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CONTROL PROCEDURE FOR SITE AND VISITORS

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

The camp offers a beneficial, safe and healthy environment to all visitors: participants, parents and partners.  The camp has a map of the site and a procedure for welcoming visitors. 

	Your procedure

	 








	



SITE MAP 

Include a map of the site, indicating: 
· Parking areas
· Reception
· Motor vehicle traffic areas (maximum speed 10 km/h)
· Service areas
· Entrances (indicating whether or not doors are locked)

	Your site map

	 












	





VISITOR CONTROL PROCEDURE

The camp disseminates the procedure, including attitudes to adopt towards unknown visitors. 

PREVENTION
· Clearly signpost the reception area. 
· Appoint a person to responsible for welcoming visitors (customer service).
· Set up a visitor logbook indicating each visitor’s name, the reason for their visit, and the arrival and departure times.
· Make sure that counsellors never leave a child on his or her own.

INTERVENTION
When an unknown visitor comes to the camp, follow these steps, depending on whether or not they cooperate: 
· Politely direct the person to reception. 
· Remain polite and courteous.  Pay attention if the visitor shows dissatisfaction. 
· Counsellors should avoid negotiating with visitors so that they can remain focused on their participants.
· If necessary, leave your group with another counsellor and accompany the visitor to reception. 
· Notify a superior so that they can deal with the visitor.
· If the person seems threatening and does not cooperate, notify camp management of a possible code white (lockdown).
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