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“Children must have at least one person who believes
in them. It could be a counselor, a teacher, a preacher,
a friend. It could be you. You never know when a little
love, a little support, will plant a small seed of hope.” 1
-Marian Wright Edelman
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INTRODUCTION
This Day Camp Manual serves two purposes. First, though currently exempt from state
licensure, day camp programs under the auspices of the Cincinnati Recreation
Commission, nevertheless, must conform to generally accepted child care standards.
The day camp requirements of the Cincinnati Recreation Commission are set forth in
this manual.
The second purpose of this manual is to provide day camp leaders with resource
information which will assist them in executing their important responsibilities. Day
camp leaders have the opportunity to make a meaningful difference in the lives of
children. This manual was designed to assist leaders to assume these duties with care,
commitment and concern.
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DAY CAMP ORGANIZATION

“Childhood is a time of sprouting and nurturing.
It is a passageway to adulthood that is filled with
the promise and potential of a spring garden.
each day and each moment is important.” 2
-Ellen S. Cromwell

DAY CAMP PHILOSOPHY
The Cincinnati Recreation Commission recognizes the need in today’s society for
custodial child care programs. Along with its seasonal schedule of classes and drop-in
activities, each facility should operate a formal day camp program. However, rising
costs and reduced budget allocations make it necessary to operate the day camp
programs on a self-sustaining basis.
Individual classes and drop-in activities are not intended or designed to serve as
custodial care alternatives. Therefore, parents utilizing recreation centers to meet their
child care needs must enroll their children in the formal day camp program.

NOTES

DAY CAMP STRUCTURE
The Cincinnati Recreation Commission has established the following guidelines for day
camp operations. Starting and ending dates and times may vary.
HOURS OF OPERATION
Summer Day Camps:

7:00am to 6:00pm

Before School Camps:

7:00am to 9:30am

After School Camps:

2:00pm to 6:00pm

SEASONAL PROGRAM CYCLES
Fall Quarter:

Before and After school camps will open on the same
day that the Cincinnati Public Schools begin their fall
term. Camps will conclude on the last day of Public
School operation prior to the December recess.

Winter/Spring Quarter:

Before and After school camps will resume the day
that the Cincinnati Public Schools open in January.
Camps will conclude on the last day of the Public
School operation prior to the summer recess.

Summer Quarter:

Summer day camps will coincide with the summer
recess of the Cincinnati Public Schools. It is
recommended that day camps open one week after
the Cincinnati Public Schools close. This week will be
utilized for staff pre-season training and orientation.

SPECIAL PROGRAM DAYS
“Mini Camps” may be offered on those occasions when the Public or other
neighborhood schools are not in session. These special program days might
include: Christmas Recess, Records Days, or Snow Days. The ability to provide
such programs will vary from center to center and will, therefore, be considered
optional.
AGE OF PARTICIPANTS
Day camp programs shall be open to elementary age children six (6) through
twelve (12) years of age. Five (5) year olds, enrolled in all day KINDERGARTEN
programs are eligible for enrollment in Before of After School camps. Because of

state requirements, five (5) year olds must be excluded from the summer
program unless they have completed one year of all day kindergarten.
Please note that this refers to kindergarten, rather than preschool, and parents of
five year olds may be asked to provide proof of child’s age.
Specialized teen camps may be available at some locations.
STAFF / CHILD RATIO
The overall recommended staff to child ratio for all day camp sites operated by
the Cincinnati Recreation Commission is one staff member to every fifteen
children.
STAFF REQUIREMENTS
At least one staff person trained in First Aid and CPR must be on site during the
hours the day camp is in operation.

REGISTRATION & FEES
All day camp programs shall conduct registration in an organized, fair manner in
accordance with the policies and procedures of the Cincinnati Recreation Commission.
DOCUMENTATION
A fundamental component of any quality day camp program is accurate record keeping
regarding the children and their emergency medical information, special needs,
emergency contacts, and permission and release forms. Accordingly, the Commission
has developed a variety of forms to be utilized for this purpose.
Each facility is required to develop a system of collecting, maintaining and retaining the
following documents.
•

Day Camp Application Permission & Release Form (CRC #254)

•

Emergency Information Card (CRC #255)

•

Request for Administration of Medication (CRC #256)

•

Administration of Medication (CRC #257)

•

Day Camper Attendance Sheet

•

Field Trip Permission and Release Forms

•

Request For Accommodation (if applicable)

Samples of these forms are presented in the appendix of this text.
REGISTRATION PROCESS
The Cincinnati Recreation Commission recognized three distinct types of registrants.
Priority Registrants: This type of registration includes all returnee participants
that were enrolled during the previous quarterly day camp session and/or
returnees from the previous summer program.
Open, General Registration: This type of registration includes anyone who
wishes to enroll. General registrations are taken until all of the openings are
filled for all program sessions.
To be eligible for registration all CRC payments must be up to date.

FEE STRUCTURE
All quarterly day camp fees will be determined by the number of weeks within each
seasonal program cycle. The total number of weeks within a program cycle will vary;
quarterly fees will be set accordingly.
Additional fees may be assessed to offset expenditures related to transportation, field
trips and admission. Some camp facilities may elect to absorb these additional costs as
part of the base fee.
DISCOUNTS
The Cincinnati Recreation Commission will approve discounted day camp fees in the
following situations.
•

A 10% discount may be deducted when two or more siblings of the same
household enroll in the same day camp program.

•

A 10% discount may be deducted if a child attends both before and after
school camps.

Any discounted fee must be recorded on the participant’s payment summary form at the
time of registration.
LATE PICK UP FEE
A fifteen dollar ($15.00) per quarter hour (1/4) late fee will be assessed to any
parent/guardian picking up a child after the conclusion of the program. Persistent failure
to adhere to the pick-up deadline may result in the child’s dismissal from the program.

STAFF REQUIREMENTS

“You may not feel like a leader. Given the crisis
management way in which you often spend most of your
time, you may feel more like a paramedic, a plumber, an
accountant, a fundraiser, a bureaucrat appeaser, a
lawyer, or a supply clerk. You must perform well in all of
these roles…. Yet, when it comes to the quality of care
children receive in your center, it is your performance as
a leader that really matters.” 3
-Roger Neugebauer

DAY CAMP DIRECTOR
The title Day Camp Director refers to the person(s) responsible for the planning,
implementation and supervision of daily operations of the day camp program.
MINIMUM REQUIREMENTS
•

Must be eighteen (18) years of age and a high school graduate.

•

Must pass a City of Cincinnati police check.

•

Must pass a criminal record check conducted by the Ohio Bureau of Criminal
Identification and Investigation and/or the Federal Bureau of Investigation.
This process includes fingerprinting.

•

Should have current certification in American Red Cross Standard First Aid,
Sports Safety training or equivalent to be determined by the Service Area
Coordinator.

•

Should have American Red Cross Community CPR, Basic Life Support or
American Heart Association level “C” or BLS Certification.

•

Should be certified in Child Abuse Recognition.

•

Should be certified in Communicable Disease Recognition.

•

Should have training in Non-Violent Crisis Intervention.

EXPERIENCE
Previous experience in some phase of day camp operations and/or a background in
early childhood education is required. Must know the rules, regulations, policies, and
procedures of the Cincinnati Recreation Commission.
TRAINING REQUIREMENTS
Annually should complete fifteen hours of training in child development or early
childhood education; child abuse recognition; first aid and CPR; communicable disease
recognition and safety procedures until a total of sixty hours of training has been
completed.
DUTIES AND RESPONSIBILITIES

The Day Camp Director is the person(s) responsible for and in charge of the day camp
program. The primary responsibility of each Day Camp Director is to ensure the
safety of participants. Duties and responsibilities include, but are not limited to, the
following items:
•

Conduct an effective, well-planned day camp program.

•

Supervise day camp staff.

•

In cooperation with the Service Area Coordinator and/or Community Center
Director, establish day camp work schedules and work assignments.

•

Maintain the appropriate staff per child ratio.

•

Properly register all day campers, including membership sales, fee collections
and the completion of all necessary paperwork.

•

Complete all records and reports. Submit all required reports on time and
submit to the proper person. (Attendance, accident, permission slips, etc.)

•

Develop a responsible and consistent method for monitoring each child’s
arrival and departure from the program. Take attendance daily and maintain
accurate records. Call parents or schools if children fail to arrive at their
scheduled time. Ensure that periodic attendance checks are taken
throughout the day.

•

Evaluate the performance of all day camp staff.

•

Communicate observations and concerns to staff in an appropriate manner.4

•

Encourage staff to work as a team. Maintain a high level of performance and
morale.5

•

Read and review the Day Camp Manual.

•

Solicit help from6 the Service Area Coordinator and/or Community Center
Director as required.

•

Emphasize the importance of confidentiality and professionalism in dealing
with children and parents.

•

Adhere to discipline guidelines established by the Commission.

•

Encourage staff to develop partnerships with parents in resolving discipline
situations.

•

May provide, after training, assistance and/or accommodations to include
participants with disabilities.

•

Ensure that field trips are appropriate for the age of the children. In addition,
every outing should be carefully planned with special attention given to the
safety of participants.

•

Attend all field trips and excursions or designate a trip coordinator.

•

At all times each Day Camp Director must do everything possible to prevent
accidents and minimize or eliminate hazardous situations.

•

Report definite or potential hazards and unsafe conditions to the proper
person.

•

Alert staff to risks or potential accidents.

•

Check day campers for communicable diseases and infectious conditions.

•

Be available to meet with parents to discuss concerns objectively.

•

Maintain a clean, safe and orderly program environment.

•

Foster an atmosphere of care and concern for each and every day camper.

•

Enforce the policy regarding the administration of medication.

•

Be familiar with and activate, as required, the Center’s Emergency Action
Plan.

•

Be able to administer any first aid required by an accident victim. Within the
limits of training, a Director must provide initial care needed to sustain life until
the qualified medical personnel take over.

•

Observe and enforce all Commission Rules and Regulations.

•

Maintain open communication with all Center personnel and support staff.

•

Be available to assist with supervision and/or programs.

•

Project a positive image in both conduct and appearance.
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DAY CAMP STAFF MEMBER
Day camp staff member refers to those employees who are directly responsible for the
care and supervision of a specific group of children.
MINIMUM REQUIREMENTS
•

Must be eighteen (18) years of age.

•

Must pass a City of Cincinnati police check.

•

Must pass a criminal record check conducted by the Ohio Bureau of Criminal
Identification and Investigation and/or the Federal Bureau of Investigation.
This process includes fingerprinting.

•

Should have current certification in American Red Cross Standard First Aid,
Sports Safety Training or equivalent to be determined by the Service Area
Coordinator.

•

Should have American Red Cross Community CPR, Basic Life Support or
American Heart Association level “C” or BLS Certification.

EXPERIENCE
Previous experience in some phase of day camp operations and/or a background in
early childhood education is desired. Must obtain knowledge of the rules, regulations,
policies, and procedures of the Cincinnati Recreation Commission.
TRAINING REQUIREMENTS
Annually should complete fifteen hours of training in child development or early
childhood education; child abuse recognition; first aid and CPR; communicable disease
recognition and safety procedures until a total of forty-five hours of training have been
completed.
DUTIES AND RESPONSIBILITIES
The day camp staff member is the person(s) who is directly responsible for the care and
supervision of children. The primary responsibility of each day camp staff member
is to ensure the safety of participants. Duties and responsibilities include, but are not
limited to, the following items:
•

Conduct effective, well-planned day camp programs.

•

Supervise day camp participants.

•

Complete all required records and reports on schedule and submit to the
proper person.

•

Immediately report definite or potential hazards and unsafe conditions to the
Day Camp Director and/or Service Area Coordinator and/or Community
Center Director.

•

Take master attendance daily and frequent attendance spot checks
throughout the day.

•

Check day campers for communicable diseases and infectious conditions.

•

Be familiar with and activate, as required, the emergency action plan.

•

Observe and enforce all Commission Rules and Regulations.

•

Report to the Day Camp Director and carry out duties as directed.

•

Solicit help from6 the Day Camp Director and/or Service Area Coordinator
and/or Community Center Director as required.

•

Read and review the Day Camp Manual.

•

Adhere to discipline guidelines established by the Commission and develop
partnerships with parents in resolving discipline situations.

•

Be available to meet with parents to discuss concerns objectively.

•

Adhere to the Commission’s guidelines regarding the administration of
medication to participants.

•

Be able to administer any first aid required by an accident victim. Within the
limits of training, each staff member must provide initial care needed to
sustain life until qualified medical personnel take over.

•

May provide, after training, assistance and/or accommodations to include
participants with disabilities.

•

Maintain a clean, safe and orderly program environment.

•

Demonstrate care and concern for day campers.

•

Project a positive image in both conduct and appearance.

CODE OF CONDUCT
Cincinnati Recreation Commission staff continue to play an increasingly important role
in the growth and development of our community’s youth. Therefore, each staff
member must recognize his/her responsibility to set a good example and be a positive
role model.
Each employee should strive to exemplify the positive attributes and behaviors that
children should value and pattern. To provide guidance in the endeavor, the Cincinnati
Recreation Commission has established the following Code of Conduct.
Employees of the Cincinnati Recreation Commission shall:
•

Be a positive role model for the children entrusted to their care.

•

Show consideration for children, colleagues and parents.

•

Project a professional image in both conduct and appearance and be well
groomed and appropriately dressed every work day.

•

Help to foster a day camp atmosphere of care and concern.

•

Honor diversity. Treat all citizens equally, with courtesy and impartiality.

•

Keep confidential all information regarding the children, their parents, their
problems, and their personal lives.

•

Encourage good team work. Cooperate fully with other employees.

•

Maintain a smoke free day camp environment. Never smoke in front of the
children. Do not smoke while on duty. Smoking is only permitted while on
break and then only in designated areas.

•

Be professional, courteous, positive and careful in the use of your language.
Do not use profane language. Do not make threats or derogatory remarks.
Never humiliate, frighten or verbally abuse any child, parent or colleague.

•

Be alcohol and drug free when reporting to work. Do not consume alcoholic
beverages or other intoxicants while on duty, on break, at lunch/dinner or
while on Cincinnati Recreation Commission property.

•

Refrain from behavior or conduct deemed offensive or undesirable. Be
courteous, thoughtful and professional in all your behavior.

•

Refrain from inappropriate physical contact directed toward children or adults.
Respect each individual’s “personal space,” following directives of the
supervisor regarding appropriate contact for an individual child or adult.

•

Do not bring firearms or other weapons onto Commission property.

•

Keep alert and wide awake at all times. You are responsible for the safety
and well being of day camp participants. Never sleep on the job.

•

Encourage good health habits.

•

Exercise responsibility, caring and thoughtfulness in all that you do.

•

Follow CRC guidelines for Internet Access and Electronic Mail Policy.

•

Use of personal telephones and pagers during work hours for personal
business is discouraged except for genuine emergencies, breaks and
lunchtimes.

CRC GUIDELINES FOR APPROPRIATE DRESS
It is the policy of the Department of Recreation that staff members dress in a customer
service-oriented manner. Clothing should be neat, clean and appropriate both to the
work performed and the work site.
•

CRC promotes a healthy, legal and positive lifestyle. Clothing should be
inoffensive to participants, parents, visitors, members and other staff.

•

Slogans, statements and pictures on clothing may not promote cigarette, drug
or alcohol use, sexual activity and political candidates. CRC related slogans
and logos are encouraged. AFSCME or building craft union as well as City of
Cincinnati related clothing items are acceptable.

The following list is not all-inclusive. It covers several clothing items and issues which
commonly are the subjects of complaints by the public.
•

Underwear is to be completely covered by outer garments.

•

No short shorts, skirts or dresses, midriff or halter tops, tube tops, spaghetti
strap tops, two-piece bathing suits or spandex (except for aerobics classes).

•

Skintight clothing is considered inappropriate for most CRC workplaces. It is
strongly recommended that clothing be appropriately fitted to the size of the
wearer and be of a length appropriate to the work situation.

•

Safety regulations related to clothing and footwear is to be followed.

Other dress recommendations:
•

Open-toed shoes (sandals, flip flops) should only be worn at pools or outdoor
water-related field trips by direct programming staff.

•

Name badges, when supplied by CRC, should be worn in order to identify
staff.
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CHILD MANAGEMENT

“The solution of adult problems
tomorrow depends in large
measure upon the way our
children grow up today. There is
no greater insight into the future
than recognizing when we save
our children we save ourselves.” 7
-Margaret Mead

ACCESS AND INCLUSION POLICY
POLICY STATEMENT ON THE INCLUSION OF INDIVIDUALS WITH DISABILITIES IN
RECREATION COMMISSION PROGRAMS
Meeting the recreational needs of a diverse community is fundamental to the purposes
of the Cincinnati Recreation Commission. Including individuals with disabilities in all
programs and services is required by law and is consistent with our intentions to serve
all citizens. Our inclusion policy involves the following components:
•

All programs must be developed and implemented in a manner which enables
and encourages individuals with disabilities to participate.

•

All program promotions (flyers, program guides, etc.) must include a
statement indicating our intention to include participants with disabilities and
informing them of their right to request an accommodation.

•

Requests for information and/or to register must be addressed with a “yes
first” response. Recreation Commission staff must respond affirmatively to
questions regarding the acceptance of participants with disabilities (if
otherwise eligible, age, placement openings, etc.)

•

All staff, as indicated in the job descriptions, must be able and willing to assist
individuals with disabilities in personal care tasks and/or other necessary
accommodations.

The Therapeutic Division’s Inclusion Staff are available to assist with the inclusion
process and should be contacted as soon as an inclusion situation arises.
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PROVIDING ACCOMMODATION FOR A CHILD WITH
A DISABILITY
What do I do when someone with a disability (or their parent/guardian) asks about
registering for a community center program?
The Cincinnati Recreation Commission welcomes people with disabilities to participate
in all programs. In addition to a welcoming attitude, staff should be aware the CRC is
required to offer and provide accommodations, if accommodations are needed for
successful participation.
First and most importantly, when asked if participants with disabilities are eligible to
participate in center programs, the answer must always be “yes”! The issue of disability
should never be used to restrict the individual’s participation. In addition, it is not
appropriate to refer the individual to the programs offered by the Therapeutic Division
(or to another center). While it may be appropriate to inform the individual of the
Therapeutic programs, staff must be very careful not to suggest this (TR) would be a
better placement due to their disability. The individual’s eligibility for the program may
only be determined based on the same criteria as those without disabilities. Examples
of allowable criteria would be; age restrictions, payment procedures, and participant
limits (meaning no additional participants will be accepted).
Once it has been determined which community center program is wanted, the
registration process begins. The registration process for individuals with disabilities is
the same as for other participants with the exception of the Assessment/
Accommodation Request. If the participant (parent/guardian) has indicated they have
a disability, the staff member should ask if they might need any additional assistance
(accommodation) in order to participate in the program. Very often, the participant
(parent/guardian) will not know what assistance is needed. They may not know much
about the program or the expectations for participation. The Assessment/
Accommodation Request document was designed to provide us with a better
understanding of the participant’s abilities and what assistance (if any) might be
necessary. At this point it is recommended you contact the Therapeutic Division for
assistance in completing the Assessment/ Accommodation document and determining
what steps are needed in providing the accommodations.
Question: What if the participant (parent/guardian) does not mention disability and it is
apparent the participant has a disability?
This can be a very touchy issue, as some parents/guardians do not want additional
attention brought to their child. Or perhaps they feel by making this known their child
won’t be welcome in the program. Either way, staff must be very tactful in asking
questions regarding a participant’s abilities and make it clear we are asking these
questions in an effort to provide the best possible care. If, despite our efforts, the

parent/guardian refuses to acknowledge there is a disability, then we are not required to
provide accommodations. Keep in mind that it is very likely the parent/guardian will
acknowledge a disability if/when behavioral issues warrant the removal of the child.
Question: What if the participant (parent/guardian) acknowledges the disability but
refuses an accommodation?
The Americans with Disabilities Act makes it very clear a participant with a disability is
not required to accept an accommodation. Even when it is apparent that some form of
accommodation is necessary, the parent may, for whatever reason, decline the
accommodation. If this is the case, it is very important to document the accommodation
was offered and declined. Again, if/when the child’s behavior leads to dismissal, the
parent/guardian may feel differently about an accommodation. In some cases an
accommodation can be provided in a discreet way. It may be possible to increase the
staff ratio for the participant’s group without making this an individualized
accommodation.
INCLUSION FLOW CHART
Parent/guardian of child with
disability initiates contact
↓

↓

Through community center

Through TR section

↓

↓

Center staff provides
Program info., assists with
Registration, contacts TR section

TR staff inquires/determines
if inclusion is desired program
option, contacts center staff

↓

↓

Center staff and TR/Inclusion staff work
Together (with participant, parent/guardian)
To plan for successful inclusion experience
↓
Assessment and Accommodation Request (document)

CHARACTERISTICS OF CHILDREN
Children are active, energetic human beings8 with developing self-concepts. Each child
is unique and has his or her own time table for development. The ability of the day
camp leader to recognize these individual differences is essential.
It is however, helpful to understand the characteristics which are “generally” exhibited at
the children’s age level. Day Camp Leaders should avoid the tendency to make plans
beyond the capacity of the children.
GENERAL CHARACTERISTICS OF FIVE AND SIX YEAR OLDS
•

Small muscles are not yet completely coordinated and the whole body is
usually involved in whatever the child does. Permanent teeth begin to appear
and toothless grins may be a familiar sight.

•

This age group tends to be aggressive, restless, over-active, exuberant,
eager to learn, and easily fatigued. They have a short attention span.

•

They need active participation in group activities.

•

This age group tends to need the opportunity for many kinds of activities
especially those using large muscles.

GENERAL CHARACTERISTICS OF SEVEN YEAR OLDS
•

Growth at this age becomes slow and steady. Eye and hand coordination is
much improved over six year olds. They get tired easily, becoming restless
and indifferent.

•

Seven year olds are very anxious to do things well. They are self-critical and
cautious. Seven year olds become very sensitive to the feelings and attitudes
of others, and are especially dependent on the approval of adults.

•

They begin to have an understanding of time and money values but are not
yet able to do abstract thinking.

•

They begin to develop some cooperative group play.

GENERAL CHARACTERISTICS OF EIGHT YEAR OLDS
•

Small muscles become better developed. Irregular growth may make certain
parts of the body seem out of proportion.

•

Eight year olds are alert, friendly and interested in people.

•

They tend to give allegiance to peers and “cliques” begin to develop. They
are very responsive to group activities especially team games. However, they
still need to have a special pal or companion.

•

They are enthusiastic beyond thinking capacity. As a result, accident rates
for this age group may be higher. Their enthusiasm needs to be channeled.
Eight year olds desire prestige and may seek it through boasting and rivalry.

GENERAL CHARACTERISTICS OF NINE YEAR OLDS
•

At this age girls have a tendency to be larger than boys. Hands and muscles
are ready for crafts and other manual activities.

•

Interest spans become greater.

•

Nine year olds are easily discouraged, especially when pressured. They
have developed a strong sense of right and wrong, and demonstrate a
tendency to argue over fairness in games.

•

They develop intense loyalties. This is the age at which “cliques” become the
strongest.

GENERAL CHARACTERISTICS OF PRE-ADOLESCENTS
•

Growth of the various parts of the body is very irregular. Typically, there is a
rapid growth in height. Awkwardness, laziness and restlessness are common
as a result of the rapid and uneven growth. They perform with increased
manual dexterity and refinement of motor control.

•

Maturity levels of this age group vary tremendously.

•

Allegiance to peer “groups” and “cliques” continues. However, preadolescents tend to be more selective in choosing a leader. Teasing and
antagonism develops between girl and boy groups.

•

Children at this age need a feeling of acceptance by adults as well as by
peers.

COMMUNICATING WITH CHILDREN
What is communication? Why is it important? How do we communicate with children?
Communication could be considered the transfer of ideas, information and
understanding among individuals. Another definition would be the expression of
knowledge, thoughts, opinions, and feelings. Most people don’t really think about
communication. Instead, these skills are taken for granted.
Yet, the ability of day camp leaders to communicate effectively is critically important; for,
other than parents, teachers and day care providers are probably the most influential
people in a child’s life.
VERBAL COMMUNICATION
Good verbal communication requires more than just blowing a whistle9 and shouting
directions. Spend a few moments and analyze what will be said. Then use the
following criteria as possible benchmarks for good verbal communication.
•

Use the child’s name when addressing individuals.

•

Make explanations clear and concise. It may be necessary to modify your
vocabulary, but don’t talk down to the children.

•

Use good grammar! Avoid verbal distractions such as “okay” and “ah.”

•

It is difficult for children to maintain their attention if leaders talk in constant
monotone. Alter your voice pattern with inflection when appropriate.

•

There are occasions when day camp leaders need to “project” their voices.
This is, however, different than screaming. Lowering the level and tone of the
voice is also effective.

•

Never, “shout at” or “yell at” children especially in moments of anger. These
situations could be interpreted as a form of verbal abuse. In addition, children
should not be subjected to profane language, threats or derogatory remarks
of any kind.

NON-VERBAL COMMUNICATION
Non-verbal communication or body language includes postures, gestures and facial
expressions. Non-verbally people convey many overt and subtle messages which may
either enhance or detract from the communication process. Frequently, one thing is
said verbally but, the opposite message is sent non-verbally.

Remember sometimes actions do speak louder than words. It is therefore important for
day camp leaders to recognize and monitor the non-verbal messages they are sending.
For example:
•

Standing up straight with the weight evenly distributed on both feet tends to
convey confidence. Whereas, constantly shifting body weight, from foot to
foot, might indicate nervousness or uneasiness.

•

Raised eyebrows may convey surprise. Whereas, distaste or displeasure
may be conveyed by wrinkling the brow of the forehead.

GETTING AND MAINTAINING ATTENTION
Getting and maintaining the attention of children is a true art form. Although there are
no guaranteed methods, the following suggestions may prove useful.
•

Stand where you can see and be seen. Try to make eye contact with all the
children.10

•

A very effective method to get the groups attention is to utilize a
predetermined signal. This “cue” should be explained in advance and used
consistently by all leaders. It will then signal that children should stop all
activity, get quiet, face the leader giving the signal, and listen for additional
instructions.11

LISTENING TO CHILDREN
Day camp leaders are often so busy they forget that communication is a two way
process. Children are constantly sending messages about themselves and their
moods. Take the time to listen!
Listen carefully to what children have to say and how they say it. Try to be alert
to the meanings behind their words and the nonverbal messages they are
sending. The following techniques will enhance your listening skills. Practice them.
Use them.
•

Intend to listen. Want to listen. Don’t just hear what is said without the
intent.

•

Concentrate on what is said. Listen carefully and actively. Look at and
attend to the child. Don’t fake attention or allow your mind to wander.

•

Control your emotions. Keep an open mind. Encourage the child to
express themselves. Don’t react until you fully understand what is being said.

•

Check for understanding. Summarize the content of what the person said.
Give feedback and ask questions. Don’t jump to conclusions or make
assumptions about the child’s feelings.

•

Use memory aids. Don’t leave everything to memory. Take notes.

OTHER CONSIDERATIONS
There are several other variables which merit consideration. First, physical distance
plays an important role in the communication process. By standing too close to a
person you run the risk of invading their “personal space.” Your message will be lost in
the threatening or uncomfortable feelings that your close physical proximity has created.
Conversely, attempting to verbally communicate at distances greater than fifteen feet
creates a feeling of remoteness and fosters lack of attention.
Second, there are certain occasions when it is important to convey enthusiasm.
Children can sense if you have little or no interest in a particular activity. If you are not
interested, they won’t be interested. So act enthusiastic!
Finally, the most important message you should communicate to the children is
your interest and concern for them as individuals. As quickly as possible, learn the
names of the children. Then call them by their first name when you address them. In
addition, learn the name of the child’s parents or guardians. You should be aware if
family members have different last names.

NOTES

MANAGING BEHAVIOR IN THE DAY CAMP SETTING
In order to have a fun, safe and successful summer, it will be necessary to establish and
maintain a level of control. Bringing together a group of participants with new staff, new
settings and new expectations is bound to be a challenge. You can expect a certain
amount of “testing” to occur from the start. The following guidelines are intended to help
you establish control and address negative behaviors in an effective manner.
Our behavior management “philosophy” (I) Most negative behavior can be
eliminated through structuring the program environment. (II) Negative behavior will be
addressed immediately in a consistent manner. (III) Behavior which continues to occur
despite a well structured environment shall be addressed through individualized
management plans.
Create a program environment that promotes cooperation and positive
participation.
•

Know your participants. What do they like? What do they dislike? How do
they communicate? What situations cause fear and anxiety? What activities,
items, people, etc. can be used as positive reinforcement?

•

Establish a few clear (easily understood) rules for behavior and review with
participants daily. Provide frequent reminders of rules, especially at
transitions. Clarify expectations before you start an activity.

•

Set and keep a predictable routine.

•

Organize activities and materials to reduce/eliminate time waiting. Use
transition activities to fill in any unavoidable “down time”.

•

Prepare participants for transitions, tell them how much time is left, what
comes next, etc. Use visual schedules to help develop this understanding.

•

Plan activities to match participant interests, skills, and energy levels.
Multiple activities may be needed for each activity period due to the wide
range in skills and interests. It may be necessary to change activities more
frequently to maintain interest.

•

Provide attention for positive participation. Take every opportunity to give
praise for positive interactions.

•

Keep directions short and simple. Check for understanding by asking simple
questions.

•

When necessary, redirect inappropriate behavior in a matter-of-fact tone. Be
consistent and always follow through. Lack of follow through teaches noncompliance.

•

All staff must be alert and one step ahead of participants. Prevent minor
behavioral issues from becoming major issues through close supervision and
early intervention.

Address negative behavior in a consistent (firm and fair) manner. Teach
participants to make positive choices.
Behavior is reinforced by the action which occurs immediately following the behavior.
Positive behavior is encouraged by positive reinforcement (praise, recognition, reward).
Negative behavior is discouraged by negative reinforcement (consequences). Staff
members who provide positive reinforcement (attention, etc.) for positive behavior
spend less time dealing with negative behaviors. Staff members must be careful not to
unintentionally reward negative behavior.
The process of applying consequences can be thought of as setting limits. By setting
limits we clarify our behavior expectations and explain the results (consequence) of
non-compliance. Setting limits by giving choices helps the participant to understand
they are responsible for their behavior and the resulting consequence. The process
for setting limits is as follows:
•

Explain exactly which behavior is inappropriate (clearly, briefly).

•

Explain why the behavior is inappropriate (clearly, briefly).

•

Give the participant a reasonable choice (do what I ask, or ….specific
consequence).

•

Allow a little time to think over (encourage making right choice).

•

Enforce consequence (follow through every time).

Additional Notes on Setting Limits
•

Staff must be aware (in advance) of their consequence options. Get to know
your participants and what is meaningful to them.

•

Consequences should be used in a progression (least severe to more
severe). Staff should have a more severe option to use if participant is nonresponsive to first consequence. Don’t leave the participant with nothing to
work for by removing the entire reward. For example, rather than taking away
an entire free swim, begin by taking away five minutes.

•

Use “natural consequences” whenever possible. For example, misbehavior
during swim lessons results in the loss of some “free” swim time.

•

Staff must be consistent with each other, enforcing rules in the same way and
applying consequences in the same manner.

•

Staff must be consistent with participants (rules apply same way, every day
for all participants).

Participants with challenging behaviors which can not be reduced/eliminated
through environmental measures may require individualized behavior
management plan.
The “A, B, C” process is used to figure out what may be driving the behavior and how it
may be reduced, eliminated or replaced.
A

Behavior rarely occurs as a separate, isolated incident. Most behavior occurs as
a response to some prior stimulus. Recognizing the prior stimulus, or
“antecedent” is critical in determining how to respond to an individual’s behavior.
Ask yourself:
•

What was the participant doing (or not doing) before the behavior?

•

Was someone interacting with the participant?

•

What was going on around the participant?

•

Did something upset the participant?

B

Behavior refers to any action (or non-action) by a program participant determined
to be detrimental to the program or individual(s).

C

The immediate response of the staff member (and others) to the participant’s
behavior is either a positive or negative reinforcement for the behavior. Negative
reinforcement, also known as a consequence is meant to extinguish the
behavior.

Note: In addition to helping determine the root causes for behaviors, recognizing
antecendents allows for pr-active behavior management. Being aware of these
behavioral “triggers” allows staff to intervene early and minimize behavior
causing factors.
A (antecedent)

↔

B (behavior)

↔

C (consequence)
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DISCIPLINE GUIDELINES
The staff is responsible for the control of day camp participants in keeping with
discipline guidelines established by the Cincinnati Recreation Commission.
Discipline situations should be handled with kindness, consistency and understanding.
(Attention should be given to the specific needs of each child. At the same time,
however, each child should be encouraged to be part of the group and participate in all
activities.) The staff at each community center should establish guidelines for the
operation of its program. Leaders should discuss these guidelines thoroughly
with the children and explain why they are necessary. For example: “We do not
want children to hurt themselves or each other. We want to encourage respect for
people and property.”
When discipline problems occur, staff should not equate discipline with punishment.
The situation should be approached with positive action which reinforces acceptable
behavior. Use the following steps:
•

Observe and listen in order to prevent conflict by anticipating any
unacceptable behavior.

•

Re-direct the child to another activity.

•

Talk to the child individually.

•

Separate the child from his/her group.

•

Discuss the situation with the child.

•

Notify the child’s parents.

•

Hold a parent/staff conference. (If appropriate)

If a child exhibits a long term disruptive behavior, he/she may have specific privileges
revoked or be dismissed from the program. Ideally, with a cooperative effort by child,
parent and staff, these actions can be avoided.
Certain disciplinary techniques are both outdated and potentially abusive and are
prohibited by the Cincinnati Recreation Commission.
•

Corporal punishment is strictly prohibited.

•

Cruel, harsh and unusual punishments are strictly prohibited.

•

No child shall be asked or permitted to discipline another child.

•

No physical restraints shall be used to confine a child unless it is necessary to
prevent injury to that child or others and the staff member has received
training/certification in Non-Violent Crisis Intervention.

•

No child shall be placed in a locked room or confined in an enclosed area.

•

Children shall not be humiliated, frightened, verbally abused or subjected to
profane language, threats, and derogatory remarks about themselves or their
family.

•

Children should not be disciplined for failure to eat, sleep, or for toilet
accidents.

•

Children shall not be disciplined by the withholding of food, rest or toilet use.

SUPERVISING SPORTS AND GAMES
The urge to “play games” is a universal characteristic of children of all nations and
cultures. Most children love to run, jump, hop, chase, flee, hunt, dodge, and skip.
Sports and games can provide a positive outlet to express these urges and are,
therefore, an integral component of the day camp program.
However, the successful supervision of sports and games involves more than just
blowing a whistle and rolling out a ball. Day camp leaders should utilize planning and
supervision techniques to enhance the “playing experience” for the participants.
SELECTION AND PRESENTATION
•

Select games that are appropriate to children’s age, group size, and the time,
space and equipment available.

•

Don’t be afraid to introduce new games!

•

Encourage non-competitive games.

•

Plan and prepare in advance! Don’t make the children sit and wait while you
collect equipment, draw court lines, etc. Anticipate potential safety
hazards so that accidents can be avoided. Make or modify rules to
enhance safety considerations.

•

When giving directions, stand so that all the participants can see and hear
you. Try to make eye contact with the participants. Make explanations
clear and concise. When possible combine demonstrations with the verbal
explanation. If outdoors, have the children face away from the sun.12 Stress
safety rules.

•

Ask for feedback from the children’ however, limit the number of questions.13
Taking questions at the end of the explanation, will avoid a flow of constant
interruption while giving directions.

•

Place the children in the appropriate formation. A variety of methods can be
utilized for this process.

SUPERVISION
•

Develop a specific signal for starting and stopping the game.14 Include a
special signal for quiet, explanation, directions, or reassembly of the group.

•

While the game is in progress, circulate among the children. Act
enthusiastic. Demonstrate interest by occasionally participating.

•

Make certain that all safety rules are obeyed.

•

Be alert to signs of fatigue or overexertion. This is especially important if
children have just returned to day camp after an illness or injury.

•

Do not permit undue roughness and/or undesirable behavior.

•

Be sensitive to less skilled players and give them encouragement.

•

Stop the game, from time to time, if necessary to reinforce rules, or specific
teaching points.

•

Encourage and acknowledge good sportsmanship.

•

Don’t overplay the game. Stop while the children are still interested. They
will be anxious to play the game again in the future.

CHOOSING SIDES
Games and contests can be much more fun and exciting if teams are fairly equal in age,
size, number and ability. However, the process of choosing sides can often lead to
rejection and humiliation for the players chosen last.
Part of the planning process should include determining how teams will be selected
and/or how groups will be formed. The selection process should be efficient so that
games may begin promptly, with teams of even size and ability.
Team Captains
Children love being team captains and choosing sides. Unfortunately this
process can be time consuming and often leaves children with hurt feelings.
When using this method, have a definite plan to avoid those pitfalls.
•

Rotate the captain role. Each child should have the opportunity to be a
captain at some point during the summer.

•

Once the selection process begins, children tend to “advise” their captain on
who to choose. The process tends to slow down at this point. Insist that
captains avoid undue pressure or influence. Give only a few seconds for
captains to make each selection. Have the chosen players sit behind their
captain.

•

Stop the “choosing process” after approximately one half to two-thirds of the
children have been selected. The Recreation Leader should place the
remaining children on teams. This eliminates the humiliation of being chosen
last.

Players Select A Partner
A quick technique to select teams begins with each player selecting a partner of
equal ability (or a partner who has a similar experience with or a similar attitude
toward the game to be played.) When everyone has found a partner, each pair
of partners is split to form two equal teams.
This can be done by instructing the partner with the longer socks, for instance, to
go to one side of the playing area, while the partner with shorter socks goes to
the other side. Because each pair of equal partners is split, two equal teams are
formed instantaneously, and no undue attention is placed on individual players.
Feel free to experiment. No matter what criterion you use for splitting partners
the results will always be two equal teams formed quickly.
Random Selection
These methods are especially appropriate for non-competitive games.
•

Whistle Mixer: Have children stand in a scatter formation. Direct children to
form a circle in accordance with your “whistle directions.” The number of
times you blow your whistle will equal the number of children in each circle.
Each circle is then a team.

•

Count Off: Have all participants line-up. Determine the number of teams or
groups required. The children “count off” by that number. Players with the
same number form one team.

•

Count Off (by age): Each age group “counts off.” The children with the
same number from all age groups form a team. This method provides a
balance of age among each team.
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DAY CAMP PROCEDURES

“If the child is safe, everyone is safe.” 15
-G. Campbell Morgan

ATTENDANCE
In assuming the responsibility for the safety and well being of day camp participants, it
is absolutely imperative that staff monitor each child’s attendance and whereabouts.
Accurate attendance records are a necessary and mandatory practice.
Each site must develop a responsible and consistent method for monitoring each
child’s arrival and departure from the program. Take attendance daily and maintain
accurate records. Call parents or schools if children fail to arrive at their scheduled
time. There are a variety of methods and formats which may be utilized for this
purpose. Minimally, a written “check in” and “check out” system is required. It is highly
recommended that the child’s attendance be monitored throughout daily activities by
using class attendance forms. Group “spot checks” are also necessary.
Special attention should be given to the child’s departure from the program. Children
may only be released to designated parent(s) or escorts. If a questionable situation
occurs, use caution! Call the parent(s) immediately for confirmation.
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FIELD TRIPS
Day camp programs often include field trips and routine outings which require travel
away from the recreation center. Staff should recognize that on these occasions they
are not permitted to take children off recreation property without prior written
parental permission. A “universal” permission statement is included on the
registration form and may be utilized for routine outings. However, staff must double
check each application to verify that parents have, in fact, signed the form.
“Specialized” permission slips are also required for field trips. For example, a
specialized form could be developed to include all swim meets or all summer field trips.
Any time children are taken from the center, very special attention must be given to their
safety and welfare. Staff must be especially diligent because of increased risk factors.
Field trips must be planned carefully. The following procedures should be adhered to:
•

A valid permission slip for each participant must be on file at the center.

•

Provide adequate “adult” supervision. (An adult is an individual who is at
least eighteen years of age.)

•

Identify specifically which children are to be supervised by each day
camp leader. Collective supervision is not appropriate.

•

Accurate attendance must be taken at departure and return. Frequent “spot
checks” are required.

•

The written emergency information cards (green cards) for all participants
should be taken on all trips.

•

A fully equipped first aid kit is required.

•

All staff and participants should receive verbal instructions and assignments
prior to the outing.

•

The health record of any child who has allergies, handicapping conditions or
health conditions which require special procedures or precautions during the
course of the field trip must be available.

•

Each child shall have identification attached to himself/herself which
indicates the center’s name, address and a telephone number to contact
in the event the child becomes lost. (Identification does not need to be
worn when children are in the water however, identification wrist bands
are highly recommended for water-related field trips.)

•

If leaders will not have access to a telephone, it is recommended they take a
wireless phone on the field trip.

•

Staff are required to adhere to the department’s van policy. All participants
MUST wear seat belts. In addition, children should not sit in the front seat of
vans that have air bags.

SAFETY
Each and every day, parents across the city entrust their sons and daughters to the
care of Cincinnati Recreation Commission employees. Universally, they share a
fundamental expectation – they want their children to be safe.
This is a very basic and reasonable expectation. Yet, without the focused and
concerted efforts of each and every day camp staff member, this objective can not be
achieved. Therefore, each member of the day camp team needs to develop a high
degree of safety consciousness.
How is that achieved? It starts with staff, individually and collectively, maintaining a
safe and healthy day camp environment that includes:
•

A continuous effort to identify and eliminate potential hazards.

•

The practice of using good hygiene and sanitary procedures.

•

Planning daily operations and day camp activities so that the risk of injury is
reduced.

In addition, children should be encouraged to develop their own safety
consciousness. Teach them the importance of safety and how they can avoid or
prevent accidents. This safety education process can be enhanced by adopting,
posting and enforcing safety rules for the center. Parents can also help by learning and
reinforcing these safety objectives.
SAFETY PLAN
Please adhere to the following Safety Plan for the Day Camp Program.
•

Maintain adequate staff levels to assure the proper supervision of
participants. Develop guidelines indicating when older children may be
unsupervised. For example, may fifth and sixth graders go to the office
without a leader?

•

Establish a procedure which assures that a staff person is aware of each
child’s arrival and departure. This procedure should include provisions for
release of the child only to parents, guardians or other “authorized”
individuals.

•

Maintain and have readily available a fully equipped first aid kit.

•

Post an emergency evacuation diagram in each room of the center.

•

Develop action plans dealing with fire and weather emergencies. These
plans should be reviewed with staff and children. Minimally practice drills
should be conducted quarterly.

•

Accurate records should be maintained regarding the dates and times
of emergency drills.

•

Maintain a telephone in proper working order.

•

Plan for the safety of the children on outings and field trips, with special
consideration given to swimming and other water related activities.

•

Train staff where to locate and how to use fire extinguishers.

“Missing” Day Campers
In the event a day camper leaves the program site or the group during a field trip
and their whereabouts is unknown, the participant shall be considered “missing.”
In that event, staff are to follow these guidelines.
•

Call the District Police and notify them that a day camper is “missing.”
Information provided would include:
¾ The location,
¾ Where the child was last seen,
¾ Description of the child – name, age, height, clothing worn, and any
other pertinent information regarding a disability or medical condition.

•

Call the Facility Supervisor, Service Area Coordinator and/or Supervising
Recreation Coordinator.

•

The appropriate Supervisor should notify the parents immediately.

•

Make certain that all remaining children are properly supervised and in a safe
area. Then, any extra staff may search for the “missing” day camper.

Day Camper Observed Leaving The Program Site
In the event a day camper is observed leaving the program site, without
permission, staff are to follow these guidelines.
•

Make certain that all remaining children are properly supervised and in a safe
area. Then, staff should attempt to return the day camper to the program site,
provided that this can be done without injury.

•

If the participant is not able to be returned to the program site the guidelines
for a “missing” day camper should be followed.
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EMERGENCY SITUATIONS
During emergency situations, it is very important that staff members remain calm and
act effectively as a team. Take time to think, and then take the considered action that
the situation calls for.
Each site must have site-specific (EAP) emergency procedures posted.
EARTHQUAKES
An earthquake is the shaking or trembling of the crust of the earth, caused by
underground volcanic forces or by breaking and shifting of rock beneath the surface.
The earth’s movement can cause buildings and other structures to shake or collapse.
Most injuries result from falling objects and debris, splintering glass and fire.
During an earthquake, activate the appropriate emergency action plan. This will
usually include the following considerations.
•

Keep calm. Don’t run or panic.

•

Stay where you are. If outdoors, stay outdoors. If indoors, stay indoors.
Most injuries occur as people are entering or leaving buildings.

•

If the earthquake strikes while indoors, take cover under a table, bench or
against inside walls or doorways. Stay away from glass, windows or outside
doors.

•

If outside stay in the open. (Away from buildings, trees and utility wires.)

FIRE
Fire safety rules are of special importance and should be observed every day to
prevent disasters. This would include common sense measures. For example, don’t
overload extension cords, check electrical cords for fraying, and don’t let trash and junk
accumulate.
Once a fire has started, there are three basic ways to put it out. Take away the fuel.
Take away the air; smother it. Cool it with water or fire extinguishing chemicals.
In addition, special types of fires require special treatment methods. Never use water
on an electrical fire. Use only fire extinguishing chemicals specifically designed for the
purpose of treating electrical fires. Oil and grease fires, which occur most frequently in
the kitchen, can be smothered with baking soda, salt or by putting a lid over the flame, if
it is burning in a small pan.

Don’t try to fight a fire which is getting out of control.
In case of any fire, immediately activate the appropriate emergency action plan.
This will usually include the following considerations.
•

Evacuate occupants from the fire area.

•

Close door(s) to isolate the fire area.

•

Call “911.”

•

Evacuate other occupants near the fire area and other parts of the building.
All participants should remain outside the building at a safe distance.

•

Upon arrival of the fire department, give the exact location and nature of the
fire.

TORNADOS
A tornado is a violent storm with whirling winds up to 300 miles per hour. It appears as
a rotating, funnel shaped cloud that spins like a top and may sound like a roaring
locomotive. These storms are the most violent of all atmospheric phenomena and, over
a small area, the most destructive.
When skies look threatening listen to the radio or T.V. for weather reports. If a Tornado
Watch has been issued, conditions are right for a tornado. Continue to monitor the
radio and be prepared to activate the appropriate emergency action plan.
A Tornado Warning means that a tornado has been sighted and confirmed in the
area. When a warning is issued, activate the appropriate emergency action plan.
This will usually include the following considerations.
•

Escort all participants to the designated “safe area” of the building.

•

Stay away from windows, doors, outside walls and structures such as
auditoriums and gymnasiums with wide roofs that could collapse easily.

•

Continue to monitor the radio. Remain in the “safe area” until an all clear has
been sounded.

•

Do not dismiss children from the center until the emergency has passed and
the outside area is safe for travel.

•

If you are outside in open country without shelter, lie flat in the nearest ditch,
ravine or culvert with your hands covering your head.

SHELTER IN PLACE (CHEMICAL)
•

Follow established procedures at individual sites.

•

Do not leave the building until you hear “all clear” from designated staff
person.

BOMB THREATS
•

Follow established procedures at individual sites.

•

Report any suspicious packages to fire wardens.

•

Follow staff instructions.

•

If evacuating building do not take the elevator, unless you or a participant are
unable to use the stairs.

•

Congregate at designated site.

In all emergency situations recheck attendance of participants and staff
periodically.
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CHILD ABUSE AND NEGLECT
Child abuse and neglect must be recognized and reported. Children must be protected
and the perpetrators of abuse and neglect helped. With the assistance of concerned
citizens and alert professionals child abuse and neglect can be treated and future
incidents prevented. Parents have the right to care for their children and children have
the right to grow up to realize their potential. These rights must be protected.
Everyone should report suspicions of child abuse and neglect. However, employees of
the Cincinnati Recreation Commission are required to report such cases. In Ohio you
are protected by law when you report what you suspect to be a case of child abuse or
neglect. This means that even if the report turns out to be untrue, you are protected or
immune from civil or criminal liability.
Even if you aren’t sure, but you have reason to believe a child is or has been abused or
neglected, report it. Facilities should adopt special procedures to follow when reporting
child abuse or neglect. This will avoid confusion and ensure prompt action.
HOW TO REPORT
•

Call Hamilton County Human Services Department (241-KIDS / 241-5437).

•

Give the name and address of the child you suspect is being abused or
neglected.

•

The age of the child.

•

The name and address of the parent or caretaker of the child.

•

The name of the person you suspect is abusing or neglecting the child.

•

Any other helpful information.
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COMMUNICABLE DISEASE & MEDICATION
Many communicable diseases may be recognized by the following signs of illness:
•

Elevated temperature.

•

Unusual spots or rashes.

•

Sore throat or difficulty in swallowing.

•

Diarrhea and/or vomiting.

•

Evidence of lice, scabies or other parasitic infestation. CRC has a “no-nit”
policy.

Parents should keep their child home if any of the above symptoms are present. If, on
the other hand, one or more of these symptoms appears during the time the child is at
the center, the child should be isolated in a special area. A staff member shall be within
sight or hearing of the child isolated due to illness. No child shall ever be left alone or
unsupervised.
Parents should be called immediately. The child should then be released to the care of
his/her parents as promptly as possible. If a parent or guardian is not available, the
center staff may release an ill child to the designated emergency contact. Any child
discharged due to illness may return to the center after symptoms are gone.
However, if any child is absent due to illness for three or more consecutive days staff
should inquire about the nature of the child’s illness. Determine if there are any special
precautions that should be taken to prevent the spread of disease to other day campers.
Be certain to alert parents if their children have been exposed to communicable
diseases or conditions.
ADMINISTRATION OF MEDICATION
No medication, vitamins or special diets are to be administered unless
instructions to administer are written, signed and dated by the parent/guardian.
Utilize the Request For Administration Of Medication (CRC #256) for this purpose.
Parents should submit a new authorization every ninety days.
The medication must be in pill, capsule, liquid form, or inhaler. Instructions for
administering the medication must be specific regarding the dosage directions. Parents
may not indicated “as needed” since this type of general instruction unfairly requires
staff to make “medical judgements.”

Prescriptions must be in a clearly marked container from the pharmacist. The label
must show the child’s name, the dosage directions, the doctor’s name and prescription
number.
Non prescription medication must be provided in the manufacturer’s original container.
All medication should be stored in a safe, secure place away from children. It is
recommended that each container of medicine be stored in a clear zip lock bag. Include
in the bag, an index card that indicates the child’s name along with any precautions
and/or side effects related to the medication.
Each time medicine is given note the appropriate information on the
Administration of Medicine Form (CRC #257).
In the event that dosage directions are not followed, the parent/guardian should
be contacted immediately for further instructions.
If, for any reason, the child receiving medication requires emergency medical
services, the Administration of Medicine Form (#257) should be made available to
the medical practitioners.

PROGRAMS
Day camp leaders should strive to create a positive atmosphere between themselves
and the children entrusted to their care. This atmosphere should be one of mutual
respect, support and encouragement with program offerings that enhance the sense of
personal worth of each day camper.
Activities engaged in by children, in a day camp setting, play an important role in their
total development. For that reason, day camp programs should be planned and
conducted by knowledgeable individuals who understand the value of success
orientated activities.
PROGRAM CONTENT
Each center should conduct activities that adequately meet the needs and interests of
day campers. These activities should be appropriate to the age levels and abilities
of participants.
In addition, each day camp should include a balance of the following program
categories.
¾
¾
¾
¾
¾
¾
¾
¾

Art, athletics, drama, music, nature and songs.
Health, physical fitness and wellness.
Swim lessons and open swim.
Games of low organization.
Game Room activities.
Special events.
Field trips.
Quiet time.

Special attention should be given to providing suitable amounts of both quiet and
active play throughout the day.
PROGRAM PLANNING
The program planning process can be divided into three basic components. First, the
selection of the activity. Second, a thorough analysis of the activity to determine what
will and how it will be done. Third, the establishment of measures to evaluate program
results.
When selecting an activity, consider the following variables.
•

The number, age, interest, ability and attention span of the children.

•

The type, location and size of the program space.

•

The equipment, materials and supplies required and/or available.

•

Cost.

•

Time allotment, including what has preceded and what will follow the activity.

•

Staffing requirements.

•

Overall coordination with other activities such as program theme weeks, and
the

•

Objectives to be realized.

Next, analyze the activity to determine its complexity and the ease or difficulty of
execution. Remember time spent planning the program will greatly enhance it’s chance
for success. It is also important that the planner have a thorough understanding of the
specific activity. This may require additional research including a trip to the library or
other reference source.
Additionally, it might be helpful to review the following questions and include the results
in the program plan.
•

How will the children be grouped? In mass? In groups by age or ability level.

•

Is the activity self-directed or instructional in nature?

•

To what extent can the children be included in the planning process?

•

Are the leaders familiar with the activity? Do they already know procedures
and techniques?

•

What explanations or demonstrations are needed?

•

Does the activity allow for enough flexibility to deal with contingencies or
changes that might occur in the day camp schedule?

•

What if it rains? Will a back up plan be ready?

•

How will safety objectives be reinforced?

•

Will the activity provide opportunities for success? Will children feel good
about themselves?

•

How will children be moved from one activity area to another? Can this be
done safely and efficiently?

•

Do program plans allow for group or individual differences? What about the
children that “just don’t want to” participate? Can they be incorporated into
some phase of the activity or must they “just sit and wait”?

•

Has adequate preparation time been allotted? Will all the supplies,
equipment and other materials be collected and available so that the program
can begin on time?

•

Refreshments? Will children automatically proceed in an orderly manner
when they hear “come and get it”?

Finally, there should be some type of program evaluation. What was accomplished?
What worked? What didn’t? If the program were conducted again, what should be
changed? Did the children respond as anticipated? Were the program objectives
achieved? Did everyone have fun?
Take the time to reflect on the program and the entire planning process. Evaluation can
be a tool for leadership growth and ultimately make future planning assignments easier.
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OPERATIONAL PROCEDURES

“Childhood is the world of miracle and wonder: as if
creation rose and bathed light, out of the
darkness, utterly new and fresh and astonishing.
The end of childhood is when things cease to
astonish us. When the world seems familiar when we
have gotten use to existence, one has become an adult.” 16
-Eugene Jonesco

EMPLOYEE SAFETY PRACTICES
SAFETY PRACTICES FOR CHEMICAL USE
Proper chemical handling procedures are essential for accident prevention and
employee safety. Follow the following procedures.
•

Always keep chemicals in their original containers.

•

Store chemicals up off the ground unless in plastic containers.

•

Keep chemicals away from electrical equipment.

•

Avoid contact with skin, eyes, clothing or inhalation of vapors or fumes.

•

Protect your eyes; wear safety goggles or safety glasses.

•

Wear rubber gloves when handling chemicals to protect your hands. Wash
hands thoroughly after contact with chemicals.

•

Never add water to chemicals. Add chemicals to water.

•

Note material safety data sheets which are posted in chemical storage areas.

FIRST AID SAFETY PRACTICES
Disease transmission occurs when bacteria or viruses from one person enter the body
of another person. If you make contact with the blood of a victim who has an infectious
disease and you already have a cut, scrape, or sore, a path exists for the infection to
enter your body.
First aid kits must contain ample disposable, latex gloves and victim face shields.
In order to minimize the risk of disease transmission when you take action to control
bleeding you should do the following:
•

Avoid being splashed by blood.

•

Place a barrier between you and the victim’s blood. Wear disposable latex
gloves and cover the wound with a dressing.

•

Cover any cuts, scrapes, or skin conditions you have.

•

Wash your hands immediately after providing care, even if you wore gloves.

•

Avoid eating, drinking, and touching your mouth, eyes or nose while providing
care or before you wash your hands.

•

Avoid touching objects that may have been contaminated with blood.

•

Avoid handling your personal items, whistle, keys, pens while providing care
or before washing your hands.

Disease transmission is an understandable worry, even though the chances of getting a
disease from giving rescue breathing are low. In order to minimize this risk when you
perform rescue breathing/CPR you should do the following:
•

Use a barrier, such as the provided plastic face shields, between your mouth
and nose and the victim’s. This will help protect you from contacting a
person’s saliva, blood, or vomit.

BACK SAFETY PRACTICES
•

Use a dolly to move heavy items in order to minimize the risk of back injury.

•

Use your knees and thighs, not your back, when lifting.

POLICY REGARDING ACCIDENTS
ACCIDENT TO PARTICIPANT
The majority of first aid cases will be classified as minor injuries; but to the person who
has sustained the injury, it may indeed be major. All cases of first aid will be treated as
if the person were a member of the immediate family and they will be given the attention
and consideration they deserve. This in itself is very consoling and will do much to heal
the wound.
Administer emergency first aid required by the victim within the limits of your training. If
the victim is unconscious or shows signs of a life threatening injury or other
serious injury call “911.”
The parent/guardian should be notified promptly of any accidents or serious
injury to their child.
Do not at any time transport an injured person to a doctor or hospital. The
emergency medical service will transport the victim if needed. In addition, never state
that the City will pay medical bills. If an injured person feels the City should pay the bill,
have him/her write to the City Solicitor. Please notify your Service Area Coordinator if
that situation occurs.
Make sure the accident form is completed. If the accident occurs during a field trip,
attach the participant’s permission and release form.
ACCIDENT TO EMPLOYEE
Despite precautions accidents do happen. Administer within the limits of your training
the emergency medical care required by the injured employee. Serious or life
threatening injuries should be directed to “911.”
Injured employees who receive injuries in the performance of their duties are provided
free minor emergency service at the Employee Health Services office which is located
1525 Elm Street on the second floor. If using this service, the Day Camp Director or
Service Area Coordinator (SAC) will call the clinic at 352-3074 and inform clinic staff of
the nature of the employee’s injury. If the Employee Health Service is closed, follow the
procedure for the Managed Care Organization (MCO). The directions and forms are
available in the Employee Injury Packets.
The Day Camp Director should complete the Form 91-S (Employee Injury/Illness) and
contact the Service Area Coordinator immediately.
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PERSONNEL PROCEDURES
WORK SCHEDULES
Staff members are to work as scheduled by the Service Area Coordinator or Day Camp
Director. Work schedules will be posted but may vary from quarter to quarter or from
week to week depending upon programming requirements.
Leave of Absence may be granted at the discretion of the Service Area Coordinator or
the Center Director. Except for emergency situations, these Leave of Absence request
forms should be submitted two weeks in advance.
Activities conducted away from the center should also be approved and scheduled in
advance.
DRESS CODE
Each day camp staff will be furnished with a departmental staff shirt which should be
worn while on duty. Staff shirts are mandatory on all field trips. Staff must provide their
own lanyard and whistle while on duty. Cleanliness and neatness will be expected in all
aspects of the employee’s appearance and personal hygiene. In addition, sunscreen
and sun glasses are highly recommended during the summer season. Day camp staff
are required to wear gym shoes. See additional information on pages 18 and 19.
PAYROLL
Time sheets are due on the Friday/Saturday after each pay day. Time will not be
posted without a time sheet.
TELEPHONES
Telephones are provided for business and emergency calls only. Long distance and
directory assistance calls are prohibited. This includes staff and patrons.
ACQUISITION OF GOODS & SERVICES
The City of Cincinnati operates a centralized Department of Purchasing to provide for
the economical acquisition of goods and services. Procedures are established to
supply the variety of goods and services required in day camp programs. Please review
your purchasing needs with your Service Area Coordinator.
Do not purchase goods or services without the proper authorization.
CHANGE OF ADDRESS

It is important that you notify your Service Area Coordinator and the department’s
Personnel Office of any change in your personal status. These changes would include:
address, telephone number, marital status, name change, payroll deductions, or tax
status.
PERFORMANCE APPRAISAL
The job performance of all seasonal and part-time employees is evaluated annually.
These formal performance appraisals become part of the employee’s personnel file.
Employees are required to sign the evaluation to indicate that they have seen the rating
form. These performance appraisals help to determine future employment, promotions
and pay increases.
PUBLIC RELATIONS
All contacts with visitors, participants and citizens are public contacts. It is extremely
important for you to be friendly, courteous and professional at all times. Go out of your
way to assist visitors, participants and citizens. You represent the Cincinnati Recreation
Commission.
SEXUAL HARASSMENT
Sexual harassment is a form of employee misconduct which undermines the integrity of
the employment relationship. The Cincinnati Recreation Commission must maintain a
work environment free from unsolicited or unwelcome sexual overtures. Sexual
harassment is unacceptable conduct. Complaints of harassment shall be examined
impartially and resolved promptly.
RIGHT TO KNOW
The City of Cincinnati has a program which ensures that all employees have access to
the appropriate material safety data sheets. This information relates the safe use of
materials and chemicals used at each work site. For additional information, contact the
Service Area Coordinator for your location.

MEDIA CONTACTS
While staff are permitted to converse directly with TV and print media, such comments
should be made with discretion based upon the sensitivity and complexity of the subject
matter.
Employees are permitted to discuss questions relating directly to their specific
operation, including hours of operation, fees, rental information, availability of swim
lessons, etc.
When directed a more sensitive or complex question, the staff person should politely
inform the media person that the question is of a complex nature involving other aspects
of the department and that the best approach to receiving information would be to
contact the Director’s Office. Supply the media person with the office number (3524000).
In any situation where there is doubt regarding whether the information should be
released or not, the media person should be politely referred to the Service Area
Coordinator.
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