TOOL 5.7 ATTENDANCE VERIFICATION POLICY – STANDARD 5.7 ATTENDANCE VERIFICATION

XYZ CITY/MUNICIPALITY DAY CAMP
ATTENDANCE VERIFICATION POLICY
PASSAGES HIGHLIGHTED IN GREY: This information may vary depending on your situation and your practices.
ON THE MAIN SITE OF THE DAY CAMP
At its main site, the day camp keeps a full attendance list, a database or a binder containing all participant registration forms. Counsellors have an attendance list for the children in their group.
Counsellors receive an attendance list before participants arrive at the day camp. Counsellors check that everyone is present systematically (checking names off on their list) at the start and at the end of the day.
Day camp management makes calls to check on absent participants. 
During activities, travel, big games, etc., counsellors count heads frequently.
If a participant is missing, a counsellor follows the emergency measures in force at the day camp.
PARTICIPANTS’ ARRIVAL AND DEPARTURE
Camp management checks attendance at the daycare service reception, as participants arrive and leave. At all times, the person in charge of this procedure knows how many children are present on the day camp site.
Camp management is notified if a participant is authorized to leave with a person other than their parents or legal guardian. (See Tool #9 – Registration form)
In case of doubt regarding a departure authorization, or if a participant is missing, camp management acts in accordance with the current procedures or emergency measures.
IN PUBLIC TRANSIT
One counsellor boards the bus or metro train and directs the group while a second counsellor counts participants as they board. 
The same procedure is followed for disembarking from the bus or metro train.
If a participant is missing, the counsellor must act in accordance with the emergency measures in force at the day camp.
DURING OUTINGS
Counsellors check that everyone is present systematically at the start and at the end of the day. If the outing involves travel using a private carrier (school bus), counsellors check that everyone in their group is present systematically on boarding and disembarking from the bus, on arrival at the site of the outing, and on departure from the site. 
Counsellors count heads frequently during the activity.
On arriving at the site, the counsellor explains to participants what to do if anybody loses sight of the group. The counsellor shows participants a muster point in case anyone cannot find the group.
The counsellor uses the buddy system, a safety system in which participants are twinned in pairs, with each buddy looking out for the other.
If a participant is missing, a counsellor must act in accordance with the emergency measures in force at the day camp.
AT THE POOL
A check that everybody is present is made systematically before and after swimming.
As recommended by the Lifesaving Society in its Guide Supervision of Aquatic Activities for Groups of Children
, counsellors should make use of the buddy system, in which participants are twinned in pairs, with each buddy looking out for the other.
In addition, counsellors frequently count heads, checking participants both in and out of the water. To make counting easier, the Lifesaving Society recommends locating children by sector: shallow end, deep end, paddling pool, out of the water, etc.
If a participant is missing, a counsellor must act in accordance with the emergency measures in force at the day camp.
TECHNIQUES FOR CHECKING ATTENDANCE AND QUICK HEADCOUNTS
Counsellors should know and use quick counting methods. 
Geronimo
Before the outing, the counsellor assigns a distinct 
number to each child, starting with the figure 1, ideally in the order in which children appear on the attendance list.  At the signal (“Geronimo!”), children must call out their number in ascending order, one by one.  This allows a counsellor to make a quick check that everybody is present, and to detect anybody missing. 
Velcro
The Velcro technique involves asking participants to stick their bodies closely to a given place.  For example, if the counsellor shouts: “Velcro on the wall!, children will line up along the wall. This technique is particularly useful on disembarking from a bus or metro train.  The counsellor could also shout “Velcro on me!” Children must then crowd around the counsellor. This technique is very effective for bringing a group together quickly for a head count, or in a crowd.  
The Statue
At the cry “Statue!”, stand stock still, in silence, like statues.  The counsellor can then do a head count.    
The Sardine
At the cry “Sardine!”, all the children must stick together like sardines in a can. The counsellor can then do a head count. Like Velcro, Sardine can also be used to bring the group together in a desired spot, preventing the children from dispersing, for example when disembarking from a bus, or after going through the turnstiles in the metro, or on reaching the exit point of a site.
EMERGENCY MEASURES
As explained in Tool # 22 – Emergency measures, if a participant is missing, the counsellor must proceed as follows:
· stay calm and reassure participants 
· check that the participant is indeed missing using the  attendance list 
· with the help of the group, determine the circumstances of the disappearance:
· details of the missing participant (clothes worn, height, colour of eyes, hair, etc.) 
· details of the disappearance (duration, place the participant was last seen, etc.)
· keep the group under constant surveillance If possible, hand over supervision of the group to another counsellor
· immediately begin searching in the immediate area, on the route taken, at the site of the previous activity, at the previously established muster point, etc.
· notify day camp management and the site security service, if there is one
· if an intercom (or another means of internal communication) is accessible, send out a call for the participant over the whole site.
Management, or its representative in an outing, working with the site security service (if there is one), is responsible for the search plan, assignments and checking the premises, communications with fire and police services and authorities, and coordination of subsequent measures required (communications with parents, report to the authorities concerned, etc.).
�This document   http://www.education.gouv.qc.ca/fileadmin/site_web/documents/loisir-sport/encadrement_aquatique_en.pdf  seems to be a collaborative effort rather than something published by the Lifesaving Society on its own. Change the text?


�the French has "distinctif" - I think this should be "distinct"





Reference Framework for Municipal Day Camps

3

