TOOL 5.6 COMMUNICATION PROCEDURES – STANDARD 5.6.2 MEANS OF COMMUNICATION

XYZ CITY/MUNICIPALITY DAY CAMP
COMMUNICATION PROCEDURES
PASSAGES HIGHLIGHTED IN GREY: This information may vary depending on your situation and your practices.
On the site of the day camp
Day camp management can be reached at any time during camp and daycare hours. Voicemail is available.
The telephone number for management, emergency numbers and the procedure for an emergency call are posted close to the main telephone, at all sites. 
These numbers are also posted in the nursing station and in first-aid kits.
Counsellors know where emergency numbers are posted, and how and in what circumstances they can contact management and the various services in an emergency.
During outings (if applicable)
At all times, the person in charge of the outing has a mobile phone and a list of emergency numbers and the number at which camp management can be reached. This person must be able to reach management at all times.
Counsellors are authorized to have their own mobile phone with them during an outing and to use it in an emergency. Counsellors must have the mobile number of the person in charge of the outing and the number of the day camp. OR Counsellors have walkie-talkies. OR Other similar provision.
Obligation to contact day camp management
In the following situations, counsellors or their immediate supervisor must contact camp management without delay:
· accident requiring transportation of a participant to a hospital or community health facility
· swimming pool accident
· major incident during an outing: missing participant, problem with a participant, etc. 
· major problem with a participant, counsellor, parent, an intruder or any other individual
· serious breach of ethics or safety
· major complaint of alleged harassment, violence or sexual abuse
· any other situation deemed worthy of reporting
TO BE POSTED CLOSE TO THE TELEPHONE
TO CONTACT DAY CAMP MANAGEMENT
	In an emergency, contact in priority order: 
	Position / Function in the City
	Telephone number

	1)
	
	

	2)
	
	

	3)
	
	


TO CONTACT THE VARIOUS EMERGENCY SERVICES
	
	Name of contact person
and/or organization
	Telephone number

	Medical
	
	

	Ambulance 
	
	

	Hospital 
	
	

	Poison centre 
	
	

	Medical clinic
	
	

	Dentist
	
	

	Psychologist
	
	

	Social worker
	
	

	DPJ 
	
	

	Fire
	
	

	Fire department 
	
	

	Police
	
	

	Local police 
	
	

	Provincial police (Sûreté du Québec)
	
	

	Media
	
	

	Local newspaper
	
	

	Regional newspaper
	
	

	Radio
	
	

	Television
	
	

	Other
	
	

	Association des camps du Québec
	
	

	CNESST

	
	

	___________________________
	
	


REMINDER – EMERGENCY CALL PROCEDURE (911 OR OTHER CALL)
· Emergency is at XYZ City/Municipality Day Camp
· The address is 123, rue du Soleil, Montréal and here are directions to get there …
· The telephone number is 514 123-4567
· My name is…
· The injured party is…
· This is what happened…
· The injured party’s condition is…
· I gave them the following first aid…
· What happens now? 
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