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UPPER SOUTHAMPTON TOWNSHIP 

PARKS AND RECREATION 

SUMMER 2018 

 

          STAFF HANDBOOK 
 

I. WELCOME 
 

Welcome to Upper Southampton Summer Recreation.  We plan on having a summer filled with excitement and lots of fun!  This 

handbook is designed to help you understand what is expected of you, what you can expect in return and to help you 

understand your place in the Township’s service to the public.  While it is virtually impossible to cover every situation, the 

necessary procedures for camp preparation are carefully explained in this handbook.  The text of these policies and procedures 

is not intended to be, nor should it be construed as a contract of employment or as a contract guaranteeing continued 

employment.  It is hoped that this handbook will give you answers to the questions you have.  No employee handbook can 

anticipate every circumstance or question about policy.  As Upper Southampton Township Parks and Recreation continues to 

grow, the need may arise, and Upper Southampton Township reserves the right to revise, supplement or rescind any policies or 

portion of the handbook from time-to-time as it deems appropriate, in its sole and absolute discretion.  If this handbook does 

not answer your questions, the Personnel Administrator or the Parks and Recreation Director will be happy to discuss them with 

you.  We expect that you will familiarize yourself with the details of this guide.   

 

II. Equal Employment Opportunity/Affirmative Action 
 

Upper Southampton Township shall provide an equal opportunity for all employees and applicants for employment on the basis 

of their demonstrated ability and competence without discrimination on the basis of their race, religion, color, national origin, 

citizenship, marital status, political affiliation, gender, age, disability, sexual orientation or veteran status.  Employment 

decisions are made based on individual merit, qualifications, skills and competence as they relate to the particular position at 

issue.  Discrimination and/or harassment based on any of these factors are inconsistent with our philosophy of doing business 

and will not be tolerated at any time.  Upper Southampton Township is committed to offering equal employment opportunities 

to all qualified individuals in every aspect of employment such as, but not limited to, hiring, promotions, transfers and 

compensation.  Through our EEO policies and affirmative action, we are continuing our efforts to create a diverse workforce and 

an environment in which individuals are treated equally and without discrimination.  Any employees with questions or concerns 

about any type of discrimination in the workplace are encouraged to bring these issues to the attention of the Parks and 

Recreation Manager or his or her designate.  Employees can raise concerns and make reports without fear of reprisal.  Anyone 

found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including 

termination of employment. 
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III. Employment Applications/Recruitment 
 

Upper Southampton Township relies upon the accuracy of information contained in the employment application, as well as the 
accuracy of other data presented throughout the hiring process and employment.  Any misrepresentations, falsifications or 
material omissions in any of this information or data may result in the exclusion of the individual from further consideration for 
employment or, if the person has been hired, termination of employment.  The Township intends to recruit, hire and place 
applicants on the basis of the applicant’s relative knowledge, skills and abilities. The decision to employ an applicant will be 
based solely on the individual’s qualification for the particular position, along with other requisite job skills.  Minimum 
qualifications shall be specified in the job description. 
 
Hiring Policy: 
Mandatory for EVERYONE! 
2018 Federal Fingerprinting – The new website for regulated employees and volunteers to register for fingerprint scans 

is: https://www.identogo.com/locations/pennsylvania.  Current locations where applicants can obtain the actual scans (after 

registering online) are listed on the IdentoGO website at the following 

link: https://www.identogo.com/uploads/general/IdentoGO_PA_Locations.pdf.  The service code is 1KG738 (Child Care 

Services/Program Employee or Contractor). Please schedule early because they could be backed up and it could take a few 

weeks. 

Child Registry Clearance – The website to be used for the Child Abuse Clearance is:  

https://www.compass.state.pa.us/cwis/public/home). For the Child Registry you must open an account first and create a 

Keystone ID and password.  Clearances must be completed by May 1, 2018. 

 
Mandatory for EVERYONE! 
Open a household account online at ustwprec.com and choose 2018 Employee Training under the Summer Camp Staff Page in 
Programs; must be completed by May 1, 2018. 
 
Mandatory for EVERYONE! 
June 15 at 6:00 PM at the Upper Southampton Community Center:  Basic first aid, Wilderness Training and Bloodborne 
Pathogens.   
 
Mandatory for all Camp Directors, Leaders, Sports Coordinators, Craft Instructors and Bus Drivers:  
EVERY YEAR BY MAY 1 you are required to have or complete Heartsaver® First Aid CPR AED Online ($44.00: paid by you and can 
be accessed 24 hours a day, seven days a week.) 
Part 1 (print certificate and hand in to SUE TOMKO ASAP).  Please note Counselors are not required to complete this course.   

 American Heart Association www.onlineaha.org. 
Course Catalog https://elearning.heart.org/course/9 - First Aid CPR AED Online Part 1. 

 
Heartsaver First Aid CPR AED Online is a self-directed course that uses interactive lessons and videos to teach you 
comprehensive First Aid, CPR and AED knowledge.  This program is for anyone with limited or no medical training who needs an 
AHA course completion card.  You will learn:  First aid basics, Medical emergencies, Injury emergencies, Environmental 
emergencies, Adult CPR and AED using adult choking, child CPR and AED.  
 
All Camp Directors (required every year before May 1) must complete and print their certificate for Recognizing and Reporting 
Child Abuse, Mandated and Permissive Reporting in Pennsylvania and give us a copy of your certificate. 
 

https://www.identogo.com/locations/pennsylvania
https://www.identogo.com/uploads/general/IdentoGO_PA_Locations.pdf
https://www.compass.state.pa.us/cwis/public/home
http://www.onlineaha.org/
https://elearning.heart.org/course/9%20-
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This training is “free” of charge and meets Act 31 training requirements, as well as Act 126 requirements.  All other licensing-
related questions should be referred to your respective board(s).  Please note:  If you are licensed by more than one board, the 
Department of State will apply your credit to all relevant boards. 
 
How to Access the Online Training:  

 Go to www.reportabusepa.pitt.edu. If you have not previously registered, please click the “Registration” link at the top of 
the page. 

 Enter your username and password to log on.  Print certificate and hand in to us ASAP.  Please note Counselors are not 
required to complete this course. 

 
All Camp Directors, Leaders, Sports Coordinators, Craft Instructors and Bus Drivers:  June 16, 2018 (Mandatory CPR First Aid 
skills, AED and Epi Pen) SKILLS DAY at 5 PM at the Upper Southampton Township Recreation Center, 913 Willow Street, 
Southampton.  
 
Mandatory for EVERYONE!   
On Friday, June 15th at 7:00 PM until 9:00 PM all Directors, Sports Instructors, Activities Leaders and Counselors are to report to 
1255 Second Street Pike for a Camper Orientation Meet and Greet Night at the Tamanend Park Pavilions.  You will be providing 
guardians with a schedule and expectations of our camp.  This will not be an open forum but rather an informational Meet and 
Greet.   

 

IV. PURPOSE 
 

Our program is designed to provide children with a safe environment that enhances social and emotional development in a 

nurturing atmosphere of fun and creativity.  Our goals for each child are to learn and practice being a good group member, to 

explore their personal interests and to be exposed to new experiences.  

 

V.  GENERAL INFORMATION 

 

A. Location 

 

Southampton, PA (locations may vary) 

 

Youth Camp – Southampton, PA 

 

Teen Camp – Southampton, PA 

 

B.  Arrival and Departure 

 

Each staff member is responsible for being at camp during the camp program.  Please arrive no later than 15 minutes to the 
start of your schedule and depart 15 minutes after your schedule or after the last camper has left for the day, unless 
otherwise agreed upon with the Parks and Recreation Director.   

 
 C. Requesting Absences: 

 

http://www.reportabusepa.pitt.edu/
http://www.reportabusepa.pitt.edu/
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1. When an employee knows in advance the reason for the absence and the duration of the absence, prior request should 
be made to their supervisor.  
  

2. When the employee cannot provide advance notice:  Employees must report all absences to their Site Director within 
one (1) hour of their scheduled start time, stating the reason for the absence and the duration of the absence, if 
known.   

  
3. When the absence exceeds three (3) days:  Employees absent from work for three (3) consecutive days due to personal 

illness or injury must produce a doctor’s certification for return to work when requested by the Recreation Program 
Coordinator. 

 
 D. Authorized (excused) Absence 

 

Excused absences include accident or sickness supported by a doctor’s statement (when requested).   
 

 E. Lateness  

 

1. The first incidence may necessitate a verbal warning to the individual.  A written warning will be placed into the 
employee’s personnel file for the second incidence. 

 
2. The third incidence may result in suspension with intent to terminate. 

 
 F. Failure to Report Absences (NO CALL) 

 

1. The first incidence will necessitate a verbal warning to the individual.   
 
2. The second incidence will result in a written warning placed into the employee’s personnel file. 

 
3. The third incidence will result in suspension with intent to terminate. 

 
 G. Excessive Absenteeism 

 

1. Three days of absence will be considered excessive.  A written warning will be given to the employee and a copy of the 
warning will be placed in the employee’s personnel file.  A doctor’s note will be required. 
 

2. The second incidence of excessive absenteeism is grounds for termination of the individual. 
 

H. Camp Days & Hours of Operation 

 

o Youth  Camp - Monday through Friday – Times may vary 

 

o Teen Innovation Camp - Monday through Friday – Times may vary 

 

o CIT Program Camp – Monday through Friday – Times may vary 

 

o Hours may differ on field trip days.  Please refer to your program packet. 
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 I. Groups 

 

Children are placed in groups according to grade level.  The following configurations will be used whenever possible. 
 

 1. Youth Camp  

 

o Younger Boy and Girls – Children ages 5 - 6, 6 to 1 ratio. 

o Middle Boys and Girls – Children ages 7 - 8, 8 to 1 ratio. 

o Older Boys and Girls – Children ages 9 - 14, 10 to 1 ratio. 

 

 2. Teen Camp 

 

o Children ages 9 - 14, 10 to 1 ratio. 

o Children ages 15 - 18, 12 to 1 ratio. 

 

J. Important Dates 

 

 Summer Recreation – The camp starts on the Monday after the last day of elementary school and ends the Friday prior to 
the start of elementary school.   Field trip dates can be found in your program packet.  Every staff member is not always 
required for every field trip.  Your Site Director will determine which staff members are accompanying each field trip. 

 

K. Camp T-shirts 

 

Camp t-shirts will be distributed before camp starts.  Counselors will wear their t-shirts to work Monday through Friday and 

on all field trips.  This policy is in effect to ensure the safety of the campers.  T-shirts from past years may be worn. 

 

L. Dress Code 

 

All staff members should conduct themselves so that they will be a credit to the Upper Southampton Summer Recreation 

Program.  While at camp, employees should conform to the customs, policies and ideals of the camp.  All staff members are 

required to wear the camp t-shirt, as outlined above, and name tags.  T-shirts will be handed out prior to the start of camp.  

We play hard and use multi-media and “messy” materials but we also need to project a professional, safe appearance to 

the children and parents.   

 

1.  Appropriate clothing includes: 

 

o Comfortable shoes 
 
o Comfortable pants 

 
o Camp T-shirt 
 

 2. The following clothing is not appropriate for Summer Camp: 
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o Very short shorts, skirts or dresses 
 
o Low cut pants or jeans 

 
o Ripped clothing  

 
o Clothing with inappropriate words or pictures 

 
o Flip flops and sandals 

 
o Shirts that show the abdomen or tummy (i.e. halter tops, tank tops, etc.) 

 
o Dirty clothes 

 
o Visible body piercings 

 
o Visible tattoos 
 

M. Smoking  

 

 No smoking is allowed while on camp property or when you are working with campers at any time.  This includes smoking 

 of any kind, even electronic vapor pens or box mods.  And this includes trips. 

 

N. Harassment 

 

Our Camp recognizes that a person’s right to freedom from discrimination includes the opportunity to work in an 

environment untainted by harassment.  Offensive speech and conduct are wholly inappropriate and intolerable to the 

harmonious relationships necessary for the operations of the camp program.  Harassment has the potential to create an 

intimidating, hostile or offensive work environment and may unreasonably interfere with an individual’s work performance, 

which could adversely affect an individual’s employment opportunity. 

 

Harassment includes all unwelcome advances, written or verbal innuendoes, threats, insults, or disparaging remarks 

concerning a person’s gender, national origin, race, creed, color, ancestry, age, sexual orientation, veteran status, physical 

or mental disability or religious beliefs that are offensive to a person associated with the camp program.  Examples include 

verbal harassment (epithets, derogatory comments, demeaning jokes, slurs, threats, etc.), physical harassment (assault, 

unnecessary touching, impeding or blocking movement, physical interference with normal work or movement, etc.) and 

visual harassment (derogatory or demeaning posters, cards, cartoons, graffiti, gestures, etc.). 

 

O. Sexual Harassment 
 

In addition to the above, sexual harassment is defined as unwelcome sexual advances, requests for sexual favors and 

conduct of a sexual nature when submission to such conduct is made either explicitly or implicitly a term or condition of 

employment AND/OR submission to, or rejection of, such conduct is the basis for, or a factor in, any employment decision 

affecting the individual.  Any employee who has a question or concern regarding any type of discrimination or harassment 

is encouraged to bring it to the attention of their immediate Site Director.  Any individual who is found to have harassed 
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another individual will be subject to disciplinary action up to termination.  Persons that have been exposed to harassment 

are encouraged to report the harassment to an appropriate supervisor.  Supervisors that become aware of unlawful 

harassment or inappropriate behavior must report the incident to the Site Director or the Parks and Recreation Director. 

 

P. Lunch  

 

Full day staff may bring a lunch.  Some camp locations do not provide a snack stand to purchase food for lunch.  Staff 

accompanying field trips over the lunch hour should also pack their lunch. 

 

Q. Visitors 

 

Staff members are not permitted to bring guests or visitors with them at any time.  Unfamiliar faces wandering the campus 

should be politely directed to the Site Supervisor.   

 

R. Leaving the Camp 
 

 All staff members must receive permission from the Site Supervisor when leaving the camp for any reason. 

 

S. Items NOT to Bring to Camp 

 

Please do not bring the following items to camp: 

 

o Jewelry and valuables 
 

o Ipods or other electronics 
 

o Cash 
 

o Weapons of any kind (i.e. water guns, slingshots, etc.)  
 

Any item that is found to be inappropriate to bring to camp will be taken away and given back to you at the end of camp.  

We cannot be responsible for items that are lost or stolen. 

 
T. Personal Equipment 

 
 The camp will not be responsible for the loss or damage of any personal property brought to camp.   

 

U. Injuries or Sickness 

 
1.   If a camper suddenly becomes ill or is injured in any way, staff is required to attend to the camper’s needs and inform 

the Site Supervisors so that they can call the parents.  In the case of an emergency, supervisors will call 911 and escort 
the camper to the hospital. 

 
2.  If a staff person is hurt or injured in any way, contact your supervisor immediately so the injury can be assessed and the 

necessary report completed.  In case of an emergency, an administrator will escort you to the hospital.   
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V. Medication 

 

No medication, and this includes sunscreen, is to be given to campers if the Medical Release Form has not been completely 

filled out by the parent. 

 

W. Ticks 

 

 Please make sure that you check yourself for ticks after each camp day. 
 
X. Sunscreen and Sun Block 

 

 Sunscreen and sun block are recommended!  Please apply sunscreen prior to the camp day.   

 
VI.  POLICIES and PROCEDURES 

 
These are policies that you are to follow while you work at camp.  If you have any questions or need guidance on any issue, 

please see the Site Director. 

 

 A.  Discipline  

 

Participation in the Upper Southampton Township Summer Parks and Recreation program is a privilege.  Upper 

Southampton Parks and Recreation reserves the right to exclude any camper or counselor from the program for any 

inappropriate behavior.   

  

 B. Camper Pickup  

 

No camper may leave camp at any time without prior authorization from the custodial parent and the Site Supervisor.  No 

camp counselor is to transport a camper at any time for any reason.  On the first day of camp, parents will be asked to pick 

their children up from the group’s site.  Once everyone gets to know each other, children can be dismissed according to 

their parent’s instructions.  Under no circumstances should children be permitted to enter or traverse the parking areas 

unsupervised. 

 

 

 C.  Accident Procedures 

 

 1. Purpose: 

 

  To provide camp staff with guidelines to be followed when a camper or staff member is injured. 

 

 2. Policy: 
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  All camp staff is to follow this procedure when dealing with an injury/emergency. 

 3. Procedure: 

 

a. Assess the person and determine the nature of the injury/illness. 
 
b. Contact the Site Supervisor immediately. 

 
c. If the injury/illness is life threatening, call 911 right away and then call the parent or emergency contact. 

 
d. If the injury/illness is non-life threatening, contact the parent or emergency contact to arrange for the person to be 

picked up.  If you are unable to make contact, call 911 if warranted to transport the child to the emergency room. 
 

e. No person is to be transported to the emergency room in a privately owned vehicle. 
 

f. Follow American Red Cross First Aid guidelines to treat injury or illness. 
 

g. Document the incident in the event log located with your supervisor and fill out an accident/injury form in a timely 
fashion.  Give this form to a Site Director who will forward it to the Township Administration Office.   

 
 D.  Threats 

 
The Upper Southampton Township Parks and Recreation Department recognizes its responsibility to maintain a safe and 
caring camp environment, to protect its campers and staff against verbal or physical threats and to monitor campers who 
may be at risk of causing harm to themselves or others.  Campers and staff members have a responsibility to inform a 
responsible adult if they become aware of any verbal or physical threats made against any camper or staff member.  Staff 
has a responsibility to notify the supervisor if any parent makes verbal or physical threats to a camper or another staff 
member. 
 
The following procedure shall be followed in the event that a staff member or camper would make a homicidal or suicidal 

threat at camp: 

 

If a staff member or camper makes a homicidal threat against any other camper or staff member or threatens suicide or 

self-harm, the staff member or camper will be removed from his/her group immediately and an incident report shall be 

filed with the Police Department.   

 

The Site Director, police and/or Parks and Recreation Director will interview the staff member or camper and determine 

appropriate action consistent with the staff member’s or camper’s chronological and developmental age.  If the Site 

Director, police and/or Parks and Recreation Director believes a threat was intended, the following procedures shall be 

followed: 

 

1. If the staff member or camper behaves in a way that indicates an immediate physical threat, the parents, police and 
recreation department are to be called at once. 
 

2. The camper threatening harm to others is to be dismissed from camp for the remainder of the week.  A conference 
with the camper’s parent or guardian must be held prior to re-admission to camp.  The staff member will be dismissed 
from employment.  If the camper does not present an immediate threat, the following steps should be taken: 
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a. Camp personnel will inform the parent or guardian of the incident and a conference will be scheduled to 
determine the continued participation of the camper. 

 
b. If parents refuse to come to camp and cooperate with this process, camp personnel will contact the police and/or 

Bucks County Children and Youth Services for appropriate follow-up.   No refunds will be given if a camper is 
dismissed from camp. 

 
c. The staff member’s parents or guardian will be notified if he/she is a minor. 

 
E.  Child Abuse 

 

Child abuse has been in the spotlight of public attention.  We have all become much more sensitized to the potential 

occurrence and serious implication of such at any day or resident camp. 

 

Child abuse is legally wrong.  We are required to report any alleged physical or sexual abuse that takes place or is reported 

at camp to the State Child Protective Services within 24 hours after the allegation is made known.  Any allegation of abuse 

upon a camper’s arrival at camp is to be reported within eight hours, with a written report within 72 hours. 

 

In a camp setting, physical abuse is most likely to happen when a counselor is disciplining a rebellious or unruly camper.  

Anything done to inflict pain while disciplining a camper is considered child abuse.  Counselors MUST NOT physically 

discipline campers.  Any counselor who physically disciplines a camper is subject to termination.  

  

The physical size and strength of staff members necessitates that you use discretion and restraint in all physical contact 

activities with campers.  Games that encourage intense competitive activities with physical contact that potentially could 

cause injury must be eliminated or supervised very closely by non-participating staff members. 

 

F.  Child Sexual Abuse 

 

We cannot be too careful in the area of sexual abuse.  Even the appearance of wrong or a false allegation can cause 

irreparable damage to the reputation of the accused staff member and the program.  Therefore, all staff members must be 

very cautious in order to avoid doing anything that could be interpreted as sexual abuse. 

 

Child sexual abuse includes, but is not limited to, any contact or interaction between a child and camp staff when the child 

is being used for the sexual stimulation of the adult or of a third person.  The behavior may or may not involve touching.  

Sexual behavior between a child and an adult is always considered forced, whether or not the child has consented. 

 

Do NOT touch the genital area or buttocks of ANY camper.  A quick hug is considered acceptable, but a prolonged hug or 

embrace is not.  Use good judgment.  Staff should never be alone with any child in any secluded area. 

 

 1. Procedures for Child-Abuse Complaints. 

  

a. Any actions you observe that are not acceptable behavior according to the above guidelines should be reported 
immediately to the Parks and Recreation Director, who is a mandated reporter. 
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b. The Director of Parks and Recreation will notify the appropriate authorities and parents. 
 

  c. The Parks and Recreation Director will take appropriate internal action. 
 

 G.   Child Abuse Reporting  

 

Affectionate touch and the warm feelings it brings are an important factor in helping a child grow into a loving and peaceful 

adult.  However, staff and volunteers need to be sensitive to each person’s need for personal space (i.e., not everyone 

wants to be hugged).  Our camp encourages appropriate touch, however, at the same time prohibits inappropriate touch or 

other means of sexually exploiting children. 

 

In the event that there is an accusation of child abuse, the camp will take prompt and immediate action as follows: 

At the first report of probable cause to believe that a child-abuse incident has occurred, the employed staff person 

receiving the report will notify the Parks and Recreation Director.  However, if the director is not immediately available, this 

review by the supervisor cannot in any way deter the mandated reporting of child abuse.  

 

The supervisory personnel will make a report in accordance with relevant state and local child abuse reporting 

requirements and will cooperate to the extent of the law with any legal authority involved. 

 

In the event the reported incident(s) involve a program volunteer or employed staff, the Parks and Recreation Director will, 

without exception, suspend the volunteer or staff person from the camp.  The parents or legal guardian of the child 

involved in the alleged incident will be promptly notified in accordance with the directives of Bucks County Children and 

Youth. 

 

Whether the incident or alleged offense takes place on or off camp property, it will be considered job-related because of 

the youth-involved nature of the camp. 

 

Reinstatement of the employed staff person will occur only after all allegations have been cleared to the satisfaction of the 

Township Manager.  All camp staff and volunteers must be sensitive to the need for confidentiality in the handling of this 

information, and therefore should only discuss the incident with the Parks and Recreation Director.  

 

VII. POLICIES AND PROCEDURES FOR EMPLOYEES ONLY 

 

 A.  Access to Personnel Files 

 

A personnel file is maintained for each employee. The personnel file includes such information as the employee’s job 

application, resume, training, performance and salary increases, any disciplinary action and other employment records. 

Personnel files are the property of Upper Southampton Township, and access to the information they contain is restricted.  

 

 

Generally, only supervisors and management personnel of Upper Southampton Township who have a legitimate reason to 

review information in a file are allowed to do so through the Personnel Administrator.  Employees who wish to review their 
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own file should submit a written request to the Parks and Recreation Director who will schedule an appropriate time and 

place to allow the employee to review the file.  With reasonable advance notice, employees may review their own 

personnel files in Upper Southampton Township’s offices and in the presence of the appropriate Department Head.  There 

is no limit on how long an employee can view his or her file provided it is within normal operating hours and does not 

interfere with their work schedules.  

 

 

B.  Personnel Data Changes 

 

It is the responsibility of each employee to promptly notify Upper Southampton Township of any changes in personnel data. 

Legal name, personal mailing addresses, telephone numbers, e-mail addresses, number and names of dependents, marital 

status, contact in the event of emergency, educational accomplishments, certifications and any other personal data should 

be accurate and current at all times.  If any personnel data has changed, immediately notify the Personnel Administrator or 

Park and Recreation Director. 

 

 C.   Job Descriptions 

 
Upper Southampton Township intends to maintain a job description for all job positions.  Each employee will receive a copy 
of their job description for his/her position and will sign an acknowledgement form indicating receipt.  The job description 
summarizes the essential duties and responsibilities, the qualifications, physical demands and work environment for each 
position.  Job descriptions will be reviewed annually and will change as the position requires.  An employee should report to 
his/her supervisor if their position’s job description does not adequately characterize the duties required.  The supervisor 
will then review the job description and report any requested changes to the Parks and Recreation Director.  Because job 
descriptions do not necessarily cover every task or duty that might be assigned, additional responsibilities may be assigned 
as necessary.  

 
D.  Performance Evaluations 

 

Upper Southampton Township recognizes the need for an operating performance evaluation system 
in order to: 
 
1 . Assess fairly and accurately an employee’s strengths, weaknesses and potential for growth. 
 
2. Encourage and guide the employee’s development of his/her special skills and work interests. 
 
3.  Assure the granting of increases and consideration for more complex work based on merit  
 
4.  Provide a method of improving operational programs through employee input. 
 
5. Identify training needs. 
 

The Parks and Recreation Director shall be responsible for the establishment and maintenance of the employee 
performance evaluation system to measure progress and to encourage self-improvement at least once a year.  The 
evaluation will also record additional duties performed, educational courses completed as well as a plan to correct any 
weak points using the Employee Counseling Action Plan.  (See Appendix for forms.)  Periodic evaluations are critical to 
create a formal record of an employee’s performance over time and to establish a foundation for personnel actions 
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such as promotion and termination.  In addition to day-to-day feedback to the employee, a performance evaluation 
must be conducted for all employees at least annually.  Performance discussions must also provide employees with 
guidance regarding their ability to meet job standards - extraordinary skills or abilities should be recognized - and to 
show areas for improvement.  After completing the evaluation, the results will be reviewed with the employee and the 
form(s) returned with the signed acknowledgement to the Parks and Recreation Director.  The performance evaluation 
goes to the Personnel Administrator for inclusion in the employee’s official personnel file.  The completed appraisal 
becomes part of an employee's permanent record.  

 

 

 E. Discipline and Discharge for Employees 

 

All employees have an obligation to observe and follow Upper Southampton Township’s policies and procedures and to 

maintain proper standards of conduct at all times.  If your conduct interferes with the orderly and efficient operation of 

Upper Southampton Township Parks and Recreation, corrective disciplinary measures, including immediate termination of 

employment, may be taken.  Disciplinary action may include a verbal warning, written warning, suspension and/or 

termination of employment.  The appropriate disciplinary action imposed will be determined by Upper Southampton 

Township.  One form of disciplinary action will not necessarily precede another.  Discipline, including immediate 

termination of employment may result from, among other things:  Any violation of Upper Southampton Township’s policies 

and procedures or safety rules, insubordination, poor attendance, leaving a job without permission, unauthorized or illegal 

possession, use or sale of alcohol or controlled substances on work premises or during working hours, while engaged in 

Township activities, possession or sale of weapons*, harassment, discrimination or disrespect towards any employees, 

supervisors, managers, visitors, residents or other members of the public, poor job performance, theft or dishonesty, 

business-related felony convictions, falsification of records, performing non-Township work on Township time, use of 

Township property, equipment or facilities in connection with non-Township work or damaging Township property.  These 

examples are merely illustrative and not by any means all-inclusive.  Upper Southampton Township emphasizes that 

disciplinary decisions will be based upon the Township’s assessment of all relevant factors. 

 

* A “weapon” means any firearms, including rifles, shotguns and other assault and automatic weapons, ammunition, 

explosive devices of any description, other dangerous weapons, instruments or substances on Township premises, where 

Township business is conducted or at Township sponsored events.  Also included as dangerous weapons are harmless 

instruments that are designed to look like or may be used by a person to cause fear and/or produce bodily harm.  Upper 

Southampton Township reserves the right to further determine the definition of a weapon and may prohibit other devices 

on an individual basis. 

 

Nothing in this policy is designed to modify Upper Southampton Township’s at-will policy. 

Accordingly, an employee may be terminated at any time, with or without cause or notice, without prior discipline and 

for any reason not prohibited by applicable law.  An employee who completes his/her probationary period in an “at will” 

position does not obtain a property right or tenure in the position but remains an “at will” employee. 

 

 F.  Resignation and Termination 

 

Staff members should give a minimum of seven (7) days notice in the event of a resignation.  The Township reserves the 

right, at any time, to terminate any employee whose service is deemed unsatisfactory.  
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 G.  Benefits  

 
Eligible employees of Upper Southampton Township are provided a wide range of benefits.  A number of the programs 
(such as Social Security, workers' compensation, disability and unemployment) cover all employees in the manner 
prescribed by law. 

 

 

 H.  Drug & Alcohol Abuse  

 

1.  POLICY 

 

Upper Southampton Township has a commitment to provide a safe and healthful workplace for its employees and to 

ensure efficient services to our residents. 

  

2.  OBJECTIVES 

 

 To assure that the workplace is free from the effects of drug and alcohol use and employees are fit to perform their 

work duties and report for work regularly and on time.  

 

3.  SUBSTANCES INCLUDED IN THE TESTING POLICY 

 

The testing program will cover at least the following substances present in the body:  Alcohol, cocaine, phencyclidine 

(PCP), marijuana, opiates (including heroin) and amphetamines. 

 

  4.  TYPES OF TESTING: 

 

a. PRE-EMPLOYMENT 

  

All new applicants for summer camp positions will be tested for alcohol and drugs prior to employment with Upper 

Southampton Township.  An applicant testing positive for alcohol or drugs will not be considered for employment 

with Upper Southampton Township. 

 

b. RANDOM TESTING 

 

Each year Upper Southampton Township will use a random process to select its returning summer camp 

counselors to be tested for the use of controlled substances.  

 

c.  REASONABLE CAUSE TESTING 
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Testing will be requested by Upper Southampton Township upon reasonable cause.  The conduct necessitating 

testing, if at all feasible, shall have been witnessed by at least two supervisors.  However, if only one supervisor is 

available, only that supervisor need witness the conduct.  

 

d.  NOTIFICATION OF TEST RESULTS 

 

Upper Southampton Township will notify its applicants of the results of tests conducted.  Anyone who tests 

positive will also be advised specifically what drug or the amount of alcohol that was discovered.  

 

e. UPPER SOUTHAMPTON TOWNSHIP’S WORK RULES CONCERNING USE, POSSESSION AND SALE OF ALCOHOL OR 

ILLEGAL DRUGS ON MUNICIPALITY’S PROPERTY 

 

1) Employees shall not use, sell, possess or receive alcohol or illegal drugs, or distribute or sell prescription drugs 

while on duty, or while off duty on township property.  Violation of these rules will subject the employee to 

discipline up to and including termination. Illicit drugs include prescription drugs for which the employee does 

not have a valid prescription. 

 

2) Upper Southampton Township reserves the right, upon reasonable suspicion, to ask for consent to search the 

vehicle or personal property of any employee during working hours, or while on Upper Southampton 

Township’s property or designated workplace. 

 

3) Any employee refusing to consent to or cooperate with a reasonable search or investigation will be relieved of 

duty and removed from the workplace.  Such behavior will subject the employee to appropriate disciplinary 

action, up to and including possible termination for insubordination. 

 

 4)  Prescription or nonprescription drugs must be kept in their original container, identifying the drug, dosage, 

date of prescription and physician.  Employees are required to notify their supervisor if taking a prescription 

drug, nonprescription drug or substance containing alcohol that could impair their working ability or alertness. 

 

5)  Off-duty conduct:  Employees are also expected not to engage in any off-duty or off premises drug or alcohol-

related conduct which may affect their work performance, or which causes adverse publicity to Upper 

Southampton Township.  

 

 

 I. Workers' Compensation Insurance 

 

 1. Purpose: 

 

To provide camp staff with guidelines to be followed when they are injured.  A comprehensive workers’ compensation 

insurance program is provided at no cost to employees.  The purpose of this program is to provide protection against 

injuries and occupational illness or disease that naturally arises during the course and scope of employment.  The 
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program also provides for death benefits should the injury or disease result in death.  Subject to applicable legal 

requirements, workers' compensation insurance provides benefits after a short waiting period mandated by the State, 

or if the employee is hospitalized, immediately.  Employees who feel they have sustained a work-related injury or 

illness are required to inform their supervisor immediately.  No matter how minor an on-the-job injury may appear, it is 

important that it be reported immediately.  Delays in reporting may result in denial of benefits.  In accordance with 

Pennsylvania’s Workers’ Compensation laws, there is a waiting period of seven (7) calendar days before wage loss 

benefits begin, not including the day of the injury.  Should the physician require an employee to be off work beyond 

fourteen (14) days, then wage loss benefits under Workers’ Compensation are retroactive to the date of the injury.  

Any used paid time off would be credited back to the employee at that time if compensated through Workers’ 

Compensation.  Neither Upper Southampton Township nor the insurance carrier will be liable for the payment of 

workers' compensation benefits for injuries that occur during an employee's voluntary participation in any off-duty 

recreational, social, or athletic activity sponsored by Upper Southampton Township. 

 

J. Gifts 

 

Employees are prohibited from soliciting or accepting anything of value, including a gift, loan, political contribution, reward, 

or promise of future employment based upon any understanding that the vote, official action or judgment of the employee 

would be influenced.  For the purpose of this policy a gift shall mean any tangible or intangible item or items having a 

monetary value in excess of $25.00 per individual.  If you have any questions concerning the applicability of this policy to a 

particular circumstance, the Parks and Recreation Director must be advised of the situation and he/she will make a 

determination. 

 

K. Communication Equipment – Acceptable Use Guidelines 

 

1.  Policy concerning township owned telephones, cell phones or walkie-talkies: 

 

Equipment shall not be used for personal use.  Township owned communication devices assigned to personnel are for 

township business only.  No calls to directory assistance are to be made unless an emergency or special circumstance 

exists.  Directory assistance calls cost the township money.  Any calls made to directory assistance on your assigned 

phones without approval of your Supervisor shall require the employee to refund the Township that cost and subject 

that employee to discipline.  No personal texting, GPS or internet connections are to be conducted with Township 

owned phones.  These features apply additional costs to the Township.  Any of these fees on your assigned phones not 

related to official Township business shall require the employee to refund the Township that cost and subject that 

employee to discipline.  No Township owned phone shall be considered your primary phone.  It is recommended that 

you have a home phone number or your own personal cell phone number on file with the Township to be available for 

callback or other administrative functions. The Township will review phone assignments, usage and billing invoices in 

determining if any control efforts are necessary for the administration of communications equipment. 

 

L.  Computer, E-Mail, Internet, Communications Policy 

 

The e-mail system is provided at the expense of Upper Southampton Township to assist in carrying out the business of 

Upper Southampton Township.  The e-mail system permits authorized users to communicate with each other internally and 
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with selected outside individuals, businesses and other service providers that Upper Southampton Township, at its sole 

discretion, decides should be connected to the system.  Upper Southampton Township considers the e-mail system to be 

for business use only.   Because of our intent to operate within the law, Upper Southampton Township reserves the right to 

access, review, copy or delete all e-mail messages for any purpose and to disclose them to any party (inside or outside 

Upper Southampton Township) as it deems appropriate.  This includes the right to install software that monitors e-mail and 

Internet usage.  Upper Southampton Township, however, bears no responsibility for the content of messages sent or 

received by its employees.  Upper Southampton Township does not and will not preview, edit or approve material on a 

routine basis in the e-mail system.  No e-mail messages or information should be created, sent or forwarded which may 

reasonably be deemed to be intimidating, hostile or offensive in nature, or which is discriminatory on the basis of race, 

color, religion, sex, national origin, sexual orientation, disability or any other basis that is unlawful under applicable state 

and federal law.  Nor should any obscene, profane, abusive, or offensive language be transmitted.  Any violation of this 

policy is grounds for disciplinary action up to and including discharge. 

 

M. Internet, Intranet and Extranet Guidelines 

 

Employees are expected to use the Internet, Intranet and Extranet at all times in the manner that benefits Upper 

Southampton Township.  The downloading and installation of software programs onto a Upper Southampton Township 

computer or onto an Upper Southampton Township network server without prior approval from the Township Manager is 

prohibited.  Upper Southampton Township accordingly will not allow its employees to support the recreational use of the 

Internet, Intranet and/or Extranet and provide access to news groups or other Internet sources that are not clearly work-

related.  The following activities on the Internet, Intranet and/or Extranet are specifically prohibited and may result in 

disciplinary action up to and including discharge: 

 

•  Using the Internet, Intranet or Extranet for personal gain or for commercial activity unrelated to Upper Southampton 

Township. 

 

•  Sending privileged information or Upper Southampton Township restricted information. 

 

•  Sending material that is threatening, intimidating, hostile, offensive or discriminatory on the basis of race, color, 

religion, sex, national origin, sexual orientation, disability or any other basis prohibited by applicable law.  In addition, 

the receipt of such material and/or showing such materials to co-workers is strictly prohibited. 

 

•  Copying or otherwise converting protected electronic information. 

•  Violating copyright or trademark laws. 

 

•  Making any unauthorized attempt to break into another organization’s computer system. 

 

•  Using the Internet, Intranet or Extranet for any activities not specified here that are in violation of Federal, state, or 

local laws. 
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N. Social Networking 
 

Upper Southampton Township recognizes that employees may engage in “social networking” while not at work.  “Social 
networking” for purposes of this policy includes all types of postings on the Internet, including, but not limited to, social 
networking sites such as Facebook, MySpace or LinkedIn, blogs and other online journals and diaries, bulletin boards and 
chat rooms, micro-blogging, such as Twitter, and the posting of video on YouTube and similar media.  Social networking also 
includes permitting or not removing postings by others where an employee can control the content of postings, such as on 
a personal profile or blog.  This Policy applies to social networking while not at work.  Employees who engage in social 
networking should be mindful that their postings, even if done off premises and while not at work could have an adverse 
effect on the Township’s legitimate interests.  For example, the information posted could be the Township’s confidential 
information or private information about others, including Township employees and citizens.  In addition, some readers 
may view you as a de facto spokesperson for the Township.  To reduce the likelihood that your personal social networking 
will have an adverse effect on the Township, you are required to comply with the following guidelines when social 
networking: 
1. Do not engage in social networking (1) using any of the Township’s electronic resources (i.e., your workstation or 

through any Township-related computer server, or (2) when you are supposed to be working (i.e., on your smart phone 
during working hours). 

 
2. Your social networking is subject to all of the policies in this Handbook. 

 
3. Management should not send “friend,” “follow” or use any other form of social media connection requests to 

subordinates nor accept the same from subordinates at any time, regardless of while on or off duty. 
 

4. Any employee may reject any form of social media connection request from any other employee without repercussion. 
 
 5.  All requests for references or recommendations, even those that are received through social networking (i.e., through 

LinkedIn), should be handled in accordance with the Township’s standard policy for responding to such requests. 
 

6.  If your social networking includes any information related to the Township, you must do the following: 
 

 a. Make it clear to your readers that the views expressed are yours alone and do not reflect the views of the 
Township by stating, for example, “The views expressed in this post are my own.  They have not been reviewed or 
approved by the Township.” 

 
If you choose to list your work affiliation – that you are employed by the Township – on a social network, then you 
must regard all communication on that network as you would on a professional network as if you were posting in 
your official capacity.  Do not post or display comments about coworkers or supervisors or the employer that are 
vulgar, obscene, threatening, intimidating, harassing or a violation of the township’s workplace policies referenced 
elsewhere in this Policy Handbook. 
 

 b. If you choose to list your work affiliation – that you are employed by the Township – on a social network, then you 
must regard all communication on that network as you would on a professional network as if you were posting in 
your official capacity. 

 
 c.  Do not post or display comments about coworkers or supervisors or the employer that are vulgar, obscene, 

threatening, intimidating, harassing or a violation of the township’s workplace policies referenced elsewhere in 
this Policy Handbook. 

 
 d.  Do not use the Township’s logo, trademark or proprietary graphics, or nonpublic photographs of the Township’s 

premises or work. 
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 e.  Do not disclose personal or contact information, or post photographs, of coworkers or supervisors without their 
prior permission. 

 
 f.  If someone from the media or press contacts you about your social networking activities that relate to the 

Township, speak to your supervisor before responding.  You also should consider the following:  If your social 
networking includes any information related to the Township: 

 
 g.  The Township has spent substantial time and resources building its reputation and good will.  These are valuable 

and important assets.  Before you engage in any social networking that identifies yourself as an employee of the 
Township, or that identifies the Township, please consider whether you are damaging the Township’s reputation. 
If you are uncertain, you should consult your supervisor or the Personnel Administrator before posting. 

 
7.  You are more likely to resolve complaints about work by speaking directly with your coworkers, supervisor or other 

management-level personnel than by posting complaints on the Internet.  If you, nonetheless, decide to post 
complaints or criticism, avoid doing so in a way that is defamatory or damaging to the Township or any of the 
Township’s employees or be prepared to face possible consequences.  

 
 8.  The Township will, in its discretion, review your social networking activities.  Please note that this Policy applies even if 

your social networking is anonymous or under a pseudonym.  If you do engage in such social networking, you should be 
aware that if there are inappropriate circumstances the Township will take steps to determine your identity. 

 
 9.  The Township may request, in its sole and absolute discretion, that you temporarily confine your social networking to 

matters unrelated to the Township if the Township determines this is necessary or advisable to ensure compliance with 
any regulations or other laws. 

 
 10.  If you need clarification of any aspect of this policy, contact your supervisor or the Personnel Administrator.  Failure to 

comply with this policy may lead to discipline up to and including termination and, if appropriate, the Township will 
pursue all available legal remedies.  The Township also may report suspected unlawful conduct to appropriate law 
enforcement authorities.  Note, however, that nothing in this policy will be interpreted to limit or interfere with your 
rights under Section 7 of the National Labor Relations Act. 

 

VIII. TIMEKEEPING / PAYROLL: 

 

Accurately recording time worked is the responsibility of every employee.  Federal and state laws require Upper Southampton 

Township to keep an accurate record of time worked in order to calculate employee pay.  Time worked is all the time actually 

spent on the job performing assigned duties.  They should also record the beginning and ending time of any split shift or 

departure from work for personal reasons or lunch.  Overtime work must always be approved by the supervisor before it is 

performed.  Altering, falsifying, tampering with time records or recording time on another employee’s time record is not 

permitted and will subject an employee to discipline up to and including termination. 

 

 A.  Paydays 

 

All employees are currently paid biweekly.  Each paycheck will include earnings for all work performed through the end of 

the previous payroll period.  If a regularly scheduled payday falls on a holiday, every effort will be made to have paychecks 

ready for distribution on the day before.  All paychecks not picked up by the end of the pay date will be mailed to the 

employee’s address listed on the check. 
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 B.  Administrative Pay Corrections 

 

Upper Southampton Township takes all reasonable steps to ensure that employees receive the correct amount of pay in 

each paycheck and that employees are paid promptly on the scheduled pay day.  In the unlikely event that there is an error 

in the amount of pay, the employee should promptly report this to his/her supervisor or the Personnel Administrator as 

soon as possible so corrections can be made as quickly as possible. 

 

 C. Pay Deductions 

 

The law requires that Upper Southampton Township makes certain deductions from every employee’s compensation.  

Among these are applicable federal, state and local income taxes.  Upper Southampton Township also must deduct Social 

Security taxes on each employee’s earnings up to a specified limit.  When an employee’s wages are garnished by court 

order, Upper Southampton Township is legally bound to withhold the amount indicated in the garnishment order from the 

employee’s paycheck.  Upper Southampton Township will act in accordance with the Consumer Credit Protection Act and 

other state laws which place restriction on the total amount that may be garnished.  If you have questions concerning why 

deductions were made from your paycheck or how they were calculated, management can assist in having your questions 

answered. 

 

 D.  Overtime 

 

Overtime compensation will be paid in accordance with federal and state wage and hour laws for hours worked beyond the 

40 hour standard work week.  Straight time is paid for hours worked up to and including 40 hours.  Overtime pay is based 

on actual hours worked over 40 hours and will be calculated at a rate of one-and-one-half times (1 1/2) the employee’s 

regular hourly rate of pay.  All overtime work must receive the supervisor's prior authorization.  If an employee works 

overtime without approval, the overtime must be paid, however, the employee may be subject to disciplinary action.  

 

IX. EMERGENCY PROCEDURES 
 

No   emergencies are the same.  While the various steps and suggestions outlined in these procedures represent the camp’s 

guidelines, your own good judgment should be the final authority until you are able to contact assistance.  The safety and well 

being of the campers and staff ALWAYS comes first. 

 

A. Behavior During Major Incidents and Accidents 
 

 If you are the primary staff member at the scene in camp: 

 

1. Count to 10 and evaluate the overall situation.  Do not rush or panic. 
 

2. Take charge.  Be firm and clear with your instructions to campers and staff.  Use a calm tone of voice. 
 

3. The staff member with the highest level of appropriate certification is delegated the responsibility to aid the injured 
party.  Give priority attention to caring for the needs of the victim.  
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4. Delegate another staff member to ensure the safety of other campers by taking them away from the immediate scene 

and organizing singing, games or other activities.  Retain one staff member at the scene of the accident with the victim 
 

5. Notify the Site Supervisor or other administrative staff.  If someone else answers the call, tell him or her: “This is an 
emergency; I must talk to the administrator.”  Do not discuss the situation with them. 
 

6. Begin collecting the facts:  What happened? How? When? Where? Witnesses? Where was the staff? Campers? What 
could the victim have done to prevent the injury? 
 

7. When administrative staff arrives at the scene, summarize the situation and answer questions. 
 

8. Prepare accident reports within 24 hours. 
 

9. In the case of a critical accident, serious injury, harm or fatality, keep a responsible adult at the scene of the accident or 
emergency situation to see that nothing is disturbed until medical aid or law-enforcement authorities arrive.  If you are 
out of camp: 

  
a. If the injury is not a life/death situation or is an illness, contact your supervisor.  If the emergency appears to be  
 life/death related, call 911 first, or appropriate EMS number, then notify your Site Director. 
 
b. Be prepared to deal with the public and possibly the media.  Do not issue any statements.  Do not make any  
 comments “off the record.”  Do not speculate. 
 
c. Indicate as pleasantly as possible that you are not authorized to speak for the camp and refer them to the Parks 

and Recreation Director. 
 
d. Make NO statement orally, or in writing, which could be interpreted as assuming or rejecting responsibility for the 

accident or emergency.  Under NO circumstances reveal the name of the victim or other persons involved.  
 

e. Cooperate with the public emergency personnel at the scene.  Get the name, badge number and jurisdiction of the 
  officer taking the report.  If possible, get the report number too. 

 
f. Contact the child’s parents only if you have authorization from the Parks and Recreation Director. 

  If you are a secondary staff member at the scene, remember the camper’s safety is first! 

 

1) Quickly and quietly follow the directions of the person in charge of the situation. 
 
2) Do not panic…remember, you must set an example for the campers at the scene. 
 
3) Offer advice only if you are more knowledgeable about the incident or you are asked. 
 
4) Do not discuss or allow campers to discuss the situation with anyone other than camp personnel or law-

enforcement officials. 
 

5) Assist in preparing reports as needed. 
 
 B.   Electrical Storm 
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Lightning will seek tall objects, so stay away from lone trees, drinking fountains and hilltops.  Seek shelter in a building, 

shelter or automobile.  

 

 C.   Missing Person Procedures 

 

On the first day of the session, review with campers the buddy system and what to do if separated from the group of 

campers.  If a camper is missing: 

 

1. Determine when and where the camper was last seen.  Stay calm so you don’t frighten the other campers. 
 

2. Discover (if possible) the state of mind of the camper.  Was he/she depressed or angry, threatening to run away?  Did 
he/she fall behind on a hike, or leave to visit a friend in another unit?  A camper who does not wish to be found will 
require a wider and more careful search. 

 
3. Do a search of the immediate area with available staff.  (The camper may have wandered to the edge of the activity.)  

Ask nearby campers and staff if they have seen or know where the camper is.  Before leaving the rest of the group to 
find a camper, see that another staff member supervises them. 

 
4. Check with any known friends. 

 
5. Check bathrooms. 

 
6. Contact your Site Director immediately.  Be ready to provide the name of the missing camper, when and where last 

seen, description of child:  Hair, eyes, weight, height and, as close as possible, clothing.  If the camper is not found in 20 
minutes, the camper will be presumed lost.  The Site Supervisor will contact administrators and a public search will be 
instituted that will include contacting the police/park rangers and the camper’s parents.  

 
7. Do not ignore the remaining campers.  Be calm and positive. Acknowledge their fears and move on to an activity, and 

 
8. Complete an incident report and any other reports requested. 

 
D. Intruders  
 

Unfamiliar persons on the camp property may range from someone lost and looking for directions to a person with intent 

to do harm to persons or property.  Use some judgment and make note of license number of vehicles.  Persons should be 

questioned to ascertain who they are and why they are here.  Do not antagonize the intruder.  Be polite, give assistance if 

possible and refer the person to the site supervisor.  When camp is in session the property is not open to the public. 

Observe to be sure that the person leaves the site.  If the appearance of the unfamiliar person makes you uncomfortable, 

approach with another staff member.  Someone should stay with the campers away from the situation.  If the person seems 

threatening in any way, do not approach or take any chances.  Remove yourselves and the campers from the area, notify 

the Site Supervisor and observe the whereabouts of the person.  Teach the campers to come quietly and tell you if they see 

an unfamiliar person on the property.  If a child encounters an unfamiliar person, real or imagined, never tell the child “it 

really wasn’t anything,” “there is no need to be afraid,” or “it was just your imagination.”  Frightened children need to be 

allowed to experience their fear, to know that it is okay to be afraid and to talk about their experience.  If you are off camp 

property, keep a staff member with the campers while two other staff members go to notify a park ranger or law-

enforcement officer if someone seems to be behaving suspiciously or inappropriately around your area. 
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 E.   Kidnapping Attempts 

 

DO NOT ALLOW ANYONE (stranger or known) TO REMOVE A CAMPER FROM THE SITE! 

All staff members will refer all visiting persons, stranger or known, to the Site Supervisor.  Under NO conditions may a 

camper be removed from the site without the permission of the Site Supervisor.  Strangers may come to the camp in search 

of potential victims.  Custody disputes between parents can result in an attempt to remove a camper from camp.  We  

 

require that parents notify the counselors in writing if a camper is to be picked up from camp early or by another person!  

The Site Supervisor will verify this written instruction if someone comes for a camper. 

  

X. GUIDELINES FOR BEHAVIOR 
 

A. Treat everyone the way you want him or her to treat you. 
 

B. Be cordial and friendly.  Smile, look people in the eye, say “Good Morning” or “Good Afternoon.” 
 

C. Be helpful and maintain a secure environment.  If you see someone on the site that you don’t know, ask him or her if you 
can be of help.  If someone looks confused, offer your assistance.  Help people carry things, clean up or help do whatever 
needs to be done. 

 

D. Model the highest standards of behavior.  You are a role model to all the children.  Use appropriate language, remember to 
say “please” and “thank you.”  Demonstrate through your behavior consideration, respect and responsibility. 

 

E. We are a team.  We are a group of individuals who have come together to create a safe, fun, valuable experience for the 
children in our care.  Each staff member is responsible for the success of the whole program - so follow directions, pay 
attention, pitch in and be a contributing member of the team. 

 

F. Identify problems, but also discuss solutions.  Share your ideas and opinions with the person who can effect the needed 
change.  Everyone’s opinion and suggestions are valuable and valid but are only useful if they are shared with the 
appropriate people. 

 

G. Respect privacy.  Do not discuss a child’s behavior or attitude with or in front of other children or parents.  Do not discuss 
another staff member’s behavior or attitude with anyone other than the staff member or your supervisor.  
 

H. Camp Program Rules 
 

1. Respect People in Words and Actions 
 

2. Respect Property – Clean up after Yourself 
 

3. Be Involved in Activities, Be Cooperative, Be a Good Sport, Make Your Own Fun  
 

4. Travel with a Buddy 
 

XI. GENERAL GUIDELINES FOR WORKING WITH CHILDREN 

 
 A. Your Role: 
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You are a role model to these children, not only for those in your group, but all you come in contact with.  You are a 

teacher, leader, advisor, role model and friend.  You will have to find a balance that you are comfortable with when working 

with your group.  It’s good to be informal and friendly and to have fun with the kids, but remember you are the responsible 

adult.  You must be consistent.  Use appropriate language at all times when talking with staff, children and parents. 

 

B. Be Positive: 
 
Try never to say or do anything in a negative way.  Find positive, supportive ways to say things.  Avoid “killer statements,” 

coming down on kids, giving guilt trips or nagging.  Instead of saying, “don’t” tell them what to do.  For example, instead of 

saying, “Don’t talk when someone else is talking,” try instead, “Let’s show John our respect and listen to what he has to 

share.”   Show kids your respect; say “please” and “thank you.”  Model these attitudes and try to discourage negative 

comments and actions on their part. 

 

 C. Know Your Kids: 
 

Gather as much information as quickly as you can.  How do they relate to each other?  Their teachers?  What are their 

interests?  Who are their leaders?  The shy ones?  The clowns?  Try to see their needs; this means individually.  Don’t let 

one problem child or one star take all of your attention.  They need to be recognized but so do the quiet, unnoticeable 

children.  You should try to be aware of each child at every moment.  Is the material you are teaching over his head?  Is 

she/he bored?  Homesick?  Lonely?  Learn and use each child’s name immediately and involve him or her in what you are 

doing or teaching.  This shows them that they are each worthy and important.   

 

D. Build a Group: 
 

Encourage cooperation, support, and group spirit.  You are the leader but also a member of the group.  Try to be on their 

level as much as possible by participating, exploring and problem solving with them.  You are not there to give them all the 

answers but to help find the answers together.   

 

XII. GUIDELINES FOR TEACHING AND LEADING ACTIVITIES 

 
 A. Have a Purpose: 
 

Have a purpose for what you are doing and be sure that the campers see it.  Avoid running through one activity or another 
just to fill time.  Make sure your activities address the purpose or goals you have identified.  For example,  “Water is an 
essential resource that we often take for granted.  Today we’re going to explore the stream a little to find out more about 
how water systems work, where our water comes from and why we need to take care of our water supply.” 
 
 
 

 B. Be Prepared: 
 

Have a plan and be ready to carry it out.  Think through everything you will need in advance, have note cards with your plan 
outlined and have all materials ready to go.  Always prepare more than you think you will need and be flexible.  Be able to 
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cut out, add or change things in case you run out of time, things go faster than expected or an activity just doesn’t “make 
it.”  Don’t be afraid to abandon things that don’t work or spend extra time on things that are especially successful.  

 
 C. Use Variety: 

 
Every camper has a different learning style, different likes and dislikes and a different attention span.  Vary the type of 
activity, the length and the conceptual level.  Try to evaluate what works for whom. 

 D. Getting the Group’s Attention: 
 

Gather the group and give necessary information before beginning an activity.  Starting an activity before you have 
everyone’s attention is a waste of time.  Try making a circle, a huddle, a ring around a tree or a line-up on a wall or log.  Ask 
everyone to put their finger on their noses when they’re ready to begin and then wait for silence.  Be sure you give all 
instructions, including safety considerations, boundaries, all rules of the game, etc. before campers disperse for an activity.  
If there is something to pass out, hold onto it you until all information is clear.  Ask for questions or have one of the 
campers repeat the instructions to be sure everything is understood.   
 

 E. Keep it Simple: 
 

You are not expected to know it all.  You need not name everything you see or give fancy lectures.  Instead take an attitude 
of mutual discovery, emphasizing sensory awareness and inquiry.  For example, “I don’t know what this is, Jane; does 
anyone else have an idea?  What does it feel, look, sound like?  How could we find out more about it?  When introducing 
concepts that are likely to be new to kids, use analogies and connect ideas to something they’re familiar with.  For example, 
“The mushroom is like the fruit of the fungus.  If the fungus were an apple tree, the mushroom part that we see would be 
the apple.”  Never hesitate to say, “I don’t know” if you don’t. 

 
F. Wrap it Up: 
 

Always conclude an activity somehow, don’t just stop.  The conclusion is a good time to check on what the campers have 
learned and do a quick evaluation of your activity.  For example, “Let’s go around the circle and have everyone share 
something brand new that they saw or heard or experienced this afternoon.”  Or, “What do we mean by adaptation?  Let’s 
see if each of you can give me an example.”  Your conclusion may only take a minute, but it’s important to take that time to 
re-gather the group, focus them on the topic again and make a transition to the next activity.  Try to do your wrap-up 
before you come back and lose their attention. 

 

XIII. BEHAVIOR AND DISCIPLINE 

 

  Children’s behavior may have many roots.  It is not expected that one week at summer camp will cure all behavioral problems.  

As a counselor, understand that children bring their past with them in their behavior.  If you can determine the root of the 

behavioral problem, it will give you clues on how to deal with it.  Keep two things in mind: 

 

 Your campers are not mini-adults.  Expect them to want to have fun and be active. 
 

  Expect your campers to test their limits; they still, however, want and need limits.  Here are some common reasons for surface 
behavior problems: 

 
o A desire for recognition/attention - it may be better to be infamous than unknown, 

  
o Frustration - unsatisfied needs or desires often cause children to “lash out,” 
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o Homesickness - being scared and nervous often causes frustration, 

  
o Illness/exhaustion - no one is at their best when they are sick or tired, 

  
o Conflict with another camper/staff member - this often causes people to become defensive, 

  
o Outside conflicts - problems with family, friends and others can follow campers to camp. 

  
  Established behavior patterns - lessons learned at home will not be forgotten at camp.  Some ways to provide structure without 

having to become a drill sergeant: 
  

o Establish clear expectations right away, 
  

o Balance structure with a reasonable amount of freedom, and, 
  

o Reinforce and encourage desirable behaviors. 
 
  A. Things to do about rule violations or refusal to cooperate: 
  
   1. Give the camper one warning; make it clear that they have done something wrong, 
  
   2. Give your camper a chance to explain; they may have a good reason, 
  
   3. Be consistent and impartial, 
  
   4. Stay cool and calm - keep strong emotions in check, 
  
   5. Avoid lecturing or embarrassing the camper - discipline in private if possible, 
  
   6. Stress that the behavior is the problem, not the camper’s personality.  Help the camper identify acceptable alternatives 

to the problem behavior, and, 
  
   7. Once the disciplinary time is over, accept the camper as a part of the group again. 
 
  B. Time-Tested Strategies 
 

1. Be the kind of person you want your campers to become – obey the rules yourself! 
 
2. Know as many campers as possible by name.  Know something about them.  Build relationships. 

 
3. Be friendly.  Always show interest in what individual campers are doing and their progress. 

 
4. “One pat on the back is worth two slaps in the face.”  Praise good qualities and actions. 

 
5. A sense of humor is extremely valuable.  Use it frequently. 

 
6. Maintain your poise at all times.  Don’t let the campers “get to you.” 

 
7. Don’t take misbehavior personally.  It is a choice the camper is making. 
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8. Every child has needs.  His/her behavior will give you clues as to what those needs are. 

 
9. Keep in mind that misbehavior is seldom willful.  Try to find the cause. 

 
10. Try to see the camper’s side of the situation.  Discuss it with them until you understand. 

 
11. Distract, distract, distract!  One of the best methods to control behavior is to keep them busy! 

 
12. Show your disapproval of behavior through your speech, facial expression and action. 

 
13. Being close when you note a potential problem can keep it from actually occurring. 

 
14. Enlist other leaders (peers or staff) to provide role models. 

 
15. Withholding privileges or taking away something a camper likes is usually effective. 

 
16. Sending a camper to “time out” allows time to cool down and think about behavior change. 

 
17. Have a group meeting to discuss and resolve generalized problems. 

 
18. Avoid getting campers over-tired, keyed-up or tense. 
 
19. Be willing to admit when you’re wrong and ask for forgiveness. 

 
Sometimes it is best to simply ignore behaviors rather than reward or punish, which may actually provide attention to 
encourage the behavior.  Ignoring behaviors usually works best for campers who seek attention by clowning around.  Giving 
the camper attention or affection, which has been lacking, may solve the problem.  Giving the camper some form of 
responsibility or encouraging a special interest or talent may result in improved behavior.  Often the activity, if it is at 
his/her own physical, emotional and intellectual level, is enough to correct the situation. 

 
 C.  The Bully or Show Off 
 

To deal with these children, you first need the child’s confidence in you as a leader.  To do this, you should not be 
dominating, overly critical or too demanding on the child’s performance.  To maintain this child’s confidence, praise good 
behavior instead of only criticizing bad behavior.  Discuss with the child the rights of others and courtesies due them.  Let 
him/her know others will be more accepting if this behavior becomes more positive.  Demonstrate compromise in your 
actions for the child to learn.  During group activity, make a special effort to place this child in competition with others of 
equal or greater strength and ability.  Essentially, the bully or show-off requires understanding and patience combined with 
placement of the child in groups that lend to his/her development of leadership traits in honest competition with other 
children. 

 
 D. Fighting 
 

Serious fighting often evolves from what starts out as just “fooling around.”  Keep a close eye on such horseplay to keep it 
from getting out of hand.  When a fight breaks out, separate the combatants AT ONCE.  Let your voice show calm, mature 
authority.  Attempt to give them time to cool down.  Watch facial expressions to indicate less tension.  Disallow any angry 
verbal exchanges and physically remove combatants to a “safe distance” from each other if necessary.  Fights that involve 
serious contact (hitting, kicking, biting and punching) require both combatants to be referred to the Site Supervisor.  Once 
combatants have regained composure, try one or more of the following: 
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1. Calmly discuss the situation separately with each individual.  Emphasize resolving the problem, not placing blame.  Aim 

for a mutual “shake hands and make up” plan. 
 

 2. Hold a face-to-face hearing where each participant describes his/her version without interruption from the other.  
Attempt to help each see the other side, then reconcile differences, make up and forgive. 

 
 3   Allow the individuals to discuss the situation between them privately IF you are sure the anger has dissipated.  You can 

help mediate if they wish. 
 

   4. Invoke a logical consequence if clear provocation can be established or if this is a repeat offense.  
 
 E. Stealing 
 

Prevent stealing by establishing an atmosphere of trust within all members of the group.  Discuss openly the need to 
respect each other’s property.  Establish group rules as campers feel a need to protect individual’s property and define 
sanctions for rule infractions.  Always discourage campers from leaving valuables out in the open unnecessarily.  If stealing 
still occurs: 

 
  1.  Give the offender an opportunity to return the article anonymously, without punishment, 
 
   2. You may need to play detective if the item is not returned and the offender is still not identified.  Be cautious in seeking 

group cooperation in order to avoid having the offender be ostracized, 
 
   3. If you have evidence to identify an offender, deal with the camper privately.  Give him/her a chance to make restitution 

and make a plan together to avoid repeat behaviors, and, 
 

4  If evidence is lacking as to the offender’s identity, try handing out sheets of paper to each member of the group.  Have 
them write either “I did not take it,” or “I did take it and I’m sorry,” and sign their name.  Give them the opportunity to 
secretly place the papers in your custody.  Deal with the offender privately at a later time. 
 

 F. Behavior Management Policy 
 

OUR CAMP advocates a positive guidance and discipline policy with an emphasis on positive reinforcement, redirection, 
prevention and the development of self-discipline.  Remind campers that camp rules are established for safety and to 
ensure that we have a common standard of behavior.  As staff members, we need to show the campers that we see the 
need for following the rules ourselves.  Please do not contradict the established guidelines!  Corrective discipline must be a 
creative, caring effort on the part of the counselor and the camper must see it as such.  Always suggest positive alternatives 
to unacceptable behavior before it gets out of control. 
 
1. Discuss rules with campers and identify out-of-bounds areas. 

 
2. Discuss the consequences of breaking any rule: 

  
3. Quiet time 

 
a. Restriction from activity 

 
b. Restriction to adult supervision 
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c. Extra duties 
 

d. Conference with Site Supervisor 
 

e. Conference with parent 
 

f. Removal from the camp 
 

4. Enforcement of all rules at all times will be without malice and consistent in application. 
 

5. The Site Director is to be informed of all disciplinary measures. 
 

6. At no time will discipline include depriving a camper of food, water, rest or restroom privileges, placing a camper alone 
without supervision or subjecting a camper to ridicule, shaming, threat, corporal punishment (striking, biting, kicking, 
squeezing), washing out the mouth or excessive physical exercise or restraint. 

 
7. Periodic evaluation of the program/staff/camper groups will be done to ensure that the camp environment is not  
 contributing to behavior problems. 

 
XIV.  EMERGENCY PLAN 
         

The Fire Marshall will cover in orientation a plan of action for: 

 

 Evacuation procedures 

 Building Damage 

 Flood 

 Fire 

 Natural Gas leak 

 Hazardous Material Release 

 Criminal Act 

 Tornado/Earthquake 

 Assignment of employee’s responsibilities 
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XV. FIELD TRIPS 

UPPER SOUTHAMPTON TOWNSHIP - FIELD TRIPS (TEENS) 

PARENTAL AUTHORIZATION AND ACKNOWLEDGMENT OF RISK  
 

IMPORTANT DIRECTIONS: (1) Complete one form per child, (2) Have child sign each page, and (3) Have parent or guardian sign each 

page. 

 

Dates of Camp Trips: 

 TBD 

Destination: 

 TBD 
 

 

SUPERVISION:  Children will be supervised by the employees of Upper Southampton Township Parks & 

Recreation Department. 

TRANSPORTATION:   

- Walking          - Centennial School Bus          - Hagey Bus 
 

RISK RELATED  

- Swimming Pool          - Ocean/Lake 

- Amusements              - Beach 

-Tubing                         - Go-Cart Racing  

- Boating                        - Roller Skating/Blading 

- Additional risks not foreseen 

  
 

CHILD AGREEMENT 
 

While participating in these field trips, I will accept responsibility for maintaining good conduct and appearance, and I will follow 

directions at all times.  I understand that I shall be responsible for any damage to any property that I cause while on the field trip.  
 

________________________________________ 

                  Print Name of Participant 
 

________________________________________    ___________________ 

    Signature of Participant                     Date 
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UPPER SOUTHAMPTON – FIELD TRIP 

PARENTAL AUTHORIZATION AND ACKNOWLEDGMENT OF RISKS 

 

 I understand that participation in these field trips is voluntary, that it is not required and that it exposes my child to some risk(s).  I also 

understand that the trip may include amusement activities and that participation in any amusement activities will expose my child to some risk of 

injury or even death.  I have read and understand the description of the trip and authorize my child to participate in the planned components of the 

field trips.  I also understand that participation in the field trips will involve activities off camp property, therefore, neither Upper Southampton, nor 

its employees and volunteers, will have any responsibility for the condition or use of any non-camp property.  I hereby agree to waive any and all 

claims which may arise from the participation of my child in the above-described camp field trips.  In consideration of being allowed to participate in 

these field trips, and intending to be legally bound, I acknowledge and fully understand that each participant will be engaging in activities that 

involve risk of serious injury, including permanent disability and death, and severe social and economic losses which might result not only from their 

own actions, inactions or negligence, but the action, inaction or negligence of others, or the condition of the premises or of any equipment used.  

Further, that there may be other risks not known to us or not reasonably foreseeable at this time.   

 I assume all the foregoing risk and accept personal responsibility for the damages following such injury, permanent disability or death. 

 I release, waive, discharge and covenant not to sue Upper Southampton Township, its employees, administrators, directors and agents, for 

any and all liability to each of the undersigned, his or her heirs and next of kin for any and all claims, demands, losses or damages.   

 I/WE HAVE READ THE ABOVE WAIVER AND RELEASE, UNDERSTAND THAT WE HAVE GIVEN UP SUBSTANTIAL RIGHTS BY SIGNING IT AND 

SIGN IT VOLUNTARILY.   

 

PARENT PERMISSION (Check all that apply). 

□  Participation in all aspects of the Trips. 

□  Participation in swimming in Klinger Middle School or William Tennent High School Pool 

 

I give permission for _____________________________________ to participate in these field trips. I understand that I shall be responsible for any 

damage to any property that my child may cause while on the field trip. 

 

________________________________________    ___________________ 

         Signature of Participant      Date 

________________________________________ 

          Print Name of Parent/Legal Guardian 

________________________________________    ___________________ 

            Signature of Parent/Legal Guardian     Date 
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UPPER SOUTHAMPTON TOWNSHIP - FIELD TRIPS (Youth Camp) 

PARENTAL AUTHORIZATION AND ACKNOWLEDGMENT OF RISK  

 

 

IMPORTANT DIRECTIONS: (1) Complete one form per child, (2) have child sign each page, and (3) have parent or guardian sign each 

page. 

 

 

Dates of Camp Trips: 

 TBD 

  

Destination: 

 Movies (transportation included)  

 TBD 

 

SUPERVISION:  Children will be supervised by the employees of Upper Southampton Township Parks & 

Recreation Department. 

TRANSPORTATION:   

- Walking          - Centennial School Bus          - Hagey Bus 

 

RISK RELATED  

- Swimming Pool           - Amusements   

- Acrobatics                    - Additional risks not foreseen 
 

 

 

CHILD AGREEMENT 

 

While participating in these field trips, I will accept responsibility for maintaining good conduct and appearance, and I will follow 

directions at all times.  I understand that I shall be responsible for any damage to any property that I cause while on the field trip.  

 

________________________________________ 

                    Print Name of Participant 

 

________________________________________    ___________________ 

       Signature of Participant      Date 
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UPPER SOUTHAMPTON – FIELD TRIPS 

PARENTAL AUTHORIZATION AND ACKNOWLEDGMENT OF RISKS 
 

 I understand that participation in these field trips is voluntary, that it is not required and that it exposes my child to some 

risk(s).  I also understand that the trip may include amusement activities and that participation in any amusement activities will 

expose my child to some risk of injury or even death.  I have read and understand the description of the trip and authorize my child to 

participate in the planned components of the field trips.  I also understand that participation in the field trips will involve activities off 

camp property, therefore, neither Upper Southampton, nor its employees and volunteers, will have any responsibility for the 

condition or use of any non-camp property.  I hereby agree to waive any and all claims which may arise from the participation of my 

child in the above-described camp field trips.  In consideration of being allowed to participate in these field trips, and intending to be 

legally bound, I acknowledge and fully understand that each participant will be engaging in activities that involve risk of serious 

injury, including permanent disability and death, and severe social and economic losses which might result not only from their own 

actions, inactions or negligence, but the action, inaction or negligence of others, or the condition of the premises or of any equipment 

used.  Further, that there may be other risks not known to us or not reasonably foreseeable at this time.   

 I assume all the foregoing risk and accept personal responsibility for the damages following such injury, permanent disability 

or death. 

 I Release, waive, discharge and covenant not to sue Upper Southampton Township, its employees, administrators, directors 

and agents, for any and all liability to each of the undersigned, his or her heirs and next of kin for any and all claims, demands, losses 

or damages.   

 I/WE HAVE READ THE ABOVE WAIVER AND RELEASE, UNDERSTAND THAT WE HAVE GIVEN UP SUBSTANTIAL RIGHTS BY 

SIGNING IT AND SIGN IT VOLUNTARILY.   

 

PARENT PERMISSION (Check all that apply). 

□  Participation in all aspects of the _____________ trip. 

□  Participation in all aspects of the _____________trip. 

□  Participation in all aspects of the _____________ trip. 

□  Participation in swimming in Klinger Middle School or William Tennent H.S Pool. 

 

I give permission for _____________________________________ to participate in these field trips. I understand that I shall be 

responsible for any damage to any property that my child may cause while on the field trip. 

 

________________________________________    ___________________ 

          Signature of Participant            Date 

 

________________________________________ 

         Print Name of Parent/Legal Guardian 

 

________________________________________    ___________________ 

            Signature of Parent/Legal Guardian      Date 
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PARTICIPANT’S WAIVER AND RELEASE 
Bus Trips 

 

 Upper Southampton Township (“Township”) has arranged a program that includes transportation on a bus to a certain 

destination and I, the undersigned, do desire and intend to participate in all of said programs, including all bus trips. 

 In consideration of the Township’s arranging the program and transportation, and in consideration of the mutual 

relationship of others participating in said program, and of my participation therein, I do hereby, for myself, my heirs, executors, 

administrators, and assigns, forever remise, release and discharge Upper Southampton Township, their successors and assigns, 

directors, officers, members, agents, and other representatives, and their heirs, executors, administrators, and assigns from any and 

all of manner of action, causes of action, suits, debts, accounts, controversies, damages, claims and demands whatsoever, which I or 

my legal representative may have or may acquire against Upper Southampton Township or their directors, officers, members, agents 

and other representatives, by reason of any loss resulting from personal injury to me or damage to my baggage or any other personal 

property belonging to me, which may occur during or by reason of my participation in said program. 

 I agree that Upper Southampton Township shall have the right at their discretion to enforce established rules of conduct 

and/or terminate my participation for failure to maintain these standards, or for actions or conduct detrimental to or incompatible 

with the welfare, comfort, harmony or interest of the group and its program as a whole. 

 I hereby grant Upper Southampton Township and any of their directors, officers, members, agents, and other 

representatives full authority to take whatever action they consider to be warranted regarding my health and safety, and I fully 

release all of them from any liability for such actions taken on my behalf. 

 

I have hereunto subscribed this waiver and release on the ______ day of _____________, 20___. 

 

_____________________________________________ 

                         Print Name of Participant 

 

_____________________________________________ 

                          Signature of Participant 

 

 

I certify that I am the parent or legal guardian of the participant named above; that I have read the foregoing release; and that I join 

in the release without reservation, granting my full consent to all actions provided for therein. 

 

____________________________________________ 

              Print Name of Parent/Legal Guardian 

 

____________________________________________   _____________________ 

                Signature of Parent/Legal Guardian        Date 
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TRIPS:  The following are the trips our campers are taking this summer. If a child cannot participate in a trip, the child will need to 

stay home on the day of the trip.  

 

Youth and Teen Field Trips:    CIT/Teen Field Trips: 

 

 TBD 

 

 TBD 

  

Field Trip Required Items List 

Hatfield Swim Resort (Teen Only) 

What to bring: 

 Bagged lunch  

 Water 

 Money (Upper Southampton holds no responsibility) 

 Towel 

 No electronics, except cell phones for emergency purposes 
 Please remember to label everything and put it in a small backpack 

 

What to wear: 

 Bathing Suit 

 Appropriate, comfortable clothing  
 Sneakers 
 Flip-Flops 

 

Spring Lake Beach (Teen Only) 

What to bring: 

 Bagged lunch  

 Water 

 Money (Upper Southampton holds no responsibility) 

 Towel 

 No electronics, except cell phones for emergency purposes 
 Please remember to label everything and put it in a small backpack 

 

What to wear: 

 Bathing Suit 

 Appropriate, comfortable clothing  
 Sneakers 
 Flip-Flops 

 

                                        Trips (Teen Only) 

What to bring: 

 Bagged lunch  

 Water 

 Money (Upper Southampton holds no responsibility) 
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 No electronics, except cell phones for emergency purposes 
 Please remember to label everything and put it in a small backpack 

 

What to wear: 

 Appropriate, comfortable clothing  
 Sneakers 
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TRIP PROCEDURES 
 

  

Safety Regulations 

 

Fire Exits:  Upon arrival at each trip, Directors, Group Leaders and Counselors will make note of all of trip’s Fire Exits.  

 

Trip House Rules:  Directors, Group Leaders and Counselors will be made aware of trip house rules prior to trip and make it known to 

campers. Camp rules still apply with addition to all the trip house rules.  

 

Rosters:  A Director from each camp will have the camp roster for those attending the trip. The Group leader of each group will have 

an individual group roster for their group. 

 

Head Counts:  Head Counts are to be taken at minimal once every hour by Directors, Group Leaders and Counselors. Whenever a 

group changes locations at a trip, a head count will be taken before relocation and after relocation.  

 

Emergency Evacuation:  In the event of an emergency evacuation, the Group Leader, along with the group counselors, will escort 

their group outside and line up at the place of the bus drop off. Head counts will be done twice before leaving the building and twice 

again when outside. Camp Directors will oversee the evacuation and help out with any wandering children, keeping order, making 

sure each group is safely outside and addressing camp problems.  

 

Medication:  Group Leaders will at all times carry a group backpack with EpiPens, inhalers and other medication for all the campers 

in their group with allergies and/or a medical condition.  Group leaders at all times stay by the children with allergies and/or medical 

condition. If one child with a medical condition has to separate from their group (restroom, injury, etc.), the group leader will escort 

that child, along with all the other children with allergies and/or medical condition, to that separate location.   

 

Hazards:  Any hazards for campers will be determined by Camp Directors for each trip. After assessing hazards, the Directors will 

initiate a safety procedure in the event of a hazardous condition. Directors will make Group Leaders aware of hazards and 

appropriate safety procedures. Group Leaders will make Group Counselors aware of hazards and safety procedures.   

 

Emergency and Rescue Procedures:  The same rules apply for missing child and kidnapping procedures as they do for camp. In the 

event of a medical emergency, missing child, rescue situation or other related emergencies, call 911.  

 

Pickup/Drop Off 

 

Bus Trips:  For each trip, pickup from trip will be at the same location as trip drop off. In the event of an early dismissal or emergency, 

the trip drop off location will be your rendezvous spot.  

 

 

 

  
 


