Information for Parents
Groton Pool & Golf Center
Summer Camp 2011

Groton Pool & Golf Center Camp Health Care Policy
Health Care Policy Notice given to Parents of Campers

· Completed health forms must be signed within 2 weeks prior to camp. Medical exams must be no more than 1 years old.  Any camper coming to camp without properly signed forms will not be allowed to remain. Bring completed forms to check in to review with health personnel.

· All campers with pre-existing conditions such as allergies, chronic ear and/or throat infections, asthma, etc. must bring necessary medication in sufficient quantity for camper’s stay. All medication must be properly labeled in its original container with complete doctor’s instructions for dispensing. Any medication not properly labeled WILL NOT be administered. Please do not bring vitamins for the campers.  

· If a camper is unable to participate in activities for more than 24 hours due to illness, arrangements will be made for the camper to return home.

· Groton Country Club Authority Summer Camp has a pediatrician (see Health Care Consultant below) on call and utilizes the Nashoba Valley Medical Center.  The parents must assume any other medical arrangements desired.

· All dental problems excluding accidental injury are the parents’ responsibility. Orthodontic appliances are also the responsibility of the parent.

· All parents will be notified of serious accident or illness of their camper.

Health Care Consultant:

Doctor Robert Borden

N. Main Street

Groton, MA 01450

978-448-5949

Health Care Supervisors

Carol Wright

Infirmary located in the Main Building last office on the left or through the back door first office on the right.

Emergency Telephone Numbers:

Fire: 911 or 978-448-6333
Police: 911 or 978-448-5555
Rescue Ambulance: 911 or 978-448-6333
Poison Control Center: 1-800-222-1222
Hospital:

Nashoba Valley Medical Center

200 Groton Road 

Ayer, Ma 01432

978-784-9000 24-Hour Emergency Department (978) 784-9250

Radio located at the Pool: Groton Fire and EMS: turn on wait 30 seconds to listen make sure you do not interrupt another emergency call and then push and hold button on the side with the following: “the country club to 426.” Let go of button and wait for reply.

Directions Nashoba Hospital
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	Driving Directions

	Distance


	1: Start out going Southwest on LOVERS LN 
	0.40 miles
(0.4 km)

	2: Turn RIGHT onto BOSTON RD.
	0.4 miles
(0.6 km)

	3: Turn LEFT onto OLD AYER RD.
	1.6 miles
(2.6 km)

	4: OLD AYER RD becomes GROTON RD.
	0.3 miles
(0.5 km)


	

	Total Distance: 2.6 miles (4.1 km)
	Estimated Time: 10 minutes


1. Emergency Procedures

1. Camp counselor renders immediate aid to victim while using cell phone, voice or another available staff person or capable camper to notify any one of the available health supervisors. Any staff person is free to call 911 or radio Groton EMT if their opinion the situation calls for immediate professional assistance.

2. Carol Wright or other designated camp health supervisors assumes control of the situation, continues to render aid, and sends someone to call 911 or radio Groton EMT (if this has not already been done) if in their opinion the circumstances warrant.

3. Administration is informed of the accident or incident and parents are notified immediately according to the phone numbers listed on the Campers Medical Information Form.

4. The Camper is transported by Groton EMT’s to Nashoba Valley Medical Center unless determined emergency is life threatening in which case the hospital is determined by the qualified emergency professional to be the best hospital equipped to deal with victims condition.

5.  If parents or other identified guardians/relatives cannot be contacted, the Health Supervisor responding to the incident will go to the hospital with the camper.

6. Administration will provide to the hospital the signed parental permission form to allow emergency medical aid.

2.Utilization of First Aid Equipment:

First Aid kits and manuals are located at.

a. 
Tennis House

b. 
Pool

c. 
Maintenance Garage

d. 
Pro Shop

e. 
Snack Bar

Emergency back board is located at the pool

Defibrillator is located at the Pro Shop

*First aid kits are maintained by Health Supervisor’s Carol Wright and other designated health supervisor and will contain the following list of supplies at all times: non-perfumed soap, sterile gauze squares, compresses, adhesive tape, bandage scissors, triangular and rolled bandages, a mask with a one way valve, tweezers, a cold pack and barrier protection gloves, sun block

First Aid is administered by:

a. Any one of the Health Supervisors who have reached the scene first.
3. Injury Prevention

1. Camp Administrator and Health Supervisor’s will survey the property daily for any sign of hazards, they will document daily whether or not any health hazards were found and take immediate action to remedy such hazards.

2. All Staff will be trained at orientation that they are encouraged to report to Administration and Management any hazards or unsanitary conditions found during their daily duties.

3. The Camp Health Supervisor’s will report hazards or unsanitary conditions found they should also report any such accident caused by any hazard to the Camp Administrator along with a recommendation of how this hazard could be avoided in the future.

4. The Camp Administrator shall make every reasonable effort to provide a physical camp space      that’s is free from hazards and kept in a sanitary condition

4. Procedure for reporting Serious Injury, hospitalization or death of a child or staff member to the Department of Public Health or Administered First Aid

Reporting of any of these situations will be done by the Club Administrator of the Groton Country Club to the Massachusetts Department of Public Health within 24 hours of the occurrence.

5. Procedure for Informing Parents of administered first aid, serious Injury, hospitalization or death of a child

1. Whenever first aid is administered to a camper even in a non serious situation, the parents will be called before hand for permission to render aid.

2. When first aid is administered to a camper in a serious situation the parents or primary care giver will be called immediately afterward for further follow up and information about the injury.

3. In a serious situation if the parents or primary care giver cannot be reached by phone, each of the alternated emergency numbers will be called in order in which they are listed on the Campers Medical Form.

4. If parent or primary care giver could not be reached they will be notified at the end of the day when they arrive to pick up the camper.

5. Parent will have access to all documentation of the injury and any first aid given.

6. Plan for Infection Control

1. Bathrooms, sinks and water fountains will be cleaned and sanitized on a regular basis.

2. Campers who are clearly sick and/or infectious will be separated from other campers and placed in Health center area. Parents will be notified and asked to come pick up their child.

3. The Camp Health Supervisors will watch for signs of infection and sickness among the campers

4. All Staff and camp counselors will be trained at orientation to monitor the campers in their groups for signs of sickness and infection and to report such findings to Camp Health Supervisors.

7. Procedure for the Clean up of Blood Spills

1. Any Staff person coming in contact with blood or other bodily fluids should be wearing latex gloves.

2. Blood spills should be cleaned in the following manner

a. Staff person wearing plastic gloves.

b. Use paper towels and lay them over the spill to absorb the blood.

c. Additional paper towels are laid over the spill until absorption has ceased.  Using gloved hands, the staff person will wipe up the spill with the absorbent paper towels and dispose of in a red double bagged trash container.

d. The area should then be sprayed with a disinfectant, allow to sit for 30 seconds, and then wiped with paper towels again which is then disposed of also in the red double bag.

8. Evacuation Procedure

1. The Club Administrator or in the absence of the Club Administrator the Pool Director shall be the Evacuation director.  The Health Supervisor or in her absence the assistant health Supervisor for insuring the all areas and rooms are free from any occupants.
2. At the first sign of danger they will happen
a. Notify anyone in the immediate area of the danger

b. Pull any and all fire alarm boxes

c. Call the Evacuation director and all other counselor and staff immediately and notify them of the nature and location of the danger.  The Evacuation Director will then call 911 and give the following information:

· Building name and address

· Nearest cross street and or intersections

· Nature and locations of danger

· Any known information about the danger

· Call back phone number where Evacuation director can be reached

d. The camp counselor staff will gather the campers and lead them via the safest and nearest exit or route to the designated meeting area.

e. All Campers will be taken to the putting green, where a group roll call will be taken.

9.Plan for Administering & Storing Medication 

1. All medication will be administered by the Camp Health supervisors.

2. A signed permission slip from the parents must be on file before any medication is administered.

3. Prescription medication must be identified by the camper, Prescription must be in original container and the label must contain the campers name, name of the prescription, name of doctor authorizing, doctors phone number, times of day the medication should be administered and under what circumstances, and the amount of medication to be given

4. All Medication will be stores in a locked cabinet. Any medication that needs to be refrigerated will be stored in the refrigerator in a locked box.

5. At the end of a camper’s week any left over medication will be returned to the parents.

6. Any prescription medication that is not returned will be kept for one week after end of camp and then disposed of.

10. Returning and/or destroying unused medication

1. At the end of the camper’s week the unused medication provided by parents for the child will be returned to the parents.

2. Any medication that is not returned to parents at the end of the week will be kept in a lock cabinet for an additional week while parents are contacted, if after 1 week the parents due not come and pick up medication the Groton Country Club’s health care supervisor will dispose of the medication. All medication will be disposed of by placing medication in a red bag, tied and placed in disposal bin.

11. Care of Mildly ill Campers

1. Campers who are mildly ill be will be escorted to the main office and then evaluated by one of the health care supervisors

2. Parent’s will be notified and they may choose to come pick up the camper

3. Campers who are mildly ill who stay at the camp rest in the infirmary which is located in the main building. The camp health supervisor will monitor camper until they feel better or are picked up by parents.

12. Protecting & Caring for children with Allergies 
1. This information as given by the parents on the child’s medical form will be highlighted.  All camp counselors will be informed of such allergies as well as the Health Supervisors and Camp Director.

2. Staff will make sure campers with allergies or other emergency medical information will be restricted to activities that do not aggravate allergy or medical condition.

13. Communicable disease reporting 

Per Massachusetts State Sanitary code  105 CMR 430.157 Groton Country Club Authority is responsible for insuring that each case of any such communicable disease occurring at our camp is immediately reported to the local board of health.  The report willl be made by the Groton Country Club Authorities Camp Director, Michelle Stickor.  The report will include the name and home address of any individual in the camp known to have or suspected of having such disease.  Until action on such case has been taken by the Dr. Borden our camp health care consultant, strict isolation shall be maintained. 

14. Reporting outbreak of disease

Groton Country Club’s Camp Director Michelle Stickor will report immediately by telephone to local board of health and to the Massachusetts Department of Public Health each suspected case of food poisoning or any unusual prevalence of any illness in which fever, rash, diarrhea, sore throat, vomiting, or jaundice is a prominent symptom. 

15. Camper drop off policy and pick-up policy

1. Campers are to be dropped off at the 1st driveway in front of the snack bar, the picnic tables will be the designated area for morning meeting and attendance from their each group will begin their own schedule.

2. Pick up at the end of the day will also occur at the picnic tables, parents are required to use the 1st driveway in front of snack bar area to minimize the flow of traffic.  Campers may only be picked up by parent or legal guardian, pick up by any other individual can take place only with written permission by parent or legal guardian.
16. Job Descriptions & Organizational Chart
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1. Camp Director/Club Administrator
The Camp Director of the Groton Country Club must be at least 21 years old and have at least two seasons of camp experience. He/She is directly responsible for the summer program run by the club.  

· The Camp Director works with the Club Administrator in hiring, training and supervising the summer program staff. 

· The Camp Director and the Club Administrator insure that all the necessary paperwork and applications for state certification are properly handled. 

· The Camp Director and Club Administrator work together to create and implement policy and scheduling.

· The Camp Director and Aquatic Director plan all staff orientation and training.

· Conduct mid season and final program season evaluations performed by staff.

2. Club Receptionist and Secretary
The Club Receptionist and Secretary is the summer receptionist. She is directly responsible to the Camp Director. She assists the Summer Staff by:

· Receiving all phone calls for the program and directing them as appropriate.

· Sending, receiving and processing all mail for the program.  She sends out forms to those who request them and reviews forms sent in to see that all portions have been filled out and that all medical information is complete and current.  When any forms are not complete she will return them to the sender for completion.

· Receive all program tuition payments and issues appropriate payment receipts.

· Assist the Camp Director in whatever tasks seems fit.

3. Health Care Supervisor(s)
There are three health care supervisors to insure appropriate staff coverage at all times throughout the summer season.  Each Health Care Supervisor holds a current certificate in Standard First Aid as issued by the American Red Cross or its equivalent as recognized by the Commonwealth of Massachusetts and a current certificate in cardiopulmonary resuscitation issued by the American Red Cross.  The Health Care Supervisor is directly responsible for over-site of the general health and safety of the campers, members, guests and staff.  Specifically:

a. He/She sees to the establishment of an Infirmary and maintains all records as required by the State.

b. He/She will review health records of each member to see that they are complete and up to date.  Any forms which are missing or have incomplete information will be brought to the attention of the Camp Director.

c. He/She will be available to respond to all first aid situations among campers, members, guests and staff. The Camp Director will be aware of His or Her whereabouts at all times.

d. The Health Care Supervisors will maintain all appropriate record of health emergencies and accidents as required by the Commonwealth of Massachusetts.  These records are to be kept in the Infirmary during the course of the summer season.  They will be made available for an inspection at any time and at the end of the season the records will be turned over to the care of the Program Secretary/Office Manager.

e. The Health Care Supervisors will be responsible for the storage of any and all camper medications.  They will verify with the parent the medication provided and the child the medication belongs, the correct labeling of the medication as well as the correct dosage and administration.  They will be responsible for administering the medication and the returning and or disposal of the medication at the end of the camps session.

4. Facilities Administrator/Superintendent
Is directly responsible to the Camp Director/Club Administrator specifically:

a. On an on going basis he sees to the proper and safe maintenance of the building and property.

b. On a daily basis sees to the proper janitorial care of the buildings on the property

c. Sees to the regular care of the grounds including emptying trash and maintenance of lawns and areas of use for the program.

5. Aquatics Director
The Aquatics Director reports directly to the Camp Director/Club Administrator.  She is responsible for the safety of the swimmers and maintenance of all records as required by the Massachusetts Department of Public Health and the State.  In accord with the Commonwealth’s Sanitary Code Regulations for Children’s programs the Aquatics Directors is at least 21 years of age and has at least three years of waterfront/pool experience.  She posses a current CPR certification issues by the American Red Cross or its equivalent. Hold W.S.I. certification as issued by the American Red Cross or it equivalent.

Specific responsibilities of the Aquatics Director:

a. Hire and train all Lifeguard staff.  

b. Plan weekly schedule for lifeguard staff and collect on a biweekly basis all timecards.  Total and approve all hours submitted for pay by lifeguard staff and present to payroll.

c. See to the safety of all persons using the swimming pool in accord with pool rules

d. On a daily basis see to the cleanliness of the pool and its adjacent areas

e. On a daily basis see that all safety equipment for the pool has been placed in appropriate places and is properly maintained and put away at the end of the day.

f. On a weekly basis she will administer test to all new campers and swim lesson participants to determine their level of swimming ability and what limits they will have in their use of the pool (deep water swimmer, beginner swimmer and non swimmer)

g. Set up a buddy system for all campers using the pool.

6. Lifeguards

Lifeguards working with the summer program are directly responsible to the Head Lifeguard and Aquatics Director.  They should hold a current CPR certificate issued by American Red Cross or its equivalent and a current lifeguard certificate issues by the American Red Cross or its equivalent. They should be no less than 16 years of age.  They will assist the Aquatics Director in the daily maintenance and running of the swimming pool.  Their specific jobs are determined by the Aquatics Director or Head Lifeguard in accord with the daily needs of the pool.
7. Head Counselor

Must be at least 18 years and have graduated from High School.  He/She must have at least 4 weeks experience in a supervisory role with children and have satisfactorily completed our summer orientation program. He/She must be of good moral character with at least 1 years experience working with children in a youth program or school setting.  Attempts are made to hire public or private school teachers who bring a wide variety of experience and training to the job.  He/She will be creative, outgoing, enthusiastic and compassionate.

8. Assistant Counselors

Must be 16 years old which 3years older than the maximum age of campers allowed which is currently 13 years of age.  He/She must have satisfactorily completed our summer orientation program. All assistant counselors should be creative, outgoing, enthusiastic and compassionate.
17. Camp Ratios
Groton Country Club Summer Camp program will have a minimum ratio of 1 Camp Counselor 18 yrs. + to eight children who are 7 yrs and older and a minimum ratio of 1 Camp Counselor 18 yrs. + to five children 6 yrs.  and under

18. Staff Hiring and Verification

The Groton Country Club & Recreation Authority requires the each staff person and volunteer shall have a background free of conduct that bears adversely upon his or her ability to provide for the safety and well-being of the campers.  All volunteers are subject to the same hiring and background checks as staff and employees.
Groton Country Club & Recreation Authority adopts the following requirenments be met in hiring every employee:

a. Prior work history, including name, address and phone number of a contact person at each place of employment for the previous five years, and

b. Three positive reference checks from individuals not related to the staff person including, but not limited to, previous employers or school administrators.  Returning staff persons may use references on record with the camp from the preceding year.  However, if there is a gap in employment with the camp for at least one camp season, new references shall be required. 

c. Groton Country Club will perform and inquiry into each staff person’s prior criminal history.  

d. Groton Country Club shall obtain a sex offender registry information check from the Massachusetts Sex Offenders Registry Board for all prospective staff.   

e. Groton Country Club shall obtain a CORI/Juvenile Report from the Massachusetts Criminal History Systems Board for all prospective staff.

f. For prospective staff whose permanent residence is not Massachusetts (out of state and international), Groton Country Club, where practicable, shall also obtain from the applicant’s state criminal information system, local chief of police, or other local authority with access to relevant information, a criminal record check or its recognized equivalent.

g. Even if there is no interruption in the staff person’s employment by the Groton Country Club, from the time of the initial background check, annually a new criminal or sex offender history is required for each camping season.    Any break in employment service requires a new criminal history and sex offender inquiry for the staff person.

h. Groton Country Club shall maintain written documentation verifying the background and character of each staff person and volunteer for three years.
i. Health records and immunization record of each employee must be up to date and provided.  A medical sign off form must be signed by an any employee’s parents if under 18 years of age.
19. Staff Orientation Plan 
Prior to the program season, the staff is assembled for orientation and training. This training includes but is not limited to the following:

A. Policies concerning child abuse, sexual abuse and discipline.

B. A description of our Chain of Command and staff job descriptions

C. A description of daily activities as well as goals and objectives for each sport taught.

D. A tour of the property with special attention paid to potentially hazardous areas.

E. All program emergency procedure:

· First Aid and Medical procedures

· Fire, Natural disaster and lightening plans

· Lost camper and Lost swimmers plans

· Evacuation plan

· Attendance procedure and contingency plan for absent child

· Policy regarding who a child is to be released to.

F. Necessity of injury and illness reporting

G. Responsibility of each staff member to be aware of any potential dangers and report them directly to Health Supervisor and Camp management.

H. How to recognize heat exhaustion and heat stroke.

I. Child abuse recognition and reporting. Signs of abuse: Slap marks ( hand prints), bruises, cuts, welts, swollen limbs, split lips, loose or missing teeth, black eyes, broken bones or deformities, head injuries, bite marks, burns caused by cigarettes, hot boiling water, hot utensils, Fear of the part of the victim such as withdrawal or mood swings,

Each staff person will be asked to sign a form stating they have attended the preprogram seminar and understand and accept all that is being asked of them.  This statement is filed in their employee files.
20. Procedure reporting suspected Child Abuse
1. All staff shall immediately report any suspected child abuse or neglect.  The report shall be made either to the Massachusetts Department of Social Services and to the Camp Director.

2. Camp Director shall immediately report suspected abuse or neglect to the Massachusetts Department of Social Services.

3. Camp Director shall notify the board of health if a 51A report alleging abuse or neglect of a child while in the care of our summer recreational camp for children or during a program related activity is filed.  The 51A report itself shall not be forwarded to the Board of Health.

Groton Country Club Authority will cooperate in all official investigations of abuse and neglect alleged to have occurred at the camp, including identifying parents of campers currently or previously enrolled in the camp who may have been in contact with the subject of the investigation. 

Groton Country Club Authority will ensure that an allegedly abusive or neglectful staff person does not work directly with campers until the Massachusetts Department of Social Services investigation is completed.
21. Discipline Policy

Camper Code of Conduct

Groton Country Club strives to provide a safe and secure environment. We attempt to create a warm and fun atmosphere that will make your child look forward to coming to camp each day.

In order to promote good behavior among campers, we have an established discipline plan. Our discipline plan stresses proper behavior with an emphasis on the following:
1. Safety.
3. Respect those around you, both camper and staff.
4. Respect for property.
5. Appropriate language.

If a camper violates any of these rules, the group leader will notify one of the camp directors. The camp director will record the incident and outline the consequences of the behavior with the camper. The consequence is determined by the violation.

1st offense:   Verbal warning and a time-out, child is sent to sit in the office of the Camp Director for 15 minutes (parent notified of incident).
2nd offense:  Parent contacted to pick up child immediately and child miss the rest of the day.
3rd offense:  Parent contacted to pick up child immediately and child miss the rest of the day plus the next day of camp.
4th offense:  Parent contacted to pick up child and not return to camp. All summer camp fees are non-refundable.
 Prohibited discipline methods include the following:

No corporal punishment, including spanking

No humiliation and or cruel verbal abuse

No camper shall be denied food, water or shelter as a form of punishment

No camper shall be punished for soiling, wetting or not using bathroom facilities
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