TOOL 5.10  EMERGENCY MEASURES – STANDARD 5.10 EMERGENCY MEASURES

XYZ CITY/MUNICIPALITY DAY CAMP

EMERGENCY MEASURES

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


So that it can intervene to ensure the safety of participants, camp management must have a policy explaining the measures to be implemented during emergencies that may occur during camp activities. The content of this document must be known to staff.
Make an emergency call 

· Stay calm.
· Dial 9-1-1 and say your full name.
· State exactly where the situation requiring assistance is happening.
· State the nature of the emergency:
· number, full name(s) and age(s) of the injured
· exact location of the injured
· what happened (circumstances)
· condition of the injured
· what first aid has been given
· Leave a number where you can be contacted.
· Ask the emergency dispatcher to repeat the information.
· Don’t hang up until you are told to.
· Make sure that someone remains available to answer the telephone.

General evacuation plan

In case of fire

If there is smoke:

· Immediately leave the room with the group.
· Activate the manual fire alarm.
· Notify someone in a position of responsibility (management, site security service, etc.).
· Phone the fire department.

When the alarm sounds (or when a member of management gives the order):

· Stop the activities. 
· Stay calm and reassure participants. 
· Gather the group together, check that everyone is present, and form them into a column two-by-two.
· If someone is missing, quickly check the premises.
· Identify the closest safe exit. 
· Listen out for instructions (intercom, site security service, etc.).
· Close all doors and windows.
· Evacuate the premises by walking without delay. 
· Take the stairs. If somebody is stuck in an elevator cabin, tell them that help is on the way and notify the authorities of the situation.
· Once outside, move at least 100 metres away from the building towards the previously identified muster point.
· Once you reach the muster point, have the children sit down in a line two by two.
· Check that everyone is present and report to management (group complete or name those who are absent).
· Take care of any injured children as a priority.
· Remain at the muster point and follow instructions.

Muster point depending on sites
Depending on the place where groups are located, go to the identified muster points. Note that this instruction also applies to groups outside the buildings of the identified site.
1) Multipurpose building: parking lot
2) Sports centre: soccer field
3) XYZ school: baseball field
4) Park – XYZ school: baseball field

Day camp management is responsible for the final roll call, 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.).

In the event of a participant going missing

· 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 (presumed 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 so that you can continue your search.
· Immediately begin searching in the immediate area, on the route taken, at the site of the previous activity, at the previously established muster point, in the bathrooms, etc.
· Notify day camp management and the site security service, if there is one.
· If an intercom (or another means of internal communication) is available, send out a call for the participant over the whole site.

Management, 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.).

In the context of public transit

· Repeat instructions to the group before departure.
· Ask an employee of the transit company (driver, attendant, security officer) for help. In the metro, use the red telephones on the platform.
· Keep the group under constant surveillance; if possible, hand over supervision of the group to another counsellor.
· Notify camp management.

Depending on the case, a participant who is left on his or her own in a bus or in the métro must: 

· If he or she boarded before the group: get off at the next stop or the next station, wait on the sidewalk or go to the turnstiles and ask for help from an employee of the transit company (driver, attendant, security agent) and give the name of the day camp.

· If he or she got off before the group, or was left behind after the group had boarded: wait on the sidewalk or go to the turnstiles and ask for help from an employee of the transit company (driver, attendant, security agent) and give the name of the day camp.

Emergency during an outing

· Stay calm and reassure participants. 
· Gather the group in a safe place.
· Stay with the group at all times and frequently count heads.
· Follow the instructions of the site security service, if any.
· [bookmark: _Toc101761584]Notify camp management. 

During outings, if a participant goes missing, or in case of an injury, ailment or emergency in transit, during swimming, or in other circumstances, refer to the procedures in force.

Emergency during a swimming activity 

During swimming activities, the lifeguard is the competent authority responsible for intervening in case of problem situations or emergencies. 

However, day camp staff do have the following responsibilities:

· Implement the swimming safety policy in force at the day camp (see Tool #21).
· Remain vigilant and notify the lifeguard in the event of a problem.
· Remain calm, follow the lifeguard’s instructions.
· If evacuation of the pool or body of water is required, gather together and reassure other participants away from the scene.
· Notify day camp management.

If a participant is the victim of a situation requiring emergency medical transportation, make sure to inform day camp management of his or her destination so that this information can be passed on to the parents or guardian. If a manager or more than one counsellor is present, a person should be designated to accompany the emergency medical transportation. Otherwise, camp management must send a manager to the destination and get in touch with the parents or guardian.

Management is responsible for communications with services and authorities, and coordination of subsequent measures required (communications with parents, report to the authorities concerned, etc.).

Emergency in transport
[bookmark: _Toc101761585]Road accident (or mechanical breakdown)

· Assess the gravity of the situation. 
· Check the condition of passengers, reassure them and give them first aid.
· Supervise the group at all times.
· Set up emergency flares.
· Call or wait for emergency services.

If the accident is minor:
· 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.

In the métro

· 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 camp management.

Métro 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 red telephone to speak and receive safety instructions.

Métro 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. 
[bookmark: _Toc101761589]Cycling
· 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.

In case of injury or ailment 

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

If the injury is minor (scrape, cut, bruise): 
· Reassure the group and give first-aid.
· Fill out an incident report/treatment log.

If the injury is major (deep wound, fracture, head injury, loss of consciousness): 
· Assess the safety of the place, remove the source of danger or move away from it. 
· Call the emergency services and give first aid.
· Stay calm and reassure the victim.
· Gather the other participants away from the scene so that you can keep the group under constant surveillance.
· If a participant requires emergency medical transportation, make sure to inform management of his or her destination so that this information can be passed on to the parents or guardian. If a manager or more than one counsellor is present, a person should be designated to accompany the emergency medical transportation. Otherwise, camp management must send a manager to the destination and get in touch with the parents or guardian.
· Fill out an accident report (in the case of an employee, the CNESST version); collate the accounts of witnesses.

Management is responsible for communications with services and authorities, and coordination of subsequent measures required (communications with parents, report to the authorities concerned, etc.).

Utility outage 

· Notify camp management.
· If possible, continue activities or follow instructions.

Management has in advance designated establishments able to accommodate day camp participants and staff in the event that evacuation of the site is required.

Management is responsible for communications with services and authorities, and coordination of subsequent measures required (communications with parents, report to the authorities concerned, etc.).

[bookmark: _Toc101761580]
In case of a crisis involving violence

· Follow the procedure provided in the policy for the prevention of violence in case of rumours and suspicions, of problems reported by participants, and inappropriate behaviour.
· Notify camp management.
· Make sure the victim is safe and provide reassurance.
· Record steps taken, confidences and testimony (facts, names, dates and times, etc.). 
· Contact the DYP (directorate of youth protection) and follow their advice; the DYP is responsible for assessing the information passed on and providing follow-up should the report require action.
· Depending on the case, or in response to advice from the DYP, contact the police. 
· Issue a prohibition of contact if the presumed aggressor is a member of staff.
· Notify the parent or guardian is the aggressor is not a parent.
· Notify the municipal authorities. The City/Municipality communications department is responsible for preparing a press release, for transmitting relevant information to persons able to help managing the crisis (e.g. attorney), for choosing a media spokesperson, etc.
· Meet with members of staff, reassure them and keep them informed, protecting the confidentiality of the situation and of those involved. 




References: 

Guide de référence destiné aux gestionnaires de camps de jour et de camps de vacances – Pour des relations harmonieuses au camp, prévention de l’intimidation, de la violence et des agressions sexuelles (Loisir et Sport Montérégie, 2006) 

Cadre de référence pour la sécurité dans les sorties des camps de jour (Ville de Montréal, 2005)


Reference Framework for Municipal Day Camps	1
