroulement des déplacements qu’impliquent les activités du camp de jour municipal par l’application des règles et procédures de la présente politique.


Prévention : techniques d’encadrement[footnoteRef:1] [1:  Référence : • Cadre de référence pour la sécurité dans les sorties des camps de jour (Ville de Montréal, 2005)
] 


The rope: a rope (with handles on either side) gripped by participants.  

The train: at the signal, form a line one behind another, everyone with their hands on the shoulders (or the bag) of the participant in front.  

The buddy system: at the signal (buddies!), form a two-by tow column, each participant holding their assigned partner by the hand.  

The human chain: participants position themselves one behind another, holding hands to form a human chain.  

The cell: participants form a circle, holding hands (the cell membrane) around the counsellor (the cell nucleus) who then directs the group in the desired direction.

Songs: during travel, it’s best to choose songs that don’t involve shouting in order to respect the rules of good manners.




Safety rules and procedures

Note: In the event of any problem, change or delay involving travel, the counsellor in charge must immediately notify day camp management/coordinators.

ON FOOT

Participants
· walk calmly two-by-two on the sidewalk. If there is no sidewalk, they should walk at the edge of the road facing oncoming traffic.

The counsellor in charge
· always walks in front of the group (at the head of the line) and walks backwards to be able to supervise the group; places a second counsellor or assistant counsellor at the rear of the line (the “red light”) 
· waits for stragglers in order to keep the group together. 

Procedure for crossing the road

Participants
· calmly walk across (don’t run) at an intersection where there is a traffic light of stop sign (wherever possible).

The counsellor in charge
· takes up a position to stop traffic using an “arrêt-stop” sign or using his or her arms, with legs apart
· gives the group the signal to cross 

CYCLING

Prior to departure
Instructions concerning participants and bicycles
· A prior drill is carried out to check whether all participants are fit to go on the ride
· Mandatory: helmets, running shoes, socks, short pants and brightly coloured clothes must be worn at all times
· In case of rain: ponchos and long raincoats should not be worn
· Every bicycle must be fitted with the following reflectors: a white reflector at the front, a yellow one in the front wheel and on both pedals, a red one at the rear and in the rear wheel

The counsellor in charge
· adjusts the fit of each participant’s helmet 
· check that all bicycles are in good condition before departure
· teaches participants the signals for stops and changes of direction

During the ride
Participants
· respect the signals and other provisions of the Highway Safety Code that apply to cyclists
· must give the required signals for stops and changes of direction
· ride on the edge of the road, to the right, in the same direction as the traffic; a maximum of 15 cyclists in a line is permitted
· use the bike path network as far as possible
· keep one bike length (1 metre) between each participant, and several bike lengths when going downhill
· in a large group: form subgroups of four to six riders; there must be distance between subgroups to allow vehicles to pass them easily 
· at level crossings, walk their bicycle across
· never ride with a music player and never carry a passenger

The counsellor in charge 
· rides behind the group (red light) to keep an eye on riders; a second counsellor or assistant counsellor rides at the front
· ensures that every subgroup always has a counsellor or assistant counsellor 
· when there is a mechanical problem or in case of fatigue, have the group stop at the side of the road, away from the traffic, and refer to measures in case of mechanical problems

Emergency measures
· Gather the group in a safe place away from traffic.
· Assess the gravity of the situation. 
· Supervise the group at all times.
· Notify camp management.

In case of injury: 
· Reassure the group and give first-aid.
· Call or wait for emergency services.

In case of a problem with a bike: 
If you are less than 15 minutes from the day camp, turn back and walk along the road next to the bicycles in single file. Otherwise, follow instructions from a camp management.
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TRAVEL BY MOTORIZED VEHICLE

Make sure to respect the standards and laws in force. For more information, consult the Transport section of the index juridique on the ACQ website.

	
	Boarding procedure
	During transportation
	Disembarking procedure
	Emergency measures

	Charter bus (school)
	Participants
· stand back and wait as a group until the bus has stopped completely before approaching. 
The counsellor in charge
· counts participants as they board the vehicle and only boards once the entire group is inside
· when all participants are in the bus, all counsellors count again to check that they have the same count as the counsellor in charge; departure must not take place until both counts match.

	Participants
· remain seated, with hands and head inside the vehicle, until arrival at destination
· note the emergency exits and do not obstruct the aisle or the exits

The counsellor in charge
· explains the rules for behaviour in the bus, having previously checked them with the driver
· positions the counsellors’s seats in the bus (front-middle-back) to ensure good supervision
	Participants
· upon arrival at destination, remain seated inside until the bus comes to a complete standstill

· L’animateur responsable, au signal donné, fait descendre les participants groupe par groupe;
· gets off the bus ahead of his/her group and counts the participants
· refers to Emergency measures in case of a problem with the bus

	Assess the gravity of the situation. 
Check the condition of passengers, reassure them and give them first aid.
Supervise the group at all times.
- Installez les feux de détresse.
- Appelez ou attendez les secours.

Si accident mineur
if possible, get the vehicle off the road
remain inside if the vehicle is still operational.

If the accident is major:
if possible, evacuate the vehicle and gather the group in a safe place away from traffic.


	Bus – public transport
	Participants
· are limited to two groups per trip, with a maximum of 30 participants
· arrive at the bus stop in advance to avoid the need to run
· sit calmly waiting for the bus on the sidewalk or on the grass in a place of maximum safety for the group
· wait for passengers to get off before boarding
· as a group, remind each other of the procedure to follow if a participant remains on the bus after the group has got off (see Emergency measures)

The counsellor in charge
· boards the bus, stands at the edge of the door with a view of the inside of the bus and the sidewalk, and counts the participants as they board one by one without jostling
· pays the fares and takes transfer tickets for each participant (if necessary), then moves to the back with the group
	Participants
· remain seated with their bags on their knees (if possible) or remain standing with the bags on their backs, holding onto a pole, and keeping hands and head inside the vehicle

The counsellor in charge
· sets an example and keeps participants’ voices down to a reasonable volume
· notifies the driver of any problem.

	Participants
· get ready one stop prior to disembarking
· do not get up until the bus has come to a standstill

The counsellor in charge
· disembarks first, stands at the edge of the door with a view of the inside of the bus and the sidewalk, and counts the participants as they disembark one by one without jostling  
· immediately positions participants in a line away from the bus 
· refers to Emergency measures if a participant is forgotten on the bus

	

	
	Boarding procedure
	During transportation
	Disembarking procedure
	Mesure d’urgence

	Metro * 

	Participants
· remain behind the orange lozenges or line (yellow line?) until the train has come to a complete standstill

The counsellor in charge
· holds back the car door and has participants enter calmly
· counts participants as they enter and leave each métro train

	
Participants
· remain seated in the car with their bags on the knees (if there are no free seats, they should sit on the floor a good distance away from the doors); otherwise, they should remain standing with their bags on the backs, holding onto a pole.

The counsellor in charge
· stands in front of a door and watches participants to make sure none of them can exit
	Participants
· get ready one stop prior to disembarking
· remain seated or stand still until the train comes into the station

The counsellor in charge
· holds the door open to prevent it from closing and counts participants, who disembark one at a time and go to stand along the wall again  
· refers to Emergency measures if a participant is forgotten on the train or in an emergency
	Stay calm and reassure participants. 
Stay with the group at all times and frequently count heads.
Follow the instructions of transit company employees (driver, attendant, security agent, etc.). 
notify day camp management


	*Precaution while travelling on the metro

Access (stairs, wickets and turnstiles) 

Participants
· walk down the stairs on the handrail side; do not use the escalators 

The counsellor in charge
· pays the fares at the wicket, goes through the turnstiles and brings participants through one by one
· takes transfers for each at the dispenser (as needed)

On the platform

Participants
· have understood that it is safer to miss a train than to run to catch one 
· as a group, remind each other of the procedure to follow if a participant remains in the train after the group has got off (see Emergency measures)

The counsellor in charge
· inside the station, moves the group in a tight formation, one-by-one, keeping close to the wall 
· leads participants to the end of the platform to board the first three cars 
· has participants sit along the edge of the wall to wait for the train

	Metro platforms: 
Locate the “Assistance” panels on the platform to gain access to an emergency telephone, a fire extinguisher and a switch to cut off the current in case a person has fallen onto the track. 
Use the bed telephone to speak and receive safety instructions.

Metro cars: 
Use the interphone located close to a door high up in the centre of every car to talk to the operator. 
Identify the emergency handles and pull to immobilize the train; if possible, do this when the train arrives in a station where doors will open. 
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