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Camp Lau-Ren
POLICY A-100
Revised: May 2015
Revised: May 2019

Camp Lau-Ren
Mission:
In the beauty of Christian faith and the Laurentian Hills, we grow
friendships, community roots and awesome talent in campers of all ages.

Vision:
Stoking fun and wonder, we deepen awareness of self, community and
Christian faith in the great outdoors.

Values:
Respect
Collaboration
Community

Camp Lau-Ren
POLICY A-110
Approved: March 6, 2018

Camp Lau-Ren: Code of Professional Ethics
Camp Lau-Ren is a Christian Camp owned by Lau-Ren Camp Corporation of the United
Church of Canada. The purpose of the camp is to provide an experience of Christian
community in an outdoor setting wherein persons may have an opportunity for growth in
personal relationships, a deepening awareness of God and the development of
personal faith and character.
Camp Lau-Ren’s mission is to provide a Christian experience for campers by providing
programs and services that foster Christian faith, provide opportunities for personal
growth, develop skills to build community and relationships, foster an environment of
inclusion of everyone and provide opportunities to acquire new skills and knowledge.
Camp Lau-Ren’s vision is to provide, in a natural setting, an opportunity to have fun, to
gain a deepening awareness of others, a growing understanding of oneself and a
strengthening of personal faith as we meet God in Jesus Christ.
Camp Lau-Ren’s values are respect, collaboration and community.
Camp Lau-Ren’s continuing success is due in part to the Board of Directors demanding
the highest standards of safe and moral behavior from both staff and campers.
Respect:
Camp Lau-Ren staff and volunteers will conduct themselves in a professional manner
both while on Camp property and while outside the work site during their employment
period.
Camp staff or occasional resource people will ensure that they are not in possession of
alcohol, illegal drugs, marijuana products, or prescription drugs not prescribed by their
physician while on camp property or while supervising campers off camp property.
Camp Lau-Ren recognizes that all staff are in positions of trust and has a process to
check suitability for employment, including volunteer employment, through interviews,
reference checks, and screening processes.
Camp Lau-Ren is committed to providing an environment free of discrimination and
harassment, where all individuals are treated with respect and dignity, can contribute
fully, and have equal opportunities. Camp Lau-Ren aligns hiring and training of all staff
and volunteers with the Ontario Camp’s Association (OCA) core values of integrity,
respect, responsibility, inclusiveness, caring and openness.
Policy A-110: Code of Professional Ethics
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Camp Lau-Ren will not tolerate any behaviour by any of its staff, directors, counsellors,
leaders, helpers, campers or participants, which constitutes harassment of any other
member of staff, directors, counsellors, leaders, helpers, campers or participants.
Complaints of such behaviours will be dealt with in a spirit of compassion and justice,
consistent with the policies and procedures currently used by the United Church of
Canada.
Camp Lau-Ren is committed to providing a positive, affirming space for campers, staff
and volunteers by aligning recruitment and hiring with the Ontario Camp’s Association
(OCA) core values of integrity, respect, responsibility, inclusiveness, caring and
openness.
Camp Lau-Ren commits to providing accommodation for needs related to the grounds
of the Ontario Human Rights Code, unless to do so would cause undue hardship, as
defined by the Ontario Human Rights Commission’s Policy on Disability and the Duty to
Accommodate.
Camp Lau-Ren is committed to providing a healthy and safe work environment for our
staff, directors, counsellors, leaders, helpers, campers and participants. Our
commitment will be integrated into our everyday activities. This occupational health and
safety policy which is consistent with the policies and procedures currently used by the
United Church of Canada will help us fulfill our commitment.
Communication:
Camp Lau-Ren shall make every effort to ensure confidentiality for campers and staff,
including confidentiality of incidents of reported abuse or harassment, camper
registration information, and health information of staff and campers. Relationships
between campers and staff will always be a professional relationship.
Authority:
Camp Lau-Ren employees, including volunteers, will abide by the Standards of Conduct
set out by the Board of Directors, thereby ensuring the safety and respect of the Camp
Lau-Ren community.
Camp Lau-Ren’s commitment to integrity begins with complying with laws, rules and
regulations, United Church Camping Standards and Ontario Camps Association Camp
Standards.
___________________________________________
As a Member of the Ontario Camps Association, Camp Lauren incorporates the
Association’s following ethical practices:
Communication:
Camp Lau-Ren shall be professional and accurate in all communication to staff,
campers and families/guardians, to maintain confidentiality, to eliminate
misunderstanding, and to prevent recruitment of another camp’s staff. Camps must also
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refrain from using another camp’s name in their literature and marketing materials
without written consent.
Advertising:
Camp Lau-Ren shall ensure that all programs, facilities and services are accurately
advertised.
Camp Lau-Ren agrees to use either the approved Ontario Camps Association logo or
the statement “Accredited Member of the Ontario Camps Association” in all advertising.
Money:
Camp Lau-Ren shall conduct all financial dealings according to legal and fair business
practices.
Privacy:
Camp Lau-Ren shall protect the confidentiality of campers, parents and staff.
Employment:
Camp Lau-Ren shall ask all applicants if they have been employed by another camp. If
so, the Executive Director will, after obtaining consent, contact the previous Director for
reference and good clearance.
Requests:
Camp Lau-Ren shall request approval of the camp owner and/or director for the use of
files, lists, equipment and supplies of another camp, in operation or not.

Policy A-110: Code of Professional Ethics
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Camp Lau-Ren
A CAMP OF THE UNITED CHURCH OF CANADA
On the Ottawa River, 10 kilometers west of Deep River
January 2020

Standards of Conduct
Summer and Volunteer Staff
Forward:
Camp Lau-Ren’s continuing success is due in part to the Board of Directors demanding the highest
standards of safe and moral behaviour from both staff and campers. The following represents a partial
listing which covers the most obvious concerns.
Safety
Except for the beach area, covered foot protection is to be worn at all times (sandals are not considered
as covered protection). Crocs are acceptable but should be worn with the heel strap and should not be
worn while climbing the rock or for sports activities. Water shoes are recommended.
The beach area (with the exception of the Camp Director and Executive Directors) is out of bounds unless
supervised.
Everyone must have prior approval of the weekly Camp Director for non- programmed activities during
the week: in the water, on the beach or waterfront areas and Fellowes Hollow.
Camp Lau-Ren is a smoke-free site. Recreational smoking by staff on Camp Lau-Ren property is strictly
prohibited including smoking with cigarettes, cigars, Gpens, juuls, e-cigarettes, vaporizers, pipes, vapes, etc.
Alcohol, marijuana products and non-medicinal drugs are prohibited on camp property.
Respect for Campers and Fellow Staff
The following will not be tolerated:
• Offensive or profane language.
• Physical or mental abuse of another person.
Respect for Property and Nature
• Camp property, and property belonging to others, must not be disfigured, damaged, or destroyed.
• Nature’s plants must not be uprooted, nor bark removed from trees, nor animals disturbed.
Respect for Individual Privacy
Counsellors and Summer Staff will not use the facilities of Smyth Washroom unless previously arranged by the
Camp Director. With the exception of the Camp Director, Forrest Motel is out of bounds for all staff.
Respect for the Duties of Others
With the exception of the Camp Director and Summer Staff, Leaders and Counsellors will not enter the
Kitchen, the area behind the Kitchen or the Workshop. Exception to this rule applies for Leaders serving
evening snack.
Respect for Proper Attire
• All Summer Staff, Counsellors and Volunteer Staff will wear one-piece bathing suits or respectable
tankinis on the beach and at waterfront activities.

Camp Lau-Ren Standards of Conduct
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• The following items are not permitted: offensive logos or art work; spaghetti straps; tank tops; halter tops
or bare stomachs; visible underwear; low-cut or revealing tops, pants, skirts or shorts.
• Flip flops or open toed shoes may not be worn for any outdoor activity except going to and from the
waterfront. Crocs are allowed but cannot be worn during sports activities.
Respect for Authority
• All staff members must strictly adhere to additional standards/rules/guidelines imposed by the
Camp Director and approved by the Executive Directors.
• All Counsellors and Leaders are expected to abide by curfews set by the Camp Director and Executive
Directors.
• Counsellors must attend all programmed activities unless the Camp Director has delegated other duties
or given prior permission to be excused.
• Prior permission from the Camp Director is required for any staff member to leave the site.
• The Camp Director is to be informed of any expected visitors.
• Cell phones and other electronic devices brought to camp by Volunteer Staff and Counsellors will be kept
in a locker in Smyth at all times and will only be used in Smyth Lounge or on Smyth porch during break
time. (At all other times, these devices will be turned off and kept in a locker - not left out on tables, floor
or furniture.)
• No electronics (e.g., lap tops, cell phones) are allowed in Smyth Lounge or on Smyth porch after 8:00 pm
and must be turned off and stored away in lockers or in Leader bedrooms. Staff are allowed to check
cell phone messages between 10:45 and 11:00 pm (without breaking curfew by doing so).
• All music played at camp will be age, language and subject appropriate.
• There will be zero tolerance for pranking of any kind.
The Camp Director will discuss with any Volunteer or Paid staff member not conforming to any standard
of conduct in private, the reason why not. If the issue cannot be resolved, the Camp Director will consult with
the Executive Directors.
Any Staff member not conforming to any of the above standards will be brought to the attention of the
Executive Directors by the Camp Director. The issue will be discussed in private with the following present:
Camp Director, Executive Director(s), and Staff Member.
Any decision on an infraction may be mutually agreed to by the meeting parties but will require the consent of
the Executive Directors.
____________________________________________________________________________________
Understanding
I acknowledge that I have read, understood, and agree to abide by the above Standards of Conduct
while an employee or Volunteer staff member at Camp Lau-Ren.

Staff (please print name):

___________________________________________________
Signature ___________________________________________
Dated this ________day of _________(month) _________(year)

If under 19 years of age:
Adult Witness (please print name):
(Not Related)

___________________________________________________
Signature ___________________________________________
Dated this _________day of_________(month)_________(year)

Camp Lau-Ren Standards of Conduct
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Camp Lau-Ren
Policy B-101
Approved: April 2010
Revised: April 2018
Revised: March 2020
CAMP PHILOSOPHY IN CAMPER BEHAVIOUR MANAGEMENT
(Sending a camper home for inappropriate behaviour.)
1. Policy
Camp Lau-Ren strives to provide a safe and healthy atmosphere for the campers, both
emotionally and physically, and demands the highest standards of safe and moral behaviour from
both staff and campers. The physician and emotional safety of each and every camper and staff
member are paramount to Camp Lau-Ren.
It is the expectation that campers at Camp Lau-Ren will be respectful of other campers and staff,
follow instructions, participate in planned activities, maintain good hygiene, and clean up after
themselves.
The following will not be condoned at Camp Lau-Ren and could result in the camper being sent
home for failing to conform to these standards. Also, any camper sent home may not be eligible
for consideration as a camper in the future.
• Offensive or profane language
• Fighting or bullying - Physical or mental abuse of another
• Threatening others
• Body shaming
• Stealing or damaging camp property or the property of others
• Leaving a program or activity without permission
• Endangering anyone’s health or safety
• Smoking tobacco products, using e-cigarettes or vaping
• Using alcohol or drugs
• Sexual conduct
• Bringing weapons onto camp property
• Inappropriate behaviour/actions
• Failure to obey rules as set out in the “STANDARDS OF CONDUCT” or as advised
by the Camp Director (Appendix “A”)
2. Procedure
• Counsellors or Leaders observing any of the above misconduct/misbehaviour should
advise the Director immediately.
• Director/Leader will investigate and speak with the individual(s) involved.
• Director or Leader will complete an Incident Report Form for Inappropriate Behaviour
(Appendix “B”)
• Based on result of investigation, Director will determine if camper should be sent home.
• If a decision is made to send camper home, Director will contact parents and complete a
Notification of Parents form (Appendix “C”)
• Upon arrival of parents/guardians for pick up, Director will complete an Early Departure
form (Appendix “D”) and ensure signature of parents is obtained.
Policy B-101: Inappropriate Behaviour

Page 1 of 6

Appendix A

STANDARDS OF CONDUCT
Camp Lau-Ren’s continuing success is due in part to the Board of Directors demanding the highest standards of safe and
moral behaviour from both staff and campers. For the benefit of those who may not be aware of our standards, the following
represents a partial listing which covers the most obvious concerns.
SAFETY
Except for the beach area, foot protection is to be worn at all times. The beach area is out-of-bounds unless supervised.
All the remaining waterfront area and wooded areas are out-of-bounds unless the camper is participating in a supervised
activity. Smoking or vaping, including e-cigarettes, are not allowed at camp. Alcohol, marijuana products and non-medical
drugs are prohibited at camp.
RESPECT FOR FELLOW CAMPERS AND STAFF
The following will not be tolerated at Camp Lau-Ren:
• Offensive or profane language
• Fighting or bullying - physical or mental abuse of another
• Threatening others
• Body shaming
• Stealing or damaging camp property or the property of others
• Leaving a program or activity without permission
• Endangering anyone’s health or safety
• Smoking tobacco products, using e-cigarettes or vaping
• Using alcohol or drugs
• Sexual conduct
• Bringing weapons onto camp property
RESPECT FOR PROPERTY AND NATURE
Camp property and property belonging to individuals must not be disfigured, damaged or destroyed.
Nature’s plants must not be uprooted, nor bark removed from trees, nor animals disturbed.
RESPECT FOR PRIVACY
Campers will not enter the area between the Craft Centre and the Motel, Smyth, Smyth Washroom, Harrison and the area
around Harrison and Smyth. Unless invited, a camper must not enter a camper cabin other than the one assigned to him or
her.
RESPECT FOR THE DUTIES OF OTHERS
Campers will not enter the Kitchen, the area behind the Kitchen or the Caretaker’s building.
RESPECT FOR PROPER ATTIRE
At Camp Lau-Ren, we want everyone to be comfortable and ready to participate in programs where the quality of the
experience is more important than fashion. Camp Lau-Ren’s dress code is meant to promote a sun-safe and conservative
standard to campers from a variety of backgrounds and denominations. The Camp Director applies what is appropriate and
has the authority to ask anyone to change clothes that fall outside of the camp’s guidelines. Shoulders and heads are to be
covered during the day to avoid sun exposure (i.e., not just sun visors). Campers will wear one-piece bathing suits or
respectable tankinis on the beach and at waterfront activities. The following items are not permitted: offensive logos or art
work; spaghetti straps; halter tops, tank tops or bare stomachs; visible underwear; low-cut or revealing tops, pants, mini-skirts
or shorts. Flip flops, crocs or open toed shoes may not be worn for any outdoor activity except going to and from the
waterfront, so be sure to pack sturdy running shoes.
RESPECT FOR AUTHORITY
Campers must strictly adhere to additional standards/rules/guidelines imposed by the Camp Director and approved by the
Executive Directors. A camper must attend all programmed activities unless excused by the Health Care Provider and/or
Camp Director. Prior permission from the Camp Director must be obtained before leaving the site. The Camp Director is to
be informed of any expected visitors. No food items of any kind are to be brought to camp. Campers are not allowed to bring
cell phones or any other electronic devices to camp. All music played at camp will be age, language and subject appropriate.

Policy B-101: Inappropriate Behaviour
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NOTE: The Camp Director has the authority to send a camper home for not conforming to the standards set out above. Any
camper sent home may not be eligible for consideration as a camper in the future.

UNDERSTANDING
I acknowledge that I have read, understood and agree to abide by the above STANDARDS OF CONDUCT while in
attendance at Camp Lau-Ren.
Signature of Camper __________________________________________________________
I confirm that the above Camper has read, understood and agrees to abide by the above STANDARDS OF
CONDUCT while in attendance at Camp Lau-Ren. My signature also authorizes the collection of private information (see
below).
Signature of Parent/Guardian ___________________________________________
Date ________________________

Policy B-101: Inappropriate Behaviour
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Appendix B

INCIDENT REPORT FORM FOR
INAPPROPRIATE BEHAVIOUR
This form is to be used by all staff and program areas to record any situation of
inappropriate behaviour requiring Leader / Director involvement.

Name of Camp __________________________________________ Date: ____________________________
(e.g. Junior Girls Senior Co-Ed, etc.)

Participant’s Name: ___________________________________________________ Age: ________________
Counsellor(s): _____________________________________________________________________________
Location of incident: ________________________________________Date: ______________Time: ________
(e.g. cabin, dining hall, sports field, etc.)

Supervisor of area where incident occurred: ______________________________________________________
Describe the incident: _______________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
(Attach additional sheets if necessary.)

Were other persons involved? __________ Is so, name them: _______________________________________
_________________________________________________________________________________________
______________________________________ and attach a description of the incident written by each witness.
Have parents/guardians/agency been notified? Yes _____ No _____
If yes, record date(s) and time(s) of call(s): ______________________________________________________
Follow-up to this incident: ____________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

Signatures:
Person making the primary report: _____________________________________________________________
Camp Director or designate: _________________________________________ Date: ___________________

Policy B-101: Inappropriate Behaviour
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Appendix C

NOTIFICATION OF PARENTS/GUARDIANS
This form is to be used by all staff to record any contact
with Parents/Guardians regarding health or well being of a camper.

Name of Camp _______________________________________________ Date: ____________________________
(e.g. Junior Girls Senior Co-Ed, etc.)

Participant’s Name: ___________________________________________________
Name of Parent/Guardian Contacted): __________________________________________________________
Telephone Number: ________________________________Date of Notification: ____________________________
Camp Director: ______________________________ Camp Health Care Provider:____________________________
Reason for Contact: ______________________________________________________________________________
______________________________________________________________________________________________
Summary of Conversation with Parent/Guardian: _______________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
(Attach additional sheets if necessary.)

Action Plan: ____________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Results: _______________________________________________________________________________________
______________________________________________________________________________________________
Recommendations: (i.e, stay at camp, send camper home, etc. ___________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

Signatures:
Health Care Provider: ___________________________________________
Camp Director or designate: _________________________________________ Date: __________________________

Policy B-101: Inappropriate Behaviour
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Appendix D

Child Departure Form
This form is to be used any time a child is removed from the camp program prior to the intended departure date.
Camp: _________________________________ Camp Director: ______________________ Date: __________________
Name of participant: ________________________________________ Home phone number: ________________________
Departure is due to: __________________________________________________________________________________
(e.g., illness, homesickness, injury, behavioural issues, etc. If for medical reasons, explain.)
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
The situation was first identified (date & time) ______________________________ by ______________________________
Parents/Guardians ___________________________________________________ Date____________________________
Doctor/medical staff __________________________________________________ Date ___________________________
Agency ____________________________________________________________ Date ___________________________
Names of camp staff who handled the departure ___________________________________________________________
If other than the parent or legal guardian, include name, address, phone number and agency ________________________
__________________________________________________________________________________________________
__________________________________________________________________________________________________
We must have the parent or guardian’s permission to release the child to anyone else.
Detail comments or concerns related to the departure of this child. _____________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Signatures:
Adult receiving the child ____________________________________________________ Date _______________________
Camp staff handling the departure ____________________________________________ Date _______________________
Camp Director / Designate __________________________________________________ Date _______________________

Policy B-101: Inappropriate Behaviour
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Camp Lau-Ren
Camp Lau-Ren Policy
Policy: B-102
Date: April 2014
Reviewed: May 2018
BEHAVIOURAL STANDARDS FOR STAFF
IN THE CAMP WORKPLACE
1. Policy
Camp Lau-Ren will ensure that all staff conduct themselves in a professional manner
both while on Camp property and while outside the work site during their employment
period.
2. Staff-to-Staff Relationships:
• Physical affection and non-platonic affection between staff is strictly prohibited
while at Camp Lau-Ren.
• No paid staff member shall participate in a romantic relationship with another
co-worker (either paid or volunteer) during their term of employment at Camp
Lau-Ren.
• Staff are to show no signs of physical affection (e.g., hand holding, hugging)
while on Camp Lau-Ren site.
3. Staff-to-Camper Relationships:
• While employed by Camp Lau-Ren, staff and volunteers are not to visit,
communicate (via Internet, email or phone) or socialize with any camper outside
of camp.
• Staff should ensure that any relationship between staff and camper is a
professional relationship.
• Any contact with a camper outside of the camp setting after the camping season
should occur in the presence of the camper’s parents/guardians or their
appointed designates. For the protection of the staff person, there should not
be any room for misinterpretation of the relationship between campers and staff.
• In accordance with Camp Lau-Ren’s Privacy Policy, Camp Lau-Ren staff will
never share staff addresses, telephone numbers or email addresses with
campers or their families.
4. Conduct Outside the Work Setting
• During the Camp season, employees will conduct themselves in a professional
manner while off-site in the town of Deep River and surrounding community.
5. Consequences of Inappropriate Relationships
• Camp Lau-Ren will take corrective or disciplinary action in response to
inappropriate behavior, relationships or actions by staff members. The
Executive Directors, according to the nature and severity of the inappropriate
behavior, will determine the type of corrective or disciplinary action up to and
including dismissal.
Policy – B-102: Behavioural Standards for Staff
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Camp Lau-Ren
Policy: B-103
Issued: March 2018
Approved: March 6, 2018
Accommodation – Camper
Purpose
Camp Lau-Ren is committed to providing a positive, affirming space for campers by aligning camper
recruitment, registration and experience with the Ontario Camp’s Association (OCA) core values.
The core values of the Ontario Camps Association are:
• Integrity – Demonstrating honesty and fairness at all times.
• Respect – Recognizing and protecting inherent worth of every person, including oneself.
• Responsibility – Being dependable and accountable for choices, actions and commitments.
• Inclusiveness – Fostering a sense of belonging for all.
• Caring – Building relationships and demonstrating concern for the needs of others.
• Openness – Ability and willingness to embrace new and different ideas and to be open to
change.
Camp Lau-Ren commits to providing accommodation for needs related to the grounds of the Ontario
Human Rights Code, and according to the Accessibility for Ontarians with Disabilities Act (AODA) 2005
unless to do so would cause undue hardship, as defined by the Ontario Human Rights Commission’s
Policy on Disability and the Duty to Accommodate.
The purpose of this policy is:
• To ensure that campers and their parents are aware of their rights and responsibilities under the
Ontario Human Rights Code with respect to accommodation;
• To set out in writing Camp Lau-Ren’s procedures for accommodation and the responsibilities of
each of the parties to the accommodation process.
Accommodation will be provided in accordance with the principles of dignity, individualization and
inclusion. Camp Lau-Ren will work cooperatively, and in a spirit of respect, with all partners in the
accommodation process.
Scope:
This policy applies at all stages and to all aspects of the camper relationship.
Procedure
1. Requests for Accommodation
Requests for accommodation by families should be made to The Executive Director of Camp Lau-Ren.
Accommodation requests should, whenever possible, be made in writing. The accommodation request
should indicate:
• The Code ground with respect to which accommodation is being requested.
• The reason why accommodation is required, including enough information to confirm the
existence of a need for accommodation.
• The specific needs related to the Code ground.
All accommodation requests will be taken seriously. No person will be penalized for making an
accommodation request.

Policy B-103: Camper Accommodation
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2. Provision of Information
The parties to the accommodation process must share information about accommodation needs and
potential solutions. It may in some cases be necessary to obtain expert opinions or information in order
to confirm the need for accommodation, or to determine appropriate accommodations.
Further information related to the accommodation request may be required, such as in the following
circumstances:
• Where the accommodation request does not clearly indicate a need related to a Code ground.
• Where further information related to the camper’s limitations or restrictions is required in order to
determine an appropriate accommodation.
• Where there is a demonstrable objective reason to question the legitimacy of the person’s
request for accommodation
Where expert assistance is necessary in order to identify accommodation needs or potential solutions,
the accommodation seeker is required to cooperate in obtaining that expert advice.
Failure to respond to such requests for information may delay the provision of accommodation.
The Executive Director will maintain information related to:
• The accommodation request
• Any documentation provided by the accommodation seeker or by experts
• Notes from any meetings
• Any accommodation alternatives explored
• Any accommodations provided
This information will be maintained in a secure location, separate from the accommodation seeker’s file,
and will be shared only with those persons who need the information.
3. Privacy and Confidentiality
Camp Lau-Ren will maintain the confidentiality of information related to an accommodation request,
and will only disclose this information with the consent of the person seeking accommodation. Persons
requesting accommodation will be asked only for information required to establish the foundation of the
accommodation request, and to respond appropriately to the accommodation request.
4. Accommodation Planning
The Executive Director, the person requesting accommodation related to a Code ground and, where
appropriate, any necessary experts will work together cooperatively to develop an Accommodation Plan
for the individual.
An Accommodation Plan may include the following:
• A statement of the accommodation seeker’s relevant limitations and needs
• Arrangements for necessary assessments by experts or professionals
• Identification of the most appropriate accommodation short of undue hardship
• Clear timelines for the provision of identified accommodations
• Criteria for determining the success of the accommodation plan, together with a mechanism for
review and re-assessment of the accommodation plan as necessary
• An accountability mechanism

Policy B-103: Camper Accommodation
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5. Appropriate Accommodations
Accommodation may take many forms, depending on the applicable Code ground. What works for one
individual may not work for another. Each person’s situation must be individually assessed. In each
case, the organization must implement the most appropriate accommodation, short of undue hardship.
An accommodation will be appropriate where it results in equal opportunity to attain the same level of
performance or to enjoy the same level of benefits and privileges experienced by others, and where it
respects the principles of dignity, inclusion, and individualization.
The aim of accommodation is to remove barriers and ensure equality. Accommodations will be
developed on an individualized basis. Appropriate accommodations may include:
• Modification of dress code (e.g., due to creed)
• Exclusion from select activities (e.g., canoeing if camper has a fear of canoeing)
• Providing a 1:1 worker for the camper for severe behavior needs
This list is not exhaustive.
6. Undue Hardship
Accommodation will be provided to the point of undue hardship. A determination regarding undue
hardship will be based on an assessment of costs, outside sources of funding, and health and safety. It
will be based on objective evidence.
A determination that an accommodation will create undue hardship may only be made by the Executive
Director.
Where a determination is made that an accommodation would create undue hardship, the person
requesting accommodation will be given written notice, including the reasons for the decision and the
objective evidence relied upon.
7. Appeals
If a camper has been denied accommodation, is not satisfied with the accommodation offered, or
believes that his or her request has not been handled in accordance with this policy, he or she may
request a second opinion from the Chairperson of the Camp Lau-Ren Board of Directors. The contact
information for the Chairperson will be provided to the complainant by the Executive Director on
request. A discrimination complaint may also be filed with the Canadian Human Rights Commission.
References:
•
•
•
•
•
•
•
•
•

Human Rights Code, R.S.O. 1990, c.H.19
Policy and guidelines on disability and the duty to accommodate (OHRC; revised 2009)
Integrated Accessibility Standards (O. Reg. 191/11) under the Accessibility for
Ontarians with Disabilities Act, 2005, S.O. 2005, c. 11
“Working Together: The Code and the AODA”
Section 6.3.1 f the Rules of Professional Conduct (“Discrimination)”
Paralegal Rules of Conduct
Section 33, Law Society Act, R.S.O. 1990, c.L.8
Guide to Developing Human Rights Policies and Procedures (OHRC, revised 2013)
https://www.chrc-ccdp.gc.ca/sites/default/files/template_accommodation.pdf
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Camp Lau-Ren
Policy: B-104
Approved: January 2020
Drugs and Alcohol
Purpose
Camp Lau-Ren is committed to maintaining a safe, secure, wholesome environment for
children, youth, volunteers and paid staff. To ensure this, all campers and staff are required to
sign and adhere to the respective Standards of Conduct. In the best interest of all who attend
Camp Lau-Ren, the camp will take measures to ensure, as well as maintain the camp free from
alcohol, drugs or other contraband.
Policy:
Under this policy, possession of illicit drugs, cannabis or alcohol on Camp Lau-Ren property is
not permitted.
Under no circumstances are there to be any drugs, unless prescribed by a licensed practitioner
and submitted to the Health Care Provider on arrival at camp, or alcohol on Camp Lau-Ren
grounds or in the possession of any camper or staff. This is further defined by, but not limited
to: pipes, bongs, vials, vapes, rolling papers and shot glasses.
1. Campers and staff are not permitted to possess, consume, or be in the presence
of someone on camp property using or possessing drugs of the hallucinatory
variety to obtain a “high”. Similarly, no prescriptive medicines or drugs are
allowed unless prescribed by a physician and registered with the Health Care
Provider on arrival. Such substances shall be referred to as contraband for this
policy.
2. Campers and staff are not permitted to bring, possess or be in the presence of
someone possessing or consuming alcoholic beverages, and/or drugs including
non-medical marijuana, hashish, or similar drugs that are often found in
vaporizers, (e.g., pens, pipes, bongs, juuls, edibles, e-cigarettes). Such
substances shall be referred to as contraband for this policy.
3. Recreational smoking by campers and staff is strictly prohibited including
smoking with cigarettes, cigars, Gpens, juuls, e-cigarettes, vaporizers, pipes,
vapes, etc. Such items to be referred to as contraband for this policy.
4. If a camper or staff is determined to be using any of the above mentioned
banned substances or is found under the influence of these substances during
the duration of the camp in which they are participating or working, or if the
above mentioned objects are found by any camp personnel, the Camp Director
reserves the right to remove the camper or staff from the camp.
Implementation of the Drug and Alcohol Policy:
• The Camp Director or Executive Directors have the right to inspect the camper’s
or staff’s personal belongings at any time during the camp if there is credible
suspicion that the camper or staff are in possession of the above-mentioned
products.
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•

If drugs or alcohol are found, the Camp Director is required to immediately notify
the Exectuvie Director and take immediate action to remove this camper or staff
from the camp.

Procedure for Search:
1. Parents/guardians of the camper or staff member if a minor, will be notified that
information has been received of possible possession of contraband and a
search for such contraband is about to be conducted. The phone call is to
inform the parents and or legal guardians, not to request permission.
2. The camper or staff involved will be informed that information has been received
of their possible possession of contraband and that a search for such
contraband will be conducted of their personal belongings. The camper or staff
will be invited to witness such search from a distance of at least 2 feet of the
search area. Consent of the camper or staff for the search is not required.
3. The search will be conducted by 2 individuals, one of whom will be the director
or designate. One person will conduct the search and the other will witness the
search.
4. If no contraband is found, an apology will be given to the camper or staff,
explaining that, based on the information received, the search was necessary to
ensure that there was no contraband that could be unsafe for fellow campers or
staff.
5. If contraband is found, steps will be taken to notify the parents/guardians of the
camper or staff of minor age and proceed with removal of the camper or staff
from camp property.
Consequences of Violating the Drug and Alcohol Policy:
• Any camper or staff found in breach of any of the above rules will be
immediately segregated from the campers.
•

The parents and/or legal guardians will be notified immediately if a camper or
staff of minor legal age is found in breach of any of the above and will be
instructed to immediately proceed to the camp to remove the camper or staff
from camp property.

•

Arrangements will be made for staff of legal age to be removed from camp
property.

•

The camper or staff that is removed from the camp shall not be allowed to
participate in any other events at the camp in which they are participating or
working nor at any future camps during that summer. Future attendance at
Camp Lau-Ren shall be at the discretion of the Executive Directors. In order to
be considered for future participation as a camper or staff, that individual must
formally request in writing why they should be considered for reinstatement.
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•

If illegal contraband or activity is found during the search, the Executive
Director(s) will be consulted and local authorities will be notified as required

Preventative Measures
Camp Lau-Ren will provide all campers and staff with access to this written policy. All
campers and staff will be required to sign a Standards of Conduct form which will
include the Camp Lau-Ren’s policy on drugs and alcohol.

Policy B-104: Drugs and Alcohol

Page 3 of 3

Camp Lau-Ren
Camp Lau-Ren Policy
Policy: B-105
Draft: March 2020
BULLYING PREVENTION
1. Policy
Camp Lau-Ren is committed to providing a compassionate, receptive and nonthreatening atmosphere for everyone in the Camp Lau-Ren community to learn, grow
and succeed in. We believe that cooperation, respect and kindness are the foundations
of healthy relationships and happy environments. Accordingly, we have zero-tolerance
against bullying, meaning that bullying of any sort is deemed unacceptable within the
camp community. If bullying does occur, campers and staff should be assured that all
incidents will be addressed quickly and fairly.
2. Definition of Bullying:
Bullying can be generally defined as the use of aggression, intimidation and/or cruelty
with the result of hurting another person verbally, physically or emotionally. Bullying
carries the ramification of causing pain and stress to the victim. Bullying is never
justified and cannot be attributed to “kids being kids” or any other rationalization.
Specific types of bullying may include, but are not limited to:
• Emotional: Being deliberately unkind, shunning, excluding or tormenting, e.g.,
consciously leaving out a participant in a game or activity, making threatening
faces or gestures, gossiping about someone behind their back, etc.
• Physical: pushing, kicking, hitting, tripping, punching or using any other sort of
physical violence against a victim, e.g., rough housing on the paddy horse or on
the Rock, splashing someone against their wishes, pushing someone off the
raft, throwing an object at someone, etc.
• Racist or Intolerant: taunts, slurs and/or physical threats directed around a
victim’s race, religion, sexual orientation or ethnicity, e.g., writing graffiti with
racial slurs, excluding a person based on their race, religion, sexual orientation
or ethnicity, etc.
• Sexual: Initiating and/or executing unwanted physical contact, making sexually
threatening and/or abusive comments, e.g., grabbing or touching a person
against their will, using derogatory labels such as “slut” or “homo”, denying a
person their privacy when they are changing their clothes or using the
washroom, etc.
• Verbal: name-calling, ridiculing, using words to attack, threaten or insult, e.g.,
spreading rumours, making fun of someone’s appearance, mannerisms or
intelligence, etc.
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3. Objectives:
• All staff, campers and parents should have a full understanding of what bullying is
and encompasses.
• All staff should be thoroughly familiar with the bullying policy and should follow it
appropriately when bullying is reported or observed.
• All campers should be thoroughly familiar with the bullying policy and should know
what steps to take when bullying occurs.
• Campers and parents should be reassured that Camp Lau-Ren takes bullying very
seriously and will support victims and their families when bullying is reported.
• Bullying will not be excused, permitted, or tolerated.
4. Warning Signs and Symptoms of Bullying
Not all victims of bullying will let on that they are suffering. Many people feel that admitting
how bad things have gotten will increase their torment at the hands of the perpetrators if
they risk “snitching,” or are afraid no one will believe or support them or are too
embarrassed to admit what was happening. Staff should openly encourage campers to
report incidents of bullying that are observed or experienced first-hand.
Even in the event that a camper or staff is not forthcoming about being bullied, there may
be signs or symptoms that suggest a problem. We should be aware of these symptoms
and what they signify and should investigate immediately. A child may be a victim of
bullying if he/she:
• Is noticeably frightened or evasive when asked “what’s wrong?”
• Suddenly loses his/her appetite
• Begins bullying or showing unusual aggression towards other children
• Has unexplained cuts, scrapes or bruises
• Repeatedly claims to feel ill before social situations
• Cries herself to sleep at night or suffers from chronic nightmares
• Attempts to runaway
• Seems withdrawn, anxious or suddenly suffering from low self-esteem
• Avoids situations that involve interacting closely with other kids
It should be noted that the above signs may indicate other problems, but bullying should
promptly be considered a possibility and looked into.
5. Bullying Report/Response Procedures
1. All bullying incidents should be reported immediately to a counsellor who must tell the
Camp Director.
2. Staff members will record all reported bullying incidents on the Camper Logs kept in
Smyth Lounge. The Camp Director or Health Care Provider will complete Incident
Reports
3. The bullying behaviour will be investigated quickly and fully, with both victim and
perpetrator informed that the behaviour must stop immediately.
4. The bullying perpetrator may meet with the Camp Director or a designated staff
member in order to understand the seriousness of his/her actions, to include placing
themselves in the victim’s shoes and to learn the appropriate means of changing
behaviour.
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5. The bully may be asked to apologize to the victim and/or, if the victim prefers, will sign
a letter promising to avoid all future contact with the victim.
6. After the incident has been thoroughly investigated and dealt with, staff will monitor
both the victim and perpetrator, to ensure the bullying doesn’t reoccur.
7. There may be a range of punitive responses up to dismissal from camp property for the
perpetrator.
8. Depending on the severity of the situation, parents of both victim and perpetrator may
be contacted by the Camp Director.
9. In severe cases, local police may be contacted.
6. Tools for Prevention and Education
Camp Lau-Ren will adopt any/all of the following tools to prevent and educate campers about
bullying:
• Making this policy available to campers and staff.
• Setting clear rules with the campers at the beginning of each session – Counsellors will
discuss camper rules on Sunday and ongoing throughout the week and let campers
know that bullying is unacceptable and will not be tolerated and provide examples of
bullying as per this policy.
• Engaging campers in open discussions or cooperative activities based on preventing
bullying.
• Emphasizing the importance of reporting incidents of bullying both observed and
experienced and including confidentiality as an option in making such reports.
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CAMP LAU-REN
Policy B-201
Revised: March 2011
Reviewed: April 2018
GUIDELINES AND PROCEDURES FOR SUSPECTED,
OR DISCLOSURE OF, CHILD ABUSE
The Board of Directors of the Lau-Ren Corporation tries to provide a loving Christian
community for the campers and leaders. The Board of Directors, the leaders, and the
counsellors, have a responsibility to deal with all matters of child abuse.
We thank the Ontario CGIT Association for allowing us to use their guidelines as an
example.
The following shall become the policy and procedures for Camp Lau-Ren in dealing with
child abuse.
What is Child Abuse?
Definition: Child abuse is any form of physical harm, emotional deprivation, sexual
mistreatment, or neglect, which can result in injury or psychological damage to a child.
Types of Abuse
• Physical Abuse — any act resulting in a non-accidental physical injury including not
only intentional assault but also the result of unreasonable punishment.
• Sexual

Abuse — Usually refers to taking advantage of a child for an adult’s sexual
gratification. It can include exposure, masturbation, fondling, or intercourse through
threats, bribes, force, or misrepresentation.

• Emotional

Abuse — confinement, isolation, verbal assault, humiliation, intimidation,
infantalization or any other treatment which may diminish the sense of identity,
dignity and self worth of an individual.

• Neglect

— Chronic inattention to the child’s emotional and physical needs, including
food, clothing, shelter, hygiene, safety, supervision, and medical attention.

Responsibilities of Counsellors and Leaders
• Educate

yourself on Child Abuse and attend training sessions when available.

• Be

alert, aware of, and sensitive to, any possible abuse to your campers and be
prepared to take appropriate action. This applies whether the abuse took place in
the camper’s home, or here at Camp.

• As

a volunteer you have a responsibility to the child. Also, you have a legal
responsibility to report (see next heading) whether you suspect abuse, or have
received a disclosure of abuse.

• Be

open to what the children are saying.

What To Do If You Suspect Abuse Has Occurred
• Counsellors and Leaders are to report any suspicion of child abuse to the Camp
B-201: Guidelines and Procedures for Suspected
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Director.
• Directors

are to call the Family and Children’s Services to report your suspicions, or to
report what you have been told.

• As

soon as possible, the Camp Director shall inform the Camp Executive Directors and
provide a written report.

What To Do If There Has Been A Disclosure Of Child Abuse
Disclosures are to be reported to the Camp Director because the Camp Director is
totally responsible for the safety and well-being of each camper and leader while at
Camp.
The Camp Director shall be responsible for contacting the Family and Children’s
Services as soon as possible after the disclosure is made.
As soon as possible, the Camp Director shall inform the Camp Executive Directors and
provide a written report.
What To Do If A Staff Member Is Being Abusive
In case of suspicion of a staff member, (volunteer staff or summer staff) report the
suspicion to the Camp Director or Camp Executive Directors who shall then notify the
police.
What To Do If There Is Suspicion, Or Disclosure, Of Abuse At Camp
• Confidentiality of the camper shall be respected. This means that the case is NOT to
be discussed openly.
• BELIEVE
• Listen

in the child.

openly and calmly to the child.

• Reassure

the child that he/she is not to blame.

• Tell

the child that you must report the disclosure to the proper authorities — Family
and Children’s Services.

• Document

the exact words the child used in disclosing the abuse as soon as possible
after the disclosure.

• Write

a clear description of what took place, how the child happened to mention the
abuse, and record the time, date, place.

• Do

not question the child; you are not the professional. LISTEN to him/her.

• No

contact shall be made with the alleged abuser.

• You,

as the Leader, will need to seek support. Seek out a trustworthy person from
whom you can gain help and support.

• Remember

to keep the child’s name in confidence.

• All

suspected abuse, or disclosure of abuse, shall be reported to the Camp Director.
(See previous page )

• If

the disclosure is made to a Leader, that Leader shall write the documentation, date
and sign the report.

• All

documentation is confidential and shall be kept in a secure location.
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WHAT TO LOOK FOR
PHYSICAL ABUSE
Several of these factors might indicate physical abuse.
• Unexplained bruises, welts, lacerations or abrasions on the face, torso, back, buttocks,
backs of the legs or on the external genitalia.
• Unexplained small circular burns (cigarette burns) on the soles of the feet, palms of the
hands or back of the buttocks; rope burns on arms, legs, neck, or torso.
• Immersion burns with clear lines of demarcation or patterned burns indicating a hot
object (such as stove element marks on the buttocks).
• Delays in seeking medical attention or injuries in various stages of healing.
• Fractures or dislocations on children under two years of age which could be the result
of blows, throws, or severe shaking.
Also look for these behaviour patterns
• Runaway attempts, fear of going home.
• Wariness of adults
• Stilted conversation, vacant stares or frozen

watchfulness; no attempt to seek comfort
when hurt.
• Absence of parental support.
• Role reversal, where the child tries to care for the parent.
• Child describing self as bad, deserving to be punished.
• Constant attempt by child to please parent.
• Behaviour extremes such as sudden aggressiveness or withdrawal.
• Inappropriate dress (perhaps to cover injuries).
• Uncharacteristic change in participation in physical activities.
• Child denying or minimizing injuries and bruises.
SEXUAL ABUSE
Several of these factors might indicate sexual abuse.
• Physical indicators in the external genitalia, vaginal or anal areas such as swelling,
itching, bruises, bleeding, or lacerations.
• Pain during urination, or pain that leads to difficulty in walking or sitting; recurring
vaginal infections or sexually transmitted diseases, especially in pre-adolescents.
• Pregnancy.
• Sores in the mouth.
• Eating or sleep disturbances.
• Recurring physical ailments.
• Direct or indirect disclosure of the abuse by the child.
Also look for these behavioural patterns
• Unusual, detailed knowledge of sexual behaviour.
• Confusion about sexual identity, norms, love, care getting and caregiving.
• Reluctance to participate in physical activities or to undress or take a

shower after

sports.
• Fear of normal physical contact, especially when initiated by a child.
• Inappropriate provocative behaviours, promiscuity, running with a

“fast” crowd and

involvement with drugs or alcohol.
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• Running away from home.
• Self mutilation, depression, suicide attempts.
• Poor peer relationships, self-image, overall self care.
• Overly compliant or, conversely, overly aggressive and destructive
• Chronic depression, anxiety, withdrawal, phobic behaviour.

behaviours.

EMOTIONAL ABUSE
Several of these factors might indicate emotional abuse.
• Speech disorder (because of nervous anxiety).
• Sleep disorders.
• The presence of psychosomatic complaints (headache, nausea, abdominal pain).
• Involuntary twitching of muscles, especially on the face.
Also look for these behaviour patterns
• Mental or emotional developmental lags, behaviours inappropriate for age.
• Disruptive behaviour extremes — withdrawal, aggressiveness, anger, hyperactivity.
• Overly compliant behaviour (too well-mannered, unusual need to please adults).
• Fear of failure, overly high standards, reluctance to play.
• Unusual fear of consequences of actions, often leading to lying.
• Threatened or attempted suicide.
• Frequent depression or self-depreciation.
NEGLECT
Several of these factors might indicate neglect abuse.
• Poor physical hygiene might indicate neglect.
• Hunger, low weight, poor growth pattern, fatigue, listlessness, lethargy both at work
and play.
• Unattended needs, e.g. untreated injuries and illness; sight, hearing, or dental
problems.
• Inappropriate clothing.
• Inadequate supervision or abandonment.
Also look for these behaviour patterns
• Demands for constant attention.
• Lack of parental participation and interest.
• Indications that no one is at home.
• Frequent absence or arriving too early for activities and staying too late.
• Delinquency or abuse of alcohol or drugs.
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Camp Lau-Ren
Policy : B-202
Issued: June 2014
Workplace Violence
1. Policy Statement
Camp Lau-Ren is committed to the prevention of workplace violence and will not tolerate violent
behaviour by any of its staff, directors, counsellors, leaders, helpers, campers or participants.
Complaints of such behaviours will be dealt with in a spirit of compassion and justice and will be
consistent with the policies and procedures currently used by the United Church of Canada.
There is a workplace violence program that implements this policy. It includes measures and
procedures to control risk and protect workers, helpers, campers and participants from workplace
violence, a means of summoning immediate assistance, a process for workers to report incidents or
raise concerns, a process for the camp leadership to deal with incidents or complaints, and an
education/instructional training component.
In the event a member of staff, director, counsellor, leader, helper, camper or participant believes that
he or she has been subjected to violent behaviour in the workplace by another member of staff,
director, leader, counsellor, camper or participant, he or she shall immediately advise the Director, or
the Executive Director, who shall investigate the complaint and shall take such action as is appropriate
in the circumstances after consulting with the complainant and reviewing the procedures.
2. Definitions:
Workplaces are defined as any land, premises, location or thing, at, upon, in or near which a worker
works. At Camp Lau-ren, the workplace includes areas outside the premises where workers, directors,
counselors, leaders, helpers, campers or participants may attend activities sponsored by the leadership
of Camp Lau-ren.
Workplace violence means:
• The exercise of physical force by a person against a worker, director, counsellor, leader, helper,
camper or participant in the workplace that causes or could cause injury.
• An attempt to exercise physical force that could cause injury.
• A statement or behaviour that is reasonable for the worker, director, counsellor, leader, helper,
camper or participant to interpret as a threat to exercise force that could cause injury.
Source of Violence
• Strangers or people with no ties to the workplace may commit a violent act at the workplace such
as robbery or assault.
• People who have a legitimate reason to be in the workplace (workers / campers / participants /
parents / contracted workers) may act violently towards each other or threaten physical violence.
• Intimate partners, family members, or friends may use violence or threats of violence against
workers, directors, counselors, leaders, helpers, campers or participants.
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3. Measures to Control Risk
3.1 Camper Enrollment
The Registrar of Camp Lau-Ren reserves the right to withhold enrollment privilege for campers who
have been known to have behaviour problems.
3.2 Volunteer Recruitment
Volunteers, which include counselors, helpers, leaders and directors, shall provide creditable
references and, in addition, police checks if requested.
3.3 Summer Staff Employment
Staff shall provide creditable references and police checks as conditions of employment.
3.4 Supervision
Supervision of campers and counsellors will be provided by the director(s) and leaders of each
camp. Two counsellors are provided for each cabin during the camp period.
3.5 Entrance Permission to the Camp
All persons entering the Camp must receive pre-authorization by the Director or Executive Director.
During the camp period, all visitors, when they arrive at camp, will be stopped and asked to report
to the Director or Executive Director. In the event of authorized deliveries to camp, these individuals
will be allowed to proceed to their drop off point and will be met by the appropriate Summer Staff
member, i.e., Cook, Caretaker, or Executive Director.
In the event that an intruder who threatens the safety of campers and staff is identified on camp
property, Policy F-401: Intruder on Camp Property, Identification of an Intruder will be followed.
4. Measures for Summoning Immediate Assistance
In the event that it is necessary to summon immediate assistance, a staff member will notify the
Director by walkie-talkie. The Director will immediately proceed to the location of the incident and
take appropriate measures, up to calling 911 for assistance.
5. Measures for Reporting Workplace Violence
All incidents and complaints involving workplace violence will be treated seriously. The first priority is
to ensure the safety of workers, directors, counsellors, leaders, helpers, campers and participants.
The incident or complaint shall be recorded and reported to the Director, who upon investigation and
according to the severity of the matter may deal with the incident at his/her level, or refer the matter to
the Executive Director who may either resolve the matter among all parties involved or take
appropriate action. Disciplinary action must be properly documented and filed together with the
supporting evidence. If the incident involves property damage or personal injury, the matter must be
referred to the Executive Director. All incidents of workplace violence that may have subsequent
implications extending beyond the daily operation of Camp Lau-Ren shall be reported to the Chair of
the Board who may wish to convene with the Board of Directors to deal with the matter.
5. Measures for Dealing with Workplace Violence Incidents and Complaints
5.1 Investigations
Violent incidents or complaints will be investigated by discussing the issue directly with those
involved. This approach will ensure the privacy of the complaint and protect the reputation of
anyone who is wrongly accused.
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Investigations will commence as quickly as possible and will include giving the accused an
opportunity to respond to the allegations. It will also include speaking to witnesses and reviewing
any related documents.
There will be no tolerance of retaliations, taunts or threats against anyone who complains about
harassment or takes part in an investigation. Any person who taunts, retaliates against or threatens
anyone in relations to a harassment complaint may be disciplined.
5.2 Corrective Action
Anyone engaged in workplace violence may be subject to disciplinary action. Such action
may include dismissal for cause if a Camp Lau-Ren staff member or dismissal from the
camp if a camper or participant.
Complaints made in good faith and without malice are not subject to any forms of
discipline, regardless of the outcome of the investigation. Disciplinary action will be taken
with anyone who brings forward a malicious complaint.
5.3 Retention
Retention of a camper, counsellor, helper or leader who is found to be the offender of a reported
incident is contingent upon the recommendation of the Director based on the documented record
and the approval of the Executive Director. A member of Staff or a Director who is found to be the
offender of a written incident may be retained upon the recommendation of the Executive Director
and the approval of the Board.
6. Measures to Inform, Educate, Instruct and Train
6.1 Reading and Display
All persons involved in Camp activities will be directed to read and understand the
content of this Policy. This Policy will be available at camp in the Policy Binder in Smyth
Lounge.
6.2 Orientation
During orientation to the camp, all workers, leaders, counsellors, directors, campers,
helpers and participants will be informed of the workplace policy and encouraged to raise
any concerns about workplace violence and to report any violent incidents or threats.
References:
Occupational Health and Safety Council of Canada. Developing Workplace Violence and
Harassment Policies and Programs: What Employers need to know.
<http://www.labour.gov.on.ca/english/hs/pubs/wvps_guide/guide_8.php
Ontario Ministry of Labour. (Fact Sheet #2, July 2011). Preventing workplace violence and
workplace harassment.
<http://www.labour.gov.on.ca/english/hs/pdf/fs_workplaceviolence.pdf>
Ontario Ministry of Labour (March 2010). Workplace Violence and Harassment:
Understanding the Law. < http://www.labour.gov.on.ca/english/hs/pubs/wpvh/index.php>
Ontario Ministry of Labour (March 2010).Appendix A: Example of Workplace Violence Policy
<http://www.labour.gov.on.ca/english/hs/pubs/wpvh/appendix_a.php>
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Camp Lau-Ren
Policy: B-300
February 2005
Reviewed: March 2010
Reviewed: January 2014
Revised: March 2016
Revised: November 2019
Camp Lau-Ren Privacy Compliance Practices
The following practices are applicable to information gathered by Lau-Ren Camp
Corporation (here after referred to as “Camp Lau-Ren”) from prospective campers,
volunteers, and paid staff; here after referred to as “associates”. The Policy and
Compliance practices protects the information used and retained by Camp Lau-Ren.
1. Accountability
Holly Burns has been appointed as the Personal Information Compliance Officer (the
“officer”) of Camp Lau-Ren and can be contacted at burns3666@sympatico.ca.
The officer may be contacted with any query or complaint related to the collection, use
or retention of personal information. If a complaint is received, the officer will
investigate the complaint and take corrective action if required. If the complainant is not
satisfied with the action of the officer, he/she may appeal to the Camp Lau-Ren Board
to review and determine the disposition of the complaint.
Camp Lau-Ren is responsible for personal information in its possession or control and
shall use an appropriate level of protection while information is being processed or used
by Camp staff.
The officer will communicate and explain the privacy policy, where necessary, to all
employees and volunteers who collect, retain or use personal information at Camp LauRen. Information which explains Camp Lau-Ren’s protection of personal information
policies and procedures has been prepared and is made public on Camp Lau-Ren’s
website, (www.camplau-ren.com).
2. Identifying Purposes
Camp Lau-Ren collects personal information for the following purposes:
-to create associate lists
-to communicate with committee and board members and volunteers
-to fund raise for the support of the capital budget of Camp Lau-Ren
-to maintain a mailing list for Camp Lau-Ren brochures
-to register participants for Camp Lau-Ren events and programs
-health and activity information is collected to look after the health and
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safety of campers, staff and volunteers while in the care or employ of
Camp Lau-Ren and to respond to emergency situations
-to compile statistical and historical information about Camp Lau-Ren
This list is not exhaustive and it may change or be added to occasionally.
Individuals will be informed at the time of collection why information is being collected
and for what purposes it will be used.
Upon request, persons collecting personal information shall explain these identified
purposes and uses or refer the individual to the designated person at Camp Lau-Ren
who can explain the purposes.
When personal information that has been collected is to be used or disclosed for a
purpose not previously identified, the new purpose shall be identified prior to use.
Unless the new purpose is permitted or required by law, the consent of the participant,
parent, employee or volunteer will be acquired before the information will be used or
disclosed for the new purpose. The Privacy Officer should be notified of any new use of
information.
3. Consent
An individual’s consent will be sought for collection of personal information. Those
collecting information will ensure that an individual can reasonably understand why and
how the information will be used when consent is given.
For persons under 19, consent of the child’s parent/guardian will be required.
Express consent will be obtained wherever possible. When an individual completes an
application or registration form, consent to collect the information is assumed. Verbal
consent will be recorded on hardcopy documents with the date and name of the person
collecting the information. If consent is given in written or email form, a copy of the
consent will be kept on file.
A large volume of personal information was collected prior to January 1, 2004. This
information will be handled in a manner consistent with the principles of the Policy to
Protect Personal Information at Camp Lau-Ren. Individuals wishing to review their
personal information held by Camp Lau-Ren may contact the Privacy Officer and may
request the information be deleted.
Consent to use the information collected may be withdrawn by an individual. The
individual shall be informed of the implications of the withdrawal. For example, in the
case of a prospective camper, attendance at a camp will not be allowed.
4. Limiting Collection
Information is collected by Camp Lau-Ren for purposes identified and is collected in a
fair and lawful manner, consistent with the principles of the Privacy Policy. Information
Policy B-300: Privacy Compliance Practices
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may be collected on an application form or verbally. If collected verbally, the person
gathering the information will record the date, the reasons for collecting the information
and an indication that consent was given.
The personal information collected is usually limited to name, gender, date of birth,
health concerns, qualification/personal skills, address, telephone number, email address
and congregational membership.
5. Limiting Use, Disclosure and Retention
Personal information will only be used for the purposes identified.
Personal information is only able to be accessed by staff persons, board members and
when appropriate, trusted volunteers of Camp Lau-Ren on a “needs to know” basis. All
staff and volunteers will be provided guidance about how to properly use, retain and
protect personal information.
Personal information will not be disclosed to any third party without an individual’s
consent. If personal information is to be published either in a document or on the Camp
Lau-Ren website, express consent will be obtained from the individual(s) to publish their
information prior to publication.
Some basic personal information may be retained indefinitely by Camp Lau-Ren as the
information is often used to compile statistical, archival and historical records about
Camp Lau-Ren. Individuals may request that their personal information be deleted.
Applications are destroyed after seven years by the Privacy Officer or designate, in a
paper shredder.
6. Accuracy
Camp Lau-Ren will endeavour to ensure that personal information collected and used is
accurate. However, individuals are relied upon to inform Camp Lau-Ren of changes to
their personal information. Changes should be communicated to the Camp Lau-Ren
Privacy Officer.
Individuals may request access to their personal information to review it for accuracy by
contacting the Camp Lau-Ren Privacy Officer.
7. Safeguarding Information
At the conclusion of each weekly camping period, personal information at Camp LauRen is stored in a locked filing cabinet. Only water front staff, cooks, health care
providers, camp directors, camp co-ordinators and trusted Camp Lau-Ren volunteers
have access to personal information on a “needs to know” basis.
The information on old application forms will be protected against loss, theft, or
unauthorized access by ensuring such information is securely filed after use. Printed
personal information will be shredded prior to being discarded after seven years.
Policy B-300: Privacy Compliance Practices
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8. Openness
Camp Lau-Ren will publish its policies and practices regarding the management of
personal information on its website (www.camplau-ren.com). Individuals who request
information about the policy and practices may be directed to the website if appropriate
or will be provided with a hard copy of the policy and these compliance practices.
9. Individual Access
Individuals are entitled to know what personal information Camp Lau-Ren holds and
how it is used, disclosed or retained. An individual may make a request to access their
information by contacting the Privacy Officer. Camp Lau-Ren will respond to such
requests within a reasonable time and at no cost to the individual. Corrections to
information and requests to delete information will be handled as quickly as possible.
10. Challenging Compliance
The Camp Lau-Ren Privacy Officer will address all concerns and queries relate to the
collection, use and retention of personal information and will respond to any challenges
as soon as possible.
Complaints or queries can be emailed to the Privacy Officer at
burns3666@sympatico.ca
Camp Lau-Ren encouraged any individual who has a query or complaint about the
management of personal information at Camp Lau-Ren to contact the Privacy Officer.
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Camp Lau-Ren

Policy B-400
May 2008
Revised: April 2010
Revised: April 2018
CELL PHONE USE
1. Policy
Camp Lau-Ren will restrict the use of cell phones on site except in the case of
emergencies.
2. Procedure







Camp phones are to be used for business purposes and personal calls are
to be kept to a minimum.
Use of cell phones is discouraged.
It is the expectation that any cell phones brought to camp will be kept in a
storage locker in Smyth lounge and will only be used in Smyth Lounge or on
Smyth Porch during scheduled breaks.
Summer Staff will only use cell phones in Forrest Motel bedrooms, lounge
and porch or at Smyth lounge or porch.
No electronics (e.g., cell phones, lap tops) are allowed in Smyth Lounge or
on Smyth porch after 8:00 pm and must be turned off and stored away in
lockers or in Leader bedrooms.
Cell phones and electronic devices are not to be left out on tables in Smyth
Lounge at any time.
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Camp Lau-Ren
Policy B-401
May 2008
Revised: May 2014
Reviewed: May 2018
CONFIDENTIALITY
1. Policy
Camp Lau-Ren shall make every effort to ensure confidentiality for campers and
staff.
2. Procedure
•
•
•
•
•

Any incidents of abuse or harassment will be kept confidential between the
persons involved. Disclosure of such information to authorities will be made
as deemed necessary by the Camp Director and/or Executive Directors.
Staff will not divulge any information of a personal nature about any camper
or staff to persons outside the camp setting unless deemed necessary by the
Camp Director and/or Executive Directors.
Health information on staff and campers will be kept confidential.
While employed by Camp Lau-Ren, staff and volunteers will not visit, communicate
(via internet, email or phone) or socialize with any camper, outside of camp, without
the permission of the parent/guardian.
Camp Lau-Ren staff will never share an address, telephone number or email
address of a camper or staff member with any camper(s) or their families.

3. Note:
It is important to remember that the relationship between campers and staff should
always be a professional relationship. Any contact by staff with a camper outside of the
camp setting, should occur in the presence of parents/guardians or their appointed
designates. There should not be any room for misinterpretation of the relationship
between campers and staff. Even after camp is over, families see camp
employees/volunteers as representatives of Camp Lau-Ren.

Policy B-401: Confidentiality
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Camp Lau-Ren
Policy: B-500
May 2008
Revised: May 2014
Reviewed: April 2018
MEALS AND REST
1. Policy
Camp Lau-Ren shall make every effort to promote good health of campers and
staff by ensuring proper nutrition and rest.
2. Procedure
• Menus will be planned using Canada’s Food Guide.
• Meals will be served that are nutritionally balanced and largely nonprocessed.
• Three meals and one snack will be provided daily.
• Fresh fruits and/or vegetables will be available at all meals.
• Camp Lau-Ren will endeavour to be “nut safe”. All products purchased for
consumption will be deemed nut free or will be processed in a plant that does
not process other nut products.
• Campers and staff will receive adequate rest.
- Campers and staff will have a one-hour rest period daily.
- Schedules will state when lights are to be turned out in cabins at
night to ensure campers receive adequate rest. Such times will be
enforced by the Director.
- Counsellors and Leaders will receive adequate free time daily.
- All staff will abide by curfews set by the Directors and Executive
Directors.
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Camp Lau-Ren
Policy: B-600
Date: March 2017
Revised:
BUILDING NAMING
Intent:
The Camp Lau-Ren Board of Directors is committed to recognizing the contributions and years of
service of the many volunteers who support the success of Camp Lau-Ren. Recognition opportunities
are a fundamental part of volunteer contributions. The Building Naming Policy outlines the criteria for
recognition through a naming opportunity of Camp Lau-Ren property buildings.
Camp Lau-Ren naming opportunities come about as a result of outstanding volunteer contributions.
Policy:
The Camp Lau-Ren Building Naming Policy will provide guidance in the naming of all buildings at
Camp Lau-Ren. Building names will be reviewed on an annual basis and may be re-named at the
discretion of the Board of Directors of the Lau-Ren Camp Corporation. Due diligence on proposed
naming/renaming shall be performed and no building will be renamed without thorough review and
discussion.
The Board of Directors shall retain the discretion to revoke a naming where, in the opinion of the
Board of Directors, retention of the name would be prejudicial to the reputation of Camp Lau-Ren.
In order to continually recognize ongoing outstanding volunteer contributions, no building at Camp
Lau-Ren will retain the name in perpetuity with the exception of Smyth Hall. All other building names
will be reviewed on a regular basis.
Procedure:
1. Building naming opportunities will be considered upon the construction of any major building at
Camp Lau-Ren.
2. Terms with respect to the length of time a building will be named will be set at the time of
naming the building.
3. All buildings will have a plaque installed in the interior of the building outlining the reason for
the recognition of the volunteer (e.g., years of service, outstanding contribution).
4. An annual review will be made of building names to determine if any building should be
renamed.
5. Any building that is renamed will retain the former recognition plaque along with the new
plaque noting that the building was renamed.
6. The new name will be noted on the outside of the building.
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Camp Lau-Ren
Policy: B-700
Date: May 2018
Guidelines for Memorial Tree Donations
Purpose:
The Memorial Tree Donation Wall, located on the wall of Juby Dining Hall, was set up in
2018 as a way of recognizing people making significant monetary donations to Camp
Lau-Ren.
Procedure:
People who donate $1000.00 and over to Camp Lau-Ren in one year will be recognized
with an engraved leaf on the tree. The engraving to include name of the donor and the
year of the donation.
Coloured leaves will identify the amount of the gift:
• Bronze Leaf – donations in the amount of $1,000.00 to $4,999.00 in one year
• Silver Leaf – donations in the amount of $5,000.00 to $9,999.00 in one year
• Gold Leaf – donations over the amount of $10,000 in one year
Past donors, beginning in the year 2008, will be recognized.
Donors will be asked if they wish to have their name appear on the wall before
proceeding to add their name.
A new leaf will be added each year that a donor donates in the amounts noted above.

Camp Lau-Ren
Policy: C-100
October 2011
Revised: May 2014
Reviewed: April 2018
POLICE RECORDS CHECKS
1. Policy
Camp Lau-Ren recognizes that all staff are in positions of trust and has a
process to check suitability for employment, including volunteer employment,
through interviews, reference checks, and screening processes.
2. Procedure
All staff will go through an application, interview and reference check process.
As part of the screening process, a police records check will be required as
follows:
• For all new staff over the age of 19, an original copy of a current
vulnerable sector (level 2) police records check obtained within the
previous 6 months is required.
• For all returning staff over the age of 19, a vulnerable sector (level 2)
police records check is required every 3 years.
When a police records check is required, it will be the responsibility of the
individual to obtain this police records check at his or her own expense.
The police records check is the property of the person in whose name it is
produced. The original copy of the document is to be presented to the Executive
Directors. Photocopies are not acceptable. The Executive Director will review
and sign that they have seen the original. If requested, the Executive Directors
will keep a photocopy of the police records check for their records and return the
original document to the employee. If the employee does not request that the
police records check be returned, the original copy will be filed.
All applications, interview tools, reference checks, and original police record
checks will be given to the Executive Directors for review, approval, and proper
documentation and filing.
3. Assumptions
The existence of any criminal record does not immediately preclude someone
from a position of employment. The information produced will become part of
further conversation and review to determine the suitability of the candidate for
employment. This determination will be made by the Executive Directors in
consultation with the Chair of the Board of Directors.
Policy C-100: Police Records Check
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4. Confidentiality
The contents of any person’s police records check will only be discussed with the
individual, the Executive Director and the Chair of the Board of Directors and only
during scheduled meetings to discuss this topic.
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Camp Lau-Ren
Staff Manual
To be used in conjunction with manuals for
Camp Director, Counsellors, Leaders, Cooks,
Waterfront Staff & Caretaker
Revised: May 2018
CAMP LAU-REN is a Christian Camp owned by the Lau-Ren Camp Corporation of
the United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith
and character.
LAU-REN CAMP CORPORATION owns the property and administers it in
accordance with the purpose stated above as a non-profit enterprise, financed from
campers’ fees which are heavily subsidized by a grant from the Bay of Quinte
Conference of the United Church and by gifts from individual congregations and
United Church Women’s groups in the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of Presbytery.
THE CAMP EXECUTIVE DIRECTOR(S) is engaged by the Camp Corporation as
executive director of the whole operation and is responsible to the Corporation
through the Board of Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs
and services that foster Christian faith, provide opportunities for personal growth,
develop skills to build community and relationships, foster an environment of inclusion
of everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a
strengthning of personal faith as we meet God in Jesus Christ.
VALUES:
Respect
Collaboration
Community
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Camp Staff Manual
This manual contains information common to all staff members, both volunteer and paid. All
staff are to be conversant with the contents such that he/she will know procedures for any
emergency at Camp, the general rules of the Camp and required staff behaviour, and
where to find information when required. This manual complies with the requirements of the
United Church Camping Standards Manual.
JOB DESCRIPTIONS, Condensed.
See individual manuals for detailed job descriptions.
Risk Assessment: Any position which creates the opportunity for unsupervised access to
children (or other vulnerable individuals) is given an assessment of the degree of risk in
which that person could, on occasion, be placed. The “risk” refers to the vulnerability of that
person to accusations of verbal, mental, physical, or sexual abuse. It is therefore incumbent
on each staff person to be aware of such risks and to take care not to place themselves in a
position such that a camper or other vulnerable person could feel threatened. Generally,
this means do not be alone with a vulnerable per- son. General safety issues are not
represented by this assessment, such as Waterfront Staff and drowning or Cooks and food
poisoning. The risk assessments are made for the purposes of screening for character
during the recruitment process.
The Board of Directors has assigned a risk assessment to each staff position. Risk
assessments are given on a scale of 1 to 10, where 10 indicates the possibility of being at
greatest risk.
Executive Director(s)
(Risk assessment — 3)
The Executive Directors (ED) are the persons hired for the whole year to look after all Camp
business not handled by the Board of Directors.
The EDs serve on the personnel committee to hire paid staff, and establish their work
schedules because paid staff work under the ED’s direction.
The EDs are involved with leadership recruitment and training. They work with volunteer
staff to ensure that the Camp Director’s program meets with the Christian objectives of the
Corporation, and they approve the Camp Director’s choice of volunteers.
The EDs work within the policy established by the Lau-Ren Camp Corporation and have
authority to make on-the-spot decisions in consultation with the weekly Camp Director
about any issue within the Camp. They are available during Camp for consultation and
advice.
The EDs are expected to attend meetings of the Board of Directors and prepare the Annual
Report.
The emphasis is on coordinating rather than doing the thousand-and-one jobs that have
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to be done each year in order for the Camp to run smoothly and successfully.
The EDs have specific duties with regard to preparing the menus, training the Cooks, and
ensuring that the required standards of cleanliness are adhered to.
Camp Director (Risk assessment — 6)
The Camp Director must be a minimum of 25 years of age. The main job of the Camp
Director (CD) is to plan, in conjunction with the chosen leaders, a weekly program which will
both entertain and instruct the campers. The CD attends pre-camp Training Days and has
training days of his/her own for the specific Camp.
The CD recruits the Health Care Provider and up to 5 other Leaders (Bible Study, Crafts,
Sports, Nature Study, Song Leader, Other).
The CD is on hand during registration, has a pre-Camp meeting with the EDs, and
consults with the Cooks and Waterfront Staff to advise them how they are requested
to integrate with the planned program.
Camp Lau-Ren is a Christian Camp and all camps must offer a daily Bible Study
program that reflects the theology, culture and traditions of the United Church and
offer open opportunities for campers to talk about their beliefs and experiences.
The CD is responsible for all aspects of the weekly Camp, deferring only to the EDs
on items of Board policy.
Prior to Camp, the CD advises the Cooks of the number of campers and any
special meal requirements such as allergic campers, birthdays, special types of
meal, etc.
Leaders (Risk assessment — 7)
A Leader is defined as one who has responsibility for a period of instruction at Camp.
Leaders can teach crafts, nature study, music, life study, canoeing, archery, etc.
Leaders must be 19 years of age and do not have any counselling duties.
New Leaders are required to attend pre-camp training sessions (Training
Weekend).
Leaders are responsible to the Camp Director and work under the CD’s
authority. Leaders may require the co-operation of counsellors in carrying out
their program.
Counsellors (Risk assessment — 10)
Counsellors are required to attend pre-camp training sessions.
The Counsellor is the closest link the camper has with the program and activities
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during his/her stay at Camp. Therefore, the Counsellor should at all times be aware of
the where-about and activities of all of the campers under her/his care, unless
involved in other assigned duties.
The well-being of the camper must be a constant concern, especially with regard to
personal safety. Any illness or injury of a camper must be brought to the attention of
the Health Care Provider (HCP) immediately.
Cooks (Risk assessment — 4)
Cooks must have the proper qualifications and be able to prepare food in an
efficient and timely manner following a set menu for 40 – 80 persons.
The Cooks order the kitchen supplies, prepare the meals, ensure sanitary conditions
in the kitchen.
The Cooks are responsible to the EDs but consults with the CD with regard to serving
procedures. Any problems with volunteer leaders are to be taken up with the CD.
The Kitchen is off limits for campers, leaders, and counsellors at all times.
Waterfront (Risk assessment — 9)
The Waterfront Director (WD) must be at least 18 years of age and hold the
equivalent of the National Lifeguard Service’s Registered Lifeguard Certificate.
Before Camp, prepare a complete set of waterfront safety rules and prepare the
camp for the waterfront program—prepare the beach, become familiar with the
Camp’s equipment and ensure safety items are in place and in satisfactory
condition.
The WD assumes responsibility and authority for the safety of everyone involved with
swimming or waterfront activities, and, in conjunction with the Assistant and Floater,
provides swimming activities and instruction in water safety.
Coordinates with the CD to establish that Camp’s program.
Ensures that the waterfront periods are timed to fit in with the Camp activity
schedule.
Organizes and runs a Beach Day (usually an afternoon) as required by the CD.
The WD has full authority over everyone with regard to the beach and any waterfront
activity, including the use of canoes or boats. The Assistant Waterfront has similar
authority.
The Assistant Waterfront is responsible to the WD and may be appointed Tuck Supervisor.
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Caretaker (Risk assessment — 5)
The Caretaker (CT) is a general handyperson 18 over who is familiar with the basics of
carpentry, plumbing, and small gasoline engines. The CT must also have a Boat Operator’s
Card.
The main duty of the CT is to ensure the safe and sanitary condition of the grounds, the
cabins and the washrooms. The CT washes the Dining Hall and Kitchen floors. The
CT ensures the ready availability of all sanitary consumables and empties garbage
pails on a regular basis.
The CT looks after cutting grass, maintaining the lawnmower and outboard motors,
and making small repairs. The CT prepares and looks after the campfire.
The CT can require anyone on Camp property to immediately stop any action that
is destructive to property, or endangers personal safety.
Tools in the Service Centre are for the use of the CT and are available for use by camp
staff only with permission. Tools are not for use by campers.
The CT instructs the Camp on the Emergency Drill, and carries one out at the
beginning of the Camp week.
Health Care Provider
(Risk assessment — 9)
Be on hand at registration to accept camper medications and consult with parent/guardian.
Review application forms to be familiar with campers’ allergies, medical restrictions, etc.
Return medication at end of camp.
Provide a health plan for campers requiring special attention.
Be the person to come to for medications and major first aid needs.
Record each incident requiring medical attention and complete a report form for any
accident or injury requiring first aid. Maintain the first-aid kit for out-trips.
Takes all possible precautions to prevent the transmission of disease.
Returns all medication and Health Cards (if left at Camp) at the end of Camp.
Takes care of Infirmary and leaves it clean and tidy ready for the next camp.
Behaviour Standards for Camp Staff
Camp staff are to behave as appropriate role models when on the Camp property, when off
property doing Camp business, and while on short-term breaks.
The use by Camp staff or occasional resource people of alcohol, illegal drugs,
marijuana products or prescription drugs not prescribed by their physician, is
prohibited. This applies on Camp property or while supervising campers off property.
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Behaviour Standards for Camp Staff.
Grounds for Dismissal and Appeal
If the performance of a staff member is deemed by any of his/her superiors, to be
lacking in any respect, the person to whom that staff member is immediately
responsible should speak to that staff member. This can be thought of as a verbal
correction.
If the incident provoking the correction is of a more serious nature, the conversation
should be confidential, notes should be made by the superior, confirmed by the staff
member, signed and dated by both parties, and filed. If there is disagreement,
separate accounts of the incident should be written by each party, signed and dated
by both parties, and filed.
If a third conversation is necessary, the immediate supervisor (Waterfront Director,
Head Cook, Camp Director) should conduct the conversation in the presence of an
Executive Director. In this case, the Executive Director constitutes the appeal judge,
and a final decision on dismissal will be made by the Executive Director.
In all cases, the terms of written hiring agreements/contracts must be followed.
Any complaint about camp staff misconduct is to be made to the Camp Director
and/or one of the Executive Directors. This complaint should be written indicating
the reason for the complaint and, if possible, verified by a second, or more,
persons.
Camp Lau-Ren Board
Camp Lau-Ren is administered by a Board of Directors made up of up to 15
representatives from churches in Renfrew County or people with an interest in
United Church camping. The Executive Committee is comprised of a Chairperson,
Vice-Chairperson, Secretary and Treasurer elected from the Board of Directors.
The name and phone number of the Chairperson of the Lau- Ren Camp
Corporation Board of Directors is posted by all phones at camp. A complete list of
Board members is available from the Executive Directors.
Executive Directors:


Ron Hartnett: (h) 622-0443 (w) 432-5853 (c) 570-0139



Joanne Hartnett: (h) 622-0443; (w) 721-4700 ext 5606; (c) 293-9179

Conference Camp Committee
The name and contact information of the Chairperson of the Conference Camp
Committee is available from the Chair of the Camp Lau-Ren Board of Directors or the
Executive Directors.

Camp Lau-Ren Staff Manual

Page | 8

Camper Discipline
Verbal corrections are encouraged for moderate camper transgressions. Serious
offences may require the attention of the Camp Director or Executive Director, but every
effort should be made to correct the behaviour and then move on. Problem campers
should have their discretions documented in writing on an “Incident Report Form for
Camper Misbehaviour” and parents/guardians should be made aware at the end of
camp of these documented incidents. The name of any camper who the Camp Director
does not recommend to return the following year should be given to the Executive
Directors at the end of the Camp who will forward that information to the Camp
Registrar. Appropriate documentation (Incident Report Form for Camper Misbehaviour)
must be filed with the Camp records. Corporal punishment as a discipline style is not
acceptable and will be considered as grounds for immediate dismissal of a camp staff
person or volunteer.
Dealing with Camper Misconduct
If a child is to be sent home, the child is not to be released to any person other then a
parent or guardian unless the parent of guardian grants permission for the child to be
released to another person. The child is to be released only to that person
specifically named. This will be discussed in detail at Training Weekend
Privacy Concerns
We are required by law to respect any private information submitted by campers,
paid staff, and volunteer staff on their application forms. Certain private
information is asked for so that we may best serve the person. These individuals
have consented that we may collect, use and disclose their personal information
for purposes identified on the application form. Such in- formation may include
whether a child has a tendency to be homesick, or wet the bed, or have any other
medical condition or physical disability, or have any other condition which is of
concern to only the Camp Director, the Health Care Provider, the Counsellor,
certain Leaders or Hired Staff. These latter persons are bound by law to desist
from passing on such private information to anyone not directly concerned with
dealing with that private matter. Camp Lau-Ren’s privacy policy may be viewed
on the Camp website at www.camplau-ren.com.
Sexual Conduct in the Camp Workplace
Staff are expected to conduct themselves in a professional manner both while on
Camp property and while outside the work site during the employment period.
Physical and non-platonic affection between staff is strictly prohibited. No staff
shall participate in a romantic relationship with another co-worker (either paid or
volunteer) during their term of employment at Camp Lau-Ren. Staff are to show no
signs of physical affection while on the camp site.
In addition:
Staff should ensure that any relationship between staff and camper is a
professional relationship. While employed by Camp Lau-Ren, staff and
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volunteers are not to visit, communicate (via Internet, email or phone) or socialize
with any camper outside of camp (other than family and family friends). Any
contact with a camper outside of the camp setting after the camping season
should occur in the presence of the camper’s parents/guardians or their
appointed designates.
For the protection of the staff person, there should not be any room for
misinterpretation of the relationship between campers and staff. Camp LauRen staff will never share staff addresses, telephone numbers or email
addresses with campers or their families.
Consequences of Inappropriate Behaviour:
Camp Lau-Ren will take corrective or disciplinary action in response to
inappropriate behavior, relationships or actions by staff members. The Executive
Directors, according to the nature and severity of the inappropriate behavior, will
determine the type of corrective or disciplinary action up to and including
dismissal.

LAU-REN CAMP REGULATIONS
governing the conduct of persons on
the Camp premises by authority of the
Lau-Ren Board of Directors

STANDARDS OF CONDUCT for Summer and Volunteer Staff
The Board of Directors has prepared a set of guidelines for campers which is a part of
the registration form. These guidelines have been adapted to pertain to summer and
volunteer staff.
Both are titled “Standards of Conduct” (SoC). Any camper/parent/guardian, summer or
volunteer staff member refusing to sign these guidelines, will not be accepted at LauRen.
The following directions apply:
a) The Camp Director will ensure that each camper and parent/guardian has signed a
SoC form.
b) The Camp Director will ensure that each Volunteer staff member, self-included,
has signed a SoC form.
c) The signed forms of Volunteer staff members will be retained by the Executive
Directors.
d) The Executive Directors will not employ an individual as a staff
member without a signed “Standards of Conduct” form.
e) Details of the “Standards of Conduct” for staff can be found on pages 12 and 13.

Camp Lau-Ren Staff Manual

Page | 10

1. CAMP PROPERTY AND EQUIPMENT
a) No trees shall be injured or cut down without the permission from the Executive
Director or Property Chairman.
b) Mechanical equipment must not be touched by campers or volunteer staff.
Need of repair or adjustment should be drawn to the attention of the Camp Director
or Caretaker.
c) The Service Centre is out-of-bounds to all campers and volunteer staff without
the specific con- sent of the Caretaker.
d) Campers are expected to avoid damaging the buildings or furnishings. The
cost of repairing malicious damage and of erasing graffiti will be charged to the
offender’s parent or guardian.
e) Forrest Motel, Harrison, Patterson, Smyth and the Volunteer Leaders’
washrooms and surrounding areas are out-of-bounds to campers unless
specifically approved by the Camp Director or Executive Director.
f) No firearms are allowed on the property.
g) Patterson is out-of-bounds to everyone unless specifically approved by the
Executive Director(s) or Property Chairman.

2. SANITATION AND CLEANLINESS
a) Cabins and grounds shall be cleaned by each outgoing Camp. See the notice in
each cabin for guidelines.
b) Waste paper and garbage shall be deposited in containers, and the Camp
grounds kept clean and tidy.

3. WATER SAFETY
Any waterfront or beach activity by campers, volunteer staff, or summer staff (day
or evening) must have prior approval of the Camp Director and the Waterfront
Supervisor.
a) Every reasonable precaution shall be taken to ensure the safety of all
persons involved in water related activities.
b) No one is to enter the water or use boats or canoes without the consent of
the Waterfront Director. Unsupervised swimming and swimming beyond the
buoy line after dusk are strictly for- bidden.
c) Boats and canoes shall not be used in the swimming areas during
swimming periods except for lifeguard patrol.
d) Government regulations regarding life jackets and boat or canoe capacity
shall be strictly observed.
e) All watercraft must be drawn up on shore and fastened with chain to guard
against changing water levels.
f) All watercraft must be chained and locked when the beach is unattended.
g) A complete summary of watercraft safety rules is available from the Waterfront
Director.
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4. HEALTH MAINTENANCE
a) Every accident or illness shall be reported immediately to the Health Care
Provider, or the Camp Director.
For AMBULANCE service, call 911
Deep River HOSPITAL — 911 for emergency only. Otherwise 584-3333
b) In the event of an accident or injury, all necessary precautions shall be
taken by the attending individual to prevent transmission of disease or
accusations of abuse.
c) An accident report shall be filled out by the Health Care Provider and by
the first attending individual.
d) Campers and all volunteer staff who require special medication shall
deposit such medication with the Health Care Provider to be administered under
his/her supervision. Campers and all volunteer staff may not have any kind of
drugs or medication with them in the cabins; these items are to be kept in the
Infirmary.
e) Alcoholic beverages, marijuana products and un-prescribed drugs of any kind are
not allowed on Camp property.
f) Close-toed shoes shall be worn by all individuals on the Camp grounds to
prevent cuts and bruises.

5. SMOKING
a) For reasons of both health and fire prevention, the Board highly
discourages smoking or e-vaping on Camp property.
b) Summer and Volunteer Staff will not smoke in the presence of Campers.
c) With the prior approval of the Camp Director or Executive Director,
smoking will be allowed only on the Smyth porch — out of sight of Campers.

6. FIRE PREVENTION
a) Fires shall only be lit only in the established campfire site.
b) Campers and Leaders shall be informed of the location and use of available
fire-fighting equipment.
c) All government fire regulations shall be posted and observed.
d) In case of fire,
call 911
e) A fire drill will be conducted once during the beginning of each camping
period.

7. OUR NEIGHBOURS
a) Campers and staff shall conduct themselves in such a manner that they do
not become a nuisance to the neighbouring cottagers or people they may meet
on out-trips.
b) Campers and staff shall not enter onto adjacent cottage property without
permission from the owner.
c) Campers and volunteer staff shall not leave the Camp property unless they

Camp Lau-Ren Staff Manual

Page | 12

have permission from the Camp Director. Paid staff may leave without
permission but must advise the CD of time of departure and return.

8.

VISITORS, TRESPASSERS, TROUBLEMAKERS

a) Campers and Leaders must not encourage the presence on Camp property of
people who have no business at the Camp. Paid staff may have visitors but must
inform the CD of visitors and their expected arrival time. There shall be no overnight
visitors of summer staff, leaders, counsellors, etc. Visitors of paid staff shall depart
from the premises no later than 10:00 p.m. Paid staff off-site for the evening are
expected to return to the premises by 10:00 p.m. and must do so quietly.
b) The Camp Director should be notified immediately of the presence of
strangers in the Camp. S/he should ascertain the reason for their presence and
deal with it if it is legitimate, or ask them to leave if they have no legitimate
business here. Troublemakers should be told that the Provincial Police will be
called if they do not leave.
ONTARIO PROVINCIAL POLICE — 911
c)
The Director is responsible for approving the presence of all visitors.
Approved visitors staying for meals pay $7.00. The Camp Director is responsible
for collecting this money and turning it over to the Executive Director.
d)
The above rules shall be interpreted by the Executive Director who
represents the Board of Directors. Camp rules shall be administered by the Camp
Director at each Camp, assisted by the volunteer leaders and with the co-operation
of all of the campers. The Camp Director has authority to send home any camper
not complying with the rules of the Camp.

CAMPER STANDARDS OF CONDUCT
Camp Lau-Ren's continuing success is due in part to the Board of Directors demanding the
highest standards of safe and moral behaviour from both staff and campers. For the benefit of
those who may not be aware of our standards, the following represents a partial listing which
covers the most obvious concerns.
SAFETY
Except for the beach area, foot protection is to be worn at all times. The beach area is out-ofbounds unless supervised. All the remaining waterfront area and wooded areas are out-ofbounds unless the camper is participating in a supervised activity. Smoking is not allowed at
camp. Alcohol and non-medical drugs are prohibited at camp.
RESPECT FOR FELLOW CAMPERS AND STAFF
Offensive or profane language, physical or mental abuse of another will not be tolerated.
RESPECT FOR PROPERTY AND NATURE
Camp property and property belonging to individuals must not be disfigured, damaged or
destroyed.
Nature's plants must not be uprooted, nor bark removed from trees, nor animals disturbed.
RESPECT FOR PRIVACY
Campers will not enter the area between the Craft Centre and the Motel, Smyth, Smyth
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Washroom, Harrison and the area around Harrison and Smyth. Unless invited, a camper must
not enter a camper cabin other than the one assigned to him or her.
RESPECT FOR THE DUTIES OF OTHERS
Campers will not enter the Kitchen, the area behind the Kitchen or the Caretaker's building.
RESPECT FOR PROPER ATTIRE
At Camp Lau-Ren, we want everyone to be comfortable and ready to participate in programs
where the quality of the experience is more important than fashion. Camp Lau-Ren’s dress code
is meant to promote a sun-safe and conservative standard to campers from a variety of
backgrounds and denominations. The Camp Director applies what is appropriate and has the
authority to ask anyone to change clothes that fall outside of the camp’s guidelines. Shoulders
and heads are to be covered during the day to avoid sun exposure (i.e., not just sun visors).
Campers will wear one-piece bathing suits or respectable tankinis on the beach and at
waterfront activities. The following items are not permitted: offensive logos or art work; spaghetti
straps; halter tops, tank tops or bare stomachs; visible underwear; low-cut or revealing tops,
pants, mini-skirts or shorts. Flip flops, crocs or open toed shoes may not be worn for any
outdoor activity except going to and from the waterfront, so be sure to pack sturdy running
shoes.
GENERAL
Campers must strictly adhere to additional standards/rules/guidelines imposed by the Camp
Director and approved by the Executive Directors. A camper must attend all programmed
activities unless excused by the Health Care Provider and/or Camp Director. Prior permission
from the Camp Director must be obtained before leaving the site. The Camp Director is to be
informed of any expected visitors. No food items of any kind are to be brought to camp.
Campers are not allowed to bring cell phones or any other electronic devices to camp. All music
played at camp will be age, language and subject appropriate.
NOTE: The Camp Director has the authority to send a camper home for not conforming to the
standards set out above. Any camper sent home may not be eligible for consideration as a
camper in the future.
UNDERSTANDING
I acknowledge that I have read, understood and agree to abide by the above STANDARDS OF
CONDUCT while in attendance at Camp Lau-Ren. I agree to participate fully in the camp
program. I agree not to bring any cell phones or electronic devices to camp.
Signature of Camper ________________________________________
I confirm that the above Camper has read, understood and agrees to abide by the above
STANDARDS OF CONDUCT while in attendance at Camp Lau-Ren.
Signature of Parent/Guardian _______________________Date _______________
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Standards of Conduct
Summer and Volunteer Staff
Forward:
Camp Lau-Ren’s continuing success is due in part to the Board of Directors demanding the
highest standards of safe and moral behaviour from both staff and campers. The following
represents a partial listing which covers the most obvious concerns.
Safety
Except for the beach area, covered foot protection is to be worn at all times (sandals are not
considered as covered protection). Crocs are acceptable but should be worn with the heel strap
and should not be worn while climbing the rock or for sports activities. Water shoes are
recommended.
The beach area (with the exception of the Camp Director and Executive Director) is out of
bounds unless supervised.
Everyone must have prior approval of the weekly Camp Director for non- programmed activities
during the week: in the water, on the waterfront, the waterfront area and Fellows Hollow.
Tobacco smoking, e-cigarettes or vaping are highly discouraged at camp and are only allowed
in a designated area on Smyth porch out of sight of campers.
Alcohol, marijuana products and non-medicinal drugs are prohibited on camp property.
Respect for Campers and Fellow Staff
The following will not be tolerated:
 Offensive or profane language.
 Physical or mental abuse of another person.
Respect for Property and Nature
 Camp property, and property belonging to others, must not be disfigured, damaged, or
destroyed.
 Nature’s plants must not be uprooted, nor bark removed from trees, nor animals disturbed.
Respect for Individual Privacy
Counsellors and volunteer staff (with the exception of the Camp Director) will not enter the area
between the McLaren Craft Centre and the Forrest Motel. Counsellors and Summer Staff will
not use the facilities of Smyth Washroom unless previously arranged by the Camp Director.
Respect for the Duties of Others
With the exception of the Camp Director and Summer Staff, Leaders and Counsellors will not
enter the Kitchen, the area behind the Kitchen or the Workshop. Exception to this rule applies
for Leaders serving evening snack.
Respect for Proper Attire:
 All Summer Staff, Counsellors and Volunteer Staff will wear one-piece bathing suits or
tankinis on the beach and at waterfront activities.
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 The following items are not permitted: offensive logos or art work; spaghetti straps; tank
tops; halter tops or bare stomachs; visible underwear; low-cut or revealing tops; pants, skirts
or shorts.
 Flip flops, crocs or open toed shoes may not be worn for any outdoor activity except going to
and from the waterfront.
Respect for Authority
 All staff members must strictly adhere to additional standards/rules/guidelines imposed by
the Camp Director, and approved by the Executive Director.
 All Counsellors and Leaders are expected to abide by curfews set by the Camp Director and
Executive Directors.
 Counsellors must attend all programmed activities unless the Camp Director has delegated
other duties or given prior permission to be excused.
 Prior permission from the Camp Director is required for any staff member to leave the site.
 The Camp Director is to be informed of any expected visitors.
 Cell phones and other electronic devices brought to camp by Volunteer Staff and
Counsellors will be kept in a locker in Smyth and will only be used in Smyth Lounge or on
Smyth porch during break time. (At all other times, these devices will be turned off and kept
in a locker – not left out on tables, floors or furniture.)
 All music played at camp will be age, language and subject appropriate.
 There will be zero tolerance for pranking of any kind.
The Camp Director will discuss with any Volunteer or Paid staff member not conforming to any
standard of conduct in private, the reason why not. If the issue cannot be resolved, the Camp
Director will consult with the Executive Director.
Any Summer Staff member not conforming to any of the above standards will be brought to the
attention of the Executive Director by the Camp Director. The issue will be discussed in private
with the following present: Camp Director, Executive Director(s), and Summer Staff Member.
Any decision on an infraction may be mutually agreed to by the meeting parties, but will require
the consent of the Executive Director.
____________________________________________________________________________
Understanding
I acknowledge that I have read, understood, and agree to abide by the above Standards of
Conduct while an employee or Volunteer staff member at Camp Lau-Ren.
Staff (please print name):

___________________________________________________

Signature ___________________________________________
Dated this ________day of _________(month) _________(year)
If Under 19 years of age:
Adult Witness (please print name): ______________________________________________
(Not Related)
Signature ___________________________________________
Dated this _________day of_________(month)_________(year
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GUIDELINES AND PROCEDURES FOR SUSPECTED,
OR DISCLOSURE OF, CHILD ABUSE
The Board of Directors of the Lau-Ren Corporation tries to provide a loving Christian
community for the campers and leaders. The Board of Directors, the leaders, and the
counsellors, have a responsibility to deal with all matters of child abuse. We thank the
Ontario CGIT Association for allowing us to use their guidelines as an example.
The following shall become the policy and procedures for Camp Lau-Ren in dealing with
child abuse.
What is Child Abuse?
Definition: Child abuse is any form of physical harm, emotional deprivation, sexual
mistreatment, or neglect, which can result in injury or psychological damage to a child.
Types of Abuse
 Physical Abuse — any act resulting in a non-accidental physical injury including not only
intentional assault but also the result of unreasonable punishment.
 Sexual Abuse — Usually refers to taking advantage of a child for an adult’s sexual

gratification. It can include exposure, masturbation, fondling, or intercourse through threats,
bribes, force, or misrepresentation.
 Emotional Abuse

— confinement, isolation, verbal assault, humiliation, intimidation,
infantalization or any other treatment which may diminish the sense of identity, dignity
and self-worth of an individual.

 Neglect

— Chronic inattention to the child’s emotional and physical needs, including
food, clothing, shelter, hygiene, safety, supervision, and medical attention.

Responsibilities of Counsellors and Leaders
 Educate yourself on Child Abuse and attend training sessions when available.
 Be alert, aware of, and sensitive to, any possible abuse to your campers and be prepared

to take appropriate action. This applies whether the abuse took place in the camper’s
home, or here at Camp.
 As a volunteer you have a responsibility to the child. Also, you have a legal responsibility

to report (see next heading) whether you suspect abuse, or have received a disclosure
of abuse.
 Be open to what the children are saying.

What To Do If You Suspect Abuse Has Occurred
 Counsellors and Leaders are to report any suspicion of child abuse to the Camp Director.
 Directors are to call the Family and Children’s Services to report your suspicions, or to

report what you have been told.
 As soon as possible, the Camp Director shall inform the Camp Executive Directors and

provide a written report.
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What To Do If There Has Been A Disclosure Of Child Abuse
Disclosures are to be reported to the Camp Director because the Camp Director is totally
responsible for the safety and well-being of each camper and leader while at Camp.
The Camp Director shall be responsible for contacting the Family and Children’s Services
as soon as possible after the disclosure is made.
As soon as possible, the Camp Director shall inform the Camp Executive Directors and
provide a written report.
What To Do If A Staff Member Is Being Abusive
In case of suspicion of a staff member, (volunteer staff or summer staff) report the
suspicion to the Camp Director or Camp Executive Directors who shall then notify the
police.
What To Do If There Is Suspicion, Or Disclosure, Of Abuse At Camp
 Confidentiality of the camper shall be respected. This means that the case is NOT to be
discussed openly.
 BELIEVE in the child.
 Listen openly and calmly to the child.
 Reassure the child that he/she is not to blame.
 Tell the child that you must report the disclosure to the proper authorities — Family and

Children’s Services.
 Document the exact words the child used in disclosing the abuse as soon as possible

after the disclosure.
 Write a clear description of what took place, how the child happened to mention the

abuse, and record the time, date, place.
 Do not question the child; you are not the professional. LISTEN to him/her.
 No contact shall be made with the alleged abuser.
 You, as the Leader, will need to seek support. Seek out a trustworthy person from whom

you can gain help and support.
 Remember to keep the child’s name in confidence.
 All suspected abuse, or disclosure of abuse, shall be reported to the Camp Director. (See

previous page )
 If the disclosure is made to a Leader, that Leader shall write the documentation, date and

sign the report.
 All documentation is confidential and shall be kept in a secure location.
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WHAT TO LOOK FOR
PHYSICAL ABUSE
Several of these factors might indicate physical abuse.
 Unexplained bruises, welts, lacerations or abrasions on the face, torso, back, buttocks,
backs of the legs or on the external genitalia.
 Unexplained small circular burns (cigarette burns) on the soles of the feet, palms of the
hands or back of the buttocks; rope burns on arms, legs, neck, or torso.
 Immersion burns with clear lines of demarcation or patterned burns indicating a hot object
(such as stove element marks on the buttocks).
 Delays in seeking medical attention or injuries in various stages of healing.
 Fractures or dislocations on children under two years of age which could be the result of
blows, throws, or severe shaking.
Also look for these behaviour patterns
 Runaway attempts, fear of going home.
 Wariness of adults
 Stilted conversation, vacant stares or frozen watchfulness; no attempt to seek comfort

when hurt.
 Absence of parental support.
 Role reversal, where the child tries to care for the parent.
 Child describing self as bad, deserving to be punished.
 Constant attempt by child to please parent.
 Behaviour extremes such as sudden aggressiveness or withdrawal.
 Inappropriate dress (perhaps to cover injuries).
 Uncharacteristic change in participation in physical activities.
 Child denying or minimizing injuries and bruises.

SEXUAL ABUSE
Several of these factors might indicate sexual abuse.
 Physical indicators in the external genitalia, vaginal or anal areas such as swelling, itching,
bruises, bleeding, or lacerations.
 Pain during urination, or pain that leads to difficulty in walking or sitting; recurring vaginal
infections or sexually transmitted diseases, especially in pre-adolescents.
 Pregnancy.
 Sores in the mouth.
 Eating or sleep disturbances.
 Recurring physical ailments.
 Direct or indirect disclosure of the abuse by the child.
Also look for these behavioural patterns
 Unusual, detailed knowledge of sexual behaviour.
 Confusion about sexual identity, norms, love, care getting and caregiving.
 Reluctance to participate in physical activities or to undress or take a shower after sports.
 Fear of normal physical contact, especially when initiated by a child.
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 Inappropriate provocative behaviours, promiscuity, running with a “fast” crowd and

involvement with drugs or alcohol.
 Running away from home.
 Self mutilation, depression, suicide attempts.
 Poor peer relationships, self-image, overall self care.
 Overly compliant or, conversely, overly aggressive and destructive behaviours.
 Chronic depression, anxiety, withdrawal, phobic behaviour.

EMOTIONAL ABUSE
Several of these factors might indicate emotional abuse.
 Speech disorder (because of nervous anxiety).
 Sleep disorders.
 The presence of psychosomatic complaints (headache, nausea, abdominal pain).
 Involuntary twitching of muscles, especially on the face.
Also look for these behaviour patterns
 Mental or emotional developmental lags, behaviours inappropriate for age.
 Disruptive behaviour extremes — withdrawal, aggressiveness, anger, hyperactivity.
 Overly compliant behaviour (too well-mannered, unusual need to please adults).
 Fear of failure, overly high standards, reluctance to play.
 Unusual fear of consequences of actions, often leading to lying.
 Threatened or attempted suicide.
 Frequent depression or self-depreciation.
NEGLECT
Several of these factors might indicate neglect abuse.
 Poor physical hygiene might indicate neglect.
 Hunger, low weight, poor growth pattern, fatigue, listlessness, lethargy both at work and
play.
 Unattended needs, e.g. untreated injuries and illness; sight, hearing, or dental problems.
 Inappropriate clothing.
 Inadequate supervision or abandonment.
Also look for these behaviour patterns
 Demands for constant attention.
 Lack of parental participation and interest.
 Indications that no one is at home.
 Frequent absence or arriving too early for activities and staying too late.
 Delinquency or abuse of alcohol or drugs.
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IN CASE OF FIRE, OR EMERGENCY DRILL
1. In case of fire, or an emergency drill, the Caretaker shall assume full authority over
Camp procedures. In the Caretaker’s absence, the Waterfront Supervisor will be in charge.
2. In case of fire, or for purposes of an emergency drill, the Camp bell will be put on a
continuous ring.
3. In the event that a camper discovers a real fire, the camper should advise the nearest
volunteer or Summer Staff member who will then ring, or cause to ring, the bell. The person
who rings the bell should stay by the bell until the Caretaker or Waterfront Supervisor
arrives to find out where the fire is.
4. On hearing a continuous ring, all campers, paid staff and volunteer staff are to cease
what they are doing and proceed to the flagpole to assemble in groups; the campers and
counsellors by cabin. All persons, especially campers, are to be accounted for.
5. On the way to the flagpole, counsellors and leaders are to supervise the hasty
movement of campers. Counsellors, after checking their cabin for campers, will hurry to the
flagpole.
6. In the case of an emergency drill, the Caretaker will take the opportunity to address
those assembled on the topic of fire safety, and of the procedures in case of a real
emergency. The Caretaker may also take this opportunity to fill the campfire fire barrel.
7. In case of fire, the Caretaker shall see that the fire department is called and, while
waiting their arrival, in discussion with the Camp Director, shall decide on whether any
attempt will be made to fight the fire. Leaders are to be sent on errands, counsellors are to
stay with their campers during a fire.
8. In the case of a Fire Drill, the Kitchen staff are exempt. (The rationale for this is that it
may interfere with meal preparation and stove elements may be inadvertently left on and
food burned.)
9. In the case of a Waterfront Emergency Drill, the Kitchen Staff and Caretaker are
similarly exempt.

EMERGENCY EVACUATION PLAN
The evacuation plan is a necessity to protect the campers, volunteers and paid staff.
All staff will receive training in an evacuation and a written copy of the plan during
orientation to their summer job. All Volunteers will receive instruction during the Training
Weekend and the pre-camp meeting held by the Director. A copy of the Plan will be posted
at Smyth with the Fire plan and Water Search. All volunteers and staff will report to the
Director.
If you hear the ALARM, detect FIRE or other EMERGENCY
1. Evacuate any volunteers, campers and staff to safety, by the closest exit.
2. Ring the alarm.....Alarm bell is located in the Dining hall and by the door in the Lounge
at Smyth. The Emergency bell is a continuous ring.
3. Call 911 if appropriate. Telephones are located inside the side entrance of the kitchen,
in the Director's bedroom in Smyth, in the Staff Lounge in Forrest Motel, and in the Infirmary.
4. Assemble at the Flag pole in cabin groups. The Head cook or her designate will
account for the Summer Staff. The Counsellor or designate for the campers in a
counsellor’s cabin. Camp Director for the Leaders. Ensure everyone is accounted for and
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no one is missing. The director will designate a group to search, if it can be done safely.
5. Assemble by the entrance to the sports field if unable to get to the flag pole due
to encroaching fire or water.

WATERFRONT EMERGENCY & SEARCH PROCEDURE
This procedure is designed for a busy free-swim period and where two lifeguards are on
duty. One is presumed to be on the raft, and one on the beach. Alterations to this procedure
will be made dependent on the emergency and the activity in progress at the time.
Alterations to this procedure may only be made by the individual in charge of the beach.
All staff will be trained in their roles for waterfront emergency procedures with additional
focus on the roles of waterfront staff. Procedures will be practiced prior to start of camp and
thereafter every two weeks while camp is in session.
Procedure

3.
4.
5.
6.

Beach Guard
Likely the first individual to be informed of the emergency.
Alerts the Raft Guard immediately. Radios Camp Director and informs his/her there is an
emergency situation.
Quickly sends all Campers, one Counsellor from each cabin and two Leaders to the flagpole
area.
Sends all Counsellors and Leaders qualified in Waterfront to the Raft Guard for instructions.
Instructs remaining Counsellors and Leaders in shallow water search.
Initiates and supervises shallow water search.
Sends someone to inform the Camp Director if, after fifteen minutes, search is unsuccessful.

1.
2.
3.
4.
5.
6.
7.

Raft Guard
Quickly sends all persons, except those qualified in waterfront, to the Beach.
Checks area from the raft visually.
Instructs helpers in method of deep water search.
Initiates and supervises deep water search.
Continues to check area visually.
Informs Beach Guard if, after fifteen minutes, search is unsuccessful.
Continues deep water search.

1.
2.

1.
2.
3.
4.
5.

Two Adults
One Leader runs to the Dining Hall, rings the Emergency bell, then returns to the flag pole.
At the Flagpole, Counsellors quickly seats all Campers in cabin groups. Once all campers
are accounted for, Counsellors return to Beach.
Both Leaders continue to ensure Campers remain seated and in cabin groups.
Inform the Camp Director of the situation on his/her arrival.
Follow instructions of Camp Director.
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Camp Director
Upon arriving, determines cause of emergency.
Designates two adults to search the Waterfront Area from Beach to Harrison.
Remains at Flagpole, or appoints adult to remain there.
Sends all remaining Counsellors and Leaders to the Beach Guard.
Ensures all Campers remain seated in groups at the Flagpole area.
Determine Camper who is missing.
If informed by the Beach Guard or designate that the search is unsuccessful, calls OPP,
explains situation, and requests Search and Rescue unit.
8. Contacts Executive Directors and Board Chairperson about the situation.

1.
2.
3.
4.
5.
6.
7.

All paid staff and volunteers must be familiar with their part in this emergency procedure.

1. Location and operation of Signal Horns and Bells
One signal horn is located in the attic of each cabin, one at the front of Fellowes Hollow for
the Beach, one outside Patterson for the Playing Field, one in the Craft Hall, one in Smyth
and a bell at the front of the Dining Hall.
The signal for an Emergency is the continuous sounding of these horns and bells.
The horns are operated by a switch in the Dining Hall above the sinks or from a portable
battery-operated hand-held remote control.
2. Location and operation of Fire Extinguishers
Located just inside an exterior door of each building.
3. Location and operation of telephones.
Telephones are located:
- In the Kitchen, just inside the double doors facing the river
- In the Director’s Office in Smyth Bedroom
- In Snider’s Infirmary
- In the Summer Staff Lounge in Forrest Motel
- In Harrison Cabin
4. Location and identity of the Camp Director to report any dangerous situations.
Each Camp Director will introduce him/herself to all on the first day of Camp with either
his/her proper name of a Camp name. Remember this name. The Camp Director will
normally be at the center of any major activity taking place at a particular time, Smyth
Lounge, the Bolton Resource Center, Dining Hall, Craft Hall, or in the Director’s Office in
Smyth.
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ANAPHYLAXIS
Anaphylaxis is a life-threatening allergic reaction caused by food, medication or insect bites
and stings. Even a trace amount of a food can cause a severe allergic reaction. An
anaphylactic reaction can occur anywhere from seconds up to 12 hours after contact with
the allergen. The camper must be taken to the hospital immediately for observation, even if
their symptoms seem mild.
Symptoms of anaphylaxis:
a) A ‘fuzzy’ feeling tongue and swelling in the throat area and face or eyes that are swollen
shut.
b) Swelling of the upper airway causing trouble breathing, croup like symptoms,
suffocation.
b) Swelling of the lips and tongue with trouble swallowing and breathing.
c) Runny nose, nasal congestion, sneezing, itchy watery eyes.
d) Skin eruptions such as hives or redness. Itching anywhere.
e) Constriction (tightening) of the lower airways with wheezing, asthma and cough.
f) Dizziness, and feeling like dying. Low blood pressure, pale, shock.
g) Nausea, cramps, diarrhea and vomiting.
Responsibility of the Camp Health Care Provider
To be familiar with the allergy information contained in the training manual, specifically the
administration of an Epipen, and with the emergency procedure worked out by the Camp
Executive Director in collaboration with any other staff involved with this procedure.
The Health Care Provider is to ensure that the required Epipen is stored in the Camper’s
fanny pack. The Health Care Provider will also ensure that the extra Epipens, which may
be required for transport to the hospital, are stored in a location such that they are readily
available to the emergency vehicle driver or support person.
The Health Care Provider is the ideal staff member to accompany the person having a
severe allergic reaction to the hospital.
Of Note: EpiPens/Allerjet come in 2 dosage sizes:
 Epipen/Allerjet Junior (for those weighing 33 – 66 lbs) and
 Regular EpiPen/Allerjet (for 66+ lbs)

EMERGENCY PROCEDURE FOR ANAPHYLAXIS
If there is any suspicion that someone is experiencing an anaphylactic reaction or may
have been in contact with an allergen:
DO NOT WAIT
 The Counsellor is to send a runner to immediately notify the Health Care Provider, or
the Camp Director, or the Camp Executive Directors,
 Don’t Wait. Lay the camper on the floor (ground).
 Get an Epipen from the camper’s fanny pack.
 Once the EpiPen is in hand, the 5 Rights of Medication must be performed.
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*This is protocol for all first aiders regarding emergency
medications and include:
1. Right person
2. Right medication (does the name on the
medication label match the camper’s name)
3. Right amount/dose (on the label)
4. Right method (see procedure)
5. Right time (this one is important as sometimes choking can be mistaken for
anaphylaxis.
The 5-Rights check takes only seconds and can be done while removing the EpiPen
from its protective plastic casing. (These 5 Rights will become less of a concern
when EpiPens become non-prescription or publically accessible.)
 The camper having the reaction should be moved as little as possible as movement will
increase blood flow throughout the body, thus promoting the circulation of the allergen
and speeding up the reaction.
 Remove blue safety cap if using an EpiPen, remove outer casing if using Allerject.
 Firmly press against OUTER MID-THIGH of the camper’s leg with the orange tip end of
the needle (“Blue to the sky, orange to the thigh”). (This may be done through the
camper’s clothing, if necessary). If using an Allerjet, follow the voice prompts.
 Wait 10 seconds for fluid to enter the body (use a clock or watch to time 10 seconds).
 Remove Epipen from camper’s leg.
 Massage area of injection for 10 seconds.
 Load camper into the designated emergency transport vehicle* – with a support person.
 The camper must be rushed to the hospital. Additional Epipens should accompany the
camper in case they are needed during transport – one for every 15 minutes travel time.
Repeat injection if breathing becomes laboured.
 Advise parent / guardian.
* Before each weekly Camp begins, the Executive Director and Camp Director determine
an emergency transport vehicle and possible drivers to ensure the vehicle is available for
emergency use. Extra Epipens for transport are the responsibility of the Health Care
Provider. Travel time and route to hospital is to be determined by test runs.
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Asthma
Use of Inhalers
Some campers may suffer from asthma and require the use of an inhaler. Campers who
bring an inhaler to camp should keep the inhaler with them and not leave it in the Infirmary
unless so instructed by the parent. The camper is the best person to know when he/she
needs to use his/her inhaler. The inhaler should be kept on the camper’s person or in his
personal belongings in the cabin. The inhaler should be stored at room temperature. If it
gets cold, it should be warmed only using your hands. If it gets broken or punctured, it
should immediately be taken to the HCP. If the inhaler needs to be taken with the camper
to the beach, it should be left in the box on the Lifeguard Chair. The inhaler cannot be
taken into the water.

Figure 1

Figure 2

Figure 3

A metered-dose inhaler (MDI) is a pressured inhaler that delivers medication by using a
propellant spray. Figure 1.
To use a MDI: (Figure 3)
1. Shake the inhaler well before using (30 seconds or 3-4 shakes)
2. Remove the cap.
3. Breathe out, away from the inhaler.
4. Place the inhaler it in your mouth between your teeth and close your mouth around it.
5. While breathing in slowly, press the top of the inhaler once and keep breathing in
slowly for one full breath.
6. Remove the inhaler from your mouth and hold your breath for about 10 seconds, then
breathe out.
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7. Repeat as necessary.
* An aerochamber (spacer) may be prescribed to help deliver the medication to the
lungs. (Figure 2)
Powdered inhalers such as Diskus or Tubuhaler do not need to be shaken nor do they need
an aerochamber.

Remember to have the camper rinse their mouth after using an inhaler with a steroid such
as Flovent (orange colored) to prevent yeast infections.

FIRST AID & EMERGENCY INTERVENTIONS FOR COUNSELLORS
The most important skills you bring to your position as a Counsellor is your knowledge,
skills already learned and ability to listen and to learn.
Allergies
You need to know which campers have an allergy and what behaviours to look for that
would indicate they need their medication. An allergy may be mild or severe. It is important
you make sure they take their medication when needed. Allergy symptoms can worsen in
hot humid weather, with exercise (like sports, long canoe trips), when overtired, homesick,
upset or exposed to cold water. Keep your eye on these campers. Picking up on early
signs of allergy symptoms will help the camper get their medication and care early enough
and possibly prevent a trip to the hospital.
Campers with severe allergic reactions should be familiar and able to give themselves an
EpiPen injection. They are required to carry an EpiPen with them at all times (a fanny pack
may be used) as the medication needs to be given right away. Make sure you and the
camper know where the EpiPen is at all times. Campers are advised to leave a second
EpiPen in the Infirmary. If a camper experiences a severe allergic reaction or the EpiPen
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has been used, the camper must be taken to the hospital immediately. You may need to
help them give the drug (EpiPen). Send someone to get the Health Care Provider and tell
him/her to bring the camper’s second EpiPen. Please note, the lifeguard in the guard chair
will have the EpiPen when the camper/Counsellor/Leader/Volunteer is swimming. You will
learn how to inject the EpiPen during this Training Weekend.
See the section on Peanut Allergies which includes Anaphylactic reactions and emergency
procedures.
Insect Bites and Stings
For most people, an insect bite or sting only causes some painful swelling with redness and
itching.
For those allergic to bee and wasp stings, severe allergic reactions is a life-threatening
emergency requiring immediate medical care.
Recognize the symptoms of a severe allergic reaction:
 Hives and swelling
 Vomiting
 Breathing difficulty
The person may complain of:
 Nausea
 Breathing difficulty
When these signs occur, call the Health Care Provider immediately. While waiting for the
HCP, assist the person to use his EpiPen. If the bite or sting is on an arm or leg, keep the
limb below the level of the chest (heart level). Watch their breathing.
ANAPHYLAXIS
See above.
ASTHMA - Use of Inhalers
See above.
ADHD - Attention Deficit Hyperactivity Disorder
ADD – Attention Deficit Disorder
OCD – Obsessive Compulsive Disorder; TS - Tourette Syndrome
Campers with these conditions often use medication to help them manage their behavior.
Taking these medications exactly as they are prescribed (at the right times and at the same
times every day) provides the campers with the best support for their behavior. You should
plan a quiet wind-down time at rest time and at bedtime. If their behaviour is unacceptable,
then discuss an action plan with the Camp Director or his/her designate. There may be a
plan set up ahead of time with the parents and you would be told about the plan before
registration.
More information on dealing with campers who have ADHD and ADD will be covered in the
“Challenges/Problem Solving” training session.

Camp Lau-Ren Staff Manual

Page | 28

Reactions to Temperature Changes
Cold
Can be caused by swimming, while out canoeing, exposure or inappropriate dress.
Observe your camper. Some will be more susceptible to cold than others. Some
observations may be shivering, from mild to severe, blueness in lip and nail colour, and
drowsiness.
Things you can do include wrapping in a warm blanket, giving a warm drink (could add
sweetness), rubbing arms and legs, adding additional clothing or increasing activity level.
Heat/Sun
All campers can be susceptible to heat. Make sure clothing is light and more relaxed in fit.
Light colours tend to reflect the heat better than dark colours. Make sure the camper wears
a proper hat that covers there neck, ears and face. Campers must wear sunscreen
(minimum SPF 20-35) and sun glasses should be encouraged.
Make sure CAMPERS DRINK LOTS OF WATER, minimum 8 large glasses especially with
more activity and on very hot days. Encourage breaks and stop for water and filling water
bottles hourly. (water bottles may be purchased at Tuck for a nominal fee). At mealtimes,
encourage additional glasses of water. Pop, sweet and unsweetened drinks are not
effective for replacing fluid loss like water.
The camper with heat exhaustion usually becomes red, especially in the face and neck.
They often complain of headache, nausea, may vomit, have diarrhea, are clammy, suffer
from a loss of appetite, then experience chills and collapse. You are in the best position to
observe the effects of heat or cold. There is cream available for sunburn in the Infirmary.
REMEMBER - Prevention is your PRIORITY!
Cuts, Scrapes, Scratches and Bug Bites
The Counsellor is expected to deal with simple cuts, scrapes, scratches and bug bites.
Take the camper to the Health Care Provider only if necessary. There is calamine lotion
available for itchiness from bug bites at the Infirmary.
Counsellors are required to carry a pair of non-latex gloves for First Aid use. If you have to
use the gloves, see the HCP for a replacement pair. Counsellors should always carry some
bandaids in his/her pocket for emergencies.
To reduce injuries and cuts to the feet and toes:
 Campers are expected to wear closed toed shoes.
 Wear running shoes when playing on the Rock with supervision.
 Wear running shoes on the Playing Field.
 Encourage walking instead of running unless on the playing field.
 Encourage them to wear water shoes in the water.

Camp Lau-Ren Staff Manual

Page | 29

Sprains, Strains and Fractures
Notify the Health Care Provider, who will assess the injury and provide any treatment
necessary. Do not move someone if there is any possibility of back or neck injury unless the
camper is in a danger to themselves or you.
Rashes
May be the result of heat but should be checked to make sure it is not poison ivy or some
other contagious illness or allergy.
Poor Eating Habits
It is most important that you sit with campers and observe the amount of food they eat or
don’t eat. Overeating can cause vomiting, indigestion and bloating. Encourage your
campers to eat more fruit and vegetables, eat slowly and chew their food well. Stop food
eating competitions before they get started. Encourage them to try all the types of food
served. Watch for the fussy and/or non-eater. They will, or can, develop stomach pains,
headaches, or hide in the washroom. Encourage them to try each food. Discuss if Tuck
will be continued if they don’t eat. There is always milk and bread. Fruit is always
available. Do not allow any food or snacks in the cabins.
Water Emergency
Please make sure you read the procedure posted on the bulletin board in Smyth. Let your
Camp Director and the Waterfront Supervisor know during planning what lifesaving skills
you have.
Universal Precautions
Means you wash your hands and make sure the campers wash theirs when handling body
fluids. Cough or sneeze into your elbow pit. When using a Tissue/Kleenex throw it away
into the non-recyclable garbage and wash your hands. Use the disposable gloves (latexfree) when touching blood. Make sure the area you live in is clean. Dispose of garbage
daily. No food in the cabins as this can attract insects or animals that carry infections and
can bite.
Obstructive Airway
To open the airway, use the head-tilt chin lift as instructed in First Aid.
If you suspect a spinal injury, use the jaw thrust without head-tilt.
Prevention
Prevention of any crisis, illness or injury is one of the most important responsibilities you
have.
Examples of prevention:
1. Hand washing is the most effective way to prevent infection from spreading.
2. Use of the disinfectant gel in the Dining Hall before setting the tables.
3. Following the dish washing instructions carefully.
4. Being attentive to what your camper eats and drinks.
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5. Encouraging campers to change clothes and to remove their wet bathing suits
immediately after swimming. Making sure clothing is appropriate to the weather.
6. Do not share water bottles. If the camper doesn’t have one, they can purchase one
from Tuck.
7. Adequate rest is needed to remain well and both you and the Camper need to
establish a bedtime routine starting on the first night.
8. Report your observations or concerns.
9. Make sure you have the camper or yourself at the Infirmary at the right time for
medications.
10. Have all injuries checked when they occur.
You are a role model for the camper, so wear your hat, drink lots of water, wear sun screen,
have a positive attitude towards camp programs. Respect the team you are working with.
Take your breaks and get a good sleep each night.
The following are life-threatening incidences which we hope you will never encounter
at camp. If you do, immediately send someone for the Health Care Provider and call
911. You are expected to start First Aid until the HCP arrives. The HCP will take over
and provide first aid until the paramedics arrive.
Choking
A person chokes when the airway is partly or completely blocked and airflow is reduced or
cut off. Choking is a life-threatening breathing emergency. A choking person may die if
first aid is not given immediately.
Common causes of choking are:
 Food or some other object stuck in the throat – trying to swallow large pieces of food,
eating or drinking too much while doing something else, gulping drinks with food in
your mouth
 The tongue of an unconscious person falling to the back of the throat
 Blood or vomit collects in the throat
A person’s airway can be either partially or complete blocked.
Signs of choking with some air exchange:
 Person is still able to speak
 Signs of distress – eyes are showing person is afraid
 Harsh coughing
 Wheezing and gagging between coughing
 Face is red
 Person is grabbing at their throat
Signs of choking with poor or no air exchange:
 Person is not able to speak
 Signs of distress – eyes are showing person is afraid
 Weak or not able to cough with no sound
 No noise when trying to breath or a high pitched sound
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Face discolouration – pale, blue lips and ears
Person is grabbing at their throat
Semi consciousness or unconsciousness

If you observe someone choking:
1. Ask the person “Can you speak, Can you breathe, Can you cough?”
2. If the answer is yes, call for help IMMEDIATELY.
3. If the person can cough forcefully, speak or breathe, do not touch them. Encourage
them to continue coughing to get the foreign object out. Always face the choking
person, keep talking to them with a calm voice while encouraging them to cough.
Always call the Health Care Provider whether the object comes out or not to assess
the person.
4. If there is poor air exchange, ask the person to cough. If the person cannot cough,
speak or breathe and is still conscious, use Abdominal thrusts to remove the
blockage.
5. Abdominal Thrusts: Stand behind the choking person and be ready to support them
in case they become unconscious by placing one leg between theirs. Use the
correct hand position to give abdominal thrusts to try to remove the blockage.
6. Find the top of the hip bone (pelvis), and slide your middle finger across the front of
the casualty until it rests in their navel. Place the palm of your other hand over your
fist. Hold the fist and press inward/upward (half circular motion) with a sudden,
forceful thrust called an abdominal thrust. Make sure only the fist is used and that
there is no force against the ribs with your forearms. Avoid trying to rotate you fist at
the wrist while doing this.
7. Give the Heimlich manoeuvre until the object is removed or the person becomes
unconscious. If the airway is clear continue to give care. If the person becomes
unconscious, do not panic; continue first aid following the next step.
8. When the casualty is unconscious, lower them to the ground and send someone to
call 911. Protect the head and neck as you lower them to the ground.
9. Open their mouth and look for any foreign object. If you see something, use your
hooked little finger (pinky finger) to remove it by pulling it up against the cheek, but
be aware that the object may be sharp. If possible, you should have gloves on
before putting your finger in a casualty’s mouth.
10. Once the object is removed, determine if the casualty is breathing. If they are not
breathing, try to blow into their mouth. Gently tilt back the forehead and lift the jaw.
Seal your mouth around the casualty’s mouth. Pinch their nostrils. Blow slowly –
watching for the chest to rise (this will indicate if your breath is going down the
airway). If the chest does not rise, reposition the head and make sure the nostrils
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and mouth are sealed and try again. If the chest rises, give another breath and
check for signs of circulation and movement, pulse at the neck, any noises, coughs,
gestures in response to the breaths.
11. Continue until paramedics arrive.
Shock
Shock is a condition of inadequate circulation depriving the body’s tissues and vital organs
of oxygen. The onset of shock can be gradual or rapid.
Common causes of shock:

Breathing problems (ineffective or absent breathing)

Severe bleeding, external or internal, including major fractures

Severe burns

Spinal cord injuries

Heart attack

Medical emergencies, e.g., diabetes, allergies, poisoning
The signs and symptoms of shock may not be obvious immediately, but any of the following
may appear as shock progresses:
You may see:
 Restlessness
 Decreased consciousness
 Pale skin, Bluish/purple colour to lips, tongue, earlobes and fingernails (If the person
has dark skin, the inside of the lips, the mouth, the tongue and the nail beds will be
blue; the skin around the nose and mouth grayish.)
 Cold, clammy skin
 Profuse sweating
 Vomiting
 Shallow, irregular breathing; could be rapid and gasping for air
 A weak, rapid pulse (in later stages the radial pulse may be absent)
The person may tell you they feel:
 Anxious or a sense of doom
 Being confused and dizzy
 Extreme thirst
 Nausea
 Faintness
 Pain
To prevent shock from becoming worse:
 Give prompt and effective first aid.
 Ensure any movement does not aggravate their injuries.
 Stay with the person and keep reassuring them
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Loosen tight clothing at neck, chest and waist
Place the person into the best position for the condition
Cover the person to preserve body heat
Don’t give anything by mouth. Moisten their lips if they complain of thirst
Provide care and monitor the casualty’s condition until the ambulance arrives

Positioning of person in shock:
 If you suspect head or spinal injury, do not move the person in shock. Leave them in
the Position found
 If they are having difficulty breathing, place them in a semi-recumbent position
 To maintain an open airway, place the unresponsive person in the Recovery
position (turn on side, bend one leg, tilt head back) (Figure 4 & 5)

Figure 4



Figure 5

To increase blood flow to the vital organs, place the casualty in the: Supine position
(lying on back).

Severe Bleeding
Depending on the location of the injury, there may be external bleeding or internal bleeding.
Severe blood loss will result in the following signs and symptoms:
 Pale, cold and clammy skin
 Rapid pulse, gradually becoming weaker
 Faintness and dizziness
 Thirst and nausea
 Restlessness and apprehension
 Shallow breathing, yawning, sighing and gasping for air (known as air hunger)
These signs also indicate shock.
You should suspect internal bleeding when the following has occurred:
 The casualty has received a severe blow or a penetrating injury to the chest, neck,
abdomen or groin
 There are major limb, hip or pelvic fractures
Internal bleeding may be hard to detect. Some signs of internal bleeding may include;
 Bleeding from the ear canal, nose, or into the eye (bloodshot or black eye)
 Coughing up red and frothy secretions

Camp Lau-Ren Staff Manual




Page | 34

Seen in vomit either as bright red, or brown like coffee grains
Red, black or tarry coloured stools
Red or smoky brown coloured urine

Severe bleeding is an immediate threat to life. You must act quickly! If bleeding remains
uncontrolled, shock and death may result.
Send someone to get the Health Care Provider and call 911.
Control severe bleeding by:
 Direct pressure to the bleeding site
 Apply continuous pressure with your hand over a pad of dressings, or with the
casualty’s bare hand. You may have to bring the edges of the wound together
before applying pressure if the wound is large and gaping.
 Continue pressure by securing dressings with a firm bandage.
 If the dressings become blood soaked, do not remove them. Apply additional
dressings and secure with fresh bandages.
 Elevation
 If injuries permit, raise an injured limb above the level of the heart. This will help
reduce blood flow to the wound
 Elevate an injured limb as much as the injury and the casualty’s comfort will
permit
 Rest
 If injuries permit, position the casualty on their back (supine) with their legs raised
(about 30 cm).
Steady and support the injured body part while awaiting the ambulance.

BLACK LEGGED TICKS AND LYME DISEASE
Blacklegged ticks can carry the bacteria that causes Lyme disease. Ticks habitat in
woodlands, tall grasses, brushes and areas with leaf litter. Ticks are most active in the
summer months. Tick populations are spreading because of climate change; they can also
spread by traveling on birds and deer.





Wear appropriate clothing
o Wear light coloured long-sleeved shirts and pants to spot ticks more easily
o Tuck shirts into pants, and pants into socks, and wear close-toed shoes
Use insect repellent
o Containing DEET or lcaridin
o Check labels for use in children
Develop awareness of tick habitat
o Stick to trails and cleared paths
Tick checks
o Check full body for ticks (after hikes/activities, during washroom breaks and
before bed)
o Check bags and gear after hikes
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Tick Checks and Removal:
How to thoroughly check for ticks:
 Scan the entire body – a tick can sometimes resemble a mole and be as small as the
period at the end of this sentence.
 Ticks like warm places and areas that provide some protection or cover, like skin
folds or creases, but ticks can also attach on flat open skin.
 Run your fingers through the scalp, feeling for any bumps; separate hair into sections
using a wide-tooth comb and inspect the scalp.
 Check in and around the ears and neck, lifting hair to check the nape.
 Inspect between the fingers and toes.
 Underarm area and behind the knees are tick favourites.
 Check in the belly button, pelvic/genital region and around the waist and back.
If a tick is found attached to the skin:
 Use fine-tipped tweezers to grasp the tick as close to the skin as possible.
 Pull the tick straight out, gently but firmly, making sure to remove the entire tick
(including the head)
 Do not squeeze the tick and avoid crushing the tick’s body
 Place tick in a secure container, such as a screw-top bottle used for medication, and
give the tick to the Healthcare Provider.
 Thoroughly clean the bite site with rubbing alcohol and/or soap and water.
Lyme Disease Symptoms
 Early signs and symptoms of Lyme disease usually start 3 to 30 days after being
bitten by an infected blacklegged tick
 Early signs and symptoms of Lyme disease may include:
o Fever
o Chills
o Headache
o Fatigue
o Muscle and joint aches
o Swollen lymph nodes
o Rash, sometimes shaped like a bull’s eye (Erythema migrans (EM rash))
 If left untreated, more severe symptoms may include:
o Severe headaches
o Additional EM skin rashes
o Facial paralysis
o Recurring arthritis
o Heart disorders
o Neurological disorders
 Most cases of Lyme disease can be treated successfully with antibiotics
 Consult the Healthcare Provider right away if symptoms of Lyme disease develop
after a tick bite
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COUNSELLOR

Camp Lau-Ren
THE BEST JOB IN THE WORLD
This Resource Manual was written to give you the information you will need to have a
successful summer. The information in this resource manual might seem overwhelming – but
don’t panic! During Pre-Camp Training, you will have the opportunity to ask questions and
practice many of the new skills you will learn prior to the arrival of the campers. Take some time
to read this manual – it is yours. If you have any questions, the Executive Directors, Directors
and Leaders are there to help you.
So, read on, ask questions and prepare yourself for the best summer job in the world.

This Resource Manual was developed and written for the sole use of Camp Lau-Ren
employees. No portion of this Resource Manual can be copied without the permission of
Camp Lau-Ren. Camp Lau-Ren accepts no liability or responsibility for consequences
arising out of the unauthorized or uninformed use of this Resource manual.
Camp Lau-Ren is an accredited camp of the United Church of Canada and the
Ontario Camps Association. The contents of this document are consistent with the
standards set out by the United Church of Canada, the Ontario Camps Association and
appropriate government ministries. These standards have been applied to all aspects of
camp life at Camp Lau-Ren to ensure the best possible care for campers and to offer the
best protection for all camp staff and volunteers.
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Camp Lau-Ren
Mission:
In the beauty of Christian faith and the Laurentian Hills, we grow friendships,
community roots and awesome talent in campers of all ages.

Vision:
Stoking fun and wonder, we deepen awareness of self, community and Christian
faith in the great outdoors.

Values:
Respect
Collaboration
Community
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The Camp Team
The Camp Lau-Ren team is made of up of many individuals, both paid and volunteer, who all have
different jobs but are all working towards a common goal – to provide a positive camping experience in
a fun and safe Christian environment for all campers.
The following is a brief outline of the staff positions at Camp Lau-Ren. All these positions are
described in detail in the Camp Lau-Ren Policy and Procedure Manuals. These manuals are available
from the Executive Directors and are also kept in the bookshelf in Smyth Lounge.

Camp Board of Directors
Camp Lau-Ren is administered by a Board of Directors who is responsible for the overall function of
the camp. They ensure the Camp is financially viable and determine the camp dates, recruit the
volunteer Directors, set the registration fee, organize the training of all staff, and ensure that the camp
follows all standards established by our accrediting bodies, the United Church of Canada and the
Ontario Camps Association.

Executive Directors
The Executive Directors are the persons hired for the whole year to look after all camp business not
handled by the Board of Directors. They serve on the Personnel Committee to hire staff and establish
their work schedules. They approve the Camp Director’s choice of volunteers. All staff work under
the direction of the Executive Directors.
The Executive Directors are involved with leadership recruitment and training. They work with the
paid and volunteer staff to ensure that the camp’s program meets with the Christian objectives of the
United Church of Canada. They are responsible for ensuring that all staff follow and abide by the
standards established by our two accrediting bodies, the United Church of Canada and the Ontario
Camps Association.
The Executive Directors have the authority to make on-the-spot decisions in consultation with the
weekly Camp Director about any issue within the camp. They are available at all times during the
weekly camp period by telephone (numbers are listed beside every phone at camp). They are also
on site Tuesday evening and from Friday evening to Sunday evening. Any issues with the Executive
Directors can be brought to the attention of the Chair of the Board of Directors, Christina Van Drunen
(her number is listed beside every phone at camp).

Camp Director/Co-Director
The Camp Director’s main responsibility is to plan, in conjunction with the Leaders, a weekly program
that will both entertain and instruct the campers. Each camp is allowed 6 volunteer staff (Director &
Leaders). The Director recruits a Health Care Provider, Bible Study Leader, Craft Leader and other
Leader, usually for sports or music (up to a compliment of 6).
The Camp Director is responsible for all aspects of the camp during his/her camp week. When the
Director is not on site, he/she must appoint a Leader to act as Director in his/her absence.
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All issues are to be brought to the attention of the Camp Director. If they cannot be resolved through
discussion with the Camp Director, the Executive Directors can be contacted.

Leaders
Leaders are responsible for periods of instruction at Camp, e.g. crafts, nature study, sports, music,
Bible study, canoeing, archery, etc. Leaders do not have any counselling duties. Leaders are
responsible to, and work under the direction of, the Camp Director.

Health Care Provider
The HCP is responsible for any medications brought to camp by campers and ensuring that all
campers receive their medications as outlined on the health form. Counsellors are required to give all
medications brought to camp to the HCP. The HCP will be responsible for all campers with food
allergies and will work with the kitchen cooks to ensure that campers receive the proper meal.

Counsellor
Counsellors are the closest link to the camper and have full responsibility over the safety and wellbeing of the campers. They are responsible for ensuring that all campers attend the program activities
during the camp period. They must be aware, at all times, of the whereabouts of the campers under
their care. The well-being of the campers must be a constant concern, especially with regard to
personal safety.
Counsellors are responsible for dealing with minor first aid needs of campers. Any illness or serious
injury of a camper must be brought to the attention of the Health Care Provider.
All Counsellors must be 16 years of age.

Counsellor-in-Training
Counsellors-in-Training can be 15 years old and are volunteers. They have the same role as a
Counsellor but cannot be left alone with the campers in the cabin at any time.

Summer Staff
There are seven people who are hired to look after the camp for the summer. They live on site and
are at camp for the entire camping season.
Cooks - Head Cook and Assistant Cook
The Cooks are responsible for preparing and cooking the meals for all campers and staff. They report
to the Executive Directors but consult with the Camp Director with regard to serving procedures. If
there are any issues with the Cooks or the kitchen procedures, these should be taken to the Camp
Director.
Waterfront Director
The Waterfront Director has responsibility and authority for the safety of everyone involved with
swimming or waterfront activities. He/she works closely with the Camp Director to establish a
waterfront program for the camping week. The Waterfront Director has full authority over everyone
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with regard to the beach and any waterfront activity, including the use of canoes or boats. Any issues
on the beach or waterfront should be brought to the attention of the Waterfront Director. If there are
any issues with the actions of the Waterfront Director, these should be taken to the Camp Director.
Although the Waterfront Assistant is responsible for all aspects of Tuck, it is the Waterfront Director’s
responsibility to ensure that it runs smoothly, that all finances balance and that inventory is
supervised.
Waterfront Assistant
The Waterfront Assistant works under the direction of the Waterfront Director. He/she also has
authority over everyone with regard to the beach and any waterfront activity, including the use of
canoes or boats. If there are any issues with the Waterfront Assistant, these should be taken to the
Waterfront Director who may discuss with the Camp Director. The Waterfront Assistant is responsible
for all aspects of Tuck.
Floaters
There are two Floater positions at camp. Both Floaters are NLS certified. These people rotate their
schedule between kitchen and waterfront duties. If there are any issues with the Floaters, they should
be taken to the Camp Director.
Caretaker
The Caretaker is responsible to ensure the sanitary condition of the grounds, cabins and washrooms.
He washes the Dining Hall floors, cleans and restocks the washrooms, empties the garbage in the
Craft Hall, Dining Hall and Smyth and mows the grass. He/she is also responsible for general
maintenance, including the proper operation of the motor boats. He/she is responsible for building the
campfire daily. The Caretaker can require anyone on camp property to immediately stop any action
that is destructive to property or endangers personal safety. The Caretaker instructs the camp on the
emergency drill and carries out an emergency drill at the beginning of the camp week.
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Camps
The camp runs 8 camping sessions. These sessions are sponsored by different churches in the
Upper Valley and Four Rivers Presbytery.
Dates

Camp

Age

Director

July 2 & 3

Counsellor Training

July 4 – 6
(Three Days)
July 7 – 13

Tadpole

6 – 8 years

Cyndy Courtland (Stitch)

Junior Co-Ed A

8 – 12 Years

July 14 – 20

Intermediate Co-Ed A

11 – 13 years

July 21 – 27

Senior Co-Ed and CIT

14 – 15 years

Stacey Levoy (Sky)
Al Levoy (Moose)
Tonja Aldis (Soleil)
David Forrest (Gump)
Steve McCulloch (Mukluck)

July 28 – August 3

Junior / Intermediate Girls

8 – 12 years

Emily McKenzie (Hutch)
Kossandra Zdravkovic (Tutu)

August 4 – 10

Junior / Intermediate Co-Ed

10 – 13 years

Logan Reid (Gunner)

August 11 – 17

Intermediate Co-Ed B

11 – 13 years

Jenny Lade (Aligator)

August 18 – 24

Junior Co-Ed B

8 – 12 years

Tania Leclerc (Minnow)

The Camp Director for each camp recruits the Leaders to run the program for that week. All
camps will start on Sunday. You will be expected to be at camp at 12:00 noon on the Sunday of
the camp you are scheduled to work. You will be attending a pre-camp meeting with the
Executive Directors, Director, Leaders and Counsellors. Campers arrive between 2:00 – 3:00
pm (with the exception of the Tadpole Camp). Campers leave on Saturday morning between
10:30 and 11:00 am. Counsellors cannot leave the camp until 12:00 noon on Saturday.
Every camp has a theme which is carried out throughout the week and incorporated into the
activities and Bible Study. The theme for the camps will be provided by the Director two weeks
in advance of the camp, along with the weekly schedule for that camp.

Camp Life
Arrival Day
• All staff will have a head lice check before entering any of the buildings at camp –
including Smyth.
• Staff will be expected to be at Camp by 12:00 noon on Sunday.
• Counsellors will settle in their cabins and prepare for Camper arrivals.
• Leaders will settle in Smyth bedrooms.
• All staff will wear staff shirts and greet all incoming campers and parents with a smile.
Please be alert and courteous to parents, campers and fellow staff.
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Camper Check-In (Signs will be posted):
• Camper proceed to the Infirmary for their head-lice check.
• After passing the head lice check, campers and parents go to the Dining Hall to check in
with the Director.
• The Health Care Provider will be responsible for collecting medication and reviewing
health needs of the campers.
• The Tuck Supervisor will be collecting tuck money. All staff should give their tuck
money to the Tuck Supervisor at this time.
• Campers then head to their assigned cabin.
• Counsellors need to be prepared to greet their campers and parents and organize “get
to know you” activities during the check in period. Get the campers involved as soon as
they arrive – this makes it easier for the parent to leave.
• Make sure you greet the campers with a smile, introduce yourself and shake the
parents(s) hand. Let them know you are the person responsible for looking after their
child for the week.
• Answer or get answers to all the parents’ questions.
• Be happy – this is the camper’s vacation!

A Typical Day at Camp
Sunday
• Counsellors are expected to be at Camp by 12:00 noon on Sunday.
• Tours will be provided to campers right after check-in on Saturday. One of the stops will
be the peg board for instruction. This will ensure that rules are delivered to smaller
groups and the camp will be able to peg into the free swim at 4:00 pm without having to
wait for instructions. Everyone (Directors, Leaders, Counsellors, dependents) are
expected to take the swim test.

Monday to Friday
•

•
•
•

Every day will begin with a Morning Watch. The campers great the day and sing O
Canada. Your Morning Watch MUST include singing O Canada, a message to great the
day, scripture verse or short story, closing song.
Campers rotate through various activities, Bible Studies, Crafts, Swimming and Sports.
Counsellors are responsible for ensuring that campers arrive to activities on time.
A cabin cleanup will be conducted every day. Get your campers to gather all their
clothes and put them in their suitcase (or on the clothes line if they are wet). This helps
the campers keep track of their belongings.

Jumpers
Everyone at Camp (with the exception of the Summer Staff) is responsible for acting as
Jumpers several times a week. Jumpers set the tables for meals and clean up and wash the
dishes after the meal. If your cabin or group is scheduled for Jumper duty, you will be
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responsible to get your group to the Dining Hall before the meal to set tables and coordinate the
dish washing and cleanup after the meal.
Meal Times:
Breakfast: 8:15 am
Lunch: 12:00 pm
Supper: 5:30 pm
Tuck
The Waterfront Director will responsible for ensuring that Tuck is conducted properly and for all
inventory and accounts. The Waterfront Assistant will be assigned Tuck duties on a weekly
basis under the guidance of the Waterfront Director. Tuck will be scheduled once per day
Monday to Friday. Each camper is allowed to order one candy or chocolate bar and one drink.
Bottled water, stamps, envelopes, post cards are also available and there is no limit to these
items. Tuck will be ordered using the Tuck Order Forms every morning. The Counsellor
delivers the Tuck Order for his/her cabin to the Tuck desk at end of breakfast each day Monday
to Friday.
Tuck
Number
1
2

Camper / Counsellor
Name
Super Girl
Cherry Blossom

Tuck Choice

Aero Chocolate Bar
Pepsi
Mars Bar
Sprite

Alternate Choice

Swedish Berries
Salt & Vinegar Chips

Vespers
A vesper service will be held every day. Counsellors will be responsible for coordinating this
Vesper Service. An outline of the service will be provided to you by the Bible Study Leader. A
vesper service is like a “mini” church service. Make sure your songs are appropriate for this
type of service.
Campfire
Campfires will be held each evening. Each cabin or group will be responsible for planning a
campfire. The campfire should focus on what the campers want and should not be a showcase
for the Counsellor. All campers should have input and should be involved in the presentation.
Bed Time
There is a bin in each cabin with some reading material for campers. Reading before lights out
is a good way to calm down the campers and get them to settle down. Try to get your campers
in a routine the first night of changing for bed, brushing their teeth and going to the washroom.
One Counsellor must remain in the cabin at all times after lights out.
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Visits to the Nurse
All Counsellors receive basic first aid training and are responsible for looking after minor cuts
and bruises. Campers should only be sent to the nurse for medications and major injuries.
Counsellors are expected to deal with homesickness, etc.
Medications
Counsellors must give all their medications to the Health Care Provider and they must be kept in
the Infirmary. No medications are allowed in the lockers in Smyth or on in your cabin. If you are
ill or become injured at work, it is important that you let the Health Care Provider know. They
are there to take care of you. A copy of your Health Form is on file in the Infirmary.
If you are unable to perform your job for more than 48 hours due to illness, you will be sent
home to recover. You can return to work when a doctor’s note is provided. If you are absent for
more than a week, due to illness or injury, your contract may be terminated.
Any absence from camp is to be reported to the Executive Directors immediately. It is their
responsibility to staff the camp and they need to be kept informed.
Departure
Check out is between 10:30 and 11:00 am on Saturday morning. A meeting will be held with
the Executive Directors at 11:15 am. The Leaders will be responsible for any campers who are
still on site. Do not be late for this meeting. No Counsellor is allowed to leave the site until
Smyth Lounge is cleaned to the Executive Directors standards.
After breakfast, have the campers pack their clothing, roll up their sleeping bags and bedding.
Have the campers take their bags to the Dining Hall. Make sure they get their crafts from the
Craft Hall.
After the campers have left the cabin, the Counsellors must spray the mattresses with
disinfectant, turn over the bunk mattresses to ensure there is no left behind clothing or articles,
and sweep the cabins. When the cabin is clean, notify the Executive Director for an inspection.
If your cabin passes inspection, the Director is notified and the campers are allowed to leave.
Counsellors must then go to Smyth to clean the lounge. Counsellors are not allowed to leave
until the lounge is cleaned. Take all food out of the fridge and empty your lockers.
A meeting is held every Saturday morning at 11:15 with the Counsellors and Executive
Directors in Smyth Lounge. If you still have campers on site, make sure the Director is aware
you are leaving to go to the meeting. Leaders are expected to watch any campers after 11:15
am on Saturday.
Counsellors staying on site for the weekend must abide by the rules for staying on site. Their
gear should be moved to cabin they will be staying in the following week. Only one cabin on
each side will be used on Saturday night.
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Staying on Site During Off Hours
12:00 noon on Saturday to 12:00 noon on Sunday
RULES FOR STAFF UNDER THE AGE OF 18
All Counsellors 18 years of age and under are expected to leave the site as of 12:00 noon on
Saturday at the completion of the camp period accompanied by their parent/guardian. They are
not allowed to leave the site with any other person without the written consent of the
undersigned parent/guardian.
Counsellors 18 years and under who are leaving the site at 12:00 noon must be accompanied
by their parent/guardian and/or with the written consent of their parent/guardian, and will not
return to the site until Sunday after 10:00 am.
Counsellors wishing to remain on site until the next camp must abide by the following rules:
1. Such Counsellors must not leave camp property during their time off (12:00 noon on
Saturday until 12:00 noon on Sunday).
2. Such Counsellors, if being visited by a parent/guardian, can leave the site for the
afternoon if accompanied by the parent/guardian. These Counsellors must return to the
site by 7:00 pm on Saturday and will not leave the site for the remainder of the time off.
3. Such Counsellors will ensure that Smyth Lounge is kept clean to the standards set by
the Executive Directors. Failure to abide by these standards will result in the Counsellor
not being allowed to stay on site during his/her time off.
4. Smyth Porch will be kept clear of all gear and personal belongings from 12:00 noon on
Saturday.
PAY DATES
2019 pay dates are July 13, July 27, August 10 and August 24 on Saturday morning. You will
not be paid for any days you do not work. Mandatory deductions for Employment Insurance,
Canada Pension Plan and Income Tax will appear on your pay stub as required. You will be
given your pay after your duties are finished, including cleaning Smyth Lounge. You will be
given your pay cheque after you have met with the Executive Directors and Smyth Lounge is
cleaned.
Occupational Health and Safety
Always make sure safety rules are followed. Always report any incident, or potential incident,
accident or injury immediately. Alert the Director of anything that could potentially endanger
your safety.
A fire drill and a waterfront search will be conducted each week. Make sure you are familiar
with the procedures. They are posted on the bulletin board in Smyth. When you hear the
continuous bell, get all your Campers to the flagpole. As soon as all your campers are
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accounted for, sit down and wait for instruction. If a camper is missing, follow the missing
camper procedure.
Where to Store Your Things
Your clothing and bedding will be kept in the cabin you are assigned to. Each Counsellor will
have a locker in Smyth. You will need a lock. You can bring snacks for the week. Make sure
they are labeled with your name if they are not being kept in your locker. Do not eat other
people’s snacks unless offered. Medications are to be given to the Health Care Provider.
Confidentiality
You must keep all camper information as strictly confidential. You must not divulge any
information.
You should not be discussing any campers, fellow Counsellors, volunteer staff or Summer Staff
in front of the campers. You should not be gossiping about fellow co-workers. Remember to
treat your co-workers as you would like to be treated.
Pictures of Campers
Photos of campers and staff create many positive memories for all of us and should be
encouraged. All parents must sign a photo release for their camper. If a parent signs “no” on
the photo release, then no photos can be taken of this camper. It is important that you know
which campers cannot be photographed. Please make sure you check with the Director each
week.
Photos in the cabins are highly discouraged. We have no control of these pictures once they
leave camp.
Photos taken by Counsellors cannot be used for publicity purposes, e.g. posted on Facebook,
without the permission of the Executive Directors who act on behalf of the Board of Directors.
Camp Emails
Campers are allowed to receive emails but cannot send emails. Emails must be in black text
with no graphics. Counsellors are only allowed to receive emails from other Directors, the
Executive Directors or their parents/guardians. All emails are scanned by the Director for
appropriateness, so any emails with inappropriate language will not be passed on to you.
Your email address must be large enough to accommodate large emails. The Directors will be
using the address you supply to send you camp schedules and information.
Cell Phone Use
Cell phones and ipods are only allowed at Smyth lounge and on Smyth porch and can only be
used during break time. They are to be turned off and kept in your locker at all other times.
Make sure they are turned off and are not on vibrate when in your locker as they disturb the
Leaders sleeping in Smyth. Cell phones and computers must be in your lockers after 8:00 pm
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every evening. You will be allowed to check messages on your phone during the last 15 minutes
of curfew. You still have to be in your bunk in your cabin at the curfew.
Breaks
Counsellors are allowed a break during the day and breaks will be scheduled. After the
campers are in bed cannot be considered your break time.
Curfews
You need your sleep!! Curfews are not evil. They are for everyone’s benefit. You will need
your sleep in order to fully function for 6 active days. Curfews for Junior & Intermediate Camps
are 11:00 pm and for Senior Co-Ed it is 11:15 pm. DO NOT BREAK YOUR CURFEW! If you
do, disciplinary action will be taken, up to and including dismissal.
The following disciplinary action will be taken for Counsellors who break the curfew:
• 1st time – staff must go to bed with campers for 3 consecutive camps nights (to be
carried over to the next camp worked if needed)
• 2nd time – staff must to be bed with campers for 5 consecutive camp nights (to be carried
over to the next camp worked if needed)
• 3rd time – Dismissal
Counsellors breaking curfew will not be asked to come back as employees the following year
and will not be given references for future jobs.
The curfew for Leaders and Directors, out of Smyth Lounge, is 12:00 midnight.
Pranking
Pranking of any kind is not allowed at Camp Lau-Ren. This includes pranks by Summer Staff,
Counsellors or Volunteer Staff. There is zero tolerance for such behaviour and action, up to an
including dismissal, will be taken for anyone breaking this rule.
Proper Attire (i.e., What to Wear)
Remember to dress appropriately. This is a Christian camp and you must dress respectfully –
no low necked shirts, no underwear showing, no shirts with inappropriate slogans, no short
shorts.
Campers and staff must have a respectable one-piece bathing suit. Males are to wear bathing
suits that do not ride low on their hips. It will be at the discretion of the Director and Waterfront
Director to determine if your swimsuit is appropriate. Any Counsellor with an inappropriate
bathing suit will be supplied with one. Remember – you are a role model!
Bedding and Laundry
Bring your own sleeping bag, sheet, blanket, pillowcase and towels to camp. You are allowed to
do 2 loads of laundry per week on Saturday if you are staying on site for the weekend. You
must supply your own laundry soap and all laundry must be removed from the washer and dryer
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promptly. Please do not overload the washer. All laundry must be done by 12:00 noon on
Sunday. If you are going home, please take your laundry with you.
Room and Board
Your salary includes room and board, six days per week. If you are staying on-site over the
weekend, you must supply your own food. Only Summer Staff are allowed to use the kitchen to
prepare meals. Counsellors must use the microwave and toaster oven in Smyth Lounge. All
dishes must be washed and put away – do not leave them in the sink or in the drying rack.
Music
Music must be age, subject and language appropriate. Iphones cannot be used to play music at
camp. A playlist of appropriate music is available. This is the only music that can be played.
Please ensure that the music played in the kitchen is appropriate.
Summer Staff Meetings
Staff meetings will be held every Wednesday evening at 7:00 pm and attendance is mandatory.
Please do not ask them to participate in a camp game or campfire on Wednesday evening.
Daily Evening Meetings during Camp
Evening meetings will be only 15 minutes in duration and will start and end on time. The only
Agenda item will be a review of the schedule for the next day. Camper issues can only be
brought to the meeting by a Leader and only to determine who will deal with the issue – not for
discussion. One Counsellor must remain in the cabin and the other Counsellor attends the
meeting and relays any information to the other Counsellor. Counsellors scheduled to attend the
meeting are expected to arrive on time. Any Counsellor missing a meeting they are scheduled
to attend must go to bed at the same time as their campers the next evening.
Camper Log
All Counsellors will be required to complete a camper log daily. Each Counsellor must record
one item about each camper in their cabin each day. The evening meeting will be extended 10
minutes to allow for completion of the log. If the Counsellor has the log completed before the
meeting, then they can start their free time 10 minutes earlier.
Evaluations
Evaluations are a valuable tool to help you grow in your role and gain experience. Counsellors
will receive ongoing verbal feedback during the week from the Director and will be given a
formal verbal evaluation on Friday. Don’t be afraid to ask the Director how you are doing during
the week. They are there to help you get the most from this experience. Regular meetings will
be held with the Executive Directors on Saturday at 11:15 am in Smyth Lounge, at which time
you will be given the written evaluation given by the Director that week. This year, you are
welcome to ask the Director, as part of your evaluation on Friday, how they did that week.
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Standards of Conduct
All staff are required to sign a Standards of Conduct every year. Please read it carefully. You
will be required to follow all rules set out by the Board of Directors, Camp Directors and
Executive Directors. Failure to do so can result in disciplinary action, up to and including
dismissal.
Polar Bear Swim – Expectations of Counsellors
Counsellors are expected to participate in all programmed activities and this includes Polar Bear
Swims. One Counsellor from each cabin is expected to attend the Polar Bear Swim, in their
swimming attire, even if NO campers are coming down to the swim. The Waterfront staff will
provide a list of Counsellors who attended to the Directors. The Counsellors are to take turns
attending the Polar Bear Swims, as it is the job expectation that all Counsellors will participate in
this activity. Failure to do so will result in disciplinary action comparable to breaking curfew.
Smoking and e-Vaping
Smoking and e-vaping are highly discouraged at Camp Lau-Ren. If you do smoke, you are only
allowed to smoke on Smyth porch, behind the screen, out of sight from campers and other staff.
Alcohol and Marijuana Products
Alcohol and marijuana products in any form are not allowed at Camp Lau-Ren. Staff in
possession of such will be subject to immediate dismissal.
Relationships
Staff to Camper Relationships
• Make a point of showing affection to all your campers in an open place where others can
see and share in the warmth. Touch children in safe places on their bodies – the back,
head and shoulders are acceptable.
• Do not be alone with a camper in a cabin.
• Respect the campers’ personal boundary.
• Be sensitive to the feelings of the camper. If a camper is angry or hurt, use your
communication skills to reach out to the camper first. By doing so, you are teaching the
camper that talking about things is often a healthier way to deal with feelings than acting
them out.
• Always treat your campers with respect. Never call them names, insult them or
purposely do things to belittle them.
• Never tell campers lewd jokes or speak to them in double messages that may have a
sensual or sexual component.
Staff to Staff Relationships
• Physical affection and non-platonic affection between staff is strictly prohibited while at
Camp Lau-Ren.
• If you want to date a fellow co-worker, wait until camp is over for the summer –
absolutely no dating of fellow staff members (including volunteer staff) during your
employment
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Outside of Camp Contact with Campers
While employed by Camp Lau-Ren, staff and volunteers are not to visit, communicate (via
internet, email or phone) or socialize with any camper, outside of camp.
It is strongly recommended that staff do not communicate or associate with campers once camp
is over. Camp Lau-Ren makes this recommendation to protect you.
It is important to remember that the relationship between campers and staff should always be a
professional relationship. If you choose to maintain contact with a camper outside of the camp
setting, any contact should occur in the presence of parents/guardians or their appointed
designates. There should not be any room for misinterpretation of the relationship between
campers and staff. Even after camp is over, families see camp employees/volunteers as
representatives of Camp Lau-Ren.
Camp Lau-Ren will never share your address, telephone number or email address with campers
or their families.
Anti-Harassment
Camp Lau-Ren is committed to a working environment that prohibits unlawful discrimination,
harassment or abuse. This commitment requires that all staff and volunteers actively
demonstrate at all times a respect for others and an appreciation of differences. Conduct or
comments that constitute harassment can be verbal, physical, visual or written, including
electronic media.
Employees should make every effort to stop harassment at the source, and if this fails or is not
possible, to bring it to the attention of the Camp Director or Executive Directors. Employees
should keep a record of dates, times, the nature of the behaviour and witnesses if possible.
Staff should be aware of Camp Lau-Ren’s Harassment Policy. A copy of this policy is in the
Policy Manual in Smyth Lounge.
Corrective / Disciplinary Action
Camp Lau-Ren will take corrective or disciplinary action in response to inappropriate behaviour
or actions by staff members. The Camp Director and Executive Directors, according to the
nature and severity of the inappropriate behaviour, will determine the type of corrective or
disciplinary action to be taken. Examples of inappropriate behaviour include not abiding by the
Standards of Conduct, breaking rules set by the Camp Director and/or Executive Directors, and
poor job performance.
Steps in the disciplinary process include:
• Meeting with the employee to discuss the behaviour/actions. Outline specific steps to be
taken toward making a change or preventing a recurrence of the behaviour/action.
• Verbal warning
• Written warning
• Dismissal
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Grievance Procedure
If at any time you feel you are being treated unfairly, follow this procedure:
1. Speak directly to the person involved and attempt to resolve the situation. Document the
conversation and its outcome. If necessary, invite a third, unbiased individual to be
present.
If this does not result in satisfactory changes, then:
2. Report your concerns to the Camp Director and provide the documentation from the
initial conversation.
3. The Camp Director will mediate between both individuals and attempt to arrive at a
mutually satisfactory agreement.
In the event that:
• The conflict resides with the Camp Director; or
• Agreement cannot be reached; or
The concerns will be brought to the Executive Directors.
4. The Executive Directors will act as mediator to reach a mutually satisfactory agreement.
If the conflict is with the Executive Directors:
5. Speak directly with the Executive Directors and attempt to resolve the situation.
If an agreement cannot be reached:
6. Contact the Chair of the Board of Directors. The phone number of the Chair is located
on the telephone list beside each phone at camp.

SUMMER STAFF

Camp Lau-Ren
THE BEST JOB IN THE WORLD
This Resource Manual was written to give you the information you will need to have a
successful summer. The information in this resource manual might seem overwhelming – but
don’t panic! During Pre-Camp Training, you will have the opportunity to ask questions and
practice many of the new skills you will learn prior to the arrival of the campers. Take some time
to read this manual – it is yours. If you have any questions, the Coordinators, Directors and
Leaders are there to help you.
So, read on, ask questions and prepare yourself for the best summer job in the world.

This Resource Manual was developed and written for the sole use of Camp Lau-Ren
employees. No portion of this Resource Manual can be copied without the permission of
Camp Lau-Ren. Camp Lau-Ren accepts no liability or responsibility for consequences
arising out of the unauthorized or uninformed use of this Resource manual.
Camp Lau-Ren is an accredited camp of the United Church of Canada and the
Ontario Camping Association. The contents of this document are consistent with the
standards set out by the United Church of Canada, the Ontario Camping Association and
appropriate government ministries. These standards have been applied to all aspects of
camp life at Camp Lau-Ren to ensure the best possible care for campers and to offer the
best protection for all camp staff and volunteers.
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Camp Lau-Ren’s:
Mission:
In the beauty of Christian faith and the Laurentian Hills, we grow friendships,
community roots and awesome talent in campers of all ages.

Vision:
Stoking fun and wonder, we deepen awareness of self, community and Christian
faith in the great outdoors.

Values:
Respect
Collaboration
Community
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The Camp Team
The Camp Lau-Ren team is made of up of many individuals, both paid and volunteer, who all have
different jobs but are all working towards a common goal – to provide a positive camping experience in
a fun and safe Christian environment for all campers.
The following is a brief outline of the staff positions at Camp Lau-Ren. All these positions are
described in detail in the Camp Lau-Ren Policy and Procedure Manuals. These manuals are available
from the Coordinators and are also kept in the bookshelf in Smyth Lounge.

Camp Board of Directors
Camp Lau-Ren is administered by a Board of Directors who is responsible for the overall function of
the camp. They ensure the Camp is financially viable and determine the camp dates, recruit the
volunteer Directors, set the registration fee, organize the training of all staff, and ensure that the camp
follows all standards established by our accrediting bodies, the United Church of Canada and the
Ontario Camps Association.

Executive Directors
The Executive Directors are the persons hired for the whole year to look after all camp business not
handled by the Board of Directors. They serve on the Personnel Committee to hire staff and establish
their work schedules. They approve the Camp Director’s choice of volunteers. All staff work under
the direction of the Executive Directors.
The Executive Directors are involved with leadership recruitment and training. They work with the
paid and volunteer staff to ensure that the camp’s program meets with the Christian objectives of the
United Church of Canada. They are responsible for ensuring that all staff follow and abide by the
standards established by our two accrediting bodies, the United Church of Canada and the Ontario
Camps Association.
The Executive Directors have the authority to make on-the-spot decisions in consultation with the
weekly Camp Director about any issue within the camp. They are available at all times during the
weekly camp period by telephone (numbers are listed beside every phone at camp). They are also
on site Tuesday evening and from Friday evening to Sunday evening. Any issues with the Executive
Directors can be brought to the attention of the Chair of the Board of Directors, Christina Van Drunen
(her number is listed beside every phone at camp).

Camp Director
The Camp Director’s main responsibility is to plan, in conjunction with the Leaders, a weekly program
that will both entertain and instruct the campers. Each camp is allowed 6 volunteer staff (Director &
Leaders). The Director recruits a Health Care Provider, Bible Study Leader, Craft Leader and other
Leader, usually for sports or music (up to a compliment of 6).
The Camp Director is responsible for all aspects of the camp during his/her camp week. When the
Director is not on site, he/she must appoint a Leader to act as Director in his/her absence.
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All issues are to be brought to the attention of the Camp Director. If they cannot be resolved through
discussion with the Camp Director, the Executive Directors can be contacted.

Leaders
Leaders are responsible for periods of instruction at Camp, e.g. crafts, nature study, sports, music,
Bible study, canoeing, archery, etc. Leaders do not have any counselling duties. Leaders are
responsible to, and work under the direction of, the Camp Director.

Health Care Provider
The HCP is responsible for any medications brought to camp by campers and ensuring that all
campers receive their medications as outlined on the health form. Counsellors are required to give all
medications brought to camp to the HCP. Summer Staff may keep their medication in their bedroom
in Forrest Motel. The HCP will be responsible for all campers with food allergies and will work with the
kitchen cooks to ensure that campers receive the proper meal.

Counsellor
Counsellors are the closest link to the camper and have full responsibility over the safety and wellbeing of the campers. They are responsible for ensuring that all campers attend the program activities
during the camp period. They must be aware, at all times, of the whereabouts of the campers under
their care. The well-being of the campers must be a constant concern, especially with regard to
personal safety.
Counsellors are responsible for dealing with minor first aid needs of campers. Any illness or serious
injury of a camper must be brought to the attention of the Health Care Provider.
All Counsellors must be 16 years of age.

Counsellor-in-Training
Counsellors-in-Training can be 15 years old and are volunteers. They have the same role as a
Counsellor but cannot be left alone with the campers in the cabin at any time.

Summer Staff
There are seven people who are hired to look after the camp for the summer. They live on site and
are at camp for the entire camping season.
Cooks
Head Cook – Victoria Zander (Glory)
Assistant Cook – Faith Leroux (Dormouse)
The Cooks are responsible for preparing and cooking the meals for all campers and staff. They report
to the Executive Directors but consult with the Camp Director with regard to serving procedures. If
there are any issues with the Cooks or the kitchen procedures, these should be taken to the Camp
Director.
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Waterfront Director – Victoria Goncalves (Turtle)
The Waterfront Director has responsibility and authority for the safety of everyone involved with
swimming or waterfront activities. She works closely with the Camp Director to establish a waterfront
program for the camping week. The Waterfront Director has full authority over everyone with regard to
the beach and any waterfront activity, including the use of canoes or boats. Any issues on the beach
or waterfront should be brought to the attention of the Waterfront Director. If there are any issues with
the actions of the Waterfront Director, these should be taken to the Camp Director. Although the
Assistant Waterfront is responsible for all aspects of Tuck, it is the Waterfront Director’s responsibility
to ensure that it runs smoothly, that all finances balance and that inventory is supervised.
Waterfront Assistant – Jessica Wassens (Firefly)
The Waterfront Assistant works under the direction of the Waterfront Director. She also has authority
over everyone with regard to the beach and any waterfront activity, including the use of canoes or
boats. If there are any issues with the Waterfront Assistant, these should be taken to the Waterfront
Director who may discuss with the Camp Director. The Waterfront Assistant is responsible for all
aspects of Tuck, under the direction of the Waterfront Director.
Floaters – Aidan Taylor-Mayer (Retro) and Ben Smith (Jet)
There are two Floater positions at camp. Both Floaters are NLS certified. These people rotate their
schedule between kitchen and waterfront duties. If there are any issues with the Floaters, they should
be taken to the Camp Director.
Caretaker – Jamie Yantha (Shark)
The Caretaker is responsible to ensure the sanitary condition of the grounds, cabins and washrooms.
He washes the Dining Hall floors, cleans and restocks the washrooms, empties the garbage in the
Craft Hall, Dining Hall and Smyth and mows the grass. He is also responsible for general
maintenance, including the proper operation of the motor boats. He is responsible for building the
campfire daily. The Caretaker can require anyone on camp property to immediately stop any action
that is destructive to property or endangers personal safety. The Caretaker instructs the camp on the
emergency drill and carries out an emergency drill at the beginning of the camp week.
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Camps
The camp runs 8 camping sessions. These sessions are sponsored by different churches in
Region 12 of the United Church of Canada.
Dates

Camp

Age

Director

July 2 & 3

Counsellor Training

July 4 – 6
(Three Days)
July 7 – 13

Tadpole

6 – 8 years

Cyndy Courtland (Stitch)

Junior Co-Ed A

8 – 12 Years

July 14 – 20

Intermediate Co-Ed A

11 – 13 years

July 21 – 27

Senior Co-Ed and CIT

14 – 15 years

Stacey Levoy (Sky)
Al Levoy (Moose)
Tonja Aldis (Soleil)
David Forrest (Gump)
Steve McCulloch (Mukluck)

July 28 – August 3

Junior / Intermediate Girls

8 – 12 years

Emily McKenzie (Hutch)
Kossandra Zdravkovic (Tutu)

August 4 – 10

Junior / Intermediate Co-Ed

10 – 13 years

Logan Reid (Gunner)

August 11 – 17

Intermediate Co-Ed B

11 – 13 years

Jenny Lade (Aligator)

August 18 – 24

Junior Co-Ed B

8 – 12 years

Tania Leclerc (Minnow)

The Camp Director for each camp recruits the Leaders to run the program for that week. All
camps will start on Sunday. You will be expected to be at camp at 12:00 noon on the Sunday of
the camp you are scheduled to work. Summer Staff are expected to help with the registration
process on Sunday afternoon. All Summer Staff should be at their assigned posts by 1:30 pm.
Before this time, they should be available to meet with the Executive Directors if required.
Campers arrive between 2:00 – 3:00 pm. Campers leave on Saturday morning between 10:30
and 11:00 am.
Every camp has a theme which is carried out throughout the week and incorporated into the
activities and Bible Study. The theme for the camps will be provided by the Director two weeks
in advance of the camp, along with the weekly schedule for that camp.

Sunday
•
•

•

Summer Staff are expected to be at Camp by 12:00 noon on Sunday.
At 12:00 noon, Summer Staff will be on-the-job. If not in the kitchen, they will meet with
the new staff at their Sunday meeting. They should meet with the Executive Directors in
case there are any issues/information that needs to be relayed for the incoming camp.
Summer Staff will help with Registration and will be in the Dining Hall by 1:30 pm –
Head Lice checks, ensuring parents have their forms completed, help Health Care
Provider at check-in table and collect Tuck.
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Waterfront:
Tours will be provided to campers right after check-in on Saturday. One of the stops will be the
peg board for instruction. This will ensure that rules are delivered to smaller groups and the
camp will be able to peg into the free swim at 4:00 pm without having to wait for instructions.
Everyone (Directors, Leaders, Counsellors, dependents) are expected to take the swim test.
Jumpers
Everyone at Camp (with the exception of the Summer Staff) is responsible for acting as
Jumpers several times a week. Jumpers set the tables for meals and clean up and wash the
dishes after the meal. You are expected to assist with clean up and washing dishes. Summer
Staff, with the exception of the Cook and the Floater who is assigned Kitchen Duty, are to eat all
meals in the Dining Hall with the campers. Summer Staff should not sit at the same table, but
should rotate around the Dining Hall, sitting at different tables each meal.
Meal Times:
Breakfast: 8:15 am
Lunch: 12:00 pm
Supper: 5:30 pm
Tuck
The Waterfront Director is responsible for ensuring that Tuck is conducted properly and for all
inventory and accounts. The Waterfront Assistant will be assigned Tuck duties on a weekly
basis under the guidance of the Waterfront Director. Tuck will be scheduled once per day
Monday to Friday. Each camper is allowed to order one candy or chocolate bar and one drink.
Bottled water, stamps, envelopes, post cards are also available and there is no limit to these
items. Tuck will be ordered using the Tuck Order Forms every morning. The Counsellor
delivers the Tuck Order for his/her cabin to the Tuck desk at end of breakfast each day Monday
to Friday.
Tuck
Number
1
2

Camper / Counsellor
Name
Super Girl
Cherry Blossom

Tuck Choice

Aero Chocolate Bar
Pepsi
Mars Bar
Sprite

Alternate Choice

Swedish Berries
Salt & Vinegar Chips

Vespers, Morning Watch and Campfires
Summer Staff are encouraged to attend as many activities as possible without interfering with
their daily duties. The Summer Staff will likely be asked to conduct one campfire, usually at the
beginning of the week. Make sure this campfire is dynamic and different every week. Holding
the campfire on the beach is discouraged but if you do hold the campfire on the beach, the song
books cannot be used. The Summer Staff are expected to attend campfire if they are on-site.
The volunteer staff and campers love to see active participation by the Summer Staff.
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Activities on the Beach
All activities on the beach that are not scheduled waterfront activities require the attendance of
one Lifeguard. If water activities are involved, the ratios for waterfront activities apply.
Medications
Summer Staff are allowed to keep their personal prescribed medications in their bedroom. If
you are ill or become injured at work, it is important that you let the Health Care Provider know.
They are there to take care of you. A copy of your Health Form is on file in the Infirmary.
If you are unable to perform your job for more than 48 hours due to illness, you will be sent
home to recover. You can return to work when a doctor’s note is provided. If you are absent for
more than a week, due to illness or injury, your contract may be terminated.
Any absence from camp is to be reported to the Executive Directors immediately. It is their
responsibility to staff the camp and they need to be kept informed.
Departure
Check out is between 10:30 and 11:00 am on Saturday morning. There must be 2 cooks in the
kitchen, the Caretaker, someone cleaning the waterfront and one person on Tuck duty at the
registration desk with the Director.
Expectations:
• There must be one Summer Staff on-site at all times between 12 noon on Sunday and
12 noon on Saturday.
• All Summer Staff show up for breakfast – with enthusiasm!
• Lead by example.
Remember – you represent Camp Lau-Ren.

Staying on Site During Off Hours
12:00 noon on Saturday to 12:00 noon on Sunday
RULES FOR STAFF UNDER THE AGE OF 18
All Summer Staff 18 years and under are expected to leave the site as of 12:00 noon on
Saturday at the completion of the camp period accompanied by their parent/guardian. They are
not allowed to leave the site with any other person without the written consent of the
undersigned parent/guardian.
Summer Staff 18 years and under leaving the site at 12:00 noon must be accompanied by their
parent/guardian and/or have the written consent of their parent/guardian, and will not return to
the site until Sunday at 12:00 noon.
Summer Staff 18 years and under wishing to remain on site until the next camp must abide by
the following rules:
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1. Such Summer Staff must not leave camp property during their time off (12:00 noon on
Saturday until 12:00 noon on Sunday).
2. Such Summer Staff, if being visited by a parent/guardian, can leave the site for the
afternoon if accompanied by the parent/guardian. These Summer Staff must return to
the site by 7:00 pm on Saturday and will not leave the site for the remainder of the time
off.
Forrest Motel
All Summer Staff are responsible for keeping their personal living quarters clean and tidy.
The lounge is for the use of all staff and must be kept neat and tidy at all times. At the end of
camp on Saturday, all dishes must be washed and put away, all kitchen and dining hall dishes
returned, floor swept and room neat and tidy.
Bathroom – All staff are responsible for keeping the bathroom clean. A cleaning schedule will
be prepared for cleaning the bathroom and all staff are expected to complete a thorough job to
the satisfaction of the Caretaker.
Pay Dates
2019 pay dates are July 13, July 27, August 10 on Saturday morning and August 25 at end of
day. You will not be paid for any days you do not work. Mandatory deductions for Employment
Insurance, Canada Pension Plan and Income Tax will appear on your pay stub as required.
You will be given your pay after your duties are finished. Please make sure you see the
Executive Directors before leaving to pick up your pay.
Occupational Health and Safety
Always make sure safety rules are followed. Always report any incident, or potential incident,
accident or injury immediately. Alert the Director of anything that could potentially endanger
your safety.
A fire drill and a waterfront search will be conducted each week. Make sure you are familiar
with the procedure, but you do not have to participate in the drills.
Confidentiality
You must keep all camper information as strictly confidential. You must not divulge any
information.
You should not be discussing any campers, Counsellors, volunteer staff or fellow Summer Staff
in front of the campers. You should not be gossiping about fellow co-workers. Remember to
treat your co-workers as you would like to be treated.
Pictures of Campers
Photos of campers and staff create many positive memories for all of us and should be
encouraged. All parents must sign a photo release for their camper. If a parent signs “no” on
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the photo release, then no photos can be taken of this camper. It is important that you know
which campers cannot be photographed. Please make sure you check with the Director each
week.
Photos taken by Summer Staff cannot be used for publicity purposes, e.g. posted on Facebook,
without the permission of the Executive Directors who act on behalf of the Board of Directors.
Camp Emails
Campers are allowed to receive emails but cannot send emails. The same applies to Summer
Staff. Emails must be in black text with no graphics. Summer Staff are only allowed to receive
emails from other Directors, the Executive Directors or their parents/guardians. All emails are
scanned by the Director for appropriateness, so any emails with inappropriate language will not
be passed on to you.
Cell Phone Use
Cell phones and ipods are only allowed at Forrest Motel, Smyth lounge and on Smyth porch and
can only be used during break time. They are to be turned off and kept in Forrest Motel at all
other times. If in Smyth Lounge, all cell phones and computers are to be turned off and put
away after 8:00 pm nightly.
Curfews
You need your sleep!! Curfews are not evil. They are for everyone’s benefit. You will need
your sleep in order to fully function for 6 active days. Summer Staff are expected to abide by
the curfews set by the camps. Curfews for Junior & Intermediate Camps are 11:00 pm and for
Senior Co-Ed it is 11:15 pm. It is expected that this is the time you should be in your room. DO
NOT BREAK YOUR CURFEW! If you do, disciplinary action will be taken, up to and including
dismissal.
The following disciplinary action will be taken for Counsellors who break the curfew:
• 1st time – staff must go to bed with campers for 3 consecutive camps nights (to be
carried over to the next camp worked if needed)
• 2nd time – staff must to be bed with campers for 5 consecutive camp nights (to be carried
over to the next camp worked if needed)
• 3rd time – Dismissal
Summer Staff breaking curfew will not be asked to come back as employees the following year
and will not be given references for future jobs.
Proper Attire (i.e., What to Wear)
Remember to dress appropriately. This is a Christian camp and you must dress respectfully –
no low necked shirts, no underwear showing, no shirts with inappropriate slogans, no short
shorts.
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Cooks – must wear close-toes sturdy shoes (no crocs) and hair restraints. Aprons should be
changed when soiled. Any other Summer Staff helping in the kitchen is required to wear the
proper attire.
Waterfront - One piece bathing suits are required for lifeguards. When on duty, Lifeguards must
wear their Lifeguard shirt. The Lifeguard shirt must be visible at all times when on duty – cannot
be covered by a hoodie in cold weather. Lifeguard hoodies will be supplied and must be
returned to camp at the end of the summer. Campers and staff must have a respectable onepiece bathing suit or full tankini (comes to the waistband). Males are to wear bathing suits that
do not ride low on their hips. It will be at the discretion of the Director and Waterfront Director to
determine if your swimsuit is appropriate.
Guests
This is your summer home and your guests are welcome on site. They should only come during
off-hours, not when you are working. You must inform the Director that you are expecting a
guest. All guests must leave the site by 10:00 pm. You are welcome to have guests in the
Forrest Motel lounge, but if these guest are or will be volunteer staff over the summer, you
should visit with them in Smyth lounge.
Laundry
You are allowed to do 2 loads of laundry per week on your scheduled laundry day. You must
supply your own laundry soap. Please do not overload the washer. If you are going home,
please take your laundry with you.
Room and Board
Your salary includes room and board, six days per week. If you are staying on-site over the
weekend, you must supply your own food (you are not to use camp food to prepare your
meals on the weekend). Only Summer Staff are allowed to use the kitchen to prepare meals
and it must be left clean immediately following meal preparation. All dishes must be washed and
put away immediately – do not leave them in the sink or in the drying rack. If this rule is abused,
you will not be allowed to use the kitchen on the weekend.
Music
Music must be age, subject and language appropriate. Iphones cannot be used to play music at
camp. A playlist of appropriate music is available. This is the only music that can be played.
Please ensure that the music played in the kitchen is appropriate.
Summer Staff Meetings
Staff meetings will be held every Wednesday evening at 7:00 pm and attendance is mandatory.
At this meeting, issues from the previous camp will be discussed and the schedule for the next
camp will be reviewed.
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Daily Evening Meetings during Camp
Evening meetings will be only 15 minutes in duration and will start and end on time. The only
Agenda item will be a review of the schedule for the next day. Camper issues can only be
brought to the meeting by a Leader and only to determine who will deal with the issue – not for
discussion. Summer Staff are welcome to attend this meeting, but cannot bring any issues to
the meeting.
Evaluations
Evaluations are a valuable tool to help you grow in your role and gain experience. All Summer
Staff will receive two evaluations from the Executive Directors over the work period. The first
one will be a verbal evaluation half way through the summer. You will then receive a written
final evaluation at the end of the summer. Summer Staff will also receive weekly evaluations
from the Directors. Counsellors will receive ongoing verbal feedback during the week from the
Director and this feedback will be compiled during the summer and supplied to the Counsellor at
the end of the summer. You will also be given the opportunity to provide direct feedback to the
Directors on how you think they are performing and if there is anything they can improve on.
Don’t be afraid to ask the Director how you are doing during the week. They are there to help
you get the most from this experience.
Standards of Conduct
All staff are required to sign a Standards of Conduct every year. Please read it carefully. You
will be required to follow all rules set out by the Board of Directors, Camp Directors and
Executive Directors. Failure to do so can result in disciplinary action, up to and including
dismissal.
Polar Bear Swim – Expectations of Counsellors
Counsellors are expected to participate in all programmed activities and this includes Polar Bear
Swims. One Counsellor from each cabin is expected to attend the Polar Bear Swim, even if NO
campers are coming down to the swim. The Waterfront staff will provide a list of Counsellors
who attended to the Directors. The Counsellors are to take turns attending the Polar Bear
Swims, as it is the job expectation that all Counsellors will participate in this activity. Failure to
do so will result in disciplinary action comparable to breaking curfew.
Smoking and e-Vaping
Smoking is highly discouraged at Camp Lau-Ren. If you do smoke, you are only allowed to
smoke on Smyth porch, behind the screen, out of sight from campers and other staff.
Alcohol and Marijuana Products
Alcohol and marijuana products in any form are not allowed at Camp Lau-Ren. Staff in
possession of such will be subject to immediate dismissal.
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Relationships
Staff to Camper Relationships
• Make a point of showing affection to all your campers in an open place where others can
see and share in the warmth. Touch children in safe places on their bodies – the back,
head and shoulders are acceptable.
• Do not be alone with a camper in a cabin.
• Respect the campers’ personal boundary.
• Be sensitive to the feelings of the camper. If a camper is angry or hurt, use your
communication skills to reach out to the camper first. By doing so, you are teaching the
camper that talking about things is often a healthier way to deal with feelings than acting
them out.
• Always treat your campers with respect. Never call them names, insult them or
purposely do things to belittle them.
• Never tell campers lewd jokes or speak to them in double messages that may have a
sensual or sexual component.
Staff to Staff Relationships
• Physical affection and non-platonic affection between staff is strictly prohibited while at
Camp Lau-Ren.
• If you want to date a fellow co-worker, wait until camp is over for the summer –
absolutely no dating of fellow staff members during your employment
Outside of Camp Contact with Campers
While employed by Camp Lau-Ren, staff and volunteers are not to visit, communicate (via
internet, email or phone) or socialize with any camper, outside of camp.
It is strongly recommended that staff do not communicate or associate with campers once camp
is over. Camp Lau-Ren makes this recommendation to protect you.
It is important to remember that the relationship between campers and staff should always be a
professional relationship. If you choose to maintain contact with a camper outside of the camp
setting, any contact should occur in the presence of parents/guardians or their appointed
designates. There should not be any room for misinterpretation of the relationship between
campers and staff. Even after camp is over, families see camp employees/volunteers as
representatives of Camp Lau-Ren.
Camp Lau-Ren will never share your address, telephone number or email address with campers
or their families.
Anti-Harassment
Camp Lau-Ren is committed to a working environment that prohibits unlawful discrimination,
harassment or abuse. This commitment requires that all staff and volunteers actively
demonstrate at all times a respect for others and an appreciation of differences. Conduct or
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comments that constitute harassment can be verbal, physical, visual or written, including
electronic media.
Employees should make every effort to stop harassment at the source, and if this fails or is not
possible, to bring it to the attention of the Director or Coordinators. Employees should keep a
record of dates, times, the nature of the behaviour and witnesses if possible.
Staff should be aware of Camp Lau-Ren’s Harassment Policy. A copy of this policy is in the
Policy Manual in Smyth Lounge.
Corrective / Disciplinary Action
Camp Lau-Ren will take corrective or disciplinary action in response to inappropriate behaviour
or actions by staff members. The Camp Director and Executive Directors, according to the
nature and severity of the inappropriate behaviour, will determine the type of corrective or
disciplinary action to be taken. Examples of inappropriate behaviour include not abiding by the
Standards of Conduct, breaking rules set by the Camp Director and/or Executive Directors, and
poor job performance.
Steps in the disciplinary process include:
• Meeting with the employee to discuss the behaviour/actions. Outline specific steps to be
taken toward making a change or preventing a recurrence of the behaviour/action.
• Verbal warning
• Written warning
• Dismissal
Grievance Procedure
If at any time you feel you are being treated unfairly, follow this procedure:
1. Speak directly to the person involved and attempt to resolve the situation. Document the
conversation and its outcome. If necessary, invite a third, unbiased individual to be
present.
If this does not result in satisfactory changes, then:
2. Report your concerns to the Camp Director and provide the documentation from the
initial conversation.
3. The Camp Director will mediate between both individuals and attempt to arrive at a
mutually satisfactory agreement.
In the event that:
• The conflict resides with the Camp Director; or
• Agreement cannot be reached; or
The concerns will be brought to the Executive Directors.
4. The Executive Directors will act as mediator to reach a mutually satisfactory agreement.
If the conflict is with the Executive Directors:
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5. Speak directly with the Executive Directors and attempt to resolve the situation.
If an agreement cannot be reached:
6. Contact the Chair of the Board of Directors. The phone number of the Chair is located
on the telephone list beside each phone at camp.
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Camp Lau-Ren
Manual for
Board of Directors
Revised: June 2018

CAMP LAU-REN is a Christian Camp owned by the United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith
and character.
LAU-REN CAMP CORPORATION owns the property for the United Church of Canada
and administers it in accordance with the purpose stated above as a non-profit
enterprise, financed from campers' fees which are heavily subsidized by a grant from
the Bay of Quinte Conference of the United Church and by gifts from individuals,
bequests, congregations and United Church Women's groups in the Presbyteries of
Upper Valley and Four Rivers.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit volunteer
leadership. Appointments endeavour to represent all areas of Upper Valley and Four
Rivers Presbyteries.
THE CAMP EXECUTIVE DIRECTOR(S) is (are) engaged by the Camp Corporation as
Executive Director(s) of the whole operation and is (are) responsible to the Corporation
through the Board of Directors.
MISSION: Our Mission is to provide a Christian experience for campers by providing
programs and services that foster Christian fait, provide opportunities for personal
growth, develop skills to build community and relationships, foster an environment of
inclusion of everyone and provide opportunities to acquire new skills and knowledge.
VISION: In Camp Lau-Ren;s natural setting, there will be an opportunity to have fun, to
gain a deepening awareness of otehrs, a growing understanding of oneself and a
strengthening of personal fait as we meet God in Jesus Christ,
VALUES: Respect, Collaboration, Community
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Mission Statement
A carefully-crafted mission statement reflects the overall goals and direction of a Camp.
Reviewed regularly, a mission statement can provide a framework for decision-making
and for evaluating of the Camp. It contributes to a sense of unity of purpose for the
board, committees and camp staff.
1.1
Camp Lau-Ren will have a mission statement which will be made available in
written form to staff, volunteers, potential campers and their families. “Camp Lau-Ren
endeavours to provide a Christian camping experience which encourages children and
leaders to strengthen their faith in God, Jesus Christ and the Holy Spirit.”
1.2
The mission statement will be reviewed annually and updated periodically by the
camp board. The date of the last review is to be recorded in the Board minutes.
1.3
The mission statement is to be prominently posted at the campsite throughout
the camping season. (Executive Director responsibility)
1.4

The mission statement will reflect the faith foundation of the United Church camp.

1.5

The Camp brochure is to state the Camp’s objectives and mission statement.

2.0
Theological Values and Standards
The camping ministry of the United Church of Canada is as old as the United Church.
Each Camp has a unique history and culture, representing many different aspects of
faith expression in our Church. This rich heritage is to be celebrated. It is also
important to the integrity of the church as a national body that each Camp respect the
rich diversity of faith experiences expressed by United Church members.
The purpose of Camp Lau-Ren is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself and a
strengthening of personal faith as we meet
God in Jesus Christ.
3.0

Accountability

3.1 Incorporation
United Church camps that are separately incorporated must meet the requirements set
out in The Manual as well as the requirements for non-profit corporations within the
province or territory in which they are located.
3.1.1 Camp Lau-Ren is in compliance with the requirements set out in The Manual,
specifically with regard to providing an annual report, financial statements, a board of
directors list, and evidence of insurance to the supervising court.
3.1.2 Camp Lau-Ren is a separately incorporated non-profit corporation in the
province of Ontario. (Lau-Ren Camp Corporation operates under a Provincial Charter,
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Letters Patent, granted by the Province of Ontario, on December 11, A.D. 1953. Said
Charter was duly re corded the 22nd day of January A.D. 1954, as number 43, in Liber
607, at the Provincial Secretary’s Office, Toronto, Ontario.)
3.2. Oversight
All organizations using the name of The United Church of Canada must be accountable
to a court of the church. Receiving support from the wider church community is one
reason for maintaining this link. Clear accountability and reporting expectations also
ensure systemic support and monitoring of camps within the courts of the church. It is
preferred that an organization be incorporated according to the laws of the province or
territory in which the organization is located.
3.2.1 Camp Lau-Ren, using the name of The United Church of Canada “in full or in
part” (The Manual, Section 429 “Guidelines for Incorporated Ministries) as a ministry of
the United Church of Canada, or operating under the umbrella of the United Church of
Canada is organized in a way which is compatible with Section 429 and accountable to
a court of the Church.
3.2.2 Conference Camp Committee
In addition to accountability to Conference as "Supervising Court" (The Manual
Section 429 “Guidelines for Incorporated Ministries) each United Church camp will be
accountable to its Conference through a Conference Camp Committee or equivalent,
which is linked to the national office of The United Church of Canada. In this manual,
this committee will be named as "the Conference Camp Committee." (Camp Lau-Ren
appoints two representatives to the Bay of Quinte Conference Camping and Retreat
Centres Committee, CCRCC).
3.2.3 Presbytery Oversight
Presbyteries are encouraged to support their Camps in leadership training,
programming choices, publicity, and finances.
Camp Lau-Ren will receive a pastoral oversight visit facilitated by its Presbytery on a
triennial basis, in accordance with The Manual. Presbytery may designate this
responsibility to another group, but will ensure that such a visit happens to comply with
this standard.
3.3

Board Structure and Responsibility

3.3.1 The composition of the governing body shall comply with the provisions set out
by the United Church of Canada.
3.3.2 The Board or designate must establish and monitor the annual budget of the
camp. (Camp Lau-Ren’s budget is based on the financial report, monitored by the
Treasurer.)
3.3.3 The camp board or its camp director must maintain current knowledge of all
program health, and safety standards set by the Provincial Camping Association and
provincial and local health and safety regulatory bodies, as they pertain to the running

Board of Directors Manual

Page 5 of 8

of both the camp's physical plant and the camp's program. (This duty is assigned to
the Executive Directors.)
3.3.4 The camp board will establish a structure which ensures the smooth running of
the camp in all aspects including (but not limited to), finances, property, program and
leadership development, publicity and promotion, camp staff management procedures
and policy, and staff recruitment.
3.3.5 The camp board will review annually, and update if required, the camp's
insurance policies. (Responsibility of Treasurer)
3.3.6 The camp board is responsible for ensuring the development and maintenance
of a well-repaired, safe campsite, through supervision and regularly conducted safety
audits. (Covered by completed questionnaires filled out by Summer Staff, Camp
Directors, Leaders and Counsellors.)
3.3.7 The board will ensure that there is a board member available for consultation
by the Executive Director(s) throughout the camping season. This person may be
consulted on issues of camp staff policy or dismissal, or in case of emergency
procedures requiring board action.
3.4
Annual Reports:
The Board will ensure that the Executive Director(s) submit an annual report as outlined
in the Executive Directors’ Manual.
3.5

Record Keeping

3.5.1 Throughout the camping season, the camp will keep on site a registration form
for each camper which includes: the camper's name, age, address, home phone
number, contact information for parents or guardians, and an alternative emergency
contact number.
Off-season, these records will be kept in a secure location, which may be either on site
or off-site. These records must be kept for seven (7) years. (The time period here has
been altered to comply with privacy legislation.)
3.5.2 Camp Lau-Ren Board will maintain a secure location for record-keeping during
the off-season. (Kept in a locked filing cabinet in the Grigg.)
3.5.3 Camp Lau-Ren will maintain in perpetuity, records of its annual reports, including
financial records for archival purposes. Material will be forwarded to Calvin United
Church, Pembroke archives if safe storage is difficult for the camp. (Under the
responsibility of the Archives Committee.)
3.6

Privacy Compliance

3.6.1 Camp Lau-Ren has a privacy policy which is in compliance with provincial or
federal (PIPEDA) legislation.
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3.6.2 Camp Lau-Ren has an identified Privacy Officer.
3.6.3 Camp Lau-Ren has a process in place to address complaints regarding the use
of information.
3.7
Provincial Camping Association Membership
In each province where they exist, Provincial Camping Associations set standards for
health, safety and program expectations for camps in their jurisdiction. Following the
standards of the relevant provincial bodies is expected of accredited member camps,
thus ensuring a consistent calibre of safety among members. United Church camps are
to maintain the standards for health, safety, and programming relevant to the Provincial
Camping Association in their region.
3.7.1 Lau-Ren Camp Corporation will be accredited by the Ontario Camps
Association.
3.8
Camp Staffing Standards
Note: Unless otherwise indicated, camp staffing standards apply to camp staff and not
to occasional resource people. Camp staff include paid or unpaid people in the service
of the camp, with ongoing responsibility for one or more aspects of camp life.
3.8.1 Camp staff are accountable to the camp board through the Executive Director(s).
3.8.2 Camp staff sign a contract detailing the terms of their service to the camp. Camp
staff positions include, but are not limited to, positions such as camp director, assistant
director, leader, counsellors, camp health personnel, waterfront staff, cooks, caretaker
and program staff.)
It is important that camps have clearly stated expectations for their paid camp staff and
volunteers. Job clarity provides guidance for workers to meet a high standard of
performance and provides a measure for performance appraisal during evaluation. It is
also essential that camps follow fair and equitable employment practices consistent with
current labour laws in their respective jurisdictions. The following standards will help to
provide a foundation for good employee and volunteer relations at camps.
3.9

Camp Screening Standards

3.9.1
All camp staff positions will be assessed for the degree of risk the position
poses to vulnerable persons. A written job description will include the camp board’s
risk assessment of the position and the recommended level of screening. The degree
of risk must also be assessed when involving an occasional resource person in camp
life.
3.9.2 Personnel files will be kept secure and confidential. It is the responsibility of the
camp board or its designate to ensure that these files are maintained in a secure and
confidential manner.
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3.9.3
Faithful Footsteps—Screening Procedures for Positions of Trust and Authority
in the United Church of Canada: A Handbook will be followed for screening purposes.
3.10

Camp Staff Responsibilities and Qualifications

3.10.1 The camp director has responsibility for, and authority over, all matters relating to
the camp while he/she is directing, and is accountable to the camp board.
3.10.2 The governing body will ensure that all standards pertaining to camp staffing,
programming, health and safety are monitored and met.
3.11

Employment / Volunteer Standards

3.11.1 The camp director and camp board will ensure that all camp staff are treated
equally and fairly in accordance with provincial human rights legislation.
3.12

Sexual Harassment and Child Abuse Policies

3.12.1 The Camp Lau-Ren boards will adopt and circulate the policy on dealing with
sexual harassment and child abuse.
3.12.2 The United Church of Canada is committed to providing a harassment-free
environment at United Church camps. Complaints of sexual harassment shall be taken
seriously and dealt with in a spirit of compassion and justice. The Board of Directors
will ensure that the camp’s policy on Sexual Harassment and Child Abuse is reviewed
annually and made available to all staff and board members.
3.13

Waterfront Activities

3.13.1 Each camp will follow their provincial standards for safe supervision of their
waterfront activities.
3.13.1 Each camp will have a procedure for handling waterfront emergencies and
searches which will be reviewed and updated annually.
3.14

Emergency Response Standards

3.14.1 Emergency preparedness is an essential part of planning for camp safety. The
Camp Lau-Ren Board will ensure that policies and procedures are in place to address
emergencies.
3.14.2 The camp has written plans for emergency situations, including fire, evacuation,
searches for missing persons, waterfront emergencies, intruders on the camp grounds,
extreme and/or contagious illness, and depression or suicide of a camper or staff
person.
3.14.3 Full versions of the Camp Emergency Response plans are included in the camp
manual and camp staff manual and are reviewed annually.
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3.14.4 Camp Lau-Ren will have written policies outlining the procedures for dealing with
the serious injury or death of a camper or staff person, including protocols for informing
authorities and the next of kin.
3.14.5 In the event of serious injury or death of a camper or staff person, the Executive
Director(s) will inform the Conference Camp Committee at the earliest opportunity.
3.14.6 Camp Lau-Ren will have written protocols outlining the procedures for informing
campers and/or the parents of campers of any death or serious injury that occurs at
camp.
3.15

Insurance

3.15.1 Camp Lau-Ren will be adequately protected by comprehensive general liability
insurance, arranged through a licensed insurance broker, plus any other insurance
coverage the broker and the camp board considers to be necessary.
3.15.2 The camp board will ensure that review of the adequacy of the camp’s
insurance policies occurs on an annual basis.
3.15.3 Camp Lau-Ren will maintain directors’ and officers’ liability insurance to protect
the Board of Directors from personal indemnity.
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Camp Lau-Ren
CAMP STAFFING
Volunteer Recruitment and
Staff Hiring Policies
Revised: June 2018
CAMP LAU-REN is a Christian Camp owned by Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the United
Church and by gifts from individual congregations and United Church Women's groups in
the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of the Presbytery.
THE CAMP EXECUTIVE DIRECTOR is engaged by the Camp Corporation as executive
director of the whole operation and is responsible to the Corporation through the Board of
Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs and
services that foster Christian faith, provide opportunities for personal growth, develop
skills to build community and relationships, foster an environment of inclusion of
everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a strengthening
of personal faith as we meet God in Jesus Christ.
VALUES:
Respect, Collaboration, Community
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JOB DESCRIPTIONS, Condensed
See individual manuals for detailed job descriptions.

Risk Assessment: Any position which creates the opportunity for unsupervised access
to children (or other vulnerable individuals) is given an assessment of the degree of risk in
which that person could, on occasion, be placed. The “risk” refers to the vulnerability of
that person to accusations of verbal, mental, physical, or sexual abuse. It is therefore
incumbent on each staff person to be aware of such risks and to take care not to place
themselves in a position such that a camper or other vulnerable person could feel
threatened. Generally, this means do not be alone with a vulnerable person. General
safety issues are not represented by this assessment, such as Waterfront Staff and
drownings or Cooks and food poisoning. The risk assessments are made for the
purposes of screening for character during the recruitment process.

The Board of Directors has assigned a risk assessment to each staff position. Risk
assessments are given on a scale of 1 to 10, where 10 indicates the possibility of being at
greatest risk.
Executive Directors (Risk level – 3 on a scale of 1 to 10 where 1 is lowest.)
The Executive Director(s) (ED) are the person(s), at least 30 years of age hired for the
whole year to look after all Camp business not handled by the Board of Directors.
The EDs serve on the personnel committee to hire paid staff, and establish their work
schedules as they work under the ED’s direction. The EDs are involved with leadership
recruitment and training. They work with volunteer staff to ensure that the Camp
Director’s program meets with the Christian objectives of the Corporation, and approves
the Camp Director’s choice of volunteers. The EDs work within the policy established by
the Lau-Ren Camp Corporation and have authority to make on-the-spot decisions in
consultation with the weekly Camp Director about any issue within the Camp. They are
available during Camp for consultation and advice. The EDs are expected to attend
meetings of the Board of Directors and prepare the Annual Report.
The emphasis is on co-ordinating rather than doing the thousand-and-one jobs that have
to be done each year in order for the Camp to run smoothly and successfully.
Camp Director (Risk level – 6)
The Camp Director (CD) is at least 25 years old. The main job is to plan, in conjunction
with the chosen leaders, a weekly program which will both entertain and instruct the
campers. The CD attends pre-camp Training Days and has training days of his/her own
for the specific Camp. The CD is on hand during registration. The CD has a pre-Camp
meeting with the EDs, and consults with the Cooks and Waterfront Staff to advise them
how they are requested to integrate with the planned program. Camp Lau-Ren is a
Christian Camp in which some form of Bible Study / Life Study forms a component. United
Church theology is to be reflected in all aspects of the Christian training. The CD is
responsible for all aspects of the weekly Camp, deferring only to the EDs on items of
Board policy.
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Leaders (Risk level – 7)
A leader is defined as one who has responsibility for a period of instruction at Camp.
Leaders can teach crafts, nature study, music, life study, canoeing, archery etc.
Leaders are adults (age 18 and up) and do not have any counselling duties.
Leaders are responsible to the Camp Director and work under the CD’s authority.
Leaders require the co-operation of counsellors in carrying out their program.
Counsellors (Risk level – 10)
The counsellor is the closest link the camper has with the program and activities during
his/her stay at Camp. Therefore, the counsellor should at all times be aware of the
whereabouts and activities of all of the campers under her/his care, unless involved in
other assigned duties. The well-being of the camper must be a constant concern,
especially with regard to personal safety. Any illness or injury of a camper must be
brought to the attention of the Heath Care Provider immediately.
Cooks (Risk level – 4)
Cooks must have the proper qualifications and be able to prepare food in an efficient and
timely manner following a set menu for 60 – 90 persons, including one cook-out. The
cooks order the kitchen supplies, prepare the meals, ensure sanitary conditions in the
kitchen. The Cooks are responsible to the ED but consult with the CD with regard to
serving procedures. Any problems with volunteer leaders are to be taken up with the CD.
The Kitchen is off limits for campers, leaders, and counsellors at all times (with the
exception of Leaders serving evening snack).
Waterfront (Risk level – 9)
The Waterfront Director (WD) must be at least 18 and hold the equivalent of the National
Lifeguard Service’s Registered Lifeguard Certificate. Before Camp, prepares a complete
set of waterfront safety rules, prepares the beach, becomes familiar with the Camp’s
equipment and ensures safety items are in place and in satisfactory condition. The WD
assumes responsibility and authority for the safety of everyone involved with swimming or
waterfront activities, and, in conjunction with the Assistant, provides swimming activities
and instruction in water safety. Co-ordinates with the CD to establish that Camp’s
program. Confirms with the CD that counsellors are available to assist at the beach as
required.
The WD has full authority over everyone with regard to the beach and any waterfront
activity, including the use of canoes or boats. The Assistant Waterfront has similar
authority. The Assistant Waterfront is responsible to the WD and may be appointed Tuck
Supervisor.
Caretaker (Risk level – 5)
The Caretaker (CT) is a general handyperson 18 or over who is familiar with the basics of
carpentry, plumbing, and small gasoline engines. The main duty of the CT is to ensure the
safe and sanitary condition of the grounds, the cabins and the washrooms. The CT
ensures the ready availability of all sanitary consumables. Garbage pails are emptied on
a regular basis. The CT looks after cutting grass, maintaining the lawnmower and
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outboard motors, and making small repairs. The CT looks after the campfires and
fireplace fires. The CT can require anyone on Camp property to immediately stop any
action that is destructive to property, or endangers personal safety. Tools in the Service
Centre are for the use of the CT and are available for use by camp staff only with
permission. Tools are not for use by campers. The CT instructs the Camp on the
Emergency Drill, and carries one out at the beginning of the Camp week.
From the United Church Camping Standards Manual
Section E:

Camp Staffing Standards

Note: Unless otherwise indicated, camp staffing standards apply to camp staff* and not
to occasional resource people*.
(From Glossary of Terms, edited version, from UCC Camping Standards Manual:
*Camp Staff: Paid or unpaid people in the service of the Camp, with ongoing
responsibility for one or more aspects of Camp life.
* Occasional resource person: A person with particular skills or knowledge needed by
the Camp on a short-term basis. Occasional resource people may do such things as:
help in the kitchen for a short amount of time, come in for a day to teach a particular craft
or skill, or help with some maintenance work around the Camp. Occasional resource
people may be paid or unpaid.)
Volunteer Camp Staff are accountable to the Camp Director. Paid Camp Staff are
accountable to the Executive Directors.
It is important that camps have clearly stated expectations for their paid camp staff and
volunteers. Job clarity provides guidance for workers to meet a high standard of
performance and provides a measure for performance appraisal during evaluation.
(Lau-Ren policy is to have resource people, other than those providing maintenance
duties, sign a Standards of Conduct form.) It is also essential that camps follow fair and
equitable employment practices consistent with current labour laws in their respective
jurisdictions. The following standards will help to provide a foundation for good employee
and volunteer relations at camps.
Camp Screening Standards
All camp staff positions will be assessed for the degree of risk the position poses to
vulnerable persons. A written job description will include the camp board’s risk
assessment of the position and the recommended level of screening. The degree of risk
must also be assessed when involving an occasional resource person in camp life.
Any position, camp staff or resource, which creates the opportunity of unsupervised
access to children (and other vulnerable individuals) will undergo a Police Records check
(PRC) in accordance with the United Church Recommended Screening Procedures on
the next page. PRCs for returning camp staff and volunteers must be renewed every
three years. (It is Lau-Ren’s understanding that we can request a PRC from those under
18, but cannot insist on it. Furthermore, refusal by the individual cannot be used as a
reason for non-acceptance.)
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The camp will maintain a personnel file for each camp staff person, containing
confirmation of police records checks, where applicable, notes of interviews with
references and/or reference letters, and copies of performance evaluations. Personnel
files will be kept secure and confidential. It is the responsibility of the camp board or it’s
designate to ensure that these files are maintained in a secure and confidential manner.
Personnel files will be kept for a minimum of seven (7) years. Camps should consult with
their lawyers and boards on length of time to keep personnel files.
Recruitment and Hiring policies
(All standards in this section refer to both paid camp staff and volunteer camp staff. They
do not apply to occasional resource people* who may be used by the Camp from time to
time (*See top of previous page.)
The Camp staff at United Church camps will have knowledge of and appreciation for
United Church theology, culture and traditions.
All camp staff have a written job description that includes the risk assessment of the
position, level of screening and special qualifications/licensing.
The Camp has a leadership recruitment program that recruits and provides training to
former campers, active church youth and qualified adults.
For all camp positions, the camp receives written applications and/or resumes that
become part of the personnel file
The hiring process for all camp staff positions (paid and volunteer positions) will include
an interview that may cover such things as work history, education, leisure activities,
awareness of the United Church and relevant skills and training.
References will be checked before any position is offered to an applicant. All prospective
staff are required to supply at least two references.
The camp will use a written contract with each staff person. The paid camp staff person
will retain a copy of his/her contract, and one copy will be kept in the person's personnel
file. For volunteer staff, his/her contract will be kept in their personnel file.
All hiring procedures must comply with the Provincial human rights code and
employment/labour legislation.
Staff Discipline and Termination Policies
All training sessions include an open discussion of how discipline issues for camp staff
will be handled at camp and by whom.
The camp has a process for terminating an employee that complies with the
employment/labour legislation and Provincial human rights code.
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Grounds for dismissal are clearly stated in the Staff Manual. The Camp Staff manual
contains written guidelines for dealing with camp staff or volunteer misconduct.
Camp Staff Responsibilities and Qualifications
The status of a Counsellor in Training (CIT) shall be clearly defined as a camper, and not
as a staff member, and this status shall be communicated to all camp participants
If a prospective staff member has been associated with another camp or children’s
organization, every effort must be made to obtain a written or verbal reference from that
source.
Trustworthy Care:
Helping organizations provide safe service
Recommended Screening Procedures for use in Camps,
Residences, Service Organizations, Outreach ministries
and other ministries associated with the
United Church of Canada
What is our duty toward those whom we serve?
The United Church of Canada has a legal, moral, and spiritual duty to care for and
protect all individuals who receive services in United Church related institutions or who
participate in United Church programs. This is a legal principle called “Duty of Care"
which identifies the obligations of organizations to take reasonable measures to care for
and protect their participants.
This brochure is one of a series of resources produced by the United Church of Canada to
help our institutions, organizations, ministries, camps and congregations understand the
principles of screening, as one measure of our "Duty of Care", and to put these
procedures into practice in the recruitment and selection of both staff and volunteers.
We need to be consistent and open about our screening practices when placing a person
in a position of trust or authority working with any individual vulnerable due to age, illness,
personal crisis, etc.
When screening procedures are followed as a matter of policy, this tells our
communities that we take seriously our responsibility to offer a safe and nurturing
environment for study, service, worship and personal growth.
Where does Screening fit?
The policies for screening are set before there is ever a candidate in mind. It begins with
a clear position description and ends when the position is no longer needed. Screening
is not about individuals; it is about creating and maintaining a safe environment through
careful matching of tasks and skills.
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Screening Steps:
1. Define the nature of the position and write a job description.
2. Determine the nature of the risk: Participants, Activity, Setting, Supervision, and
Relationship
3. Recruit based on the job description and skills needed.
4. Use formal application forms to keep track of important information about the
applicants.
5. Interview prospective candidates, preferably with more than one interviewer.
6. Check written references with follow-up phone calls.
7. For highest risk positions involving significant trust and vulnerable individuals,
conduct a police records check. Advise the applicant that this is required and obtain
their consent to the check. Know ahead of time what types of Offences would be
relevant to the job under consideration.
8. Provide orientation and training to new workers and volunteers.
9. Provide supervision and feedback regularly and formally.
10. Conduct regular performance evaluations, including feedback from program
participants.
Understanding Risk:
Employee and volunteer positions have different levels of risk attached to them,
depending on several factors - the participants, the setting, the activity itself, the
supervision provided and the nature of the relationship between participant and worker.
Understanding the nature of the risk will help organizations to determine the kind of
screening, training and supervision needed to make programs and services as safe as
possible for those who are involved. The higher the risk to vulnerable individuals, the
more stringent the screening measures should be.
An example will help:
Personal assistance with dressing and bathing for young children or elderly persons in a
non-family residential setting, such as a camp or a nursing home, would be considered an
activity with a high degree of risk. Why?
— The participant is vulnerable due to age and lack of independence.
— The setting is fairly private.
— The activity involves physical contact
— There is no immediate supervision of the worker.
— The relationship is one of trust, where the service provider has power (physical)
Screening for a position of this type would need to be stringent, including personal and
professional references, Police checks for a history of abuse or assault charges, Child
Abuse registry checks if available in your area, and a plan for regular supervision and
evaluation.
An activity director's position could be a fairly low risk position if all activities occurred in a
group context, in a public place, with additional adult helpers.
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Sound Human Resources and Volunteer Management Practices.
Appropriate screening procedures are just a part of sound Human Resources and
Volunteer Management Practices. If your organization has a volunteer coordinator, or a
Human Resources Manager, that person would be your primary resource for screening.
However, it is shocking to discover that often, written references are not followed up with
phone calls, credentials are not checked, and background information is not
authenticated.
Screening policies offer protection only if they are followed consistently. Have your
Board of Directors adopt a comprehensive screening policy and ensure that those
on selection committees follow it well.
Hope and Faith, but no guarantees!
There is no way to absolutely guarantee that no harm will ever come to any participant,
staff or volunteer in a program or service. But your organization exists and serves
because there is a human need, and in faith you step in to offer support and service.
Thanks be to God!
Organizations need to guard against charges of negligence by diligent screening and
other safety policies. Adequate insurance is needed to safeguard the future of your
organization. These things are necessary. What is essential is that United Church
related organizations minister in a spirit of faith and hope, responding to the gospel call to
love and serve others.
Statement of Commitment:
The United Church of Canada is committed to providing a safe environment for worship
work and study in all Pastoral Charges, Congregations institutions, agencies and
organizations, or other bodies which operate under its name. The United Church of
Canada seeks to ensure that all staff volunteers and ministry personnel who work with
vulnerable individuals in United Church settings share this commitment. This commitment
will be demonstrated by staff, volunteers and ministry personnel showing respect for
personal boundaries, protecting others from harm and abuse, and enabling those in their
care to learn and grow without fear of exploitation.
As we work together to create this community of trust and safety, God's vision of Shalom
sustains and guides us. We will experience the presence of the Spirit, nurturing and
prodding us to be a people of compassion and grace.
Theological Statement:
Jesus came into the world to bring life in all its fullness. As followers of Jesus we are
called to show love to one another, and to the world (John 13:34-35), to share our gifts
and resources, and to build a community of mutuality and respect (Acts 3: 44-47). As a
church, we have a primary duty to care for those who are marginalized, less powerful or
more vulnerable in our community (Deuteronomy 10:17-19, Isaiah 61:1 & 2)
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God intends that all people enjoy a life free from exploitation and abuse. Created in the
image of God, all persons have a right to be treated with respect and protected from harm.
Our church is blessed with the gifts of many that, offer leadership, as volunteers, staff and
ministry personnel. These people have a special calling to offer their time and talents in
congregations, Sunday Schools, programs for children and youth, home visiting and
many other ministries of the church. These people also are called to act with integrity
and discipline as they teach and care for the people of God. The church and all its workers
are called to honour the dignity of each person, as created in the image of God.
Jesus teaches that we must love one another. Love does not insist upon its own way
(Corinthians 13:5). Where manipulation and exploitation exist in a relationship, love is
violated.
The principle which supports this statement on “Screening Procedures for Positions of
Trust and Authority in the United Church of Canada” is that followers of Jesus must
demonstrate love, respect and honour for one another as members of the body of Christ:
for Jesus reminds us that as we do to the most vulnerable among us, we do unto him
(Matthew 25: 35-40).
Recommended Next Steps:
Read “Faithful Footsteps: Screening Procedures for Positions of Trust and Authority in
the United Church of Canada: A Handbook”, available through your Conference Office.
Contact the Volunteer Bureau in your area and ask about a workshop on "Screening for
non profit organizations".
Get a copy of “Screening in Faith: A National Education Campaign on Screening
Resource” through Volunteer Canada, 430 Gilmour St. Ottawa, Ontario, K2P OR8
Contact the Police force(s) in your area for information on the particular steps in
conducting Police checks in that jurisdiction (The process is determined by the local
police force.)
Be mindful of how Human Rights Legislation affects what can be asked in job interviews
and on application forms (The Human Rights Code differs in various provincial and
territorial jurisdictions).
Find out if there is a Child Abuse Registry in your area and how to conduct checks if
deemed necessary to the position.
Offer support and thanks to those workers in your organization who demonstrate loving
service, trustworthy care, and compassion your program participants.
For more information, contact the United Church conference office in your area.
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Volunteer Recruitment and Summer Staff Hiring Procedures
Volunteers:
A Counsellor is of age 16 or over and a Counsellor-in-Training (CIT) is at least 14 years of
age. The primary role of Camp Counsellors is to be actively involved in the care, custody,
and programming of children in age groupings. There are two counsellors with each
group of campers. It is expected that they will work co-operatively and creatively in
providing for the needs of the children. Where necessary, counsellors with the
qualifications and interest may be asked to assist in program areas.
An applicant which is considered for placement will be interviewed, and references will be
checked. It is expected that all counsellors will be available for all pre-camp training
sessions organized by the Board; one being held early in the year, and another before
camp starts in July at the Camp site. All Counsellors, both volunteer and paid, will sign a
contract, which will also be signed by the Camp Director.
Leaders will be recruited by the Camp Director and must submit an application and obtain
two written references which contain contact information of reference and address issues
of personal skill, knowledge, attitude and character of the applicant. The references
cannot be relatives or personal friends, but rather people who are knowledgeable of their
growth and development as a volunteer or employee.
Following the offer of as a volunteer Counsellor or CIT, the Personnel Committee may
request a Criminal Record Search Statement from the Provincial Police in regard to any
possible convictions related to assault against adults or children. The volunteer’s
signature on the application provides the Camp with permission to contact references and
previous employers requesting information concerning job history and personal character
information. All volunteer staff will be required to sign a contract, which will also be
signed by the Camp Director.
Paid Staff:
Summer Staff and Paid Counsellors are recruited by the Executive Director. All selected
applicants will go through an interview process. Verbal telephone references will be
performed for selected candidates. Successful candidates will be required to sign a
contract, which will also be signed by the Executive Directors. Staff over the age of 19
years will be required to provide a satisfactory Criminal Records Check.
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Camp Lau-Ren
Manual for Caretaker
To be used in conjunction with the STAFF MANUAL
For Volunteer and Paid Staff
Revised: June 2018
CAMP LAU-REN is a Christian Camp owned by Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the United
Church and by gifts from individual congregations and United Church Women's groups in
the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of the Presbytery.
THE CAMP EXECUTIVE DIRECTOR is engaged by the Camp Corporation as executive
director of the whole operation and is responsible to the Corporation through the Board of
Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs and
services that foster Christian faith, provide opportunities for personal growth, develop
skills to build community and relationships, foster an environment of inclusion of
everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a strengthening
of personal faith as we meet God in Jesus Christ.
VALUES:
Respect
Collaboration
Community
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(Risk assessment — 5)

The Caretaker (CT) is a general handyman aged 18 or over who is familiar with the basics
of carpentry, plumbing, and small gasoline engines.
The main duty of the CT is to ensure the safe and sanitary condition of the grounds, the
cabins and the washrooms. The CT ensures the ready availability of all sanitary
consumables. Garbage pails are emptied on a regular basis.
The CT looks after cutting grass, maintaining the lawnmower and outboard motors, and
making small repairs. The CT looks after the campfires and fireplace fires.
The CT can require anyone on Camp property to immediately stop any action that is
destructive to property or endangers personal safety.
Tools in the Service Centre are for the use of the CT and are available for use by camp
staff only with permission. Tools are not for use by campers.
The CT instructs the Camp on the Emergency Drill and carries one out at the beginning of
the Camp week.
Qualifications
a) A general handyman knowledge of basic carpentry, plumbing, and small gasoline
engines (lawnmower and outboard).
b) A minimum age of 18 years.
c) Preferably has first aid qualifications.
d) Has a Pleasure Craft Operator Card.
General Duties
1. Assume responsibility for the safety, care, maintenance and protection of Camp
property such that all are clean and in good repair.
2. Keeps washrooms clean and sanitary, and the grounds neat.
3. Ensures that all window and door screens on all cabins and washrooms are in good
repair and are intact at all times.
4. Ensures that all walls, ceilings, exhaust systems, filters and all floors in the food
service and dining area are kept clean.
5. Rinses mops after each use and hangs all mops in a well-ventilated area.
6. Keeps the Service Centre and surroundings in a neat, orderly and safe condition.
7. Ensures that all gasoline and flammable liquids, in quantities of four litres or more, are
not stored inside any closed building but uses the gasoline storage shed by the front
of Fellowes Hollow.
8. Ensures that all poisonous or hazardous materials and machines used in
maintenance are kept in locked storage and used only by authorized personnel. The
use of any hazardous or poisonous material shall be conducted in a safe manner,
allowing no unsupervised access by campers, and in accordance with provincial
guidelines. Chemicals used for pest control are chosen with care, balancing efficacy
with concern for environmental impact.
9. Keeps brush around all buildings trimmed, trimmings removed, and promptly return
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all cutting tools to the Service Centre.
10. Keeps garbage in plastic bags and stored in the garbage shack until picked up - twice
weekly.
11. Ensures that garbage bins are cleaned and air-dried when required.
12. Ensures that all sand pails are kept full and see that all fire extinguishers and smoke
detectors are in working condition.
13. Ensures that the water barrel at the campfire is kept full.
14. Ensures that there is an ample supply of matches or fire-lighter, dry wood, kindling
and paper available for the campfire.
15. Is responsible for the storage, maintenance, and repair of sports equipment in
consultation with the Executive Directors.
16. Co-operates with Camp Directors by advising or assisting them with matters related to
Camp property.
17. Orders consumable supplies regularly so that a sufficient quantity is on hand at all
times.
18. Ensures that fire regulations and emergency phone numbers are kept posted
throughout the complete camping season.
19. Informs the Camp Director and the Waterfront Supervisor when you leave Camp for
any reason.
20. Makes such small repairs to buildings, plumbing and facilities as are needed to keep
everything functioning.
21. Reports to the Executive Directors any need for more extensive repairs or service.
22. Looks after the storage of archery equipment and ensures that the equipment is
accessible only to authorized persons.
Pre-Camp Duties
1. Organize tools, equipment and supplies at the Service Centre.
2. In consultation with the Executive Directors, order supplies for the summer.
3. Assist the Waterfront Supervisor in pre-Camp set-up and maintenance of beach
equipment.
4. Set out sand pails at each cabin door. Each pail to be marked “For Fire Use Only”
and kept full at all times.
5. Ensure that government fire regulations and emergency phone numbers for fire,
ambulance, hospital and police are posted by each telephone.
6. Spray all poison ivy. Repeat in mid-July. Chemicals used for pest control are
chosen with care, balancing efficacy with concern for environmental impact
7. Perform such duties as the Property Chairman / Executive Directors direct.
8. Arrange for garbage pick-up in consultation with the Executive Director.
9. Ensure sports equipment is set out in proper locations.
10. Ensure that all smoke detectors are working.
11. Ensure that the two outboard motorboats (which are used for emergency rescue)
are in serviceable condition.
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CARETAKER—OPENING CAMP DUTIES
Sweep and dry mop Directors room and Smyth Lounge.
Put up volleyball net
Put up 2 soccer nets
Put up 2 tether balls
Organize Janitor’s Shed – more supplies coming Thursday
Bring barbecue down to campfire
Check all fire buckets and fill with sand
Take Sports Box out of Patterson and put to left of large door – side closest to
the Sports Field
Inventory sports equipment
Put sports equipment in sports box in front of McLaren Craft Hall
Mow grass
Put motors on boats.
Clean bathrooms – camper washrooms, Smyth washroom, Infirmary
washroom, staff washroom
Sweep and wash Dining Hall floor
Other duties as assigned

CARETAKER / JANITORIAL DUTIES
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Daily Duties: Monday to Saturday inclusive:
Washrooms:

Clean sinks, toilet bowls and seats, shelves and shower
stalls each day.
Empty waste containers each day.
Remove sanitary pad bags and insert a new bag (unless
empty) in each holder.
Make sure there are two toilet paper rolls in each toilet stall,
one on the holder and one on the back of the toilet.
Ensure there is sufficient paper toweling in the holders and
soap in the dispensers.
Sweep, then wash the floors. Use very hot water. Try to get
them reasonably dry.

Kitchen:

Ensure Kitchen Staff have emptied the garbage can after
EVERY meal.
Sweep, then wash the kitchen floor between one and three
p.m.

Behind Kitchen:

Twice EVERY day, pick up boxes, cans, etc. and prepare for
recycle pick up.

Dining Hall:

Empty the garbage can after EVERY meal after Jumpers are
done.

Smyth Lounge:

Empty garbage bag and replace with clean bag.

Porch:

Empty garbage can after the evening meal.
Empty recycle container as required and place cans in
recycling shed.

Campfire:

Prepare campfire each day during the afternoon and cover to
protect from the rain.
Make sure there is enough wood at the campfire site and start
the campfire if this is requested by the Director.

Motor Boats:

Ensure motors are running smoothly – Start one motor and
ensure it is in proper working order. The next day, start the
other motor.

Director:

Check with him/her if they require any items repaired or done.
DO NOT attempt to make repairs unless you are skilled – ask
the Executive Director.
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Mondays:
In addition to the daily tasks above:
Check the garbage can in Smyth lounge, remove and replace bag.
Empty recycle container as above.
Check garbage can in the Craft Hall, remove and replace bag.
Tuesdays:
In addition to the daily tasks above:
Sweep, then wash the Dining Hall floor between one and three p.m.
Assist the garbage collectors with garbage removal (this takes place at 7:30 a.m.)
Rinse garbage shed floor using the hose and HOT water.
Wednesdays:
In addition to the daily tasks above:
Wash all garbage cans – inside and outside – Kitchen, Dining Hall, Camper
Washrooms, Smyth lounge & washrooms, Staff washroom.
Check garbage can in Smyth lounge, remove and replace bag.
Empty recycle container as above.
Check garbage can in the Craft centre, remove and replace bag.
Clean the grill and start the barbecue between 4:15 – 4:45 p.m.
Thursday:
In addition to the daily tasks above:
Check the grass in all areas and cut if necessary.
Remove grease trap from kitchen grill and clean.
Clean Infirmary bathroom and wash floors in all Infirmary rooms (check with Health
Care Provider if needed).
Fridays:
In addition to the daily tasks above:
Sweep, then wash the Dining Hall floor between one and three p.m.
Assist the garbage collectors with garbage removal (this takes place at 7:30 a.m.)
Rinse Garbage shed floor using the hose and HOT water.
Saturdays:
Do not start the daily duties until the Campers have left.
In addition to the daily tasks above:
When the Volunteer staff have gone, remove the garbage bag from Smyth lounge
and replace the bag.
Empty the recycle container as above.
Sweep the floor of Smyth lounge very well, then spray and dry mop floor using
hardwood floor spray and special mop.
Sweep the floor of the room behind the Infirmary (if used), then spray and dry mop
floor using hardwood floor spray and special mop.
Empty garbage can in Director’s Room.
Empty the garbage can in the Craft Centre and replace the bag.
Set up campfire and cover.
Note:
Perform other tasks as listed in the Manual and/or assigned by the Executive Directors.
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CARETAKER DAILY CHECKLIST
MONDAY
By Noon:
Bathrooms:
 Clean sinks, toilet bowls and seats, shelves and shower stalls
 Empty waste containers
 Remove sanitary pad bags and insert a new bag (unless empty) in each holder.
 Make sure there are two toilet paper rolls in each toilet stall, one on the holder and one
on the back of the toilet.
 Ensure there is sufficient paper toweling in the holders and soap in the dispensers.
 Sweep, then wash the floors. Use very hot water. Try to get them reasonably dry.
Kitchen:
 Pick up boxes, cans, etc. and prepare for recycle pick up.
Dining Hall
 After breakfast, empty garbage can and replace garbage bag.
Other
 Ensure motors are running smoothly – Start one motor and ensure it is in proper
working order.
 Check with Director to see if they require any items repaired or done.
After Lunch:
 Empty garbage can in Dining Hall and replace garbage bag.
 Sweep floor if necessary and then wash the kitchen floor.
 Prepare campfire and cover to protect from the rain. Make sure there is enough wood
at the campfire site.
 Check the garbage can in Smyth lounge, remove and replace bag.
 Empty recycle container in Smyth Lounge.
 Check garbage can in the Craft Hall, remove and replace bag.
After Supper:
 Empty garbage can in Dining Hall and replace garbage bag.
 Pick up boxes, cans, etc. at back of kitchen and prepare for recycle pick up.
 Empty garbage can on porch after the evening meal.
 Empty recycle container on porch and put recycling in recycling shed.
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TUESDAY
Before Breakfast:
 Assist the garbage collectors with garbage removal (this takes place at 7:30 a.m.)
 Rinse garbage shed floor using the hose and HOT water.
By Noon:
Bathrooms:
 Clean sinks, toilet bowls and seats, shelves and shower stalls
 Empty waste containers
 Remove sanitary pad bags and insert a new bag (unless empty) in each holder.
 Make sure there are two toilet paper rolls in each toilet stall, one on the holder and one
on the back of the toilet.
 Ensure there is sufficient paper toweling in the holders and soap in the dispensers.
 Sweep, then wash the floors. Use very hot water. Try to get them reasonably dry.
Kitchen:
 Pick up boxes, cans, etc. and prepare for recycle pick up.
Dining Hall
 After breakfast, empty garbage can and replace garbage bag.
Other
 Ensure motors are running smoothly – Start one motor and ensure it is in proper
working order.
 Check with Director to see if they require any items repaired or done.
After Lunch:
 Empty garbage can in Dining Hall and replace garbage bag.
 Sweep floor if necessary and then wash the kitchen floor.
 Prepare campfire and cover to protect from the rain. Make sure there is enough wood
at the campfire site.
 Sweep, then wash the Dining Hall floor between one and three p.m.
After Supper:
 Empty garbage can in Dining Hall and replace garbage bag.
 Pick up boxes, cans, etc. at back of kitchen and prepare for recycle pick up.
 Empty garbage can on porch after the evening meal.



Empty recycle container on porch and put recycling in recycling shed.
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WEDNESDAY
By Noon:
Bathrooms:
 Clean sinks, toilet bowls and seats, shelves and shower stalls
 Empty waste containers
 Remove sanitary pad bags and insert a new bag (unless empty) in each holder.
 Make sure there are two toilet paper rolls in each toilet stall, one on the holder and one
on the back of the toilet.
 Ensure there is sufficient paper toweling in the holders and soap in the dispensers.
 Sweep, then wash the floors. Use very hot water. Try to get them reasonably dry.
Kitchen:
 Pick up boxes, cans, etc. and prepare for recycle pick up.
Dining Hall
 After breakfast, empty garbage can and replace garbage bag.
Other
 Ensure motors are running smoothly – Start one motor and ensure it is in proper
working order.
 Wash all garbage cans, inside and outside, and replace bags.
Dining Hall, Kitchen, Smyth Lounge, Smyth Washrooms, Camper Washrooms, Staff
Washroom
 Check with Director to see if they require any items repaired or done.
After Lunch:
 Empty garbage can in Dining Hall and replace garbage bag.
 Sweep floor if necessary and then wash the kitchen floor.
 Prepare campfire and cover to protect from the rain. Make sure there is enough wood
at the campfire site.
 Check the garbage can in Smyth lounge, remove and replace bag.
 Empty recycle container in Smyth Lounge.
 Empty garbage, sweep floor in Director’s Room.
 Check garbage can in the Craft Hall, remove and replace bag.
 Check Barbecue, clean grill, ensure there is enough propane in tank for cookout.
After Supper:
 Empty garbage can in Dining Hall and replace garbage bag.
 Pick up boxes, cans, etc. at back of kitchen and prepare for recycle pick up.
 Empty garbage can on porch after the evening meal.



 Empty recycle container on porch and put recycling in recycling shed.
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THURSDAY
By Noon:
Bathrooms:
 Clean sinks, toilet bowls and seats, shelves and shower stalls
 Empty waste containers
 Remove sanitary pad bags and insert a new bag (unless empty) in each holder.
 Make sure there are two toilet paper rolls in each toilet stall, one on the holder and one
on the back of the toilet.
 Ensure there is sufficient paper toweling in the holders and soap in the dispensers.
 Sweep, then wash the floors. Use very hot water. Try to get them reasonably dry.
Kitchen:
 Pick up boxes, cans, etc. and prepare for recycle pick up.
Dining Hall
 After breakfast, empty garbage can and replace garbage bag.
Infirmary:
 Clean bathroom.
 Wash floors.
Other
 Ensure motors are running smoothly – Start one motor and ensure it is in proper
working order.
 Check with Director to see if they require any items repaired or done.
After Lunch:
 Empty garbage can in Dining Hall and replace garbage bag.
 Sweep floor if necessary and then wash the kitchen floor.
 Prepare campfire and cover to protect from the rain. Make sure there is enough wood
at the campfire site.
 Check the grass in all areas and cut if necessary.
 Remove grease trap from kitchen grill and clean.
After Supper:
 Empty garbage can in Dining Hall and replace garbage bag.
 Pick up boxes, cans, etc. at back of kitchen and prepare for recycle pick up.
 Empty garbage can on porch after the evening meal.
Empty recycle container on porch and put recycling in recycling shed.
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FRIDAY
Before Breakfast:
 Assist the garbage collectors with garbage removal (this takes place at 7:30 a.m.)
 Rinse garbage shed floor using the hose and HOT water.
By Noon:
Bathrooms:
 Clean sinks, toilet bowls and seats, shelves and shower stalls
 Empty waste containers
 Remove sanitary pad bags and insert a new bag (unless empty) in each holder.
 Make sure there are two toilet paper rolls in each toilet stall, one on the holder and one
on the back of the toilet.
 Ensure there is sufficient paper toweling in the holders and soap in the dispensers.
 Sweep, then wash the floors. Use very hot water. Try to get them reasonably dry.
Kitchen:
 Pick up boxes, cans, etc. and prepare for recycle pick up.
Dining Hall
 After breakfast, empty garbage can and replace garbage bag.
Other
 Ensure motors are running smoothly – Start one motor and ensure it is in proper
working order.
 Check with Director to see if they require any items repaired or done.
After Lunch:
 Empty garbage can in Dining Hall and replace garbage bag.
 Sweep floor if necessary and then wash the kitchen floor.
 Prepare campfire and cover to protect from the rain. Make sure there is enough wood
at the campfire site.
 Sweep, then wash the Dining Hall floor between one and three p.m.
After Supper:
 Empty garbage can in Dining Hall and replace garbage bag.
 Pick up boxes, cans, etc. at back of kitchen and prepare for recycle pick up.
 Empty garbage can on porch after the evening meal.
Empty recycle container on porch and put recycling in recycling shed.
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SATURDAY
Bathrooms:
2 Camper Washrooms, Staff Bathroom, Smyth Washrooms, Infirmary Washroom
 Clean sinks, toilet bowls and seats, shelves and shower stalls
 Empty waste containers
 Remove sanitary pad bags and insert a new bag (unless empty) in each holder.
 Make sure there are two toilet paper rolls in each toilet stall, one on the holder and one
on the back of the toilet.
 Ensure there is sufficient paper toweling in the holders and soap in the dispensers.
 Sweep, then wash the floors. Use very hot water. Try to get them reasonably dry.
 Clean Counsellor showers in West washroom.
Kitchen:
 Pick up boxes, cans, etc. and prepare for recycle pick up.
Dining Hall
 After breakfast, empty garbage can and replace garbage bag.
Smyth Lounge
 Check the garbage can in Smyth lounge, remove and replace bag.
 Empty recycle container in Smyth Lounge.
 Sweep floor is necessary.
 Mop floor with special mop and cleanser.
 Shake mats and put back in lounge.
Craft Hall:
 Check garbage can in the Craft Hall, remove and replace bag.
Back Room of Infirmary (if used)
 Empty garbage, Sweep Floor, Mop floor with special mop and cleanser.
Infirmary
 Check to make sure Infirmary is clean – if not, sweep floors, mop floors, clean
bathroom
Porch
 Empty garbage can and replace garbage bag.
 Empty recycle container on porch and put recycling in recycling shed.

 Empty garbage bag on porch steps and replace garbage bag.
Campfire
 Prepare campfire for next camp and cover
Benches
 Ensure adequate number of benches at campfire and chapel for next camp
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Authority
The Caretaker can require anyone on Camp property to immediately stop any action
that is destructive to property, or endangers personal safety.
The Caretaker cannot impose any penalties for such action, but should report the
matter to the Camp Director.
Patterns of behaviour that may not immediately be destructive, but which could be
detrimental to Camp property, should be drawn to the attention of the Camp Director.
The Camp Director is responsible for the behaviour of campers and volunteer leaders
while on the premises, and should not expect the Caretaker to police their actions.
Tools in the Service Centre are for the use of the Caretaker and are not for use by
campers or volunteer staff. Extreme caution should be exercised in allowing their use
by volunteer leader
IN CASE OF FIRE, OR EMERGENCY DRILL
In case of fire, or an emergency drill, the Caretaker shall assume full authority over
Camp procedures. In the Caretaker’s absence, the Waterfront Director will be in charge.
In case of fire, or for purposes of an emergency drill, the Camp bell will be put on a
continuous ring.
In the event that a camper discovers a real fire, the camper should advise the nearest
volunteer or summer staff member who will then ring, or cause to ring, the bell. The
person who rings the bell should stay by the bell until the Caretaker or Waterfront
Director arrives to find out where the fire is.
On hearing a continuous ring, all campers, summer staff and volunteer staff are to
cease what they are doing and proceed to the flagpole to assemble in groups; the
campers and counsellors by cabin. All persons, campers first, are to be accounted for.
On the way to the flagpole, counsellors and leaders are to supervise the hasty movement
of campers. Counsellors, after checking their cabin for campers, will hurry to the flagpole.
In the case of an emergency drill, the Caretaker will take the opportunity to address
those assembled on the topic of fire safety, and of the procedures in case of a real
emergency. The Caretaker may also take this opportunity to fill the campfire fire barrel.
In case of fire, the Caretaker shall see that the fire department is called and, while waiting
their arrival, in discussion with the Camp Director, shall decide on whether any attempt
will be made to fight the fire. Leaders are to be sent on errands, counsellors are to stay
with their campers during a fire.
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Note:
The Kitchen Staff are not obliged to take part in any fire drill.
Likewise, the Caretaker is not obliged to take part in a waterfront emergency drill. Just
make sure it is, in fact, a drill.

Camp Lau-Ren

Manual for Cooks
To be used in conjunction with the Staff Manual

Revised: June 2018
CAMP LAU-REN is a Christian Camp owned by Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the United
Church and by gifts from individual congregations and United Church Women's groups in
the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of the Presbytery.
THE CAMP EXECUTIVE DIRECTOR is engaged by the Camp Corporation as executive
director of the whole operation and is responsible to the Corporation through the Board of
Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs and
services that foster Christian faith, provide opportunities for personal growth, develop
skills to build community and relationships, foster an environment of inclusion of
everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a strengthening
of personal faith as we meet God in Jesus Christ.
VALUES:
Respect
Collaboration
Community
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HEAD COOK
Job Description

(Risk assessment — 4)

The cooks order the kitchen supplies, prepare the meals, and ensure sanitary conditions
in the kitchen. The cooks are responsible to the Executive Director but consult with the
Camp Director (CD) with regard to serving procedures. Any problems with volunteer
leaders are to be taken up with the CD. The Kitchen is off limits for campers, leaders, and
counsellors at all times.
Qualifications
a) Mature, self-motivated and free from infectious diseases spread through food.
b) Must have a general knowledge of food preparation, nutrition, and sanitation.
c) Must have completed Food Handler Training and received Provincial Good Handler
Certification within the last 5 years.
c) Must be able to prepare food in an efficient, timely manner following a set menu,
which follows Canada's Food Guide, for 60 - 100 persons. (Three meals per day plus
an evening snack and one cook-out.)
d) Preference is given to individuals with two or more years of experience.
Authority
1. The Head Cook is responsible to the Executive Director.
2. The Camp Director is responsible for the campers while they are in the Dining Hall.
3. The Head Cook will consult with the Camp Director as to serving procedures.
4. The Head Cook instructs and supervises the Assistant Cook(s) and Floater(s).
General
1. The Executive Director will arrange to provide training in all aspects of food
preparation.
2. The Head Cook is expected to be involved in the Camp program; ie campfire, vespers,
etc. when their work schedule permits.
3. Any deficiencies or problems are to be reported to the Executive Director.
4. The Cooks are to abide by the provincial "Health Protection and Promotion Act –
R.R.O. 1990, Reg.568" under section 18 "Food Preparation and Storage."
5. All perishable foods such as meat, fish, and mayonnaise should be kept in a clean, dry
storage area maintained at 4 degrees C (Celsius) (40 degrees F.).
6. The Camp Director or Health Care Provider will discuss, with the Executive Director
and the Cook, a special menu for a camper with a life-threatening allergy or serious
medical condition. See peanut allergy information in kitchen.
7. Whenever possible, materials are to be purchased with a view to environmental
concerns, recyclable packaging and waste is sorted and recycled or composted or
re-used.
8. Garbage is to be disposed of properly, in accordance with local and provincial
regulations, and to minimize the risk of attracting animals.
9. Whenever possible, materials shall be purchased with a view to environmental
concerns.
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Use of disposable items: In the interests of preserving the environment and
minimizing impact on landfill sites, camps are strongly urged to limit the use of
disposable items in food preparation, serving, and cookouts.
10. Any problems with volunteer leaders or campers are to be taken up with the Director
of that Camp.
11. The Kitchen is off limits for campers, leaders and counsellors at all times.
12. The Kitchen may be locked at night at the Head Cook's discretion.
Pre-Camp Duties
1. Discuss all aspects of kitchen routines, food handling and preparation with the
Executive Director.
2. Wash and prepare Kitchen and Dining Hall, e.g., clean shelves, wash dishes, clean
cooler, fridges, and freezers.
3. Prepare a list of supplies and review with Executive Director.
4. Review and discuss the weekly menu with the Executive Directors and the kitchen staff
and ensure that it is understood by the kitchen staff.
5. Prepare a list of supplies and review with Executive Directors.
6. Perform other set-up duties as directed by the Executive Directors.
7. Prepare meals for staff in cosultation with the Executive Directors.
Duties during Weekly Camps
Order food supplies, keeping within a set budget.
Accept deliveries and check invoices against supplies received.
The Head Cook will consult with the Camp Director as to serving procedures.
Prepare and serve food in conjunction with the Assistant Cook and Floater.
Ensure that, during camper meals, the full attention of the kitchen staff is to be directed to
the efficient serving of the meal.
Ensure clean and sanitary conditions in the Kitchen and Dining Hall.
Ensure that the Kitchen floor is washed daily.
Empty garbage in kitchen and Dining Hall after every meal.
Ensure that each refrigerator has a thermometer inside, that the maximum
temperature is 4 degrees C (40 degree F) and that the maximum temperature in
the freezer compartment is -18 degrees C (-4 degree F).
Wear proper personal work garments and hair restraints.
Maintain good personal hygiene.
Assign the duties and supervise the work patterns of the Assistant Cook and Floater.
Provide food supplies for picnic canoe trips, overnight camp-outs and out-trips. Consult
with Camp Director by Monday noon re intended camp-outs or out-trips and supplies
desired.
Provide three meals per day, Monday through Friday, Breakfast on Saturday, Dinner on
Sunday. In addition:
 One evening meal each week will be a cook-out and a Cook will be available for
consultation during the Coo-Out. Consult with the Camp Director.
Pack and set out the food to be available for pick up by volunteer staff.
One Cook will be available in the Kitchen during the pick-up of cook-out supplies.
The Head Cook will give direction to Volunteer Leader/Camp Director on the
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proper use of the grill in the event of inclement weather.
If the cook-out cannot be held outdoors, the Volunteer Leader/Camp Director who
received instruction on use of the grill will be in charge of cooking food in the
kitchen.
One Cook or Floater will be available at the cook-out for consultation if needed.
Food and drink for evening snacks will be prepared, but not served by the Cooks.

The Caretaker will advise the kitchen staff of a fire drill. Such a drill should happen
early Monday morning, but, if postponed because of rain or any other reason, it is to take
place as soon as possible thereafter. During such a drill, Cooks are not expected to
participate, especially if food is being prepared. If not advised of a drill by the Caretaker,
the emergency signal should be obeyed after first making sure all stoves are turned off.
Post Camp Duties
Prepare meals for remaining summer staff in consultation with the Executive Directors.
Prepare an inventory of all items left over from the summer period and submit this to the
Executive Directors.
Store all items which can remain on the site over the winter period in a safe, mouse-proof
manner.
Place all items which must be removed from the site, on the shelves, and inform the
Executive Director of same.
Empty and clean refrigerators, freezers, milk cooler and the walk-in cooler unless directed
otherwise.
Leave the entire kitchen area in a sanitary condition – clean ovens, stoves, kitchen
shelves, freezers, cooler, fridges, tables, floor.
Leave Dining Hall in a sanitary condition – wash cupbaord shelves and outside of
cupboards of any spilled food.
Sort cultery in Dining Hall.
Smyth – Clean frige, microwave, toaster oven, return all kitchen items to kitchen
Complete all items on the “Kitchen Closing” list
Consult with Executive Director to ensure that all duties have been satisfactorily
completed before leaving camp.

Job Description

ASSISTANT COOK
(Risk assessment — 4)

Qualifications
 Must have a general knowledge of food preparation, nutrition and sanitation.
 Must be a minimum age of 16 years.
 Must be a self-motivated person capable of working with a minimum of
supervision.
General Duties
The Assistant Cook will work under the instruction and direct supervision of the Head
Cook.
The Assistant Cook will provide assistance as required by the Head Cook in fulfilling the
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duties and responsibilities of that position.
Volunteer staff will arrange to have campers set tables and wash up after meals under the
direction of a Leader. The Assistant Cook is to instruct on dishwashing and jumper duties
at each Camp to ensure that it is done properly.
The Assistant Cook is expected to be involved in the Camp program (campfire, vespers,
etc.) as their schedule permits.
Smoking is prohibited in the Kitchen and Dining Hall.
All used kitchen cloths, towels and aprons should be washed daily.
Stoves and grills are to be kept clean and grease pans emptied regularly.

Health Protection and Promotion Act
Community Health Protection
Food Premise
Every person who operates a food premise shall maintain and operate the food premise
in accordance with the regulations.
Persons employed on or in a food premise
Every person employed on or in a food premise shall comply with the standards and
requirements prescribed by the regulations for such persons.
Information
Every person who operates a food premise shall furnish the Medical Officer of Health of
the Health Unit in which the food premise is located with such information as the Medical
Officer of Health requests in respect of the manufacturing, processing, preparation,
storage, handling, display, transportation, sale or offering for sale of any food on or in the
food premise and the distribution of food from the food premise.
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Health Protection and Promotion Act Food Premises Regulation
The Cooks are responsible for ensuring that the following sections of the above Act are
followed.
Health Protection and Promotion Act

ONTARIO REGULATION 493/17
FOOD PREMISES
Consolidation Period: From December 15, 2017 to the e-Laws currency date.
Note: THIS REGULATION IS NOT YET IN FORCE. It comes into force on July 1, 2018.

No amendments.
This is the English version of a bilingual regulation.
CONTENTS
PART I
INTERPRETATION AND APPLICATION
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.
30.

Interpretation
Application
Sale of pre-packaged, low-risk food or hot beverages
PART II
MOBILE FOOD PREMISES
Mobile food premises
PART III
OPERATION AND MAINTENANCE
Commencement of operations
Results of inspections to be posted
Operation and maintenance
Equipment, utensils and multi-service articles
Arrangement of furniture, etc.
Illumination
Ventilation
Garbage and wastes
Pest control
Live birds or animals
Table covers, napkins and serviettes
Cloths and towels
Vending machines
PART IV
CLEANING AND SANITIZING
Equipment for cleaning and sanitizing
Utensil sanitization
Mechanical dishwashers
Cleaning and sanitizing of utensils
Cleaning and sanitizing of surfaces
Storage of substances
PART V
SANITARY FACILITIES
Altering floor space, number of toilets or washbasins
Sanitary facilities
PART VI
FOOD HANDLING
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Frozen food to be kept frozen
Food processing records
Potentially hazardous food storage

Manual for Cooks
Page |7
______________________________________________________________________
31.
32.
33.

Other food storage
Food handler training
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Manufactured meat product records
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PART I
INTERPRETATION AND APPLICATION
Interpretation

1. (1) In this Regulation,
“corrosion-resistant material” means any material that maintains its original surface characteristics after,
(a) repeated exposure to food, soil, moisture or heat, or
(b) exposure to any substance used in cleansing and sanitizing; (“matériau résistant à la corrosion”)
“domestic hen” means a hen of the domestic chicken belonging to the species Gallus Domesticus; (“poule
domestique”)
“eggs” means raw eggs in the shell; (“oeufs”)
“equipment” means any appliance, apparatus or device that is or may be used in the operation or maintenance of a food
premise, including vending machines, but does not include utensils or multi-service articles; (“équipement”)
“farmers’ market food vendor” means the operator of a stall or other food premise that is located at a central location at
which a group of persons who operate stalls or other food premises meets to sell or offer for sale to consumers
products that include, without being restricted to, farm products, baked goods and preserved foods, and at which the
majority of the persons operating the stalls or other food premises are producers of farm products who are primarily
selling or offering for sale their own products; (“vendeur d’aliments dans un marché de producteurs”)
“farm products” means products that are grown, raised or produced on a farm and intended for use as food and include,
without being restricted to, fruits and vegetables, mushrooms, meat and meat products, dairy products, honey
products, maple products, fish, grains and seeds and grain and seed products; (“produits agricoles”)
“food contact surface” means the surface of counters, equipment and utensils with which food may normally come
into contact; (“surface de contact avec des aliments”)
“food handler” means any person who,
(a) is employed in a food premise, and
(b) handles or comes in contact with any utensil or with food during its preparation, processing, packaging, service,
storage or transportation; (“préposé à la manutention des aliments”)
“food handler training” means food safety training provided by a local board of health, agency of a board of health or
through a program that the Ministry has recognized as being equivalent to the food safety training standards
established by the Ministry; (“formation des préposés à la manutention des aliments”)
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“food service premise” means any food premise where meals or meal portions are prepared for immediate
consumption or sold or served in a form that will permit immediate consumption on the premises or elsewhere;
(“lieu de restauration”)
“Grade ‘C’ eggs” means eggs that are graded Canada C in accordance with the Egg Regulations (Canada), made under
the Canada Agricultural Products Act (Canada); (“oeufs de catégorie C”)
“handwashing station” means a hand basin with hot and cold running water that is located in close proximity to a soap
dispenser and either a mechanical hand dryer or a single-service towel dispenser; (“poste de lavage des mains”)
“low-risk food” means food that is not potentially hazardous food; (“aliments à faible risque”)
“manufactured meat product” means food that is the product of a process, that contains meat as an ingredient and that
is customarily eaten without further cooking, and includes meat that is processed by salting, pickling, fermenting,
canning, drying or smoking or otherwise applying heat or to which edible fats, cereals, seasonings or sugar have
been added; (“produit carné”)
“mobile food premise” means a trailer, cart or vehicle-mounted food premise or other itinerant food premise which is
capable of being readily moved and in which food is prepared and offered for sale to the public; (“dépôt d’aliments
mobile”)
“multi-service article” means any container or utensil that is intended for repeated use in the service or sale of food;
(“article à usage multiple”)
“official method” means a method used by a public health laboratory centre established under section 79 of the Act for
the laboratory examination of food; (“méthode officielle”)
“potentially hazardous food” means food in a form or state that is capable of supporting the growth of infectious or
toxigenic micro-organisms and which requires time and temperature control to limit such growth; (“aliments
potentiellement dangereux”)
“pre-packaged foods” means food that is packaged at a premise other than the premises at which it is offered for sale;
(“aliments préemballés”)
“registered egg station” means a registered egg station within the meaning of the Egg Regulations (Canada) made
under the Canada Agricultural Products Act (Canada); (“poste d’oeufs agréé”)
“registered processed egg station” means a registered processed egg station within the meaning of the Processed Egg
Regulations (Canada) made under the Canada Agricultural Products Act (Canada); (“poste agréé d’oeufs
transformés”)
“sanitizing” means treatment designed to reduce the level of microorganisms to a level that will not compromise the
safety of food products, and “sanitize” has a corresponding meaning; (“désinfection, désinfecter”)
“serving” includes self-service; (“service”)
“single-service article” means any container or eating utensil that is to be used only once in the service or sale of food;
(“article à usage unique”)
“single-service towel” means a towel that is to be used only once before being discarded or laundered for reuse;
(“serviette jetable”)
“utensil” includes kitchenware, tableware, glasses, cutlery or other similar items used in the handling, preparing,
processing, packaging, displaying, serving, dispensing, storing, containing or consuming of food. (“ustensile”)
(2) A reference in this Regulation to the medical officer of health or the public health inspector means the medical
officer of health or the public health inspector, as the case may be, of the board of health in the health unit in which the
food premise referred to is situate.
Application

2. (1) No person shall operate or maintain a food premise to which this Regulation applies except in accordance
with this Regulation.
(2) This Regulation applies to all food premises except,
(a) boarding houses that provide meals for fewer than 10 boarders;
(b) subject to subsection (3), food premises owned, operated or leased by religious organizations, service clubs or
fraternal organizations where the religious organization, service club or fraternal organization,
(i) prepares and serves meals for special events, or
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(ii) conducts bake sales; and
(c) farmers’ market food vendors.
(3) If a religious organization, service club or fraternal organization prepares and serves a meal for a special event
to which the general public is invited that includes potentially hazardous food originating from a food premise that is
not inspected under the Act, the exemption in clause (2) (b) applies only if the following conditions are met:
1. Patrons attending the special event must be notified in writing as to whether or not the food premise has been
inspected in accordance with this Regulation. The notice shall be posted in a conspicuous place at the entrance
to the food premise at which the special event meal is held.
2. The operator must keep a list of all persons who donate potentially hazardous food for the special event meal
and must provide a copy of that list to a public health inspector on request. The list must contain each donor’s
name, address and telephone number, in full.
Sale of pre-packaged, low-risk food or hot beverages

3. Food premises that sell or offer for sale only hot beverages or pre-packaged, low-risk food items, or both, are
exempt from the provisions of clauses 7 (3) (b) and (c) and Parts IV and V if,
(a) the food premise uses only single-service articles; and,
(b) any eating or drinking area in the premise is not greater than 56 square metres in area.
PART II
MOBILE FOOD PREMISES
Mobile food premises

4. (1) In every mobile food premise,
(a) food shall be prepared within the premise and served to the public by persons working within the premise;
(b) only single-service articles shall be used to serve the food;
(c) separate holding tanks shall be provided for potable water and waste water; and
(d) every waste tank and water supply tank shall be equipped with an easily readable gauge for determining the
waste or water level in the tank.
(2) Clauses (1) (c) and (d) do not apply to mobile food premises that sell only pre-packaged or non-hazardous food.
PART III
OPERATION AND MAINTENANCE
Commencement of operations

5. A person who gives notice of an intention to commence to operate a food premise to the medical officer of health
under subsection 16 (2) of the Act shall include his or her name, contact information and the location of the food
premise in the notice.
Results of inspections to be posted

6. Every operator of a food premise shall ensure that the results of any inspections conducted by a public health
inspector are posted in accordance with the inspector’s request.
Operation and maintenance

7. (1) Every food premise shall be operated and maintained such that,
(a) the premises are free from every condition that may,
(i) be a health hazard,
(ii) adversely affect the sanitary operation of the premises, or
(iii) adversely affect the wholesomeness of food therein;
(b) no room where food is prepared, processed, packaged, served, transported, manufactured, handled, sold,
offered for sale or displayed is used for sleeping purposes;
(c) the floor or floor coverings are tight, smooth and non-absorbent in rooms where,
(i) food is prepared, processed, packaged, served, transported, manufactured, handled, sold, offered for sale
or displayed,
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(ii) utensils are cleaned, or
(iii) washing fixtures and toilet fixtures are located;
(d) the walls and ceilings of rooms and passageways may be readily cleaned and may be maintained in a sanitary
condition;
(e) every room in the premise where food is prepared, processed, packaged, served, transported, manufactured,
handled, sold, offered for sale or displayed is maintained in a sanitary condition so as to prevent contamination
of food;
(f) every room where food is prepared, processed, packaged, served, transported, manufactured, handled, sold,
offered for sale or displayed is kept free from materials and equipment not regularly used in the room;
(g) the floors, walls and ceilings of every room where food is prepared, processed, packaged, served, transported,
manufactured, handled, sold, offered for sale or displayed are kept clean and in good repair; and
(h) single-service containers and single-service articles are kept in such a manner and place as to prevent
contamination of the containers or articles.
(2) Despite clause (1) (c), carpeting may be used in areas where food is served if it is maintained in a clean and
sanitary condition.
(3) Every food premise shall be provided with,
(a) a supply of potable water adequate for the operation of the premises;
(b) hot and cold running water under pressure in areas where food is processed, prepared or manufactured or where
utensils are cleaned;
(c) an adequate number of handwashing stations that are maintained and kept adequately supplied and that are
situated for convenient access by food handlers; and
(d) refrigerated space adequate for the safe storage of potentially hazardous food.
(4) The handwashing stations referred to in clause (3) (c) shall be used only for the handwashing of employees.
Equipment, utensils and multi-service articles

8. (1) All equipment, utensils and multi-service articles that are used for the preparation, processing, packaging,
serving, transportation, manufacture, handling, sale, offer for sale or display of food in a food premise shall be,
(a) of sound and tight construction;
(b) kept in good repair;
(c) of such form and material that it can be readily cleaned and sanitized; and
(d) suitable for their intended purpose.
(2) Equipment and utensils that come into direct contact with food shall be,
(a) corrosion-resistant and non-toxic; and
(b) free from cracks, crevices and open seams.
Arrangement of furniture, etc.

9. Furniture, equipment and appliances in any room or place where food is prepared, processed, packaged, served,
transported, manufactured, handled, sold, offered for sale or displayed shall be so constructed and arranged as to
permit thorough cleaning and the maintaining of the room or place in a clean and sanitary condition.
Illumination

10. The levels of illumination required under Ontario Regulation 332/12 (Building Code) made under the Building
Code Act, 1992 shall be maintained in a food premise during all hours of operation.
Ventilation

11. The ventilation system in every food premise shall be maintained to ensure the elimination of odours, fumes,
vapours, smoke and excessive heat.
Garbage and wastes

12. Garbage and wastes, including liquid wastes, shall be collected and removed from a food premise as often as is
necessary to maintain the premise in a sanitary condition.
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Pest control

13. (1) Every food premise shall be protected against the entry of pests and kept free of conditions that lead to the
harbouring or breeding of pests.
(2) Every operator of a food premise shall maintain records of all pest control measures that are undertaken in the
premise and shall retain the records for at least one year after they are made.
Live birds or animals

14. (1) Every room where food is prepared, processed, packaged, served, transported, manufactured, handled,
sold, offered for sale or displayed shall be kept free from live birds or animals.
(2) Subsection (1) does not apply to any of the following:
1. Service animals described in subsection 80.45 (4) of Ontario Regulation 191/11 (Integrated Accessibility
Standards) made under the Accessibility for Ontarians with Disabilities Act, 2005 that are in an area of the food
premise where food is served, sold or offered for sale.
2. Live birds or animals that are offered for sale on food premises other than food service premises, if the medical
officer of health has given approval in writing for the keeping of the birds or animals on the premises.
3. Live aquatic species displayed or stored in sanitary tanks on food premises.
Table covers, napkins and serviettes

15. Table covers, napkins or serviettes used in the service of food shall be clean and in good repair.
Cloths and towels

16. Cloths and towels used for cleaning, drying or polishing utensils or cleaning food contact surfaces shall be,
(a) in good repair;
(b) clean; and
(c) used for no other purpose.
Vending machines

17. (1) Every vending machine in a food premise that automatically mixes water to create a product shall be
provided with a potable water supply piped into the machine under pressure.
(2) The name and telephone number of the operator of a vending machine shall be prominently displayed on or near
the vending machine if an employee of the operator is not in full-time attendance.
PART IV
CLEANING AND SANITIZING
Equipment for cleaning and sanitizing

18. One of the following types of equipment must be provided in a food premise for the cleaning and sanitizing of
utensils:
1. Mechanical equipment.
2. Equipment for washing by hand consisting of drainage racks of corrosion-resistant material and,
i. a three-compartment sink, or three sinks, of corrosion-resistant material of sufficient size to ensure
thorough cleaning and sanitizing of utensils, or
ii. a two-compartment sink, or two sinks, of corrosion-resistant material for the cleaning and sanitizing of
utensils, if,
A. the food premise does not use it for multi-service articles,
B. washing and rinsing can be done effectively in the first sink, and
C. the second sink is used for sanitizing as described in section 19.
Utensil sanitization

19. Utensils shall be sanitized through the use of,
(a) clean water at a temperature of at least 77° Celsius, or more, for at least 45 seconds;
(b) a clean chlorine solution of not less than 100 parts per million of available chlorine at a temperature not lower
than 24° Celsius for at least 45 seconds;
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(c) a clean quaternary ammonium compound solution of not less than 200 parts per million at a temperature not
lower than 24° Celsius for at least 45 seconds;
(d) a clean solution containing not less than 25 parts per million of available iodine at a temperature not lower than
24° Celsius for at least 45 seconds; or
(e) other sanitizing agents if,
(i) they are approved for use by Health Canada, the Canadian Food Inspection Agency or the medical officer
of health for the intended purpose,
(ii) they are used in accordance with the manufacturer’s instructions, and
(iii) a test reagent for determining the concentration of sanitizer is readily available where the sanitizing takes
place.
Mechanical dishwashers

20. (1) Mechanical dishwashers must be,
(a) so constructed, designed and maintained that,
(i) the wash water is sufficiently clean at all times to clean the dishes and is maintained at a temperature not
lower than 60° Celsius or higher than 71° Celsius, and
(ii) the sanitizing rinse is,
(A) water that is maintained at a temperature not lower than 82° Celsius and is applied for a minimum of
10 seconds in each sanitizing cycle, or
(B) a chemical solution described in clause 19 (b), (c), (d) or (e); and
(b) provided with thermometers that show wash and rinse temperatures and that are so located as to be easily read.
(2) Subsection (1) does not apply to a mechanical dishwasher that bears a certification from NSF International that
certifies it for commercial use.
(3) Subsections (1) and (2) do not apply if the medical officer of health is satisfied that the mechanical dishwasher
will effectively clean and sanitize utensils and is appropriate for use at the food premise.
Cleaning and sanitizing of utensils

21. (1) Multi-service articles shall be cleaned and sanitized after each use.
(2) Utensils other than multi-service articles shall be cleaned and sanitized as often as is necessary to maintain them
in a clean and sanitary condition.
Cleaning and sanitizing of surfaces

22. The surfaces of equipment and facilities other than utensils that come in contact with food are cleaned and
sanitized as often as is necessary to maintain such surfaces in a sanitary condition.
Storage of substances

23. Toxic or poisonous substances required for maintenance of sanitary conditions shall be,
(a) kept in a compartment separate from food so as to preclude contamination of any food, working surface or
utensil;
(b) kept in a container that bears a label on which the contents of the container are clearly identified; and
(c) used only in such manner and under such conditions that the substances do not contaminate food or cause a
health hazard.
PART V
SANITARY FACILITIES
Altering floor space, number of toilets or washbasins

24. (1) No operator of a food premise shall alter the floor space, number of toilets or washbasins in a sanitary
facility without first receiving approval in writing from a public health inspector.
(2) Subsection (1) does not apply if the food premise is a meat plant licensed under Ontario Regulation 31/05
(Meat) made under the Food Safety and Quality Act, 2001 or a plant licensed under the Milk Act.
Sanitary facilities
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25. (1) Every operator of a food premise shall ensure that sanitary facilities are maintained in accordance with the
design, construction and installation requirements in Ontario Regulation 332/12 (Building Code) made under the
Building Code Act, 1992.
(2) Every sanitary facility in a food premise shall be kept sanitary, properly equipped and in good repair at all times.
(3) Every sanitary facility in a food premise shall be equipped with,
(a) a constant supply of hot and cold running water;
(b) a supply of toilet paper;
(c) a durable, easy-to-clean receptacle for used towels and other waste material;
(d) a supply of soap or detergent; and
(e) a method of hand drying that uses single-service towels or a hot air dryer.
(4) A food premise where water-flush toilets could not be installed is exempt from the requirements of clauses (3)
(a), (d) and (e) if,
(a) non-flush toilets or privies completely separate from the food premise were constructed in accordance with a
permit issued under the Building Code Act, 1992; and
(b) the facilities are lighted and provided with commercially packaged single-use moist towelettes.
PART VI
FOOD HANDLING
Food service premise, food handling

26. (1) All food shall be protected from contamination and adulteration.
(2) All food must be processed in a manner that makes the food safe to eat.
(3) Subject to subsection (4), food that has previously been served to a customer shall not be re-served.
(4) Low-risk food that was previously served in packaging or a container that protects the food from contamination
may be re-served if the packaging or container has not been compromised and the food has not been contaminated.
(5) Ice used in the preparation and processing of food or drink shall be made from potable water and shall be stored
and handled in a sanitary manner.
Temperature, potentially hazardous food

27. (1) Potentially hazardous food shall be distributed, maintained, stored, transported, displayed, sold and offered
for sale only under conditions in which the internal temperature of the food is,
(a) 4° Celsius, or lower; or
(b) 60° Celsius, or higher.
(2) Subsection (1) does not apply,
(a) to a potentially hazardous food during those periods of time, not to exceed two hours, that are necessary for the
preparation, processing and manufacturing of the food; or
(b) to a hermetically sealed food that has been subjected to a process sufficient to prevent the production of
bacterial toxins or the survival of spore-forming pathogenic bacteria.
Frozen food to be kept frozen

28. Food that is intended to be distributed, maintained, stored, transported, displayed, sold or offered for sale in a
frozen state shall be kept in a frozen state until sold or prepared for use.
Food processing records

29. (1) Any food that is liable under law to inspection by the Government of Canada or Ontario, or by an agency of
either, in a food premise must be obtained from a source that is subject to inspection by that entity unless otherwise
permitted under this Regulation.
(2) Every operator of a food premise shall ensure that records of the purchase of food for use in the premise are
retained on the premise at least until the first anniversary of the purchase date.
Potentially hazardous food storage

30. The equipment used for refrigeration or hot-holding of potentially hazardous foods must,
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(a) be of sufficient size to store any potentially hazardous food and maintain it at the applicable temperature set out
in section 27; and
(b) contain accurate indicating thermometers that may be easily read.
Other food storage

31. Racks, shelves or pallets that are used to store food in a food premise must be designed to protect the food from
contamination and must be readily cleanable.
Food handler training

32. Every operator of a food service premise shall ensure that there is at least one food handler or supervisor on the
premise who has completed food handler training during every hour in which the premise is operating.
Food handlers

33. (1) Every operator of a food premise shall ensure that every food handler in the food premise shall,
(a) not use tobacco while engaged as a food handler;
(b) be clean and practise good personal hygiene;
(c) wear clean outer garments;
(d) take reasonable precautions to ensure that food is not contaminated by hair;
(e) wash hands as often as necessary to prevent the contamination of food or food areas;
(f) be free from any infectious agent of a disease that may be spread through the medium of food;
(g) submit to such medical examinations and tests as are required by the medical officer of health to confirm the
absence of an infectious agent mentioned in clause (f); and
(h) refrain from any other conduct that could result in the contamination of food or food areas.
(2) A person who has a skin disease shall not perform any work that brings him or her into contact with food unless
he or she has obtained the approval of the medical officer of health in writing before performing the work.
PART VII
COMMODITIES

MEAT AND MEAT PRODUCTS
Manufactured meat products safety procedures

34. (1) Every operator of a food premise at which manufactured meat products are manufactured must develop
written food safety procedures relating to manufactured meat products designed to ensure that no health hazards arise
in relation to their use.
(2) The written procedures referred to in subsection (1) must be approved by a medical officer of health or a public
health inspector.
(3) Subsection (2) does not apply if the food premise is a meat plant licensed under Ontario Regulation 31/05
(Meat) made under the Food Safety and Quality Act, 2001.
(4) The operator referred to in subsection (1) shall ensure that the procedures are followed in the food premise.
Consumption of manufactured meat products

35. In a food premise, manufactured meat products shall be subjected to a process sufficient to destroy pathogenic
bacteria, parasites, the cystic forms of parasites and any other forms of contamination that would render the products
unsafe to eat.
Manufactured meat product records

36. (1) Every operator of a food premise in which meat products are manufactured shall ensure that records for
manufactured meat products are created and retained on the premise at least until the first anniversary of the date on
which they were made.
(2) The records referred to in subsection (1) shall include the kinds of meat products manufactured, the names and
addresses of suppliers that supplied products used in the manufacturing, the weight of the meat products and the dates
of receipt of products used in the manufacturing.
Manufactured meat product identifiers

Manual for Cooks
P a g e | 15
______________________________________________________________________
37. (1) Every manufactured meat product that is transported, handled, distributed, displayed, stored, sold or
offered for sale at a food premise shall be identified as to the meat processing plant of origin by a tag, stamp or label
affixed to the product.
(2) Subsection (1) does not apply to a manufactured meat product stored, sold or offered for sale in a retail outlet at
the plant of origin.
Meat permitted at food premise

38. (1) The only meat permitted at a food premise is meat that has been obtained from an animal inspected and
approved for use as food in accordance with either Ontario Regulation 31/05 (Meat) made under the Food Safety and
Quality Act, 2001 or the regulations made under the Meat Inspection Act (Canada) and that has been stamped and
labelled or otherwise identified in accordance with that regulation or that Act.
(2) Despite subsection (1), a food premise where meat is sold, other than a food service premise, may have the meat
of game animals obtained through hunting on the premises for the purposes of custom-cutting, wrapping and freezing
it for its owner if,
(a) the meat is custom-cut, wrapped, frozen and stored in such a manner that it does not come into contact with
inspected meat;
(b) each quarter or larger section of the carcass bears a tag showing the name and address of the owner of the meat;
and
(c) each quarter or larger section of the carcass is legibly labelled “Consumer Owned, Not for Sale” or “Consumer
Owned, Not for Sale/Propriété du consommateur — non destiné à la vente” on each of the primal cut areas,
using ink made from non-toxic edible ingredients and in letters at least 1.25 centimetres in height.
(3) Despite subsection (1), a food premise in a meat plant licensed under Ontario Regulation 31/05 (Meat) made
under the Food Safety and Quality Act, 2001 may have uninspected meat on the premises if,
(a) an approval has been issued under Part VIII.2 of that regulation for the uninspected meat to enter a meat plant;
(b) a director has approved the food premise under Part VIII.3 of that regulation for the purposes of receiving the
uninspected meat for the period of time that the meat is present on the premise; or
(c) the premise has been approved under Part VIII.4 of that regulation for the purposes of receiving and processing
hunted game carcasses.
(4) The operator of a food premise that has uninspected meat on the premises shall ensure that,
(a) the uninspected meat is kept out of any part of the food premise where food is sold, served or offered for sale;
and
(b) the uninspected meat is not sold or offered for sale.
(5) Despite subsection (1), a food premise located at the Sioux Lookout Meno-Ya-Win Health Centre may have
hunted game meat from wild moose, wild duck, wild goose, wild caribou, wild muskrat, wild rabbit, wild deer, wild
beaver, wild elk or wild muskox on the premises if the bird or animal was killed in the course of hunting and if the
following conditions are met:
1. The meat is handled, prepared, processed and stored for the sole purpose of serving it to patients, visitors and
staff at the Health Centre.
2. The meat is handled, prepared, processed and stored so that it does not come into contact with other food before
the other food is served.
3. Patients, visitors and staff at the Health Centre are informed in writing each time before they are served the meat
that it has not been inspected in accordance with either Ontario Regulation 31/05 (Meat) made under the Food
Safety and Quality Act, 2001 or the regulations made under the Meat Inspection Act (Canada), and that meat
that has been inspected is available for consumption.
4. Patients, visitors and staff at the Health Centre are informed in writing that meat that has been inspected in
accordance with either Ontario Regulation 31/05 (Meat) made under the Food Safety and Quality Act, 2001 or
the regulations made under the Meat Inspection Act (Canada) is always available to be served on the premises.
(6) Despite subsection (1), a food premise may have game animal meat obtained through hunting on the premises
that is handled, prepared and stored for the purpose of serving it at a wild game dinner or a wild game event if the
following conditions are met:
1. The meat is handled, prepared and stored so that it does not come into contact with other food before the other
food is served.

Manual for Cooks
P a g e | 16
______________________________________________________________________
2. Patrons and staff are notified in writing each time before they are served the meat that it has not been inspected
in accordance with either Ontario Regulation 31/05 (Meat) made under the Food Safety and Quality Act, 2001
or the regulations made under the Meat Inspection Act (Canada). The notice must be posted in a conspicuous
place at the entrance to the venue at which the wild game dinner or wild game event is held.
3. The operator must keep a list of all patrons who attend the wild game dinner or wild game event and must
provide a copy of the list to a public health inspector upon request. The list must contain each patron’s name,
address and telephone number, in full.
4. The operator must keep a list of all persons who donate hunted game animal meat for a wild game dinner or
wild game event and must provide a copy of the list to a public health inspector upon request. The list must
contain,
i. each donor’s name, address and telephone number, in full, and
ii. with respect to each donor, the name of the species from which the donated meat was obtained.
(7) In subsection (6),
“wild game dinner” means a dinner provided under the authority of an authorization granted under clause 52 (3) (a) of
the Fish and Wildlife Conservation Act, 1997; (“dîner avec gibier sauvage au menu”)
“wild game event” means an event at which game wildlife may be served in accordance with section 135.1 of Ontario
Regulation 665/98 (Hunting) made under the Fish and Wildlife Conservation Act, 1997. (“événement avec gibier
sauvage au menu”)
(8) Utensils, equipment and food contact surfaces that have been in contact with uninspected meat shall be cleaned
and sanitized in accordance with Part IV before being used in connection with any other food.

MILK AND MILK PRODUCTS
Pasteurization and sterilization

39. (1) Milk products with less than 10 per cent milk fat shall be pasteurized, or made from milk that has been
pasteurized, by,
(a) heating to a temperature of at least 63° Celsius and holding it at that temperature for not less than 30 minutes if
a batch pasteurization system is used;
(b) heating to a temperature of at least 72° Celsius and holding it at that temperature for not less than 15 seconds in
a high temperature short time pasteurizer; or
(c) heating to another temperature and holding it at that temperature for a period of time, if the process will result in
the destruction of pathogenic organisms and phosphatase that is at least equivalent to the processes set out in
clauses (a) and (b).
(2) Milk products with 10 per cent milk fat or more shall be pasteurized, or made from milk that has been
pasteurized, by,
(a) heating to a temperature of at least 66° Celsius and holding it at that temperature for not less than 30 minutes if
a batch pasteurization system is used; or
(b) heating to a temperature of at least 75° Celsius and holding it at that temperature for not less than 15 seconds in
a high temperature short time pasteurizer.
(3) Milk products shall be commercially sterilized by heating the milk product to a temperature of at least 135°
Celsius and holding it at that temperature for not less than two seconds, or to such other temperature for such period of
time as will result in sterilization.
Cooling after pasteurization

40. (1) Milk products shall be cooled immediately after pasteurization to a temperature of at least 4° Celsius or
less.
(2) Subsection (1) does not apply to a milk product that,
(a) is to be further processed prior to packaging, then cooled to 4° Celsius, or less;
(b) has been commercially sterilized and is to be or is aseptically packaged; or
(c) is processed by drying.
Pasteurizers
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41. (1) Every pasteurizer used to pasteurize milk products in a food premise shall be equipped with indicating and
recording thermometers that are accurate and may be easily read.
(2) Every high temperature short time pasteurizer used to pasteurize milk products in a food premise shall be
equipped with a properly functioning flow diversion valve.
(3) Recording thermometers shall be moisture-proof and easily read.
(4) The temperature of a milk product in a pasteurizer at any time shall be taken as the temperature shown on the
indicating thermometer and not the temperature shown by the recording thermometer.
(5) The temperature shown by the recording thermometer shall be checked daily by the operator against the
temperature shown by the indicating thermometer and shall be adjusted to read no higher than the temperature shown
by the indicating thermometer.
Pasteurization recording device

42. (1) A pasteurization recording device shall be used in the pasteurization of milk products and shall record the
following information:
1. The name of the operation and the date of the operation.
2. The number of the pasteurizer, if more than one is in use, to which the recording device is attached.
3. The temperature of the indicating thermometer at some time corresponding with a marked point in the holding
period.
4. The name of the milk product being pasteurized.
(2) An operator of a pasteurizer shall create a record of the information listed in subsection (1) during the
pasteurization of any milk products and sign it.
(3) The record referred to in subsection (2) must be retained for at least one year after it was made or, for milk and
milk products with a shelf life greater than one year, until that shelf life has expired.
(4) The operator shall provide the records referred to in subsection (2) to a public health inspector or medical
officer of health on request.
Cheese from unpasteurized milk

43. Subsection 18 (2) of the Act does not apply to cheese made from unpasteurized milk if the cheese has been
subjected to conditions of storage that are sufficient to destroy pathogenic bacteria and toxins and any other forms of
contamination that would render the cheese unsafe to eat.
Sanitization

44. Equipment for pasteurization, sterilization and subsequent handling of milk and milk products shall be cleaned
and sanitized immediately prior to use.
Milk containers

45. Sterilized fluid milk products shall be sold in or from containers that bear the words “STERILIZED” or
“STERILE” and “REFRIGERATE AFTER OPENING”.
Repackaging of milk products

46. (1) A food premise that repackages milk products not produced in that food premise shall identify the original
processor, packing date and batch number on the containers of repackaged milk products.
(2) Despite subsection (1), the operator of the food premise may show the following information on the containers
of repackaged milk products if the operator maintains records that identify their original processor, packing date and
batch number:
1. The operator’s name and address or code marking.
2. The operator’s “Best Before” or repackaging date.
(3) The records referred to in subsection (2) must be retained on the food premise until at least the first anniversary
of the date on which the milk product was repackaged.
(4) This section does not authorize the repackaging of fluid milk products.

EGGS
Grade C eggs
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47. (1) No operator of a food premise shall store, handle, serve, process, prepare, display, distribute, transport, sell
or offer for sale ungraded or Grade “C” eggs.
(2) Despite subsection (1), the operator of a registered egg station may store and handle ungraded eggs for the
purpose of grading and may sell, offer to sell and transport Grade “C” eggs to a registered processed egg station.
(3) Subsection (1) does not apply to eggs from animals other than the domestic hen if,
(a) the eggs are in clean condition, with no visible cracks, at the time they enter the food premise; and
(b) the eggs are transported and stored at a cold-holding temperature of 4° Celsius, or less.
PART VIII (OMITTED)

48. OMITTED (REVOKES OTHER REGULATION).
49. OMITTED (PROVIDES FOR COMING INTO FORCE OF PROVISIONS OF THIS REGULATION).
___________________________________

PEANUT ALLERGIES
Camp Cooks
Background
Peanut allergy is the most common life-threatening food allergy in children. It is often
lifelong. Occasionally it may be outgrown. Children with peanut allergy often cannot stand
the smell of peanut butter, may refuse to touch it, and do not want to stay around when
peanut butter is being eaten. This type of violent rejection of peanut butter may be the first
sign that a child is peanut allergic even if they have never eaten it. Sometimes these
children get hives or rash where peanut butter touches the face or skin. If a peanut allergic
child touches peanut butter and then rubs the eyes, the eyes may become very swollen
and puffy. In the U.S., 8 lb. (3 1/2 kg) of peanuts are consumed per person per year, half
as peanut butter, one-third as peanuts, and the rest as peanut oil.
Does a food have to be eaten to cause a reaction?
A food does not have to be eaten to cause an allergic reaction but eating it does cause
greater amounts to get into the body and usually causes the most severe reactions.
Hives can occur on skin contact with an allergic food. If the food goes into the wet
surfaces, e.g. through a cut in skin, or at the lips (e.g. being kissed by someone who has
eaten peanut better), or in the eye, severe reactions can occur.
Why is peanut allergy so dangerous?
Even very small amounts can cause serious reactions. It may be found as a hidden,
unlabelled part of a food sometimes because of accidental cross-contamination during
manufacturing. Allergic reactions are often caused by eating unlabelled foods, by not
checking food labels properly for presence of peanut, or from foods which contain hidden
unlabelled peanut. Peanut may be used in many of the foods that children like and often
eat. The most common types of food causing allergic reactions due to peanut are
chocolates, cookies, candies, cakes with peanut-containing icing, and granola bars.
Special occasions such as Easter, Halloween, Christmas and birthday parties are more
dangerous for children with peanut allergy because there is more likely to be
peanut-containing foods eaten, and because it is more difficult to supervise children
properly then. At school, allergic reactions to peanut can happen when peanut butter is
used for school projects, e.g. bird seed balls, or when other children eat peanut products
and share with the allergic child, or the allergic child accidentally comes into contact with
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peanut on another child's hands, mouth, toys, desk or any other area where peanut butter
traces are left.
Examples of How Accidents With Foods Can Happen
1. Eating unlabelled foods.*
* All statements followed by an asterisk are examples which have caused death.
Accidental contamination of other foods, e.g. jam, butter, or of eating utensils, food
trays, tables and toys. A common problem is jam contaminated with peanut butter by
using the same knife.* Remember that even if a peanut allergic child is not offered peanut
butter, eating jam at home where there is peanut butter may not be safe. Packing peanut
butter sandwiches with other foods.*
3. Unpackaged foods, e.g. a cookie jar may contain traces of nuts from previous nut
containing cookies. Another cookie taken from that jar may contain traces of nuts on it.
Bulk foods, and buffet meals may also be dangerous because of cross contamination.
Free cookies at stores.
4. Contamination during preparation e.g. a cutting board used to cut 2 foods e.g.
chicken and fish and the chicken served to a fish allergic person or the same board or
knife to slice or grind nuts. Using the same oil to fry different foods, or the same batter for
different foods, or the same frying utensils for different foods without washing in between
can all cause cross-contamination. Grinding specialty nut flavored coffees in a coffee
grinder. Baking muffins with and without nuts if leftover batter is used for other muffins or
if baking pans are not properly cleaned.
5. Contamination during serving e.g. sauces mixed by spillage; the same scoop used to
take scoops of different ice creams some of which may contain nuts; a knife used to cut a
nut containing dessert and then used to cut another dessert.
6. Relying on someone who does not know but who tells you the food is safe, e.g.
another child, or someone who did not prepare the food, e.g. a counsellor, leader, camp
director, camp nurse.
7. Trying a food to see if you are "still allergic' especially with an anaphylactic allergy.
8. Testing a food carefully to see if it is safe or not is dangerous.*
9. A change in the way a usual food is made, e.g. a change in the ingredient list without
any obvious change on looking at the container, or a new cook or assistant cook may
change the recipe and add a "secret ingredient."*
10. Candy machines may have different foods at different times and candies may be
contaminated with traces of nuts if there were nuts in the dispensing machine before.
11. Be aware of unusual sources of allergenic foods. See list of "What may contain
peanut."
12.
Non-food sources of peanut, e.g. homemade playdough, scented crayons,
cosmetics or fishing lures with peanut, peanut shell stuffing in bean bags, draft stoppers,
and stuffed toys, peanut in animal food, e.g. hamster, gerbil and bird food granules, e.g.
lovebirds.
* These incidents have resulted in deaths.
Should vegetable oil be avoided?
No. Peanut oil must be declared if it is present.
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Does peanut have to be declared on a label?
Generally, yes. Unfortunately there are exceptions. "Flavour, natural flavour, spice,
seasoning curry" are terms used on labels which may occasionally contain peanut but do
not have to be declared. This is more likely to be found in imported foods especially from
countries which use peanut as a flavouring agent. Peanut oil however must be declared
without exceptions.
What about hydrolysed vegetable protein?
Hydrolysed vegetable protein or hydrolysed plant protein is usually made from soya,
wheat or corn, and are added to foods to improve flavour and texture. It is rare to have
hydrolysed vegetable protein made from peanut. However if it is made from peanut, it
does not have to be labelled as peanut but merely say hydrolysed vegetable or plant
protein. Therefore while quite unlikely, the possibility of peanut being present is there.
Hydrolysed peanut protein is cheaper in other parts of the world and therefore imported
foods containing hydrolysed vegetable protein has a higher chance of having peanut
protein. If in doubt, check with the manufacturer.
The allergic march
Three-quarters of children with food allergies and eczema develop asthma and
environmental allergies. This is called the 'allergic march.' First eczema beginning at age
6 weeks - 3 months, then food allergies, then asthma usually before age 5 years, then
environmental allergies. The most common food allergies in young children are milk,
eggs and peanut.
What foods or activities may use peanut?
Peanut butter may be used as a "glue" to hold foods together, e.g. egg rolls, rice squares.
Peanut butter or peanut flour may be added to barbecue sauce or other foods, e.g. chili,
mooshu sauce, plum sauce, marinades, curry sauce, pasta sauce and satay sauce to
flavour or thicken them. Some bird seed and animal food, e.g. gerbil food and dog biscuits
may contain peanut and some people have reacted to playing with animals who have
been fed peanut-containing food, e.g. chichillas and gerbils, presumably because traces
of peanut are on the hair of the animals. Peanut may contaminate food manufactured on
the same machines as similar foods without peanut, e.g. cookies, breakfast cereals,
cheese and crackers, chocolates, chocolate candies, raisin covered chocolates, ice
cream.
What about "may contain nuts"?
Companies are allowed to use "may contain nuts" if they cannot guarantee that a food
they are producing is free of nuts, usually because nuts are being used in the same
machines for other foods. A company that makes similar foods with and without nuts,
may have difficulty cleaning the machines in between making the different foods, or
packages may be mislabelled. These food manufacturing machines were designed
many years ago, and were never designed to be taken apart and cleaned properly. In
addition, some of these machines cannot be cleaned with water. Therefore it is quite
likely that when a food with nuts is put through the machine, traces of nuts remain on the
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machine. The first batches of foods made without nuts that go through the same machine
will likely contain traces of nuts. Batches of foods done much later are less likely to
contain traces of nuts but you cannot be sure which batch of food you are eating.
Therefore they should be avoided. This cross-contamination is most likely to occur with
cookies, candies, cereal, chocolate, ice cream, dried soups, and nut butters.
Should a nut-allergic child avoid other nuts?
You do not have to avoid other nuts if you are only allergic to peanuts. However young
children often avoid tree nuts if they are allergic to peanut because they cannot
distinguish between different nuts properly, and also they are still at a higher risk of
developing a tree nut allergy. 'Nu-Nuts' and "Mandelona nuts' are peanuts which are
defatted and reflavoured to resemble tree nuts and these need to be avoided.
Styrofoam peanuts do not contain peanut.
What about seeds, tropical oils, exotic nuts?
Foods such as water chestnut, pinenut (pignolia or pinyon nuts), coconut, nutmeg, do not
need to be avoided by peanut allergic people unless they are also allergic to these foods.
However allergies to these foods are uncommon. Palm oil and tropical oils do not need to
be avoided. Seeds, e.g. sesame, sunflower, poppy, mustard, safflower, canola do not
need to be avoided unless you are allergic to these as well.
What foods are more likely to contain undeclared nuts?
Chocolate and mint ice cream are most likely to contain undeclared nuts since leftover
ice cream can be added to these without changing the flavour. European chocolates are
allowed to be made with leftover chocolate which may contain nuts and may not be
declared.
Should I avoid other legumes, e.g. peas, beans or soya?
No, not unless you are actually allergic to them as well. Even though the skin test is
positive, if you have been able to tolerate peas, beans and other legumes before, they
may be continued, unless you begin to react when you eat them. In addition to peanut,
legumes include peas, beans, soya, chick peas (garbanzo beans), lentils, split peas, lupin
seeds, dahl, tamarind, licorice, carob, soy sprouts, bean sprouts, cassia, alfalfa,
fenugreek, tragacanth, acacia and senna. Most peanut allergic people can eat other
legumes even if they have a positive skin test to these other legumes. Because peanuts
are related to peas, beans and other legumes, these other legumes may show a mild
positive skin test in a peanut allergic person but that person can still eat them. However, a
positive skin test to one of these legumes means that the peanut allergic person does
have some chance of developing an allergy to the legume later although if an allergy does
develop, it is usually mild. In these cases, the allergy may cause only itchy mouth or
throat. The legumes most likely to cause allergic reactions in peanut allergic people are
dried mature legumes, e.g. dried peas and dried beans, whereas green peas and green
beans are often tolerated. Soy is very unlikely to cause an allergy in peanut allergic
people.
Is peanut oil safe?

Manual for Cooks
P a g e | 22
______________________________________________________________________
Pure refined peanut oil, if properly processed, should contain no peanut protein and
therefore should not cause allergic reactions in peanut allergic people. Refining peanut
oil requires a high degree of heating which destroys the peanut protein. Most peanut
allergic people avoid peanut oil because of the slight risk that the processing of peanut oil
was not done properly and that there may be traces of peanut protein. Nevertheless, if a
peanut allergic person accidentally eats a food with refined peanut oil, the chances of
having an allergic reaction are extremely low because even if there is peanut protein in
there, it will likely be in very small amounts. However, peanut and nut oils are also
available unrefined. They may also be called cold-pressed, unprocessed, expelled or
extruded oils. These unrefined oils may have nut proteins and may cause allergic
reactions. However, these unrefined oils are not usually used commercially but are
usually found only in specialty food shops and used for specialty ethnic cooking.
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Camp Lau-Ren
Manual for Executive Director
Revised: June 2018
CAMP LAU-REN is a Christian Camp owned by the Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the
United Church and by gifts from individual congregations and United Church Women's
groups in the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program, recruit volunteer
leaderships and to ensure the provision of paid staff for certain responsibilities during
the camping season.
THE CAMP EXECUTIVE DIRECTOR(S) is engaged by the Camp Corporation as
executive director of the whole operation and is responsible to the Corporation through
the Board of Directors.
MISSION: Our mission is to provide a Christian experience for campers by providing
programs and services that foster Christian fait, provide opportunities for personal
growth, develop skills to build community and relationships, foster an environment of
inclusion of everyone and provide opportunities to acquire new skills and knowledge.
VISION: In camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to
gain a deepending awareness of others, a growing understanding of oneself and a
strengthening of personal fait as we meet God in Jesus Christ.
VALUES: Respect, Collaboration, Community
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DUTIES OF EXECUTIVE DIRECTORS
The Executive Director (may consist of a team of two) will be responsible for the
co-ordination of activities and jobs at Camp Lau-Ren and is responsible to the
Board of Directors. The emphasis is on co-ordinating.
To be amended as the situation requires.
General
The Executive Director is an adult with extensive knowledge of Camp Lau-Ren, its
standards, its method of operation, and with experience in leadership and
administration.
1. The Executive Director is a member of the Personnel Committee and is
responsible for receiving and reviewing applications for Summer Staff and Paid
Counsellor positions. In accordance with the Camp Staffing Manual, conducts
interviews with candidates and recommends those to be hired to the Personnel
Committee. The Executive Director will ensure that all standards pertaining to
camp staffing, programming, health, and safety are monitored and met.
2. All paid staff work under the direction of the Executive Director. The Executive
Director establishes work schedules, ensures adequate training, and ensures
each job is done to an acceptable standard.
3. The Executive Director will be responsible for the supervision of all Summer Staff
and all matters relating to these positions.
4. The Executive Director will ensure that the Camp is properly staffed with Cooks,
Waterfront and Caretaker personnel throughout the Camping season.
5. The Executive Director, in co-operation with the Property Committee, will ensure
that all required maintenance and upgrades are completed prior to Camp
opening each summer.
6. The Executive Director, in co-operation with other Board members, shall
encourage the Christian Education Committees of Upper Valley and Four Rivers
Presbytery churches to recruit weekly Camp Directors and Leaders.
7. The Executive Director shall ensure that, through the Board of Directors, a
Leadership training session is scheduled each spring and that a Training
Committee facilitates this training. The Executive Director is to attend the
Training Weekend.
8. The Executive Director is responsible for working with the Volunteer Camp
Directors to ensure that the camping program meets the Christian objectives of
the Corporation.
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9. The Executive Director is responsible for reviewing and approving all volunteer
staff working under the Camp Director.
10. The Executive Directors will be responsible for advising the Health Care Provider
of each Camp of the general operating procedures of the Infirmary and, where
necessary, provide direction to the Health Care Provider on safe procedures for
the treatment of campers.
11. The Executive Director will attend the first meeting of Volunteer Staff of each
camp to ensure that Volunteer Staff are familiar with Camp policies, rules, etc.
12. The Executive Director will act as an adviser to the summer and volunteer staff in
personnel, program and camper/staff relationships, at their request.
13. The Executive Director works within policy established by the Lau-Ren Camp
Corporation and has authority to make on-the-spot decisions in consultation with
the weekly Camp Director about any issue within the Camp.
14. The Executive Director will be available while camps are in progress for
consultation and advice and shall represent the Corporation at a meeting at the
end of each camp to express the appreciation of the Corporation. The Executive
Director will be responsible for meeting with all volunteer staff at the end of their
camp to obtain their feedback on camp operations and programs for that week.
15. The Executive Director will ensure that the Camp is maintained during the Camp
season and will arrange for any necessary maintenance to be completed in a
timely manner.
16. The Executive Director, in co-operation with the Property Committee, will ensure
that the Camp is properly closed at the end of the summer season.
17. The Executive Director, in co-operation with the Property Committee will ensure
that the Camp is checked during the winter and organize snow removal as
necessary.
18. The Executive Director will attend the meetings of the Board of Directors and
have a report ready to present to the Board.
19. The Executive Director shall prepare the Annual Report of the Lau-Ren Camp
Corporation and present this report to Presbytery.
20. Prepare a report for, and attend, the meeting of the Conference Camping and
Retreat Centres Committee.
21. Prepare, and send, a pre-camp message to all Camp Directors informing them of
all of the requirements for the coming season.
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22. In co-operation with the Property Committee, see that the water supply and
treatment equipment is working satisfactorily before and during the camping
season.
23. Complete and submit report for Dept. of Health about opening date and about
Waterfront personnel.
Annual Reports
The Executive Directors are to prepare an Annual Report for the Camp which conforms
to the United Church Camping standard and which is prepared in time for presentation
at the November meeting of the Camp Corporation. In accordance with Appendix IV of
The Manual, The United Church of Canada, each camp will submit an annual report to
It’s Supervising Court, The Conference Camp Committee, or equivalent (where one
exists) and the staff person responsible for camping in the national office.
This report will include:
 The list of directors, indicating names, addresses, telephone numbers, and
membership status in the United Church;
 An insurance statement, indicating amounts for fire, comprehensive liability, and
any other amounts and details requested by the Conference Camp Committee;
 Statistics on the number of camp sessions held, number of campers in
attendance, and the number of camp staff (distinguishing between paid staff and
volunteer camp staff) involved in delivering the camp program.
Record Keeping
All records (camper, personnel. Incident reports, safety audits) should be kept for a
minimum of seven years. Camp Boards should consult with their lawyers on the length
of time to keep records specifically.

Executive Director Job Description and Duties
Position Summary:
The Executive Directors for Camp Lau-Ren have the responsibility of coordinating and
ensuring that the weekly camps and activities are progressing on schedule. They are
also responsible for the supervision of all paid and volunteer positions.
Qualifications:
1. Degree in Business Administration or comparable work experience/knowledge.
2. Training as per the Ministry of Environment Regulation 170/03 pertaining to
operation of a small drinking water system.
3. Ontario Ministry of Transportation Pleasure Craft Operators Certificate.
Skills and Knowledge:
1. Knowledge of the operation of a children’s camp.
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2.
3.
4.
5.
6.
7.

Thorough knowledge of the United Church of Canada Camping Standards
Thorough knowledge of the Ontario Camps Association - Camping Standards
Expertise in Microsoft Office, including Excel, PowerPoint, Word, and Outlook
Ability to create and update Camp manuals, forms, and policies and procedures.
Knowledge of website maintenance and development
Knowledge of the Food Premises and the Recreational Camp Regulations under
the Ontario Health Protection and Promotion Act.
8. Excellent organization skills.
9. Effective interpersonal and communication (oral and written) skills.
10. Ability to communicate through oral and written presentations to church groups,
magazine articles, newspaper advertisements, reports, etc.
11. Maintain competency and promote self development by seeking out and
participating in on-going learning opportunities.
12. Ability to adhere to policies and procedures as set out by the Camp Lau-Ren
Board of Directors, the Ontario Camps Association and the United Church of
Canada.
13. Ability to operate within a budget set by the Board of Directors.
Personnel Management:
1. Experience as a coordinator of teams.
2. Experience working and communicating with teenagers and young adults.
3. Experience in recruitment and retention of both volunteer and paid staff.
4. Effective leadership skills to maintain a healthy working relationship with
volunteer staff, including Board members and ability to work collaboratively with
such groups.
5. Ability to maintain communication with Ontario Camps Association and United
Church of Canada.
6. Ability to maintain a healthy working relationship with Churches of Renfrew
Presbytery.
7. Effective conflict resolution skills.
8. Ability to work as a leader in a multifaceted environment.
9. Ability to support a positive team environment.
10. Ability to perform interventions and manage outcomes.
11. Ability to participate in orienting and supporting new staff.
Position Responsibilities:
 Recruitment
1. The Executive Directors will arrange advertising for all volunteer and paid
Summer Staff positions through various forms of media including newspapers,
posters, and electronic sources.
2. The Executive Directors are members of the Personnel Committee and are
responsible for receiving and reviewing applications for Summer Staff and
Counsellor positions. They will conduct interviews with candidates and makes
recommendations of those to be hired to the Personnel Committee.
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3. The Executive Directors will ensure that the Camp is properly staffed with Cooks,
Floaters, Waterfront and Caretaker personnel throughout the Camping season.
4. The Executive Directors, in cooperation with other Board members, shall
encourage the Christian Education Committees of Presbytery churches to recruit
weekly Camp Directors, Leaders and Counsellors.
 Planning
1. One of the Executive Directors will attend the meeting of the Board of Directors
and present a monthly report on activities and issues.
2. Responsible for reviewing all policy manuals yearly and updating as necessary.
3. Ensure that appropriate Board member submits letters to sponsoring churches
yearly to ensure Church sponsorship of weekly camps. Board member to supply
names of sponsoring churches to the Executive Directors by December 31st of
each year for inclusion in the camp brochure.
4. Responsible for Camp Lau-Ren website, its design and maintenance.
5. Responsible for providing annual updates to the Ontario Camps Association
website.
6. Design yearly Camp Brochure and arrange for printing. Ensure that all churches
in Presbytery have access to brochures as requested.
7. Arrange advertising as necessary for the camping season, including advertising
posters for recruitment of staff.
8. Prepare and send, a pre-camp message to all Camp Directors informing them of
all of the requirements for the coming season.
9. Send requests to Churches in Presbytery requesting that a camping Sunday be
held in support of Camp Lau-Ren. The Executive Directors are also responsible
for ensuring that adequate camping Sunday Bulletins and envelopes are
available to all Churches in Presbytery.
10. Plan the weekly Camp menu following Canada’s Food Guide.
11. Ensure that the first orders of the season are placed with Sysco (food), Brum’s
Dairy (milk and eggs), Giant Tiger (bread), and Sani-Sol (janitorial supplies).
12. Ensure Infirmary is stocked for the season.
13. Purchase craft supplies and stock Craft Hall.
14. Based on previous year’s inventory, purchase and restock resource Centre with
t-shirts, hoodies, etc.
15. Prepare t-shirt and hoodie orders for each camp based on camper purchases
and have ready for Sunday check-in for each camp.
16. Purchase tuck supplies for the season. The Executive Directors are responsible
for ensuring that the tuck items are inventoried weekly and restocked as
necessary.
17. The Executive Directors will work with the Volunteer Camp Directors to ensure
that the camping program meets the Christian objectives of the Corporation.
18. Review the Waterfront Program at the beginning of the season to ensure delivery
of an exciting program. Verify that there is enough equipment to carry out this
program and that all equipment is in proper working condition.
19. Complete and submit report for the Health Department regarding opening date of
Camp and Waterfront personnel qualifications.
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20. Prepare a report for and attend the meeting of the Conference Camping and
Retreat Centers Committee. In September, prepare a report of the year’s
activities for the CCRCC meeting. This report must include camper days.
21. Prepare statistics of campers, summary of volunteer staff stats and other
information for the annual Camp Director’s meeting.
22. The Executive Directors shall prepare the Annual Report of the Lau-Ren Camp
Corporation, present this report to Presbytery, ensure that adequate copies are
printed for distribution, and submit the report to the United Church of Canada
National Office and the Bay of Quinte Conference.
23. The Executive Directors are responsible for applying for funding for staff
positions annually under the Canada Summer Jobs Program.
 Training
1. The Executive Directors shall ensure that, through the Board of Directors, a
Leadership Training session is scheduled each spring and that a Training
Committee facilitates this training. They are also required to ensure the
necessary tools and materials are provided and are in attendance for the
weekend.
2. The Executive Directors shall ensure that, through the Board of Directors, a
Director/Leader training session is scheduled each spring and that a Training
Committee facilitates this training. The Executive Directors will ensure that all
issues identified by the Board of Directors are presented at this training.
3. For all paid staff work under the direction of the Executive Directors, the
Executive Directors will establish work schedules, ensure adequate training, and
ensure each job is done to an acceptable standard.
4. The Executive Directors will be responsible for advising the Health Care Provider
of each Camp of the general operating procedures of the Infirmary and, where
necessary, provide direction to the Health Care Provider on safe procedures for
the treatment of campers.
 Supervision
1. The Executive Directors will be responsible for the supervision of all Summer
Staff and all matters relating to these positions.
2. The Executive Directors are responsible for reviewing and approving all volunteer
staff working under the Camp Director.
3. An Executive Director will attend the first meeting of volunteer Staff of each camp
to ensure that Volunteer Staff are familiar with Camp policies, rules, etc.
4. The Executive Directors will act as advisors to the summer and volunteer staff in
personal, program and camper/staff relationships, at their request.
5. The Executive Directors will work within policies established by the Lau-Ren
Camp Corporation and have authority to make on-the-spot decisions in
consultation with the weekly Camp Director about any issue within the Camp.
6. An Executive Director will be available in person or via telephone while camps
are in progress for consultation and advice and shall represent the Corporation at
a meeting at the end of each camp to express the appreciation of the
Corporation. An Executive Director will be responsible for distributing
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questionnaires to all Volunteer and Summer Staff and collecting completed
questionnaires.
7. The Executive Directors will ensure that Summer Staff properly store all
equipment for the winter period. This includes bringing in the raft, storing boats,
canoes, lifejackets, paddles and other beach equipment in Fellowes Hollow,
putting away picnic tables, chairs, benches at chapel and campfire, sports items,
etc. and that staff rooms are cleaned prior to departure and all keys are returned.
 Maintenance
1. The Executive Directors, in cooperation with the Property Committee, will ensure
that the Camp is checked during the winter and organize snow removal as
necessary.
2. The Executive Directors, in cooperation with the Property Committee, will ensure
that all required maintenance and upgrades are completed prior to Camp
opening each summer.
3. In co-operation with the Property Committee, see that the water supply and
treatment equipment is working satisfactorily before and during the camping
season.
4. Ensure that the Camp is maintained during the Camp season and arrange for
any necessary maintenance to be completed in a timely manner.
5. The Executive Directors, in cooperation with the Property committee, will ensure
that the Camp is properly closed at the end of the summer season.
6. Shut down water system, or ensure that it is done, for the winter period. A
procedure has been prepared as a separate document. This is to be done early
in October to avoid the freezing of any pipes.
7. The Executive Directors will be trained as defined under the Drinking Water
Systems Regulations to operate the camp’s water system and will take the
recognized course every three years to maintain this certification.
8. The Executive Directors will make themselves available during on-site visits by
the Renfrew County and District Health Unit and the Ministry of Environment and
Climate Change.
Weekly Summer Duties:
Sunday:
 Meet with Volunteer staff & explain rules and expectations of the Board.
 Ensure Director has all necessary forms for Volunteer staff personnel files.
 Obtain an updated Camp schedule and ensure that Summer Staff have a copy of
the weekly schedule.
 Ensure adequate blank copies of all forms are available for Director and Health
Care Provider.
 Remind (Inform) the Camp Director that he/she is to assign persons to check all
volunteer staff and campers for head lice prior to anyone bringing luggage, etc to
the cabins or sleeping quarters.
 Ensure that the Tuck person has the necessary forms for tuck.
 Ensure Camp Director has camp apparel orders from campers to hand out at
check-in.
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Man the Bolton Resource Centre from 1:45 pm until all campers have arrived.
Test chlorine residual as per Ministry of Environment and Climate Change
requirements.

Tuesday:
 Hold meeting with Summer Staff to review feedback from previous camp and
discuss any arising issues. This meeting is to be recorded and signed by all in
attendance, then kept on file.
 Meet with Camp Director and discuss any issues/concerns.
 Provide the Camp Director with evaluation forms for Counsellors.
 Audit tuck money received at check-in to ensure account is balanced.
 Place bread with Giant Tiger.
 Get tuck order from Tuck Supervisor and purchase supplies if necessary.
 Test chlorine residual as per Ministry of Environment and Climate Change
requirements.
 Prepare Payroll – calculate hours worked and deductions as per Canada
Revenue; write cheques and payroll slips; and prepare list for Treasurer.
Friday:
 Determine volunteer staff honourariums (Babysitters, Volunteer Counsellors).
 Meet with volunteer staff, collect forms and discuss as required. Thank
volunteers on behalf of the Board and pass out honourariums.
 Test chlorine residuals as per Ministry of Health and Climate Change
requirements.
Saturday
 Check all cabins of departing campers for left behind items, graffiti, damage,
garbage, etc. Open Resource Centre during camper check out.
 Test smoke detectors in all cabins and record.
 Ensure camper registration forms are received from Director/Health Care
Provider.
 Ensure that all Infirmary Treatment records, as well as early departure and
Incident report forms for the camp are handed in to Executive Directors.
 Ensure Director hands in volunteer staff personnel files and that all
documentation is complete.
 Remove Health Care Provider's records for the week from the Infirmary. Ensure
blank record sheets for the coming week are in the Infirmary.
 Restock Infirmary as required.
 Balance tuck and Mission Project and prepare deposit.
 Take recycle items to the recycling depot at the local dump.
 Pick up bread and tuck order from Giant Tiger.
 Check tuck reports to determine accuracy.
 Test smoke detectors in Smyth and record.
 Meet with Counsellors to review evaluations and receive feedback from the
week.
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Distribute staff pay.
An attempt should be made to attend each activity on the weekly schedule at least
once to see that it conforms to Lau-Ren's principles.
Deposit tuck and resource funds when deemed necessary.
Obtain the required funds for the weekly honourariums.

Monthly
 Test water as per Ministry of Environment and Climate Change requirements.
 Once when camp is in operation, conduct a Camp Safety Audit.
Yearly
 Prepare an Annual Water Report as per Ministry of Environment and Climate
Change requirements.
End of Camp Season
 Inventory kitchen food supplies & ensure proper storage
 Inventory resource supplies and pack away for winter
 Remove all electronics from buildings and properly store
 Remove all paint, glue, etc. from Craft Hall and store in Forrest #11
 Remove all first aid supplies from the Infirmary and properly store in Forrest #11

Camp Lau-Ren

Manual for
Camp Counsellors
To be used in conjunction with the
STAFF MANUAL FOR
VOLUNTEER AND PAID STAFF
Revised: June 2018
CAMP LAU-REN is a Christian Camp owned by Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the United
Church and by gifts from individual congregations and United Church Women's groups in
the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of the Presbytery.
THE CAMP EXECUTIVE DIRECTOR(S) is engaged by the Camp Corporation as
executive director of the whole operation and is responsible to the Corporation through
the Board of Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs and
services that foster Christian faith, provide opportunities for personal growth, develop
skills to build community and relationships, foster an environment of inclusion of
everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a strengthening
of personal faith as we meet God in Jesus Christ.
VALUES:
Respect
Collaboration
Community
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JOB DESCRIPTION - COUNSELLOR
Position: Counsellor
Risk Assessment: 10
Any position which creates the opportunity of unsupervised access to children (or other
vulnerable individuals) is given an assessment of the degree of risk in which that person
could, on occasion, be placed. On a scale of 1 to 10, where 10 indicates the possibility of
being at greatest risk, a counsellor is given a rating of 10.
Supervisor: Executive Directors and Camp Director
Qualifications and Experience:
Camp counsellors are to be a minimum of 16 years of age. Camp Counsellors–inTraining (CITs) will be a minimum of 15 years of age and will work with a Counsellor at
least 16 years of age. CITs of 15 years of age can be recruited by a Director for a
Tadpole or Junior Camp. These CITs can only attend the camps for which they were
recruited and cannot attend other camps during the summer. CITs are not to be left
solely responsible for campers. Counsellors and CITs are expected to attend all
pre-camp training sessions; those sponsored by the Board and those set up by the Camp
Director.
Duties of the Counsellor:
 The counsellor is the closest link the camper has with the program and activities during
his/her stay at Camp. As such, the Counsellor has a risk assessment of 10, and should
exercise prudence in all dealings with campers and fellow staff members.
 On the first day of Camp, one Counsellor is to be at the registration desk to welcome
campers and show them to their cabin. The second cabin Counsellor is to supervise
the settling in of campers in the cabin. Campers should then be given a site orientation
and allowed to participate in the free swim and swim test if scheduled.
 It is a Counsellor’s primary duty to look after the campers in his/her cabin, to make sure
they get up on time, get to meals on time, and to the assigned activities on time – as
outlined in the Camp timetable.
 Counsellors should know AT ALL TIMES the whereabouts and activities of each and
every camper in their group, and keep them in their group for the assigned activities.
 A thorough knowledge of the Camp rules is a requirement and the the camper should be
made aware of all rules on the first day of camp.
 The well-being of the camper must be a constant concern, the counsellor must be
concerned for the camper’s personal safety with regards to risks and hazards, some of
which are: poison ivy, unsupervised use of the Big Rock and Paddy Horse, the
waterfront area, canoeing, campfires, dangerous steps, electrical wiring, overexposure
to the sun, etc.
 Counsellors are expected to care for minor first aid requirements of Campers. Any
illness or injury of any camper should be brought to the attention of the Health Care
Provider immediately. If the HCP is not available, then issues should be brought to the
attention of the Camp Director.
 Counsellors work under the direct supervision of the Camp Director and the Executive
Directors and are to follow the Camp Director’s instructions for all land-based activities.
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For waterfront activities, the counsellors are under the direction of the Waterfront Staff.
For canoeing activities, the counsellors are under the direction of the Waterfront Staff
and the canoeing Trip Leader.
 On the last day of Camp, the counsellors are to facilitate the departure of their campers
and help ensure that the appropriate persons pick up each camper.
Time Off
All counsellors are entitled to a break every day, away from campers and responsibilities.
After the campers are in bed cannot be considered break time. This break time is to be
scheduled by the Camp Director.

EXECUTIVE DIRECTORS
The Camp Executive Directors are responsible for the coordination of activities and jobs
at Camp Lau-Ren and are responsible to the Board of Directors. They ensure that all
standards pertaining to camp staffing, programming, health and safety are monitored and
met. On behalf of the Board of Directors, they ensure that all camps are staffed with
appropriate volunteers, i.e., Director and Leaders and are therefore responsible for
reviewing and approving all volunteer staff working under the Camp Director. The
Executive Directors are responsible for working with the Camp Director to ensure that the
camping program meets the Christian objectives of the Corporation.
The Executive Directors are responsible for the recruitment and hiring all Counsellors and
Summer Staff and ensuring that all staff receive adequate training, including mandatory
training outlined in the United Church Camping Standards and the Ontario Camps
Association standards and by all government bodies.
All Counsellors work under the direction of the Camp Director and the Executive
Directors. The Summer Staff work under the direction of the Executive Directors. The
Executive Directors establish work schedules, ensure adequate training and ensure each
job is done to an acceptable standard.
CAMP DIRECTOR: Responsibility, Duties, and Authority
The Camp Director is responsible for organizing and running a six-day week at camp.
This involves the recruitment, with proper screening, of adult leaders for the various camp
programs (crafts, life study, etc.). The Camp Director has complete responsibility for the
day-to-day management of the Camp, will ensure that the policies and programs of the
Camp are carried out, and will encourage and advise staff and campers.
The Camp Director is responsible to promote the Christian spirit of camping at Lau-Ren,
endeavouring to blend campers and leaders into a Christian community for the week.
The Camp Director is responsible for discipline of campers:
The Camp Director shall share with the staff in dealing with any problems encountered
with campers and assumes final responsibility for discipline.
Emphasis should be on the moral and spiritual growth of the campers, but the Camp
Director shall have authority to telephone a parent and send any camper home should it
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appear to be necessary for the welfare of the rest of the Camp.
The Waterfront Director may expel any camper from water activities for violation of safety
regulations.
The Camp Director is to ensure that Camp property is not abused. Any deliberate damage
by an individual is to be reported with the name of that individual being submitted. All
damages are to be reported to the Caretaker and to the Executive Director.
CAMP LEADER
The Camp Director is responsible for recruiting volunteer Leaders to conduct camp
programs, e.g., Bible Study, Life Study, Crafts, Sports. Leaders are to include:
 Health Care Provider who is qualified to give First Aid
 Bible Study / Life Study Leader—it is compulsory for all campers to receive daily
Bible Study
 Craft Leader
 Sports / Games / Nature Study or Sports / Song Leader (singing is vital to Camp
spirit)
Camp Leaders are responsible for planning and conducting exciting programs to ensure
that campers experience a rewarding camping experience.
SUMMER STAFF
It is the Executive Directors’ responsibility to ensure that the camp is adequately staffed
during the camping season. This includes the hiring of the following staff:
 Counsellors - each camp will be assigned two Counsellors per cabin. Camp
Directors can recruit one female and one male Volunteer Counsellor (for Routliffe
and Fee Cabins) if the camper numbers warrant.
 Waterfront Director—Responsible for all waterfront activities.
 Waterfront Assistant—Works under the direction of the Waterfront Director.
 Head Cook—responsible for supervising the preparation of all meals and snacks
for all camp participants.
 Assistant Cook(s) - work(s) under the direction of the Head Cook.
 Caretaker—responsible for ensuring the camp is cleaned to Ontario Ministry of
Health standards and for regular maintenance of camp property.
 Floater(s) —in addition to duties assigned by the Executive Directors, he/she
shares duties between the Kitchen and Waterfront.

MISSION PROJECT
A weekly offering will be taken at some time during the week for a mission project chosen
by the Board of Directors. This offering is normally deducted from Tuck money deposited
at registration. A vesper service devoted to explaining the Mission Project should be held.
Details are available from the Executive Director.
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IN CASE OF FIRE, OR EMERGENCY DRILL
In case of fire, or an emergency drill, the Caretaker shall assume full authority over Camp
procedures. In the Caretaker's absence, the Waterfront Director will be in charge.
In case of fire, or for purposes of an emergency drill, the Camp bell will be put on a
continuous ring. For fire drill, Kitchen staff, on being notified by the Caretaker, are
exempt from participation.
In the event that a camper discovers a real fire, the camper should advise the nearest
Counsellor, Leader or Summer Staff member who will then ring, or cause to ring, the bell.
The person who rings the bell should stay by the bell until the Caretaker or Waterfront
Director arrives to find out where the fire is.
On hearing a continuous ring, all campers, summer staff and volunteer staff are to cease
what they are doing and proceed to the flagpole to assemble in groups; the campers and
counsellors by cabin. All persons, especially campers, are to be accounted for.
On the way to the flagpole, counsellors and leaders are to supervise the hasty movement
of campers. Counsellors, after checking their cabin for campers, will hurry to the flagpole.
In the case of an emergency drill, the Caretaker will take the opportunity to address those
assembled on the topic of fire safety, and of the procedures in case of a real emergency.
In case of fire, the Caretaker shall see that the fire department is called and, while waiting
their arrival, in discussion with the Camp Director, shall decide on whether any attempt
will be made to fight the fire. Leaders are to be sent on errands, counsellors are to stay
with their campers during a fire.

MANUAL FOR CAMP COUNSELLORS

Page | 7

CAMPER STANDARDS OF CONDUCT
Camp Lau-Ren's continuing success is due in part to the Board of Directors demanding the highest
standards of safe and moral behaviour from both staff and campers. For the benefit of those who may not
be aware of our standards, the following represents a partial listing which covers the most obvious
concerns.
SAFETY
Except for the beach area, foot protection is to be worn at all times. The beach area is out-of-bounds unless
supervised. All the remaining waterfront area and wooded areas are out-of-bounds unless the camper is
participating in a supervised activity. Smoking is not allowed at camp. Alcohol and non-medical drugs are
prohibited at camp.
RESPECT FOR FELLOW CAMPERS AND STAFF
Offensive or profane language, physical or mental abuse of another will not be tolerated.
RESPECT FOR PROPERTY AND NATURE
Camp property and property belonging to individuals must not be disfigured, damaged or destroyed.
Nature's plants must not be uprooted, nor bark removed from trees, nor animals disturbed.
RESPECT FOR PRIVACY
Campers will not enter the area between the Craft Centre and the Motel, Smyth, Smyth Washroom,
Harrison and the area around Harrison and Smyth. Unless invited, a camper must not enter a camper cabin
other than the one assigned to him or her.
RESPECT FOR THE DUTIES OF OTHERS
Campers will not enter the Kitchen, the area behind the Kitchen or the Caretaker's building.
RESPECT FOR PROPER ATTIRE
At Camp Lau-Ren, we want everyone to be comfortable and ready to participate in programs where the
quality of the experience is more important than fashion. Camp Lau-Ren’s dress code is meant to promote
a sun-safe and conservative standard to campers from a variety of backgrounds and denominations. The
Camp Director applies what is appropriate and has the authority to ask anyone to change clothes that fall
outside of the camp’s guidelines. Shoulders and heads are to be covered during the day to avoid sun
exposure (i.e., not just sun visors). Campers will wear one-piece bathing suits or respectable tankinis on the
beach and at waterfront activities. The following items are not permitted: offensive logos or art work;
spaghetti straps; halter tops, tank tops or bare stomachs; visible underwear; low-cut or revealing tops,
pants, mini-skirts or shorts. Flip flops, crocs or open toed shoes may not be worn for any outdoor activity
except going to and from the waterfront, so be sure to pack sturdy running shoes.
GENERAL
Campers must strictly adhere to additional standards/rules/guidelines imposed by the Camp Director and
approved by the Executive Directors. A camper must attend all programmed activities unless excused by
the Health Care Provider and/or Camp Director. Prior permission from the Camp Director must be obtained
before leaving the site. The Camp Director is to be informed of any expected visitors. No food items of any
kind are to be brought to camp. Campers are not allowed to bring cell phones or any other electronic
devices to camp. All music played at camp will be age, language and subject appropriate.
NOTE: The Camp Director has the authority to send a camper home for not conforming to the standards set
out above. Any camper sent home may not be eligible for consideration as a camper in the future.
UNDERSTANDING
I acknowledge that I have read, understood and agree to abide by the above STANDARDS OF
CONDUCT while in attendance at Camp Lau-Ren. I agree to participate fully in the camp program. I agree
not to bring any cell phones or electronic devices to camp.
Signature of Camper ________________________________________
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I confirm that the above Camper has read, understood and agrees to abide by the above STANDARDS OF
CONDUCT while in attendance at Camp Lau-Ren.
Signature of Parent/Guardian _______________________Date _______________

Standards of Conduct
Summer and Volunteer Staff
Forward:
Camp Lau-Ren’s continuing success is due in part to the Board of Directors demanding the highest
standards of safe and moral behaviour from both staff and campers. The following represents a partial
listing which covers the most obvious concerns.
Safety
Except for the beach area, covered foot protection is to be worn at all times (sandals are not considered
as covered protection). Crocs are acceptable but should be worn with the heel strap and should not be
worn while climbing the rock or for sports activities. Water shoes are recommended.
The beach area (with the exception of the Camp Director and Executive Director) is out of bounds unless
supervised.
Everyone must have prior approval of the weekly Camp Director for non- programmed activities during
the week: in the water, on the waterfront, the waterfront area and Fellows Hollow.
Tobacco smoking, e-cigarettes or vaping are highly discouraged at camp and are only allowed in a
designated area on Smyth porch out of sight of campers.
Alcohol, marijuana products and non-medicinal drugs are prohibited on camp property.
Respect for Campers and Fellow Staff
The following will not be tolerated:
 Offensive or profane language.
 Physical or mental abuse of another person.
Respect for Property and Nature
 Camp property, and property belonging to others, must not be disfigured, damaged, or destroyed.
 Nature’s plants must not be uprooted, nor bark removed from trees, nor animals disturbed.
Respect for Individual Privacy
Counsellors and volunteer staff (with the exception of the Camp Director) will not enter the area between
the McLaren Craft Centre and the Forrest Motel. Counsellors and Summer Staff will not use the facilities
of Smyth Washroom unless previously arranged by the Camp Director.
Respect for the Duties of Others
With the exception of the Camp Director and Summer Staff, Leaders and Counsellors will not enter the
Kitchen, the area behind the Kitchen or the Workshop. Exception to this rule applies for Leaders serving
evening snack.
Respect for Proper Attire:
 All Summer Staff, Counsellors and Volunteer Staff will wear one-piece bathing suits or tankinis on the
beach and at waterfront activities.
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 The following items are not permitted: offensive logos or art work; spaghetti straps; tank tops; halter
tops or bare stomachs; visible underwear; low-cut or revealing tops; pants, skirts or shorts.
 Flip flops, crocs or open toed shoes may not be worn for any outdoor activity except going to and from
the waterfront.
Respect for Authority
 All staff members must strictly adhere to additional standards/rules/guidelines imposed by the
Camp Director, and approved by the Executive Director.
 All Counsellors and Leaders are expected to abide by curfews set by the Camp Director and Executive
Directors.
 Counsellors must attend all programmed activities unless the Camp Director has delegated other
duties or given prior permission to be excused.
 Prior permission from the Camp Director is required for any staff member to leave the site.
 The Camp Director is to be informed of any expected visitors.
 Cell phones and other electronic devices brought to camp by Volunteer Staff and Counsellors will be
kept in a locker in Smyth and will only be used in Smyth Lounge or on Smyth porch during break time.
(At all other times, these devices will be turned off and kept in a locker – not left out on tables, floors or
furniture.)
 All music played at camp will be age, language and subject appropriate.
 There will be zero tolerance for pranking of any kind.
The Camp Director will discuss with any Volunteer or Paid staff member not conforming to any standard
of conduct in private, the reason why not. If the issue cannot be resolved, the Camp Director will
consult with the Executive Director.
Any Summer Staff member not conforming to any of the above standards will be brought to the
attention of the Executive Director by the Camp Director. The issue will be discussed in private with
the following present: Camp Director, Executive Director(s), and Staff Member.
Any decision on an infraction may be mutually agreed to by the meeting parties, but will require
the consent of the Executive Director.
____________________________________________________________________________________

Understanding
I acknowledge that I have read, understood, and agree to abide by the above Standards of Conduct
while an employee or Volunteer staff member at Camp Lau-Ren.

Staff (please print name):
___________________________________________________
Signature ___________________________________________
Dated this ________day of _________(month) _________(year)

If Under 19 years of age:
Adult Witness (please print name):
(Not Related)

___________________________________________________
Signature ___________________________________________
Dated this _________day of_________(month)_________(year)
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FIRST AID & EMERGENCY INTERVENTIONS FOR COUNSELLORS
The most important skills you bring to your position as a Counsellor is your knowledge,
skills already learned and ability to listen and to learn.
Allergies
You need to know which campers have an allergy and what behaviours to look for that
would indicate they need their medication. An allergy may be mild or severe. It is
important you make sure they take their medication when needed. Allergy symptoms can
worsen in hot humid weather, with exercise (like sports, long canoe trips), when overtired,
homesick, upset or exposed to cold water. Keep your eye on these campers. Picking
up on early signs of allergy symptoms will help the camper get their medication and care
early enough and possibly prevent a trip to the hospital.
Campers with severe allergic reactions should be familiar and able to give themselves an
EpiPen injection. They are required to carry an EpiPen with them at all times (a fanny
pack may be used) as the medication needs to be given right away. Make sure you and
the camper know where the EpiPen is at all times. Campers are advised to leave a
second EpiPen in the Infirmary. If a camper experiences a severe allergic reaction or the
EpiPen has been used, the camper must be taken to the hospital immediately. You may
need to help them give the drug (EpiPen). Send someone to get the Health Care Provider
and tell him/her to bring the camper’s second EpiPen. Please note, the lifeguard in the
guard chair will have the EpiPen when the camper/Counsellor/Leader/Volunteer is
swimming. You will learn how to inject the EpiPen during this Training Weekend.
See the section on Peanut Allergies which includes Anaphylactic reactions and
emergency procedures.
Insect Bites and Stings
For most people, an insect bite or sting only causes some painful swelling with redness
and itching.
For those allergic to bee and wasp stings, severe allergic reactions is a life-threatening
emergency requiring immediate medical care.
Recognize the symptoms of a severe allergic reaction:
 Hives and swelling
 Vomiting
 Breathing difficulty
The person may complain of:
 Nausea
 Breathing difficulty
When these signs occur, call the Health Care Provider immediately. While waiting for
the HCP, assist the person to use his EpiPen. If the bite or sting is on an arm or leg, keep
the limb below the level of the chest (heart level). Watch their breathing.

ANAPHYLAXIS
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Anaphylaxis is a life-threatening allergic reaction caused by food, medication or insect
bites and stings. Even a trace amount of a food can cause a severe allergic reaction. An
anaphylactic reaction can occur anywhere from seconds up to 12 hours after contact with
the allergen. The camper must be taken to the hospital immediately for observation, even
if their symptoms seem mild.
Symptoms of anaphylaxis:
a) A ‘fuzzy’ feeling tongue and swelling in the throat area and face or eyes that are
swollen shut.
b) Swelling of the upper airway causing trouble breathing, croup like symptoms,
suffocation.
b) Swelling of the lips and tongue with trouble swallowing and breathing.
c) Runny nose, nasal congestion, sneezing, itchy watery eyes.
d) Skin eruptions such as hives or redness. Itching anywhere.
e) Constriction (tightening) of the lower airways with wheezing, asthma and cough.
f) Dizziness, and feeling like dying. Low blood pressure, pale, shock.
g) Nausea, cramps, diarrhea and vomiting.
Responsibility of the Camp Health Care Provider
To be familiar with the allergy information contained in the training manual, specifically
the administration of an Epipen, and with the emergency procedure worked out by the
Executive Directors in collaboration with any other staff involved with this procedure.
The Health Care Provider is to ensure that the required Epipen is stored in the Camper’s
fanny pack. The Health Care Provider will also ensure that the extra Epipens, which may
be required for transport to the hospital, are stored in a location such that they are readily
available to the emergency vehicle driver or support person.
The Health Care Provider is the ideal staff member to accompany the person having a
severe allergic reaction to the hospital.
Of Note: EpiPens/Allerjet come in 2 dosage sizes:
 Epipen/Allerjet Junior (for those weighing 33 – 66 lbs) and
 Regular EpiPen/Allerjet (for 66+ lbs)
EMERGENCY PROCEDURE FOR ANAPHYLAXIS
If there is any suspicion that someone is experiencing an anaphylactic reaction or may
have been in contact with an allergen:
DO NOT WAIT
 The Counsellor is to send a runner to immediately notify the Health Care Provider, or
the Camp Director, or the Executive Director.
 Don’t Wait. Lay the camper on the floor (ground).
 Get an EpiPen from the camper’s fanny pack.
 Once the EpiPen is in hand, the 5 Rights of Medication
must be performed. *This is protocol for all first aiders
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regarding emergency medications and include:
1. Right person
2. Right medication (does the name on the medication label match the camper’s
name)
3. Right amount/dose (on the label)
4. Right method (see procedure)
5. Right time (this one is important as sometimes choking can be mistaken for
anaphylaxis.
The 5-Rights check takes only seconds and can be done while removing the
EpiPen from its protective plastic casing. (These 5 Rights will become less of a
concern when EpiPens become non-prescription or publically accessible.)
The camper having the reaction should be moved as little as possible as movement
will increase blood flow throughout the body, thus promoting the circulation of the
allergen and speeding up the reaction.
Remove blue safety cap if using an EpiPen, remove outer casing if using Allerject.
Firmly press against OUTER MID-THIGH of the camper’s leg with the orange tip end
of the needle (“Blue to the sky, orange to the thigh”). (This may be done through the
camper’s clothing, if necessary). If using an Allerjet, follow the voice prompts.
Wait 10 seconds for fluid to enter the body (use a clock or watch to time 10 seconds).
Remove Epipen from camper’s leg.
Massage area of injection for 10 seconds.
Load camper into the designated emergency transport vehicle* – with a support
person.
The camper must be rushed to the hospital. Additional Epipens should accompany
the camper in case they are needed during transport – one for every 15 minutes travel
time. Repeat injection if breathing becomes laboured.
Advise parent / guardian.

* Before each weekly Camp begins, the Executive Director and Camp Director determine
an emergency transport vehicle and possible drivers to ensure the vehicle is available for
emergency use. Extra Epipens for transport are the responsibility of the Health Care
Provider. Travel time and route to hospital is to be determined by test runs.
Asthma
Use of Inhalers
Some campers may suffer from asthma and require the use of an inhaler. Campers who
bring an inhaler to camp should keep the inhaler with them and not leave it in the Infirmary
unless so instructed by the parent. The camper is the best person to know when he/she
needs to use his/her inhaler. The inhaler should be kept on the camper’s person or in his
personal belongings in the cabin. The inhaler should be stored at room temperature. If it
gets cold, it should be warmed only using your hands. If it gets broken or punctured, it
should immediately be taken to the HCP. If the inhaler needs to be taken with the camper
to the beach, it should be left in the box on the Lifeguard Chair. The inhaler cannot be
taken into the water.
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Figure 2

Figure 3

A metered-dose inhaler (MDI) is a pressured inhaler that delivers medication by using a
propellant spray. Figure 1.
To use a MDI: (Figure 3)
1. Shake the inhaler well before using (30 seconds or 3-4 shakes)
2. Remove the cap.
3. Breathe out, away from the inhaler.
4. Place the inhaler it in your mouth between your teeth and close your mouth around it.
5. While breathing in slowly, press the top of the inhaler once and keep breathing in
slowly for one full breath.
6. Remove the inhaler from your mouth and hold your breath for about 10 seconds, then
breathe out.
7. Repeat as necessary.
* An aerochamber (spacer) may be prescribed to help deliver the medication to the
lungs. (Figure 2)
Powdered inhalers such as Diskus or Tubuhaler do not need to be shaken nor do they
need an aerochamber.
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Remember to have the camper rinse their mouth after using an inhaler with a steroid such
as Flovent (orange colored) to prevent yeast infections.

ADHD - Attention Deficit Hyperactivity Disorder
ADD – Attention Deficit Disorder
OCD – Obsessive Compulsive Disorder; TS - Tourette Syndrome
Campers with these conditions often use medication to help them manage their behavior.
Taking these medications exactly as they are prescribed (at the right times and at the
same times every day) provides the campers with the best support for their behavior.
You should plan a quiet wind-down time at rest time and at bedtime. If their behaviour is
unacceptable, then discuss an action plan with the Camp Director or his/her designate.
There may be a plan set up ahead of time with the parents and you would be told about
the plan before registration.
More information on dealing with campers who have ADHD and ADD will be covered in
the “Challenges/Problem Solving” training session.
Reactions to Temperature Changes
Cold
Can be caused by swimming, while out canoeing, exposure or inappropriate dress.
Observe your camper. Some will be more susceptible to cold than others. Some
observations may be shivering, from mild to severe, blueness in lip and nail colour, and
drowsiness.
Things you can do include wrapping in a warm blanket, giving a warm drink (could add
sweetness), rubbing arms and legs, adding additional clothing or increasing activity level.
Heat/Sun
All campers can be susceptible to heat. Make sure clothing is light and more relaxed in
fit. Light colours tend to reflect the heat better than dark colours. Make sure the camper
wears a proper hat that covers there neck, ears and face. Campers must wear
sunscreen (minimum SPF 20-35) and sun glasses should be encouraged.
Make sure CAMPERS DRINK LOTS OF WATER, minimum 8 large glasses especially
with more activity and on very hot days. Encourage breaks and stop for water and filling
water bottles hourly. (water bottles may be purchased at Tuck for a nominal fee). At
mealtimes, encourage additional glasses of water. Pop, sweet and unsweetened drinks
are not effective for replacing fluid loss like water.
The camper with heat exhaustion usually becomes red, especially in the face and neck.
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They often complain of headache, nausea, may vomit, have diarrhea, are clammy, suffer
from a loss of appetite, then experience chills and collapse. You are in the best position
to observe the effects of heat or cold. There is cream available for sunburn in the
Infirmary.
REMEMBER - Prevention is your PRIORITY!
Cuts, Scrapes, Scratches and Bug Bites
The Counsellor is expected to deal with simple cuts, scrapes, scratches and bug bites.
Take the camper to the Health Care Provider only if necessary. There is calamine lotion
available for itchiness from bug bites at the Infirmary.
Counsellors are required to carry a pair of non-latex gloves for First Aid use. If you have
to use the gloves, see the HCP for a replacement pair. Counsellors should always carry
some bandaids in his/her pocket for emergencies.
To reduce injuries and cuts to the feet and toes:
 Campers are expected to wear closed toed shoes.
 Wear running shoes when playing on the Rock with supervision.
 Wear running shoes on the Playing Field.
 Encourage walking instead of running unless on the playing field.
 Encourage them to wear water shoes in the water.
Sprains, Strains and Fractures
Notify the Health Care Provider, who will assess the injury and provide any treatment
necessary. Do not move someone if there is any possibility of back or neck injury unless
the camper is in a danger to themselves or you.
Rashes
May be the result of heat but should be checked to make sure it is not poison ivy or some
other contagious illness or allergy.
Poor Eating Habits
It is most important that you sit with campers and observe the amount of food they eat or
don’t eat. Overeating can cause vomiting, indigestion and bloating. Encourage your
campers to eat more fruit and vegetables, eat slowly and chew their food well. Stop food
eating competitions before they get started. Encourage them to try all the types of food
served. Watch for the fussy and/or non-eater. They will, or can, develop stomach
pains, headaches, or hide in the washroom. Encourage them to try each food. Discuss
if Tuck will be continued if they don’t eat. There is always milk and bread. Fruit is
always available. Do not allow any food or snacks in the cabins.
Water Emergency
Please make sure you read the procedure posted on the bulletin board in Smyth. Let
your Camp Director and the Waterfront Supervisor know during planning what lifesaving
skills you have.
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Universal Precautions
Means you wash your hands and make sure the campers wash theirs when handling
body fluids. Cough or sneeze into your elbow pit. When using a Tissue/Kleenex throw it
away into the non-recyclable garbage and wash your hands. Use the disposable gloves
(latex-free) when touching blood. Make sure the area you live in is clean. Dispose of
garbage daily. No food in the cabins as this can attract insects or animals that carry
infections and can bite.
Obstructive Airway
To open the airway, use the head-tilt chin lift as instructed in First Aid.
If you suspect a spinal injury, use the jaw thrust without head-tilt.
Prevention
Prevention of any crisis, illness or injury is one of the most important responsibilities you
have.
Examples of prevention:
1. Hand washing is the most effective way to prevent infection from spreading.
2. Use of the disinfectant gel in the Dining Hall before setting the tables.
3. Following the dish washing instructions carefully.
4. Being attentive to what your camper eats and drinks.
5. Encouraging campers to change clothes and to remove their wet bathing suits
immediately after swimming. Making sure clothing is appropriate to the weather.
6. Do not share water bottles. If the camper doesn’t have one, they can purchase
one from Tuck.
7. Adequate rest is needed to remain well and both you and the Camper need to
establish a bedtime routine starting on the first night.
8. Report your observations or concerns.
9. Make sure you have the camper or yourself at the Infirmary at the right time for
medications.
10. Have all injuries checked when they occur.
You are a role model for the camper, so wear your hat, drink lots of water, wear sun
screen, have a positive attitude towards camp programs. Respect the team you are
working with. Take your breaks and get a good sleep each night.
The following are life-threatening incidences which we hope you will never
encounter at camp. If you do, immediately send someone for the Health Care
Provider and call 911. You are expected to start First Aid until the HCP arrives.
The HCP will take over and provide first aid until the paramedics arrive.
Choking
A person chokes when the airway is partly or completely blocked and airflow is reduced or
cut off. Choking is a life-threatening breathing emergency. A choking person may die
if first aid is not given immediately.
Common causes of choking are:

MANUAL FOR CAMP COUNSELLORS




Page | 17

Food or some other object stuck in the throat – trying to swallow large pieces of
food, eating or drinking too much while doing something else, gulping drinks with
food in your mouth
The tongue of an unconscious person falling to the back of the throat
Blood or vomit collects in the throat

A person’s airway can be either partially or complete blocked.
Signs of choking with some air exchange:
 Person is still able to speak
 Signs of distress – eyes are showing person is afraid
 Harsh coughing
 Wheezing and gagging between coughing
 Face is red
 Person is grabbing at their throat
Signs of choking with poor or no air exchange:
 Person is not able to speak
 Signs of distress – eyes are showing person is afraid
 Weak or not able to cough with no sound
 No noise when trying to breath or a high pitched sound
 Face discolouration – pale, blue lips and ears
 Person is grabbing at their throat
 Semi consciousness or unconsciousness
If you observe someone choking:
1. Ask the person “Can you speak, Can you breathe, Can you cough?”
2. If the answer is yes, call for help IMMEDIATELY.
3. If the person can cough forcefully, speak or breathe, do not touch them.
Encourage them to continue coughing to get the foreign object out. Always face
the choking person, keep talking to them with a calm voice while encouraging them
to cough. Always call the Health Care Provider whether the object comes out or
not to assess the person.
4. If there is poor air exchange, ask the person to cough. If the person cannot
cough, speak or breathe and is still conscious, use Abdominal thrusts to remove
the blockage.
5. Abdominal Thrusts: Stand behind the choking person and be ready to support
them in case they become unconscious by placing one leg between theirs. Use
the correct hand position to give abdominal thrusts to try to remove the blockage.
6. Find the top of the hip bone (pelvis), and slide your middle finger across the front of
the casualty until it rests in their navel. Place the palm of your other hand over
your fist. Hold the fist and press inward/upward (half circular motion) with a
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sudden, forceful thrust called an abdominal thrust. Make sure only the fist is used
and that there is no force against the ribs with your forearms. Avoid trying to
rotate you fist at the wrist while doing this.
7. Give the Heimlich manoeuvre until the object is removed or the person becomes
unconscious. If the airway is clear continue to give care. If the person becomes
unconscious, do not panic; continue first aid following the next step.
8. When the casualty is unconscious, lower them to the ground and send someone to
call 911. Protect the head and neck as you lower them to the ground.
9. Open their mouth and look for any foreign object. If you see something, use your
hooked little finger (pinky finger) to remove it by pulling it up against the cheek, but
be aware that the object may be sharp. If possible, you should have gloves on
before putting your finger in a casualty’s mouth.
10. Once the object is removed, determine if the casualty is breathing. If they are not
breathing, try to blow into their mouth. Gently tilt back the forehead and lift the
jaw. Seal your mouth around the casualty’s mouth. Pinch their nostrils. Blow
slowly – watching for the chest to rise (this will indicate if your breath is going down
the airway). If the chest does not rise, reposition the head and make sure the
nostrils and mouth are sealed and try again. If the chest rises, give another
breath and check for signs of circulation and movement, pulse at the neck, any
noises, coughs, gestures in response to the breaths.
11. Continue until paramedics arrive.
Shock
Shock is a condition of inadequate circulation depriving the body’s tissues and vital
organs of oxygen. The onset of shock can be gradual or rapid.
Common causes of shock:

Breathing problems (ineffective or absent breathing)

Severe bleeding, external or internal, including major fractures

Severe burns

Spinal cord injuries

Heart attack

Medical emergencies, e.g., diabetes, allergies, poisoning
The signs and symptoms of shock may not be obvious immediately, but any of the
following may appear as shock progresses:
You may see:
 Restlessness
 Decreased consciousness
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Pale skin, Bluish/purple colour to lips, tongue, earlobes and fingernails (If the
person has dark skin, the inside of the lips, the mouth, the tongue and the nail beds
will be blue; the skin around the nose and mouth grayish.)
Cold, clammy skin
Profuse sweating
Vomiting
Shallow, irregular breathing; could be rapid and gasping for air
A weak, rapid pulse (in later stages the radial pulse may be absent)

The person may tell you they feel:
 Anxious or a sense of doom
 Being confused and dizzy
 Extreme thirst
 Nausea
 Faintness
 Pain
To prevent shock from becoming worse:
 Give prompt and effective first aid.
 Ensure any movement does not aggravate their injuries.
 Stay with the person and keep reassuring them
 Loosen tight clothing at neck, chest and waist
 Place the person into the best position for the condition
 Cover the person to preserve body heat
 Don’t give anything by mouth. Moisten their lips if they complain of thirst
 Provide care and monitor the casualty’s condition until the ambulance arrives
Positioning of person in shock:
 If you suspect head or spinal injury, do not move the person in shock. Leave them
in the Position found
 If they are having difficulty breathing, place them in a semi-recumbent position
 To maintain an open airway, place the unresponsive person in the Recovery
position (turn on side, bend one leg, tilt head back) (Figure 4 & 5)
 To increase blood flow to the vital organs, place the casualty in the: Supine
position (lying on back).

Figure 4

Figure 5
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Severe Bleeding
Depending on the location of the injury, there may be external bleeding or internal
bleeding.
Severe blood loss will result in the following signs and symptoms:
 Pale, cold and clammy skin
 Rapid pulse, gradually becoming weaker
 Faintness and dizziness
 Thirst and nausea
 Restlessness and apprehension
 Shallow breathing, yawning, sighing and gasping for air (known as air hunger)
These signs also indicate shock.
You should suspect internal bleeding when the following has occurred:
 The casualty has received a severe blow or a penetrating injury to the chest, neck,
abdomen or groin
 There are major limb, hip or pelvic fractures
Internal bleeding may be hard to detect. Some signs of internal bleeding may include;
 Bleeding from the ear canal, nose, or into the eye (bloodshot or black eye)
 Coughing up red and frothy secretions
 Seen in vomit either as bright red, or brown like coffee grains
 Red, black or tarry coloured stools
 Red or smoky brown coloured urine
Severe bleeding is an immediate threat to life. You must act quickly! If bleeding
remains uncontrolled, shock and death may result.
Send someone to get the Health Care Provider and call 911.
Control severe bleeding by:
 Direct pressure to the bleeding site
 Apply continuous pressure with your hand over a pad of dressings, or with the
casualty’s bare hand. You may have to bring the edges of the wound together
before applying pressure if the wound is large and gaping.
 Continue pressure by securing dressings with a firm bandage.
 If the dressings become blood soaked, do not remove them. Apply additional
dressings and secure with fresh bandages.
 Elevation
 If injuries permit, raise an injured limb above the level of the heart. This will
help reduce blood flow to the wound
 Elevate an injured limb as much as the injury and the casualty’s comfort will
permit
 Rest
 If injuries permit, position the casualty on their back (supine) with their legs
raised (about 30 cm).
Steady and support the injured body part while awaiting the ambulance.
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BLACK LEGGED TICKS AND LYME DISEASE
Blacklegged ticks can carry the bacteria that causes Lyme disease. Ticks habitat in
woodlands, tall grasses, brushes and areas with leaf litter. Ticks are most active in the
summer months. Tick populations are spreading because of climate change; they can
also spread by traveling on birds and deer.





Wear appropriate clothing
o Wear light coloured long-sleeved shirts and pants to spot ticks more easily
o Tuck shirts into pants, and pants into socks, and wear close-toed shoes
Use insect repellent
o Containing DEET or lcaridin
o Check labels for use in children
Develop awaresness of tick habitat
o Stick to trails and cleared paths
Tick checks
o Check full body for ticks (after hikes/activities, during washroom breaks and
before bed)
o Check bags and gear after hikes

Tick Checks and Removal:
How to thoroughly check for ticks:
 Scan the entire body – a tick can sometimes resemble a mole and be as small as
the period at the end of this sentence.
 Ticks like warm places and areas that provide some protection or cover, like skin
folds or creases, but ticks can also attach on flat open skin.
 Run your fingers through the scalp, feeling for any bumps; separate hair into
sections using a wide-tooth comb and inspect the scalp.
 Check in and around the ears and neck, lifting hair to check the nape.
 Inspect between the fingers and toes.
 Underarm area and behind the knees are tick favourites.
 Check in the belly button, pelvic/genital region and around the waist and back.
If a tick is found attached to the skin:
 Use fine-tipped tweezers to grasp the tick as close to the skin as possible.
 Pull the tick straight out, gently but firmly, making sure to remove the entire tick
(including the head)
 Do not squeeze the tick and avoid crushing the tick’s body
 Place tick in a secure container, such as a screw-top bottle used for medication,
and give the tick to the Healthcare Provider.
 Thoroughly clean the bite site with rubbing alcohol and/or soap and water.
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Lyme Disease Symptoms
 Early signs and symptoms of Lyme disease usually start 3 to 30 days after being
bitten by an infected blacklegged tick
 Early signs and symptoms of Lyme disease may include:
o Fever
o Chills
o Headache
o Fatigue
o Muscle and joint aches
o Swollen lymph nodes
o Rash, sometimes shaped like a bull’s eye (Erythema migrans (EM rash))
 If left untreated, more severe symptoms may include:
o Severe headaches
o Additional EM skin rashes
o Facial paralysis
o Recurring arthritis
o Heart disorders
o Neurological disorders
 Most cases of Lyme disease can be treated successfully with antibiotics
 Consult the Healthcare Provider right away if symptoms of Lyme disease develop
after a tick bite.
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Camp Lau-Ren
Manual for Camp Director
Page 1

To be used in conjunction with the Staff Manual
and the Camp Staffing Manual.

Revised: January 2018
CAMP LAU-REN is a Christian Camp owned by Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the United
Church and by gifts from individual congregations and United Church Women's groups in
the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of the Presbytery.
THE CAMP EXECUTIVE DIRECTOR is engaged by the Camp Corporation as executive
director of the whole operation and is responsible to the Corporation through the Board of
Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs and
services that foster Christian faith, provide opportunities for personal growth, develop
skills to build community and relationships, foster an environment of inclusion of
everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a strengthening
of personal faith as we meet God in Jesus Christ.
VALUES:
Respect
Collaboration
Community
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JOB DESCRIPTION
The weekly Camp Director is responsible for organizing and running a six-day
week at Camp. This involves the recruitment, with proper screening, of adult leaders for
the various camp programs (crafts, life study, etc.). The Camp Director must attend, along
with the camp staff recruited, the pre-camp training sessions sponsored by the Board of
Directors as well as have pre-camp planning sessions with this staff. The Camp Director
then has authority and duty for the one camp week to run a program which will be
appropriate to the age and gender of the campers so that they receive a happy and
rewarding Christian experience in our setting. In the event that the Executive Director is
absent from the Camp, the Camp Director takes on all the attendant responsibilities and
authority of the Executive Directors. The Camp Director has responsibility for, and
authority over, all matters relating to the Camp while he/she is directing, and is
accountable to the Camp Board of Directors.
Risk assessment for the Camp Director is 6.
Responsibility, Duties, and Authority
The Camp Director is to recruit volunteer leadership for the one-week period in
co-operation with the Minister and C.E. Committee of the sponsoring body. The Camp
Director is also required to submit the names and responsibilities of volunteer staff and
the proposed weekly program schedule to the Executive Director or designate for
approval by May 15th.
Volunteer Leadership:
It is important that volunteers have clearly-stated expectations because job clarity
provides the person with guidance to meet a high standard of performance. Job clarity
also provides a clear basis for a required performance evaluation. Camp staff are
required to sign an acknowledgement of having received and read the Staff Manual and
all Camp Lau-Ren policies and procedures. One copy of this document is to be kept in the
personnel file.
Staff Required for all Camps:
1) Up to 5 Leaders
a. Health Care Provider with current First Aid Qualifications as outlined in the
Manual for Health Care Provider.
b. Craft Leader
c. Bible Study Leader – it is compulsory for all campers to receive daily Bible
Study.
d. Two additional Leaders – Sports/Nature/Song
2) Twelve Counsellors hired by the Camp for the camping season.
3) Summer Staff hired for the camping season – Head Cook, Assistant Cook,
Waterfront Director, Assistant Waterfront, Floater and Caretaker
Counsellors will be a minimum of 16 years of age and have relevant training and
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experience. Directors can recruit volunteer Counsellors as the third Counsellor in the
large cabins (Fee and Calvin/Routliffe) if camper registrations warrant. Directors of Junior
camps also have the option of recruiting Counsellors-in-Training (CITs) for the larger
cabins (Fee and Routliffe) if regisrations warrant. These CITs must be a minimum of 15
years of age and will work with a co-counsellor at least 16 years of age. CITs are not to be
left solely responsible for campers. The status of a CIT is clearly defined as either camper
or staff member, and this status is communicated to all Camp participants.
The minimum Counsellor to Camper ratio, as per United Church Camping Standards, for
Campers eight (8) years of age and older is one counsellor to eight campers and one
counsellor to seven campers when campers are seven years of age or younger.
However, the minimum requirement of the Lau-Ren Board of Directors is 2 Counsellors
per cabin.
A babysitter may be required in addition to the above and is considered similar to a
Counsellor-in-Training.
New volunteer staff must complete the application process. The Camp Director is
responsible for ensuring that all new volunteer staff submits an application form and two
completed reference forms to the Executive Directors by May 15th.
The Director, Volunteer Leaders and Counsellors – up to 8 people per camp - will receive
accommodation and board. Presently, a full camp is considered to be comprised of 70
campers, 12 Counsellors, 7 Summer Staff, 1 Director, 5 Leaders, up to 2 Volunteer
Counsellors or Volunteer Counsellors-in-Training and a Babysitter as required.
If the Camp Director is off-site, a specific person will be designated as Acting Director with
all the attendant responsibilities and authority. This person must be a legal adult with
appropriate knowledge and skills to act in the capacity of Camp Director.
Volunteer Recruitment — Risk Assessment and Screening Standards
On a scale of 1 to 10, where 10 represents the greatest risk, the position of Counsellor
has a risk assessment rating of 10. The Camp Executive Director must prepare job
descriptions, which includes the Board's risk assessment of the position and the
recommended level of screening, for all program positions. This also applies to
occasional resource personnel. Leaders are assessed at 7 and Camp Directors at 6.
Any position, volunteer, paid staff or resource, which creates the opportunity of
unsupervised access to children (and other vulnerable individuals) will undergo a police
records check (PRC) in accordance with the United Church Recommended Screening
Procedures. PRCs for returning camp staff and volunteers must be renewed every three
years. For the complete guidelines for recruiting volunteers, please see the separate
manual entitled "Camp Staffing Manual - Volunteer recruitment and Summer Staff
Hiring Policies."
The Camp Director has responsibility for, and authority over, all matters relating to the
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Camp while he/she is directing and is accountable to the Camp Board of Directors. If the
Camp Director is off-site, a specific person will be designated as Acting Director with all
the attendannt responsibilities and authority. This person must be a legal adult with
appropriate knowledge and skills to act in the capacity of Camp Director.
The Camp Director will maintain a personnel file for each Volunteer Camp Staff person
containing confirmation of police records checks, where applicable, notes of interviews
with references and/or reference letters, signed contract, signed “policy read” form,
signed Standards of Conduct Form, signed Photo Release form and copies of
performance evaluations.
Personnel files are to be kept secure and confidential. At the end of each camp, the
Camp Director will turn all personnel files over to the Executive Director as they are to be
kept secure for seven (7) years.
Training:
Camp Directors are expected to participate in Camp Staff training.
All Camps must hold pre-Camp training sessions for volunteer Camp Staff. All new staff
must attend the Camp Lau-Ren Training Weekend scheduled in May of each year.
All Camp Staff must receive basic first-aid instruction, given by a qualified first-aider. This
requirement can be met during pre-Camp training or through organizations such as the
Canadian Red Cross Society, St. John's Ambulance, or the Lifesaving Society. A
"qualified first-aider" is a person certified in first aid and CPR by the Canadian Red Cross
Society or St. John's Ambulance. The minimum level of certification required is
Standard First Aid and Basic Rescue CPR.
Camp Directors should participate in camp staff training and ensure that all Volunteer
Counsellors and Leaders attend training sessions. All instructors must be trained
according to provincial standards set by the Ontario Camps Association for the activity in
which they are instructing.
Camp Organization - Camp Director Responsibilities:
 Recruit Leaders (Up to 5 Leaders - Health Care Provider, Craft Leader, Bible Study
Leader, Sports/Music/Other Leader) and 2 Volunteer Counsellors (optional)
 Set up Personnel files for all Volunteer Staff
 Police Checks – ensure Director, Leaders, & Volunteer Counsellors over 19 years of
age obtain a criminal records check every 3 years and that a copy of this current
police check is kept in his/her personnel file.
 Ensure all Volunteer Staff complete the required training, including Ontario Ministry
of Labour Health and Safety training and WHMIS training
 Obtain a signed contract, standards of conduct form and staff photo release form for
all volunteer staff, including Director, Leaders & Counsellors
 Choose a theme
 Develop a schedule of activities
 Assign Tasks to Leaders
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Ensure all Volunteer Counsellors and Leaders have camp names, i.e., “Sporty,
Crafty” and ensure these names are used during camp (to ensure privacy of staff
after they leave camp)
Send out pre-camp letter to campers – include medication consent form and letter
from Board
Assign campers to cabins – make sure you don’t assign too many bed-wetters and
asthmatics to one cabin – try to evenly distribute them among the cabins
Hold pre-camp planning meetings with volunteer Leaders – invite Counsellors
Ensure all 1st time Volunteer Counsellors and Leaders send applications to Camp
Executive Director
Ensure all 1st time Volunteer Counsellors and Leaders attend Training Weekend
Send list of Volunteer Staff to Executive Director by May 15th.
Send Kitchen Report to Executive Director at least two weeks prior to your camp
Prepare Peg Board List (a complete list of all staff and campers) – give list to
Waterfront Director and Tuck Supervisor
Prepare list of swim qualifications/canoeing experience of campers for Waterfront
Director
Swimming – prepare list of skill level of participants
Arrange Counsellor breaks
Arrange for staff meeting with Executive Directors on Sunday at noon – ensure that
all Volunteer Staff have handed in health form and signed and witnessed Standards
of Conduct forms, signed Contract, signed Policy Read and Photo Release
Check Volunteer Staff’s snack items to ensure there are no snacks which contain
nut products.
Supply copies of camp schedule to all Summer Staff and post schedule in Smyth,
Craft Hall and Kitchen
Invite Summer Staff to Smyth – they are not allowed to go there without your
invitation.
Assign Leader to be in charge of Snack in evening – responsible for serving and
cleaning up after
Organize Check in:
- Head lice check
- Sign in/out form
- Health Card to Health Care Provider, Medications labeled
- Tuck
First Day – go over rules with all campers and arrange for a tour of camp
Arrange swim test with Waterfront Director
Arrange fire drill with Caretaker – Monday morning
Conduct water search – first full day of camp
Cook out – assign Leader to be in charge – responsible for cooking and serving food
– come to kitchen for supplies – everything returned to kitchen washed and dried
Beach Day – popsicles/freezies in freezer – labeled with your camp name – water
jugs available (inform kitchen staff in morning)
Conduct a lost and found at least once/day
Check emails daily
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Collect mail and mail outgoing mail – check mailbox at road for incoming mail to
campers
Camper Awards – give certificates to Counsellors day before
Mission Project – make campers aware of Mission Project and have campers
donate some of their tuck money to project. Campers and staff write their Tuck
number and the amount they wish to donate and give these slips to the Tuck
Supervisor. This must be done before Friday at noon.
Have a staff meeting daily
Deal with camper discipline problems as they arise – do not let escalate
Provide ongoing evaluation to Counsellors and Leaders
Prepare Counsellor and Summer Staff Evaluations and give to Executive Director on
Friday evening before meetings with Executive Directors
Arrange for final meeting with Executive Directors on Friday evening.
Check Out – sign out (get signature of parent/guardian) – return health cards &
remaining tuck money
Ensure cabins are cleaned & bunks are sprayed with disinfectant.
Arrange for Executive Director to inspect cabins – no camper allowed to leave site
until their cabin has been cleared by Executive Director
Review Equipment Inventory list with Executive Director at end of camp
Give all staff personnel files to Executive Director
Report any campers sent home for inappropriate behaviour to Executive Director
Send a report to sponsoring church
Optional:
- Camper Awards
- Gifts for Leaders
- Kit List for Campers

Personnel Files for Volunteer Staff to contain:
 Signed Contract
 Current Criminal Records Check (if 19 years of age or older)
 Signed Standards of Conduct
 Signed Staff Photo Release
 Signed Policy Read form
 Confirmation of completion of all training, Health & Safety & WHMIS
Registration: (at 2:00 p. m. Sunday, unless otherwise arranged.)
The Camp Director shall be present at registration and oversee that:
a) One Leader is assigned to supervise a head lice check and the staff conducting the
head lice check are trained and know what to look for.
b) Tuck money is collected by the Tuck Supervisor.
c) Each camper has submitted the signed health form with his/her application; a signed
photo release form and all medication (prescription and non-prescription) plus the Health
Card is turned over to the Health Care Provider to be administered as seen fit.
d) Campers are introduced to their Counsellors.
e) Consultation has been made with the parent or guardian to make definite
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arrangements for the camper's return home and the appropriate forms are signed.
f) The name of a person to contact in case of emergency is provided.
g) Confirm that the camper and parent/guardian has read and understood the
"Standards of Conduct" pages from the registration process
h) Ensure that Campers, Volunteer Leaders, and Counsellors are aware of regulations
regarding camping that have been established by the Board of Directors. The Camp
Director is responsible for enforcing these Camp rules.
Staff Free Time:
Staff will be entitled to free time on a daily basis. This may consist of one block of time or
a number of shorter breaks. The length and frequency of additional off-duty time for all
paid camp staff positions will be written in the camp work schedule.
Other Duties of Director:
Provide verbal and written evaluation and feedback to Camp Counsellors, Summer Staff
and to volunteer staff.
Ensure that the camp takes every care to maintain high health and safety standards.
Camps must be in compliance with all provincial and local health statutes and regulations.
In addition there will be specific health and safety issues, such as head lice, to which each
camp must attend.
The camp health plan has three aims: to promote optimum physical, mental, emotional,
and spiritual health; to prevent illness and accidents; and to treat illness and accidents as
they occur. Camp health plans should reflect the camp's limitations in responding to
certain health conditions. Camps cannot discriminate against campers for health
reasons unless it is not possible for the camp to care adequately for the camper.
When leaving the Camp property, plans must be submitted in writing to the Camp
Executive Director, along with all the necessary forms completed. Ensure that a first-aid
kit is in the possession of one of the leaders at all times. Prescription medications
required by campers on adventure camps will be carried and dispensed by the adult
leader of the adventure camp. Camping trips which take place off the normal camp site
must adopt minimal impact policies, including packing out of all garbage, and careful
latrine practices. All policies will be followed.
Be familiar with the Counsellor Manual and Staff Manual and the Camp policies therein.
Summer Staff
Develop a working relationship with the Summer Staff.
a) Meet with them on the first day of Camp to clarify time schedules, areas of
responsibility. Provide the Head Cook and Waterfront Director with the weekly
program two weeks prior to camp.
b) Maintain communication with Summer Staff throughout the week.
c) Any expectations or complaints that volunteer leaders may have re: the work
responsibilities of Summer Staff must be referred to the Camp Director. The Camp
Director is the only volunteer leader authorized to communicate with the summer

Manual for Camp Director
Page |8
______________________________________________________________________
staff about these matters.
d) If the Camp Director feels dissatisfied with the co-operation of any member of the
Summer Staff, the recourse is to refer the matter to the Executive Directors.
e) Summer Staff should be invited to participate in the camping program: e.g.,
vespers and campfire.
Cooks
The times for the meals have been set by the Executive Director. An evening snack is
prepared but not served. One evening meal will be a cook-out. The Camp Director
is to ensure that one Leader meets with the Head Cook on the day of the Cook Out to
review supplies for the cook out and receive instructions regarding use of kitchen facilities
in the event of inclement weather.
The Camp Director will consult with the Cook re mealtime procedures, recognizing that
final authority for kitchen procedures rests with the Head Cook, while authority for what
happens in the Dining Hall rests with the Camp Director. The Camp Director will provide
extra time for a specific meal period if the Cook has difficulties and requests extra time.
The Cook shall receive notice of camp-outs; supplies requested for same should be made
in the kitchen report provided two weeks prior to camp.
The Kitchen is out-of-bounds to all, with the following exceptions: Camp Director,
Executive Director, and members of the Board of Directors. Summer staff have access to
the Kitchen based on guidelines established by the Executive Director.
See complete list of Cook's duties in the Cook's manual.
Waterfront
The Camp Director will establish times for swimming and water-related programs to fit
into the overall program schedule and consult with the Waterfront Director about Beach
Day.
The Camp Director will advise the Waterfront Director about the swim levels of campers,
obtained from the registration forms one week prior to camp.
Policies and procedures for safety and instruction on the beach and in watercraft come
under the authority of the Waterfront Director.
The Camp Director is to ensure that counsellors are available to assist at the waterfront
as required by the Waterfront Director.
The Camp Director will give to the Waterfront Director on Sunday the names of the
volunteer staff who have bronze medallion or higher qualifications to assist with Free
Swims and waterfront searches.
Caretaker
The Camp Director will bring to the attention of the Caretaker any problems
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encountered with the property, and establish when items such as firewood will be
needed.
The Camp Director will arrange with the Caretaker on the first day of camp to conduct a
fire drill.
Executive Directors
All Summer Staff work under their direction and they establish their work schedules.
They supervise the programs of the Camp Directors and Volunteer Leaders. The
Executive Directors’ approval must be given for all Volunteer Staff working under the
Camp Director.
The Executive Directors are responsible for working with the volunteer Camp Director to
ensure that the camping program meets the Christian objectives of the Corporation.
The Executive Directors work within policy established by the Lau-Ren Corporation and
have authority to make on-the-spot decisions about any issue in the Camp.
The Camp Director and Volunteer Staff will meet with the Executive Director or their
designate on the first day of Camp and again on Friday evening.
No program activities will be scheduled Tuesday after 6:00 p.m. to ensure Summer Staff
can attend the weekly staff meeting with the Executive Directors.
Discipline
The Camp Director shall share with the Staff in dealing with any problems encountered
with campers and assumes final responsibility for discipline. Emphasis should be on the
moral and spiritual growth of the campers, but the Camp Director shall have authority to
telephone a parent and send any camper home should it appear to be necessary for the
welfare of the rest of the Camp. There are no refunds for campers sent home for any
reason. Complete a Camper Misbehaviour Form, Parent/Guardian Notification form and
a Child Departure Form.
The Waterfront Director may expel any camper from water activities for violation of safety
regulations.
The Camp Director is to ensure that Camp property is not abused. Any deliberate damage
by an individual is to be reported with the name of that individual being submitted. All
damages are to be reported to the Caretaker and to the Executive Directors.
RISKS AND HAZARDS
Certain risks and hazards are encountered by all those who attend Camp. Personnel
should be continuously aware of these potential hazards, some of which are: poison ivy,
unsupervised use of the Big Rock, the waterfront area, canoeing, camp fires, dangerous
steps, electrical wiring, overexposure to the sun, etc.
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For activities which carry a risk of injury, such as canoeing, swimming, archery, etc., an
assessment of a camper's level of skill must be conducted prior to any camper taking part
in such activity. The skills assessment will be used to determine the level at which a
camper participates in an activity. A system must be implemented to identify skill level of
participants.
In the event of serious injury or death of a camper or staff person, the Camp Director (or
designate) will inform the Executive Directors who will informa the Conference Camp
Committee at the earliest opportunity.
The Camp Director has complete responsibility for the day-to-day management of the
Camp; will ensure that the policies and programs of the Camp are carried out, and will
encourage and advise volunteer leaders and campers.
The Camp Director is responsible to promote the Christian spirit of camping at Lau-Ren,
endeavouring to blend campers and leaders into a Christian community for the week.
MISSION PROJECT
A weekly offering will be taken at some time during the week for a project chosen by the
Board of Directors. This offering is normally deducted from Tuck money deposited at
registration. A Vesper Service devoted to explaining the Mission Project should be held.
Details are available from the Executive Directors.
OTHER DUTIES AND RESPONSIBILITIES
Mail: Letters should go out to the mail box on the highway after breakfast. Incoming
letter mail may be given to Counsellors for distribution. E-mail must be checked by the
Camp Director daily.
Tuck: Once a day, after noon. All items available are purchased as nut safe.
Telephone: Telephones are located in the Kitchen, Director’s Office, Infirmary and
Forrest Motel Lounge. Telephone lines should be kept free for Camp business and
emergencies. Permission for outgoing calls should be obtained from the Camp Director.
Outgoing long-distance business calls must be recorded on the form posted by the
telephone. Staff making personal long distance calls must use a calling card or call
collect.
Jumper Duty: Those campers and Counsellor(s) on Dining Hall duty will set tables fifteen
minutes before meals, and will act as "Jumpers" to carry food to and from the tables,
remove dishes, wash dishes, and sweep the Dining Hall floor, porch, and steps. The
procedures for carrying out jumper duties are posted in Smyth, the Dining Hall, and will be
outlined by the Cook on the first day of each Camp. These procedures are to be followed
in a responsible manner.
Cabin Assignments: Campers should be assigned to cabins before they arrive at Camp.
The Camp Director and Health Care Provider greet campers upon arrival and introduce
them to the cabin leaders.
Health Care Provider: Shall collect all medication at registration time.
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Arrival at Camp: Encourage Leaders and Counsellors to arrive early so they are well
prepared for check-in. A cabin activity should be available during the first afternoon
while registration is taking place; e.g., name tags or a simple craft requiring little
supervision. A tour of the Camp should be arranged to heighten awareness of out of
bounds areas.
Leaders: Inform volunteer staff that complaints concerning food, discipline, program,
should be made at staff meetings and NOT discussed with campers or within their
hearing.
Regular Staff Meetings: Meetings should be held daily and should not be more than 15
minutes in length. These meetings are to be used to discuss the schedule for the next day
and are not to be used to discuss camper issues/problems.
Camp Clean-Up: The grounds and cabins should be left clean and tidy when you leave.
Each cabin leader should work with the campers and see that this work is done. Disinfect
all mattresses and turn all mattresses over at the end of your Camp. Smyth bedrooms are
to be cleaned and vacuumed. All dishes in Smyth Lounge are to be left clean and put
away. All food is to be removed. Smyth lounge is to be left neat and tidy.
Questionnaires: Ensure that questionnaires supplied by the Camp are filled out by you
and your Volunteer Staff and given to the Executive Directors before the Friday evening
staff meeting.
Visitors at Meal Time: Notify the Head Cook of special guests and visitors, and collect
the appropriate fee ($7.00 per meal). There is no charge for guests who are conducting
program activities.
Archery: Any archery program must be carried out by an experienced instructor who
ensures that safety precautions are taught and followed. This includes clearly-marked
shooting lines.
Swimming: Swim levels of all campers and staff must be supplied to the Waterfront
Director one week prior to the start date of your camp.
Special Interest Groups: Besides regularly-scheduled activities such as Bible study,
crafts, swimming, and nature; some Camps have a special interest session whereby
campers may sign up for an interest group of their choice. The ideas for the sessions
come from leaders, counsellors, and even the campers themselves. Many of these ideas
could be used as an activity for everyone, or just those with special interests not shared
by the total group, or when the activity is felt to be too difficult for many of that age of
camper. Examples of special interest groups: kite making and flying, drama group, dance
group, orienteering, camp craft, etc.
Theological Values and Standards
Camp Directors must recognize that United Church Camping is rooted in the Gospel of
Jesus Christ and as such, Camp programs should foster an experience of Christian
Community. The weekly program must include a Christian education/faith formation
program that reflects the theology, culture, and traditions of the United Church and must
follow the United Church Faith Formation Guidelines.
Camp faith development programs, Morning Watch, Bible or Life Study, Vespers, and
Grace at meals, should recognize and respect the diversity of spiritual and faith
experience among campers and camp staff. Camp staff* and Campers must be
encouraged to feel free and safe to share their beliefs and experiences of the sacred in

Manual for Camp Director
P a g e | 12
______________________________________________________________________
United Church Camps. (* Paid or unpaid people in the service of the Camp.) High
pressure and/or fear-based conversion tactics are not acceptable at United Church
Camps.
Sponsoring Body
The church sponsoring a weekly Camp does this through its Christian Education
Committee. Camp Lau-Ren operates weekly programs for youth during the months of
July and August of each year. The main principle of the program is to provide Christian
nurture to the camper in an outdoor atmosphere. The sponsoring church should:
a) Assist the Camp Director in the selection of volunteer staff.
b) Obtain from the Camp Director the program intended for the week and approve of
same.
c) Assist the Camp Director and volunteer staff financially with an honorarium.
d) Ensure the program contains a daily Bible Study period for all campers and a daily
Vesper service.
e) The sponsoring body has the right to impose further regulations on the Camp
Director and the volunteer staff providing they do not conflict with Camp Lau-Ren
regulations or principles.
All volunteer staff names plus background information are to be submitted to the
Executive Director by the Camp Director no later than May 15th of the Camp year.
Approval of this staff must be obtained from the Executive Director before the Camp
commences. An outline of the weekly program is to be received by the Executive Director
prior to May 15th of the Camp year.
Record Keeping
Throughout the camping season, the camp must keep on site a registration form for each
camper which includes: the camper's name, age, address, home phone number, contact
information for parents or guardians, and an alternative emergency contact number. As
of 2017, this information is kep electronically by the Executive Directors. Any Camp
Director must ensure that any personal information on campers is destroyed (shredded)
at the end of their camp. These papers can be given to the Executive Directors for
shredding. All electronic files mainted by the Camp Director must be erased. Only the
Executive Director will maintain personal information on campers after the camp period.
Absence from the Camp Site
On occasions when it is necessary for the Camp Director to leave the Camp Site, a
specific person shall be designated as Acting Camp Director with all the attendant
responsibilities and authority. The designated person must be a legal adult with
appropriate knowledge and skills to act in the capacity of Camp Director.
Employment/Volunteer Standards
All Camp Staff shall receive written copies or have easy access to the following
information: Camp personnel policy, work schedules, safety procedures, sexual conduct
in the camp workplace policy, sexual harassment, sexual abuse and child abuse policies,
emergency procedures, waterfront safety policy, discipline and grievance policy,
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procedures for camp staff dismissal.
Camp Staff will be required to sign an acknowledgement of having received and read this
information noted above. One copy of this document will be kept in the staff member’s
personnel file. The information is included in the "Staff Manual — for Volunteer and
Paid Staff."
Camp Staff will be entitled to free time on a daily basis. This may consist of one block of
time or a number of shorter breaks.
The Camp Director and Board will ensure that all Camp Staff are treated equally and fairly
in accordance with provincial human rights legislation.
Counsellors and Summer Staff will receive on-going verbal feedback from the Director
over the week, in addition to a written evaluation at the end of the camp week. Leaders for
programs of less than two weeks' duration will receive ongoing verbal feedback from the
Camp Director. The Executive Directors, after consultation with the Camp Director, may
also deliver evaluation feedback where considered necessary.
Program Standards
All United Church camps will follow the program standards of the Ontario Camps
Association (OCA). Programs will be run by appropriately qualified instructors, following
adequate safety guidelines. The Ontario Camps Association standards for camp
programs are the standards by which United Church camp activities and programs will be
held. It is expected that faith formation will be part of the program at United Church
camps. The Theological Values and Standards contained in (the United Church)
manual are the standards by which faith formation programs will be held. Tarot cards,
Ouija boards, and seances are not acceptable as part of the program at United Church
camps.
Program Safety Monitoring
With recreational activities which involve some risk e.g. canoeing, swimming, archery,
climbing, paddy horse, etc., an assessment of a campers level of skill is conducted before
any camper takes part in such activity. The skills assessment is used in determining the
level at which a camper participates in an activity. Safety instruction must be given to
Campers. Instructional activities should consist of a progression of skill development
levels for Campers.
Off-Site Activities
Groups involved in overnight off-site activities must be under the supervision of at least
two trained leaders, one of whom is a legal adult and skilled enough to take over in an
emergency. The leaders for an overnight off-site activity must submit a written itinerary
for the activity, including locations for overnight stays, meal plans, and planned return
time. Each trip leader is to participate in the pre-trip research and the final plan is to be
kept by the Camp Director or at the main site. The writen itinerary is given to the Executive
Directors at the end of the camp. The leaders for routine off-site activities (e.g., trips to
Fraser’s Landing) adhere to predetermined routes. For all other outings, a planned route
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and planned return time are submitted to the Camp Director or designate and is readily
available in the event of an emergency. Leaders ensure that all camp participants
understand and follow a buddy system.
Any co-ed overnight off-site activity must be accompanied by both male and female
leaders. Leaders must be familiar with the proposed routes and ensure that participants
follow a buddy system and that participants do not go out of sight without their buddy.
Where any waterfront or swimming activity may be involved, at least one leader will be a
qualified lifeguard as defined by relevant provincial legislation. This leader will not
participate in swimming while supervising the safety of the activity.
The trip leader is briefed and aware of the limitation of all participants, is trained in the
administration of first-aid and is fully aware of the procedure to be followed in case a
participant goes missing. A suitably-stocked first-aid kit must be either properly secured in
an accessible day pack or in the possession of one of the leaders, whom all participants
know, at all times. The kit includes emergency contact phone numbers for the fire
department, medical assistance, and police. The same applies for all other allergy or
emergency medications. Prescription medications required by campers on off-site
activities will be carried, dispensed according to the Camp health policy, and recorded by
the accompanying adult leader. The Health Care Provider is to include proper written
instructions for dispensing specific medication to a camper and is to review the
instructions with the adult leader before departure. The trip leaders must keep a written
record of dispensing of all medications as per camp policy, any health irregularities and
any injuries that occur during the off-site activity. A survival kit must also be carried.
Medications taken with off-site trips are to be dispensed by the adult leader.
Where the off-site location is accessed by water, all participants must have approved
Personal Flotation Devices.
All forms for off-site activites must be completed in full and left on-site with the Camp
Director. These forms must be given to the Executive Director at the end of the camp
period.
Adventure Camping Standards
a) Adventure camping activities are carried out within the principles of "minimal impact"
camping.
b) Overnight camping sites should be examined and made free from obvious hazards.
c) Overnight camping sites are chosen from existing sites, before establishing any new
sites.
d) Careful latrine practices are used, including burying human waste away from any water
source.
e) Any equipment used for adventure camping is checked for completeness and
soundness before departure.
f) Trip leaders carry proper repair kits for any equipment used on adventure camps.
g) The local fire hazard warnings are checked before departure and fire safety practices
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are strictly observed by the group.
h) Where adventure camps are using or occupying property that does not belong to the
camp, every effort is made to obtain permission to cross or use the property.
i) Adventure camp leaders ensure strict adherence to relevant municipal and provincial
laws.
j) Trip plans must be submitted in writing to the Camp Executive Directors.
k) Prior to departing for an adventure camp, it is required that a two-day weather
forecast be obtained and logged. This documentation will be kept by the Camp Director or
the staff person responsible for adventure camp co-ordination.
Routine Off-Site Activities
The leaders for routine off-site activity must adhere to predetermined routes. All other
outings must submit a planned route and planned return time. The plan is submitted to the
camp director or designate and readily available in the event of an emergency.
ALLERGIES
Camp Directors' Responsibilities
Identification
On learning from the application form that a camper has a life-threatening allergy, the
Camp Director is to do the following:
Consult with Parent
The Camp Director must now contact the parent to obtain a history of the camper's
medical condition and the camper's responsibility to him/herself with regard to the allergy.
The Camp Director will then inform the parent, through copies of the relevant protocols, of
the precautions taken at Camp and of the emergency procedure in place in case of an
allergic reaction to an accidental exposure, and take note of any recommendations from
the parent. In case of the necessity of transporting the camper to the hospital, the Parent
should be instructed to supply extra Epipens.
The Camp Director must send the parent an "Allergist Information Form for Anaphylaxis"
which must be filled in and returned before Camp. A copy of the filled-out form is to be
given to the Health Care Provider and the assigned Counsellor. The parent will be asked
to submit two photos of the camper; one to the posted in Smyth Lounge and one in the
Kitchen.
Advise your staff
All of the Camp staff, including the paid Summer Staff, must be advised that your week of
Camp will include the presence of an anaphylactic camper. The Health Care Provider
must be intimately involved.
If the assigned Counsellor will be away from the designated camper for any reason, be
sure that the other instructors (lifeguard, sports leader, canoe instructor, etc.) can
identify a reaction, administer an Epipen, and implement the emergency procedure.
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Advise other parents
If one of the campers is identified as having a peanut allergy, your letter to parents of
children attending your Camp, advise them to (1- not include any type of food in your
child's suitcase which could contain traces of peanut, (2- if your child has had any contact
with a food which may contain peanuts before leaving for Camp, have that camper you
are delivering to Camp wash his/her hands thoroughly before leaving home, (3 - do not
allow your child to have any food or candy, (which may contain peanuts) while on the way
to Camp, (4 - advise your child to be mindful of others by adhering to any further
instructions from the Camp Director with regard to the health and safety of all campers.
Assign Counsellor
The Camp Director is to assign the camper to a Counsellor who can be counted on to be
a dependable and responsible person. The Camp Director will then go over the
Counselor's instruction sheet with him/her to ensure the Camp Director that the
Counselor is fully conversant with his/her responsibilities. Particular attention should be
paid to the Counsellor knowing the symptoms of an anaphylactic attack, the use of the
Epipen, and the emergency procedure in case of an attack.
Consult with Cooks and Health Care Provider
Even though the kitchen procedure is to be nut safe, the Camp Director will alert the
kitchen staff to the fact that a nut or food allergic child will be at Camp during the CD's
week. The Camp Director will also advise the Camp Health Care Provider and be sure
that he/she is thoroughly familiar with the condition and the emergency procedures for an
accidental exposure.
Emergency Procedure
Review the Camp emergency procedure for dealing with an anaphylactic reaction and
make sure the required conditions are met. If it is deemed necessary to modify any item of
the procedure, make sure the affected party(ies) is(are) informed.
Registration
Persons on duty at Registration will question each arriving Camper about any candy or
granola bars which they may have had with them on the way to Camp, and any such
items now in their possession. Such items should be returned with the parent and not
allowed on site.
On the afternoon of registration, the Camp Director is to meet with the Child, the Parent,
the Health Care Provider and the Child's Counsellor so that the Parent personally meets
with the caregivers which will look after the Child in case of an accidental exposure. At this
meeting the above-named will also listen to the Parent and be advised of the location and
number of Epipens which the child will have and any special instructions as to their use. It
is expected that an Epipen will be in the Child's fanny pack which will be worn by the
camper at all times, except when at the beach, when the fanny pack will be in the
possession of the Lifeguard on duty.
The Child's Counselor will normally be with the Camper at all times, but an agreement
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should be reached between the CD and the Parent about whether the Counselor needs to
be with the Camper during low-risk activities e.g. sports, Bible study, swimming.
Introduction to Camp
The Camp Director will advise all Campers about the presence of a allergic child in their
Camp and the general precautions which will be taken.
Counsellor Check
The Camp Director will check with the assigned counselor at the end of each day to be
made aware of the general situation with the designated child.
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To be used in conjunction with the Staff Manual
Revised: May 2018
CAMP LAU-REN is a Christian Camp owned by Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the United
Church and by gifts from individual congregations and United Church Women's groups in
the Presbyteries.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of the Presbytery.
THE EXECUTIVE DIRECTOR(S) is engaged by the Camp Corporation as executive
director of the whole operation and is responsible to the Corporation through the Board of
Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs and
services that foster Christian faith, provide opportunities for personal growth, develop
skills to build community and relationships, foster an environment of inclusion of
everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a strengthening
of personal faith as we meet God in Jesus Christ.
VALUES:
Respect
Collaboration
Community
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JOB DESCRIPTION
Risk Assessment: 9 Any position which creates the opportunity of unsupervised
access to children (or other vulnerable individuals) is given an assessment of the degree
of risk in which that person could, on occasion, be placed. On a scale of 1 to 10, where 10
indicates the possibility of being at greatest risk, the Health Care Provider is given a rating
of 9.

Qualifications:
Each Camp is required to provide its own Camp Health Care Provider who is responsible
for health care during Camp. This adult must be present full time at the camp and is
charged with health care / supervision and is either a licensed physician, a currently
registered nurse or a person presently holding any of the following First Aid Certificates:
a) Canadian Red Cross Society’s Standard First Aid Certificate with CPR; or
b) St John Ambulance Association’s Standard First Aid Certificate with CPR, or
c) A certificate that the Ontario Ministry of Health deems to be equivalent to
clause
(a) or (b) above, or
d) A licensed medical physician, or
e) A registered nurse or licensed practical nurse in good professional standing
with the provincial licensing body, or
f) An emergency medical technician.
Proof of qualification is to be provided to the Camp Executive Directors and posted in the
Infirmary.
When health care staff are other than a licensed physician, a written agreement for
medical service and consultation is made with a local “on-call” physician. Arrangements
should be made with the nearest hospital for emergency care. Camp health personnel
know the limits of their expertise and make arrangements for necessary referrals for
further treatment of injured or ill persons in their care.

Duties:
a. Supervise and train others for a head lice check of all arriving volunteer staff and
campers.
b. On the first day of Camp, discuss with the Executive Directors the general
operating procedures of the Infirmary, and the safe methods for the treatment of
campers.
c. Ensure all volunteer staff complete a volunteer health form and file in binder in
Infirmary.
d. Review all registration forms at the beginning of Camp to be familiar with any
allergies, medical restrictions, etc., of campers and keep all the records in a secure
location, accessible only to appropriate staff.
e. Ensure all Counsellors have a pair of non-latex gloves in a sealed plastic bag.
f. A camper with a life-threatening allergy or serious medical condition might need
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different arrangements for the storage and availability of medications. Contact
parent/guardian of such campers before camp and establish a suitable health
plan. Review this plan with the Camp Director and all camp staff prior to the child’s
arrival at camp.
g. Be on hand during registration to accept from campers /parents /guardians
prescription/non-prescription medication, and Medication Consent forms and
ensure that you have an current health card number for all campers registered.
h. Consult/discuss with parents or guardians re: camper medical conditions, special
instructions or needs, medications, and/or allergies. Review with parent /
guardian all Medication Consent forms to ensure proper administration of
prescription and non-prescription medication.
i. Ensure all medication is locked in the Infirmary during Camp.
j. A list of medical supplies approved by the Board is posted in the Infirmary.
Advise the Executive Director of any medical supplies needed to keep up the stock
as per the approved list posted in the infirmary.
k. Record each camper/staff visit and medical treatment in the Infirmary Log.
l. Complete an Incident Report Form for any accident or injury which requires
outside medical treatment (e.g. hospital) or emergency first aid. Have the report
signed by one other person; preferably the first adult treating the victim.
m. Maintain a first-aid kit for use on out-trips. For campers with medications and/or
special medical conditions, include medication in the first-aid kit for such campers
and supply the Out-trip Leader with index cards with proper written instructions for
the dispensing of specific medication. Index cards are to be reviewed with Out-trip
Leader prior to departure. Additional blank index cards are to be supplied to
Out-trip Leader for recording any health irregularities occurring on the out-trip.
These index cards must be returned and reviewed with the Health Care Provider
on return to camp. Any irregularities noted on the index cards must be recorded in
the Infirmary Log.
n. Take caution to prevent transmission of disease by using Universal Precautions
with respect to the prevention and spread of infections by persons on site and on
off-site trips.
o. Take all possible precautions to prevent accusations of abuse. Never leave
yourself in a position to be alone with a camper.
p. Reinforce that all individuals on the camp grounds wear closed-toed shoes to
prevent injuries such as cuts, bruises and potential break or sprain.
q. When taking a camper or a staff member to the hospital for assessment or
treatment, bring the camper’s/staff health card. Communicate to another leader
that you are leaving the camp ground and the key to the Infirmary with a leader
qualified individual to attend to first aid needs on site.
r. Return all camper medication and health cards to the campers on the morning of
the last day of Camp.
s. Leave the Infirmary clean and tidy. Change bedding for Infirmary patients if it has
been used during the period. Put dirty linen in garbage bag and place beside
washer in the kitchen. Inform the Executive Director that you have done this.
t. Arrange for cleaning of Infirmary with Caretaker.
Assistance for serious accidents or illness may be obtained from the Deep River
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Hospital at 613 584-3333. If you need to call an ambulance, dial 911.
INFIRMARY TREATMENT RECORD
The Health Care Provider is required to keep a record of all camper and staff visits to the
Infirmary. Individual “Infirmary Treatment Records” (see page 11) can be used,
however, due to the number of expected visits in a week, it is much more efficient to use
an “Infirmary Log” sheet (see page 5).
INCIDENT REPORT FORM
The Health Care Provider must complete this form for any incident requiring outside
medical attention, i.e., trip to the hospital. (see page 7)
CAMPER HEALTH FORM / MEDICATION CONSENT
All campers must complete a “Camper Health Form” as part of the Registration process.
The Director will ensure that the Health Care Provider has a copy of all Health Forms prior
to the start of camp. The Health Care Provider should review the form with the camper
and parent/guardian on arrival.
The Health Care Provider cannot administer medications other than those brought to
camp by the camper and only with the written permission of the parent/guardian. These
medications include Tylenol, Benadryl, cough medicine and throat lozenges. The
parent/guardian will be required to download a “Medication Consent” form (see page 8)
prior to camp and will bring it to camp with any medication. All medication must be in its
original pharmacy container with readable pharmacy labels and put in a plastic zip-lock
bag with the camper’s name clearly marked on the outside.
NOTIFICATION OF PARENT/GUARDIAN
In the event that a parent/guardian has to be notified during the camp, the Health Care
Provider must ensure that a “Notification of Parent/Guardian” form is completed each time
a parent/guardian is contacted. (see page 9).
CAMPERS WITH SEVERE ALLERGIES
Parents/guardians of campers with severe allergies who will be bringing two EpiPens to
camp, should be contacted by the Health Care Provider several weeks before camp
begins. The parent/guardian need to complete an “Allergist Information Form for
Anaphylaxis” (see page 10). Review the form with the parent/guardian on arrival at
camp and with the Counsellor assigned to this camper.
CAMPERS WITH SPECIAL HEALTH CARE NEEDS
Parents/guardians of campers who have special health care needs should be contacted
by the Health Care Provider several weeks before camp begins. A “Camper Plan of Care”
(see page 11) should be completed by the parent/guardian and reviewed with the Health
Care Provider upon arrival at camp. This Plan of Care should be reviewed with the
Counsellor assigned to the camper. Contact should be made with the Counsellor on a
daily basis to address any issues/concerns.
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Camp Lau-Ren
INFIRMARY TREATMENT RECORD
Name: _____________________________________________________ Date: _____________________________
(Name of person being treated)
Name of Camp: ________________________________________________________________________________
(e.g. Junior Co-Ed, Intermediate Girls)

Condition on arrival at Camp:
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Reason for consulting Camp health care staff:
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Treatment while at Camp:
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Name of consultant, doctor, if any: ______________________________________ Date: _______________________
Hospital treatment, if any (e.g. x-rays): _______________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Provincial Health Insurance Number: ________________________________________________________________
Parent or Guardian notified: _______________________________________________________________________

Signature of Health Care Provider: __________________________________________ Date:___________________
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Camp Lau-Ren
INCIDENT REPORT FORM
This form is to be used by all staff and program areas to record any situation, accident or injury that
required medical attention for a camper or camp staff member.

Name of Camp __________________________________________ Date: ____________________________
(e.g. Junior Girls Senior Co-Ed, etc.)

Participant’s Name: ___________________________________________________ Age: ________________
Counsellor(s): _____________________________________________________________________________
Location of incident: ________________________________________Date: ______________Time: ________
(e.g. cabin, dining hall, sports field, etc.)

Supervisor of area where incident occurred: ______________________________________________________
Describe the incident: _______________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
(Attach additional sheets if necessary.)

Were other persons involved? __________ Is so, name them: _______________________________________
_________________________________________________________________________________________
______________________________________ and attach a description of the incident written by each witness.
What medical attention was required? __________________________________________________________
Explain: _________________________________________________________________________________
_________________________________________________________________________________________
Have parents/guardians/agency been notified? Yes _____ No _____
If yes, record date(s) and time(s) of call(s): ______________________________________________________
Follow-up to this incident: ____________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

Signatures:
Treated person’s immediate supervisor: ________________________________________________________
(Counsellor, Camp Director, Co-Ordinator)

Person making the primary report: _____________________________________________________________
Camp Director or designate: _________________________________________ Date: ___________________
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Camp Lau-Ren

Medication Consent
Date: _______________________________________________
Camper Name: ______________________________________________
Parent/Guardian: _____________________________________________

PRESCRIPTION MEDICATIONS:
MEDICATION
Example:
Children’s Tylenol

Dosage

Method

Frequency

1 tablet

By Mouth

Whenever necessary

PARENT OR GUARDIAN CONSENT:
I agree to allow the Health Care Provider to remind the camper to take his/her medication
And to store the medication in a safe location when not in use.
Signature of Parent/Guardian: __________________________________________________

Date: __________________________________
Camp Lau-Ren 2008
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Camp Lau-Ren
NOTIFICATION OF PARENTS/GUARDIANS
This form is to be used by all staff to record any contact
with Parents/Guardians regarding health or well being of a camper.

Name of Camp _______________________________________________ Date: ____________________________
(e.g. Junior Girls Senior Co-Ed, etc.)

Participant’s Name: ___________________________________________________
Name of Parent/Guardian Contacted): __________________________________________________________
Telephone Number: ________________________________Date of Notification: ____________________________
Camp Director: ______________________________ Camp Health Care Provider:____________________________
Reason for Contact: ______________________________________________________________________________
______________________________________________________________________________________________
Summary of Conversation with Parent/Guardian: _______________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
(Attach additional sheets if necessary.)

Action Plan: ____________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Results: _______________________________________________________________________________________
______________________________________________________________________________________________
Recommendations: (i.e, stay at camp, send camper home, etc. ___________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

Signatures:
Health Care Provider: ___________________________________________
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Camp Lau-Ren

ALLERGIST INFORMATION FORM FOR ANAPHYLAXIS
(Parent(s) / guardian(s) requests allergist to complete and sign this form.)
Specific potentially life-threatening allergens for ________________________________________________
(Name of Camper)

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
The nature of the reaction. (Check all applicable.)
(

)

Physical contact with this allergen may cause an anaphylactic reaction.

(

)

Airborne contact with this allergen may cause an anaphylactic reaction.

(

)

Ingestion of food with this allergen may cause an anaphylactic reaction.

(

)

Other (please explain below):

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
Recommended treatment in the event of accidental exposure:
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________

Date: __________________________________
Signature of Allergy Specialist: _______________________________________
Signature of Parent/Guardian: ________________________________________
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Camp Lau-Ren
CAMPER PLAN OF CARE
This form is to be used by Health Care Provider in case of documented health issue for a camper.

Name of Camp _______________________________________________ Date: ____________________________
(e.g. Junior Girls, Senior Co-Ed, etc.)

Participant’s Name: ___________________________________________________
Name of Parent/Guardian): __________________________________________________________
Telephone Number: ________________________________
Alternate Telephone Number: Person’s Name: ________________________________________
Relationship to Camper: _________________________________
Telephone Number: ____________________________________
Health Problem: _________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Health Plan: ___________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

Signatures:
Please see the Camp Lau-Ren Policy and Procedure Manual for copies of the following
Parent/Guardian: _________________________________________________
Date: ________________________________________________
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health policies:
 D-101: Universal Precautions
 D-102: Notification of Parent/Guardian in Case of Emergency
 D-103: Camper Personal Health Form
 D-106: Camper Plan of Care
 D-107: Allergist Information for Anaphylaxis
 D-108: Sun Safety
 D-109: Documentation of Health Irregularities on Out-Trips
 D-110: Release of Camper
 D-300: Extreme and/or Contagious Illness
 D-400: Handling, Storage and Distribution of Prescription Medications
 D-500: Kitchen Sanitation

Miscellaneous policies that can also be found in the Camp Lau-Ren Policy and Procedure
Manual:
 B-100: Standards of Conduct
 B-101: Camp Philosophy on Behaviour Management
 B-102: Behavioural Standards for Staff in the Camp Workplace
 B-103: Accommodation - Camper
 B-201: Guidelines and Procedures for Suspected, or Disclosure of, Child Abuse
 B-202: Workplace Violence
 B-300: Privacy Compliance Practices
 B-400: Cell Phone Use
 B-401: Confidentiality
 B-500: Meals and Rest
 B-600: Building Naming
 B-700: Guidelines for Memorial Tree Donations
 C-100: Police Records Check
 C-200-C-214: Manuals
 E-100: Accessibility Standard for Customer Service
 E-200: Health and Safety Awareness
 E-300: Workplace Hazardous Material Information System (WHMIS)
 E-400: Discrimination and Harassment
 E-410: Hiring and Recruitment - Accommodation
 F-100: Serious Injury or Death at Camp
 F-200: Emergency Evacuation Plan
 F-300: Waterfront Search Procedure (Missing Camper)
 F-400: Missing Camper
 F-401: Intruders on Camp Grounds
 F-500: Tornado / Severe Weather
 F-600: Fire

APPENDIX A
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ANAPHYLAXIS
Anaphylaxis is a life-threatening allergic reaction caused by food, medication or insect
bites and stings. Even a trace amount of a food can cause a severe allergic reaction. An
anaphylactic reaction can occur anywhere from seconds up to 12 hours after contact with
the allergen. The camper must be taken to the hospital immediately for observation, even
if their symptoms seem mild.
Symptoms of anaphylaxis:
a) A ‘fuzzy’ feeling tongue and swelling in the throat area and face or eyes that are
swollen shut.
b) Swelling of the upper airway causing trouble breathing, croup like symptoms,
suffocation.
b) Swelling of the lips and tongue with trouble swallowing and breathing.
c) Runny nose, nasal congestion, sneezing, itchy watery eyes.
d) Skin eruptions such as hives or redness. Itching anywhere.
e) Constriction (tightening) of the lower airways with wheezing, asthma and cough.
f) Dizziness, and feeling like dying. Low blood pressure, pale, shock.
g) Nausea, cramps, diarrhea and vomiting.
Responsibility of the Camp Health Care Provider
To be familiar with the allergy information contained in the training manual, specifically
the administration of an EpiPen, and with the emergency procedure worked out by the
Camp Executive Director in collaboration with any other staff involved with this
procedure.
The Health Care Provider is to ensure that the required EpiPen is stored in the Camper’s
fanny pack. The Health Care Provider will also ensure that the extra EpiPens, which may
be required for transport to the hospital, are stored in a location such that they are readily
available to the emergency vehicle driver or support person.
The Health Care Provider is the ideal staff member to accompany the person having a
severe allergic reaction to the hospital.
Of Note: Epi-Pens/Allerjet come in 2 dosage sizes:
 EpiPen/Allerjet Junior (for those weighing 33 – 66 lbs) and
 Regular EpiPen/Allerjet (for 66+ lbs)

EMERGENCY PROCEDURE FOR ANAPHYLAXIS
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If there is any suspicion that someone is experiencing an anaphylactic reaction or may
have been in contact with an allergen:
DO NOT WAIT
 The Counsellor is to send a runner to immediately notify the Health Care Provider, or
the Camp Director, or the Camp Executive Director,
 Don’t Wait. Lay the camper on the floor (ground).
 Get an EpiPen from the camper’s fanny pack.
 Once the EpiPen is in hand, the 5 Rights of Medication
must be performed. *This is protocol for all first aiders
regarding emergency medications and include:
1. Right person
2. Right medication (does the name on the
medication label match the camper’s name)
3. Right amount/dose (on the label)
4. Right method (see procedure)
5. Right time (this one is important as sometimes choking can be mistaken for
anaphylaxis.
The 5-Rights check takes only seconds and can be done while removing the
EpiPen from its protective plastic casing. (These 5 Rights will become less of a
concern when EpiPens become non-prescription or publically accessible.)
 The camper having the reaction should be moved as little as possible as movement
will increase blood flow throughout the body, thus promoting the circulation of the
allergen and speeding up the reaction.
 Remove blue safety cap if using an EpiPen, remove outer casing if using Allerject.
 Firmly press against OUTER MID-THIGH of the camper’s leg with the orange tip end
of the needle (“Blue to the sky, orange to the thigh”). (This may be done through the
camper’s clothing, if necessary). If using an Allerjet, follow the voice prompts.
 Wait 10 seconds for fluid to enter the body (use a clock or watch to time 10 seconds).
 Remove EpiPen from camper’s leg.
 Massage area of injection for 10 seconds.
 Load camper into the designated emergency transport vehicle* – with a support
person.
 The camper must be rushed to the hospital. Additional EpiPens should accompany
the camper in case they are needed during transport – one for every 15 minutes travel
time. Repeat injection if breathing becomes laboured.
 Advise parent / guardian.
* Before each weekly Camp begins, the Executive Director and Camp Director determine
an emergency transport vehicle and possible drivers to ensure the vehicle is available for
emergency use. Extra EpiPens for transport are the responsibility of the Health Care
Provider. Travel time and route to hospital is to be determined by test runs.
Asthma
Use of Inhalers
Some campers may suffer from asthma and require the use of an inhaler. Campers who
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bring an inhaler to camp should keep the inhaler with them and not leave it in the Infirmary
unless so instructed by the parent. The camper is the best person to know when he/she
needs to use his/her inhaler. The inhaler should be kept on the camper’s person or in his
personal belongings in the cabin. The inhaler should be stored at room temperature. If
it gets cold, it should be warmed only using your hands. If it gets broken or punctured, it
should immediately be taken to the HCP. If the inhaler needs to be taken with the
camper to the beach, it should be left in the box on the Lifeguard Chair. The inhaler
cannot be taken into the water.

Figure 1

Figure 2

Figure 3

A metered-dose inhaler (MDI) is a pressured inhaler that delivers medication by using a
propellant spray. Figure 1.
To use a MDI: (Figure 3)
1. Shake the inhaler well before using (30 seconds or 3-4 shakes)
2. Remove the cap.
3. Breathe out, away from the inhaler.
4. Place the inhaler it in your mouth between your teeth and close your mouth around it.
5. While breathing in slowly, press the top of the inhaler once and keep breathing in
slowly for one full breath.
6. Remove the inhaler from your mouth and hold your breath for about 10 seconds, then
breathe out.
7. Repeat as necessary.
* An aerochamber (spacer) may be prescribed to help deliver the medication to the
lungs. (Figure 2)
Powdered inhalers such as Diskus or Tubuhaler do not need to be shaken nor do they
need an aerochamber.
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Remember to have the camper rinse their mouth after using an inhaler with a steroid such
as Flovent (orange colored) to prevent yeast infections.

APPENDIX B
FIRST AID & EMERGENCY INTERVENTIONS FOR COUNSELLORS
The most important skills you bring to your position as a Counsellor is your knowledge,
skills already learned and ability to listen and to learn.
Allergies
You need to know which campers have an allergy and what behaviours to look for that
would indicate they need their medication. An allergy may be mild or severe. It is
important you make sure they take their medication when needed. Allergy symptoms can
worsen in hot humid weather, with exercise (like sports, long canoe trips), when overtired,
homesick, upset or exposed to cold water. Keep your eye on these campers. Picking
up on early signs of allergy symptoms will help the camper get their medication and care
early enough and possibly prevent a trip to the hospital.
Campers with severe allergic reactions should be familiar and able to give themselves an
epi-pen injection. They are required to carry an epi-pen with them at all times (a fanny
pack may be used) as the medication needs to be given right away. Make sure you and
the camper know where the epi-pen is at all times. Campers are advised to leave a
second epi-pen in the Infirmary. If a camper experiences a severe allergic reaction or
the epi-pen has been used, the camper must be taken to the hospital immediately. You
may need to help them give the drug (epi-pen). Send someone to get the Health Care
Provider and tell him/her to bring the camper’s second epi-pen. Please note, the
lifeguard in the guard chair will have the epi-pen when the
camper/Counsellor/Leader/Volunteer is swimming. You will learn how to inject the
epi-pen during this Training Weekend.
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See the section on Peanut Allergies which includes Anaphylactic reactions and
emergency procedures.
Insect Bites and Stings
For most people, an insect bite or sting only causes some painful swelling with redness
and itching.
For those allergic to bee and wasp stings, severe allergic reactions is a life-threatening
emergency requiring immediate medical care.
Recognize the symptoms of a severe allergic reaction:
 Hives and swelling
 Vomiting
 Breathing difficulty
The person may complain of:
 Nausea
 Breathing difficulty
When these signs occur, call the Health Care Provider immediately. While waiting for
the HCP, assist the person to use his epi-pen. If the bite or sting is on an arm or leg,
keep the limb below the level of the chest (heart level). Watch their breathing.
Use a plastic card (e.g., debit card, driver’s license) to remove a stinger that may still be
stuck in the person’s skin by scraping it along the stinger, pulling it back out from the way
it went in. Do NOT use tweezers as they can squeeze any venom still in the stinger into
the person.
ANAPHYLAXIS
This section contains the same information as the Health Care Provider Manual –
Appendix A
ASTHMA - Use of Inhalers
This section contains the same information as the Health care Provider Manual –
Appendix A
ADHD - Attention Deficit Hyperactivity Disorder
ADD – Attention Deficit Disorder
OCD – Obsessive Compulsive Disorder; TS - Tourette Syndrome
Campers with these conditions often use medication to help them manage their behavior.
Taking these medications exactly as they are prescribed (at the right times and at the
same times every day) provides the campers with the best support for their behavior.
You should plan a quiet wind-down time at rest time and at bedtime. If their behaviour is
unacceptable, then discuss an action plan with the Camp Director or his/her designate.
There may be a plan set up ahead of time with the parents and you would be told about
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the plan before registration.
More information on dealing with campers who have ADHD and ADD will be covered in
the “Challenges/Problem Solving” training session.
Reactions to Temperature Changes
Cold
Can be caused by swimming, while out canoeing, exposure or inappropriate dress.
Observe your camper. Some will be more susceptible to cold than others. Some
observations may be shivering, from mild to severe, blueness in lip and nail colour, and
drowsiness.
Things you can do include wrapping in a warm blanket, giving a warm drink (could add
sweetness), adding additional clothing or increasing activity level. Bring them into a warm
area (e.g., cabin) and remove any wet clothing.
Heat/Sun
All campers can be susceptible to heat. Make sure clothing is light and more relaxed in
fit. Light colours tend to reflect the heat better than dark colours. Make sure the camper
wears a proper hat that covers there neck, ears and face. Campers must wear
sunscreen (minimum SPF 20-35) and sun glasses should be encouraged.
Make sure CAMPERS DRINK LOTS OF WATER, minimum 8 large glasses especially
with more activity and on very hot days. Encourage breaks and stop for water and filling
water bottles hourly. (Water bottles may be purchased at Tuck for a nominal fee). At
mealtimes, encourage additional glasses of water. Pop, sweet and unsweetened drinks
are not effective for replacing fluid loss like water.
The camper with heat exhaustion usually becomes red, especially in the face and neck.
They often complain of headache, nausea, may vomit, have diarrhea, are clammy, suffer
from a loss of appetite, then experience chills and collapse. You are in the best position
to observe the effects of heat or cold. There is cream available for sunburn in the
Infirmary.
REMEMBER - Prevention is your PRIORITY!
Cuts, Scrapes, Scratches and Bug Bites
The Counsellor is expected to deal with simple cuts, scrapes, scratches and bug bites.
Take the camper to the Health Care Provider only if necessary. There is calamine lotion
available for itchiness from bug bites at the Infirmary.
The best way to clean a minor injury such as a cut or scrape is to rinse with water only or
use wound-specific wipes. Do not use alcohol swabs as they can delay the healing
process and soap should be avoided also as it can cause some cell damage in fresh cuts
(older wounds are fine).
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Counsellors are required to carry a pair of non-latex gloves for First Aid use. If you have
to use the gloves, see the HCP for a replacement pair. Counsellors should always carry
some bandaids in his/her pocket for emergencies.
To reduce injuries and cuts to the feet and toes:
 Campers are expected to wear closed toed shoes.
 Wear running shoes when playing on the Rock with supervision.
 Wear running shoes on the Playing Field.
 Encourage walking instead of running unless on the playing field.
 Encourage them to wear water shoes in the water.
Sprains, Strains and Fractures
Notify the Health Care Provider, who will assess the injury and provide any treatment
necessary. Do not move someone if there is any possibility of back or neck injury unless
the camper is in a danger to themselves or you.
Rashes
May be the result of heat but should be checked to make sure it is not poison ivy or some
other contagious illness or allergy.
Poor Eating Habits
It is most important that you sit with campers and observe the amount of food they eat or
don’t eat. Overeating can cause vomiting, indigestion and bloating. Encourage your
campers to eat more fruit and vegetables, eat slowly and chew their food well. Stop food
eating competitions before they get started. Encourage them to try all the types of food
served. Watch for the fussy and/or non-eater. They will, or can, develop stomach
pains, headaches, or hide in the washroom. Encourage them to try each food. Discuss
if Tuck will be continued if they don’t eat. Fruit is always available. Do not allow any
food or snacks in the cabins.
Water Emergency
Please make sure you read the procedure posted on the bulletin board in Smyth. Let
your Camp Director and the Waterfront Director know during planning what lifesaving
skills you have.
Universal Precautions
Means you wash your hands and make sure the campers wash theirs when handling
body fluids. Cough or sneeze into your elbow pit. When using a Tissue/Kleenex throw it
away into the non-recyclable garbage and wash your hands. Use the disposable gloves
(latex-free) when touching blood. Make sure the area you live in is clean. Dispose of
garbage daily. No food in the cabins as this can attract insects or animals that carry
infections and can bite.

Obstructive Airway
To open the airway, use the head-tilt chin lift as instructed in First Aid.
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If you suspect a spinal injury, use the jaw thrust without head-tilt.
Prevention
Prevention of any crisis, illness or injury is one of the most important responsibilities you
have.
Examples of prevention:
1. Hand washing is the most effective way to prevent infection from spreading.
2. Use of the disinfectant gel in the Dining Hall before setting the tables.
3. Following the dish washing instructions carefully.
4. Being attentive to what your camper eats and drinks.
5. Encouraging campers to change clothes and to remove their wet bathing suits
immediately after swimming. Making sure clothing is appropriate to the weather.
6. Do not share water bottles. If the camper doesn’t have one, they can purchase
one from Tuck.
7. Adequate rest is needed to remain well and both you and the Camper need to
establish a bedtime routine starting on the first night.
8. Report your observations or concerns.
9. Make sure you have the camper or yourself at the Infirmary at the right time for
medications.
10. Have all injuries checked when they occur.
You are a role model for the camper, so wear your hat, drink lots of water, wear sun
screen, have a positive attitude towards camp programs. Respect the team you are
working with. Take your breaks and get a good sleep each night.
The following are life-threatening incidences which we hope you will never
encounter at camp. If you do, immediately send someone for the Health Care
Provider and call 911. You are expected to start First Aid until the HCP arrives.
The HCP will take over and provide first aid until the paramedics arrive.
Choking
A person chokes when the airway is partly or completely blocked and airflow is reduced or
cut off. Choking is a life-threatening breathing emergency. A choking person may die
if first aid is not given immediately.
Common causes of choking are:
 Food or some other object stuck in the throat – trying to swallow large pieces of
food, eating or drinking too much while doing something else, gulping drinks with
food in your mouth
 The tongue of an unconscious person falling to the back of the throat
 Blood or vomit collects in the throat
A person’s airway can be either partially or completely blocked.
Signs of choking with some air exchange:
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Person is still able to speak
Signs of distress – eyes are showing person is afraid
Harsh coughing
Wheezing and gagging between coughing
Face is red
Person is grabbing at their throat

Signs of choking with poor or no air exchange:
 Person is not able to speak
 Signs of distress – eyes are showing person is afraid
 Weak or not able to cough with no sound
 No noise when trying to breath or a high pitched sound
 Face discolouration – pale, blue lips and ears
 Person is grabbing at their throat
 Semi consciousness or unconsciousness
If you observe someone choking:
1. Ask the person “Can you speak, Can you breathe, Can you cough?”
2. If the answer is yes, call for help IMMEDIATELY.
3. If the person can cough forcefully, speak or breathe, do not touch them.
Encourage them to continue coughing to get the foreign object out. Always face
the choking person, keep talking to them with a calm voice while encouraging them
to cough. Always call the Health Care Provider whether the object comes out or
not to assess the person.
4. If there is poor air exchange, ask the person to cough. If the person cannot
cough, speak or breathe and is still conscious, use a combination of 5 back blows
to abdominal thrusts (and repeat) until either the airway becomes clear, or the
person falls unconscious.
5. Back blows: Support the choking person by placing your left arm across their
shoulders to hold their right shoulder (or vice versa) and lean forward – ideally over
a table so they can help support their weight with their own arms. Using the heel of
your free hand, deliver 5 back blows between the person’s shoulder blades.
Abdominal Thrusts: Stand behind the choking person and be ready to move in
case they fall unconscious. Position your legs shoulder width apart so that you are
steady – do NOT place a leg between theirs as this could cause you to become
trapped or injured if they were to fall unconscious. Ensure your head is not directly
behind theirs.
6. Find the hips and follow them around to the person's front, or find their bellybutton,
and place your closed fist flat against them just above the bellybutton area (tip:
Find the bellybutton with your pinky finger and roll your fist into position), ensure
your thumb is to the side, not sticking out or clenched within your fist. Cup your
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placed fist with your other hand and pull quickly and forcefully upwards and
inwards, in a 'J'-shaped motion or diagonally up into their diaphragm to perform
one abdominal thrust. Make sure to only apply force through your fist against the
person, not your arms. Avoid trying to rotate your fist at the wrist while doing
this. Do 5 abdominal thrusts. And then perform 5 back blows, etc.
7. Perform this combination of movements until the object is removed or the person
becomes unconscious. If the airway is clear continue to give care. If the person
becomes unconscious, do not panic; continue first aid following the next step.
8. When the casualty is unconscious, lower them to the ground and send someone to
call 911. Protect the head and neck as you lower them to the ground.
9. Open their mouth and look for any foreign object. If you see something, use your
hooked little finger (pinky finger) in a scooping-like motion to remove it by pulling it
up against the cheek, but be aware that the object may be sharp. If possible, you
should have gloves on before putting your finger in a casualty’s mouth.
10. At CPR-C level: If they are not breathing, begin 30 chest compressions. Position
yourself directly over their chest at a 90 degree angle to them. Place both hands
together over the person's sternum (center of the chest) and push down about
1/3-1/2 the depth of their chest (do this by letting your body weight go, then lift
yourself back up). Bring your hands up enough to let the chest return to its natural
level then push again. Do this 30 times.
After 30 compressions, repeat step 9. If an item is found, recheck their
breathing. If they are still not breathing, gently tilt the person's head back and lift
the chin. Seal your mouth over the person's mouth and pinch their nostrils. Blow
air into them until you see the chest rise. If the air does not go in, reposition their
airway (retilt the head) and try a second breath. If this does not go in, do another
30 compressions. If the breath does go in, reassess their breathing. If they are
still not breathing, follow CPR protocol.
At CPR-HCP level: If they are not breathing, perform a pulse check over the carotid
pulse. If there is no pulse, begin compressions as part of CPR protocol. If there
IS a pulse, gently tilt the person's head back and lift the chin. Seal your mouth
over the person's mouth and pinch their nostrils. Blow air into them until you see
the chest rise. If the air does not go in, reposition their airway (retilt the head) and
try a second breath. If this does not go in, do another 30 compressions.
If the breath DOES go in from the first attempt, then continue to perform a breath
every 3-5 seconds - closer to 3 for smaller children, closer to 5 for larger children or
adults. After 2 minutes, recheck their breathing. If they are not breathing, repeat
from the pulse check. If they ARE breathing, watch their breathing until the arrival
of paramedics.
11. Repeat 30 compressions to 2 breaths (if necessary) until either an aforementioned
situation arises (see above), the person responds in some way, you become too
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physically exhausted (in which case another first aider should step in), the scene
becomes too hazardous or the paramedics arrive and take over.
Shock
Shock is a condition of inadequate circulation depriving the body’s tissues and vital
organs of oxygen. The onset of shock can be gradual or rapid.
Common causes of shock:

Breathing problems (ineffective or absent breathing)

Severe bleeding, external or internal, including major fractures

Severe burns

Spinal cord injuries

Heart attack

Medical emergencies, e.g., diabetes, allergies, poisoning
The signs and symptoms of shock may not be obvious immediately, but any of the
following may appear as shock progresses:
You may see:
 Restlessness
 Decreased consciousness
 Pale skin, Bluish/purple colour to lips, tongue, earlobes and fingernails (If the
person has dark skin, the inside of the lips, the mouth, the tongue and the nail beds
will be blue; the skin around the nose and mouth grayish.)
 Cold, clammy skin
 Profuse sweating
 Vomiting
 Shallow, irregular breathing; could be rapid and gasping for air
 A weak, rapid pulse (in later stages the radial pulse may be absent)
The person may tell you they feel:
 Anxious or a sense of doom
 Being confused and dizzy
 Extreme thirst
 Nausea
 Faintness
 Pain
To prevent shock from becoming worse:
 Give prompt and effective first aid.
 Ensure any movement does not aggravate their injuries.
 Stay with the person and keep reassuring them
 Loosen tight clothing at neck, chest and waist
 If possible, treat for the cause of the shock, this is the MOST important thing you
can do.
 Place the person in the Recovery Position (Figures 4 and 5)
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Cover the person with a blanket to preserve body heat as they will likely begin to
feel cold
Do not give anything by mouth. Moisten their lips if they complain of thirst
Provide care and monitor the person’s condition until the paramedics arrive

Figure 4

Figure 5

Positioning of person in shock:
 If you suspect head or spinal injury, do not move the person in shock. Leave them
in the position found
 If they are having difficulty breathing, place them in a semi-sitting position
 To maintain an open airway, place the person in the Recovery Position (turn on
side, bend one leg, tilt head back) (Figure 4 & 5) and monitor
Severe Bleeding
Depending on the location of the injury, there may be external bleeding or internal
bleeding.
Severe blood loss will result in the following signs and symptoms:
 Pale, cold and clammy skin
 Rapid pulse, gradually becoming weaker
 Faintness and dizziness
 Thirst and nausea
 Restlessness and apprehension
 Shallow breathing, yawning, sighing and gasping for air (known as air hunger)
These signs also indicate shock.

You should suspect internal bleeding when the following has occurred:
 The casualty has received a severe blow or a penetrating injury to the chest, neck,
abdomen or groin
 There are major limb, hip or pelvic fractures
 In the abdominal area, the abdomen will feel rigid to the touch, very tender to the
person and will appear distended or swollen. If enough time has passed since the
injury, there may also be bruising visible in the affected area.
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Internal bleeding may be hard to detect. Some signs of internal bleeding may include;
 Bleeding from the ear canal, nose, or into the eye (bloodshot or black eye)
 Coughing up red and frothy secretions
 Seen in vomit either as bright red, or brown like coffee grains
 Red, black or tarry coloured stools
 Red or smoky brown coloured urine
Severe bleeding is an immediate threat to life. You must act quickly! If bleeding
remains uncontrolled, shock and death may result.
Send someone to get the Health Care Provider and call 911.
Control severe bleeding by:
 Direct pressure to the bleeding site
 Apply continuous pressure with a bulky dressing (ideally something clean)..
 Continue holding pressure.
 If the blood seeps through the dressing, apply another one on top. DO NOT
remove any dressings as this may disrupt the blood clotting.
 When there is no longer blood seeping through the dressing, secure the
dressing(s) with a bandage or tape to the person.
 Ensure the person remains as still as possible, perhaps lying in the recovery
position, as the more they move, the faster their wound will bleed.
 If needed, place the person in the recovery position.
 Continue holding pressure until paramedics arrive.
 If pressure alone cannot stop or slow the bleeding, consider tying a tourniquet 2-4
inches above the cut (if there is a joint in the way, go above the joint). Tighten the
tourniquet until the bleeding slows and continue to ALSO hold pressure. After 10
minutes (this should be done with 911 n the phone), slowly release the tourniquet.
Continue holding pressure until paramedics arrive.

BLACK LEGGED TICKS AND LYME DISEASE
Blacklegged ticks can carry the bacteria that causes Lyme disease. Ticks habitat in
woodlands, tall grasses, brushes and areas with leaf litter. Ticks are most active in the
summer months. Tick populations are spreading because of climate change; they can
also spread by traveling on birds and deer.


Wear appropriate clothing
o Wear light coloured long-sleeved shirts and pants to spot ticks more easily
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o Tuck shirts into pants, and pants into socks, and wear close-toed shoes
Use insect repellent
o Containing DEET or lcaridin
o Check labels for use in children
Develop awareness of tick habitat
o Stick to trails and cleared paths
Tick checks
o Check full body for ticks (after hikes/activities, during washroom breaks and
before bed)
o Check bags and gear after hikes

Tick Checks and Removal:
How to thoroughly check for ticks:
 Scan the entire body – a tick can sometimes resemble a mole and be as small as
the period at the end of this sentence.
 Ticks like warm places and areas that provide some protection or cover, like skin
folds or creases, but ticks can also attach on flat open skin.
 Run your fingers through the scalp, feeling for any bumps; separate hair into
sections using a wide-tooth comb and inspect the scalp.
 Check in and around the ears and neck, lifting hair to check the nape.
 Inspect between the fingers and toes.
 Underarm area and behind the knees are tick favourites.
 Check in the belly button, pelvic/genital region and around the waist and back.
If a tick is found attached to the skin:
 Use fine-tipped tweezers to grasp the tick as close to the skin as possible.
 Pull the tick straight out, gently but firmly, making sure to remove the entire tick
(including the head)
 Do not squeeze the tick and avoid crushing the tick’s body
 Place tick in a secure container, such as a screw-top bottle used for medication,
and give the tick to the Healthcare Provider.
 Thoroughly clean the bite site with rubbing alcohol and/or soap and water.

Lyme Disease Symptoms
 Early signs and symptoms of Lyme disease usually start 3 to 30 days after being
bitten by an infected blacklegged tick
 Early signs and symptoms of Lyme disease may include:
o Fever
o Chills
o Headache
o Fatigue
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o Muscle and joint aches
o Swollen lymph nodes
o Rash, sometimes shaped like a bull’s eye (Erythema migrans (EM rash))
If left untreated, more severe symptoms may include:
o Severe headaches
o Additional EM skin rashes
o Facial paralysis
o Recurring arthritis
o Heart disorders
o Neurological disorders
Most cases of Lyme disease can be treated successfully with antibiotics
Consult the Healthcare Provider right away if symptoms of Lyme disease develop
after a tick bite
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Camp Lau-Ren
Officers and Committees
Revised: June 2018

LAU-REN CAMP CORPORATION ORGANIZATION
Lau-Ren Camp Corporation is made up of members of United Church congregations in
Upper Valley and Four Rivers Presbyteries, users of Camp Lau-Ren's facilities, and
camp directors and leaders. The Corporation must include all of the Directors of the
Corporation themselves who shall be those persons appointed by the Supervising Court
of the United Church of Canada at least two months in advance of the Annual Meeting
of the Corporation.

BOARD OF DIRECTORS
Board Members: The Board consists of fifteen directors. Ideally, directors represent the
major churches in Upper Valley and Four Rivers Presbyteries. Each year, five directors
are elected by the Board for a three year term while another three retire. The new
directors are officially elected (approved) at the annual meeting of Lau-Ren Camp
Corporation. Board members may serve consecutive three-year terms without limit.
Restraints: One position on the Board is reserved for a member from Calvin United
Church in Pembroke. (See the Appendix to the By-Laws.) A majority of the directors of a
camp board "shall be members of the United Church of Canada."
Scope: The Camp Board, through a committee structure, is responsible for all aspects
of the operation of Camp Lau-Ren. The Board hires Executive Directors to oversee all
aspects of the operation under the direction of the Board. As representatives of their
individual churches, they are responsible for relaying information or concerns from the
Board to their Session or Church Board.
Qualifications:
• Previous Board or Committee experience an asset.
• Ability to assume a Committee position in their area of expertise and/or interest.
• Interest in making a difference.
• Willing to volunteer time and talents where needed.
Duties:
• Attend Board meetings regularly and to inform the Board Chair or Secretary prior
to a meeting if unable to attend.
• Take notes at Board meetings and provide reports on a regular basis to their
home Church.
• Participate on various committees within the Board. (e.g., fundraising).
• Help promote Camp Lau-Ren by speaking at Camping Sundays.
• Read minutes, discuss and provide feedback on decisions being made.
• Help Board develop policies and provide input during discussions.
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Executive Director(s)
The Executive Directors act as Executive Directors for the Board and are employed by it
to oversee all aspects of operation. Their duties are outlined in their contract.

Board Chairperson:
One of the fifteen directors elected annually by the directors, preferably from the vicechairperson's position. The Chair is responsible for ensuring that the Corporation’s
business is completed in such a way as to ensure optimum operation of the camp.
Qualifications:
• Able to act as Chair of the Executive Committee of the Lau-Ren Camp
Corporation.
• Member of the Board of Directors of the Lau-Ren Camp Corporation for a
minimum of 3 years, not necessarily concurrent.
• Expert knowledge of Camp Lau-Ren facility.
• Expert knowledge of Board policies and procedures.
• Ability to organize and conduct meetings, ensuring that all business is completed
in a timely manner.
• Good written and oral communication skills.
• Ability to communicate with internal and external contacts.
• Must be self-motivated and professional.
• Experience in reading a financial statement.
• Ability to motivate Board Members to fill their responsibilities in a positive and
fulfilling manner.
Duties:
• Schedule and preside over meetings of the Board, both regular and emergency
meetings.
• Prepare and distribute meeting agenda before each meeting to ensure that
calendar-sensitive issues are dealt with.
• Act as principle spokesperson for the Corporation.
• Ensure and review yearly the appointment of Directors to committees of the
Corporation and to serve as an ex officio member of all committees and to
ensure that they perform their duties.
• Help in scheduling and training of the staff of the Lau-Ren Camp Corporation.
• Hold at least one meeting with the Summer Staff to ensure that there are no
issues and discuss work conditions, personnel and equipment.
• Consult with the Executive Director in the interpretation of Board policy.
• Establish a process whereby the Executive Director is able to access the Board
in the event of an emergency or other issue and act as liaison between the Board
of Directors and the Executive Directors,
• The Chairperson and Treasurer are custodians of the safety deposit box.

Vice-Chairperson:
One of the fifteen directors elected annually by the directors. The Vice-Chairperson is
responsible, in the absence of the Chairperson, in ensuring that the Corporation’s
business is completed in such a way as to ensure optimum operation of the camp.
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Qualifications:
• Member of the Board of Directors of the Lau-Ren Camp Corporation for a
minimum of 3 years.
• Expert knowledge of Camp Lau-Ren facility.
• Expert knowledge of Board policies and procedures.
• Ability to organize and conduct meetings, ensuring that all business is completed
in a timely manner.
• Good written and oral communication skills.
• Ability to communicate with internal and external contacts.
• Must be self-motivated and professional.
• Experience in reading a financial statement.
• Ability to motivate Board Members to fill their responsibilities in a positive and
fulfilling manner.
Duties:
• Have all the powers and perform all the duties of the Chairperson in the absence
or disability of the Chairperson.
• Serve on Committees as requested by the Board.
• Obtain a working knowledge of the duties and by-laws of the Corporation.
• Perform such other duties as may from time to time be assigned by the Board.

Secretary
One of the fifteen directors of the Corporation. The Secretary is a member of the
Executive of the Board of Directors and is responsible for all aspects related to receiving
and sending correspondence, as well as recording information at meetings held by the
Board of Directors or the Executive Committee.
Qualifications:
• Good computer skills, i.e., competence in Microsoft Word.
• Have related experience in an administrative position.
• Good written communication skills.
Duties: Correspondence
• Receive correspondence and bring it to the attention of the appropriate person,
Committee Chair, Board Chair, Executive Director at the next meeting. If the
matter is urgent, to bring it to the immediate attention of the Chairperson and/or
Executive Director.
• Write letters as directed by the Chairperson, Treasurer, or the Board.
• Keep a file of minutes at Calvin United Church, correspondence, by-laws, annual
reports, insurance and other pertinent records.
• Advise the Secretary of Presbytery (can be by e-mail) of any changes to the
Board of Directors.
• Ensure the complete the form required by the Ministry of Consumer and
Commercial Relations regarding changes to the make-up of the Board.
• Keep the seal of the Corporation.
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Duties: Recording
• Record the minutes of each Board meeting and arrange for the typing,
duplication and distribution of same to all members of the board at least 10 days
prior to the next scheduled Board meeting. Circulation by e-mail is preferred, or
by Canada Post if necessary.
• Prepare an organization sheet each January listing [1] the directors and their
term, [2] all committees and the members of each.
• Prepare a mailing list with the names and contact information of all Baord
members. The list is to be sent out with the minutes in January, and every month
there is a change.
• Keep a running list in the minutes to show work days and training days.

Treasurer
One of the fifteen directors elected annually by the Board of Directors. The Treasurer of
the Lau-Ren Camp Corporation is responsible that the books of account are kept in
accordance with the general accepted accounting principles. The Treasurer is a
member of the Executive of the Board of Directors.
Qualifications:
• Board member with accounting background.
• Ability to reconcile the Corporation’s financial resources.
• Ability to communicate with internal and external contacts.
Duties:
• Attend Board meetings regularly and, if unable to attend, to provide a monthly
financial statement to be reviewed at the meeting.
• Prepare a budget for the beginning of each fiscal year.
• Ensure that the books of account and accounting records of the Corporation are
kept in accordance with the provisions of the various Acts and are kept secure.
• Receive, bank and keep an accurate record of all income of the Corporation,
specifically; Camper fees, Camper per diem rate received from the C.C.R.C.
Committee, Capital grants, Congregational donations, Presbytery grants, UCW
donations, individual donations, Resource Centre and tuck receipts, specific
donations, and fund raising campaigns.
• Keep an accurate record of all expenses of the Corporation, specifically
Executive Director salaries, Summer Staff wages, all wage/salary deductions,
taxes, insurance, hydro, telephone, capital purchases, supplies, maintenance,
food Resruioce Centre sale items, tuck, administration, honouraria for volunteer
staff, publicity, all other legitimate expenses.
• Issue cheques for the above.
• Arrange for an independent examination of the books at the end of each fiscal
year and provide a statement from the examiner for inclusion in the Annual
Report.
• Prepare and submit all financial reports required by Federal and/or Provincial
Governments in a timely manner.
• Issue charitable donation receipts for donations received.
• Issue general donation receipts for donations from various Churches and/or
Church organizations.
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Prepare and submit tax rebates on a regular basis.
Arrange for and provide an examined financial statement at the end of the term in
office.
Ensure that the assets of the Corporation are adequately protected by
comprehensive general liability insurance, arranged through a licensed insurance
broker, plus any other insurance coverage for broker and the Board of Directors.
Maintain liability insurance to protect the Executive Directors and Board of
Directors from personal indemnity.
Keep all insurance policies, including expired policies and records of insurance
coverage, for a minimum of seven years or beyond. Camp boards should consult
with their lawyers on the length of time to keep insurance records. It is the
responsibility of the insured to provide evidence of insurance coverage.
Ensure arrangement for injured worker’s coverage for salaried employees.
Ensure staff are paid on a timely basis.

COMMITTEES OF THE BOARD
Persons who take on positions under the following headings are obliged to keep
a running record of their activities so that their position may be transferred to
another person and carried on in a similar fashion. The aim is to provide
continuity and an ease of transition when one leaves the position.
Archives:
• Ensure that a record of annual reports, minutes, photographs, legal documents,
etc. and other archival material is maintained in perpetuity.
Campership Fund:
• Receive applications for financial assistance and make decisions on suitability of
candidates. The person in this position will work closely with the Registrar.
• Ensure that the fund has adequate resources to satisfy the demand and request
a transfer of monies from the Finance Committee when necessary.
Camping Standards:
• Ensure that the United Church Camping Standards, as outlined in the Manual,
are reflected in all of our Board procedures and in our personnel manuals.
• Update manuals yearly based on the experience of Camp Directors and other
feedback so that the manuals become an accurate and complete guide for our
operation.
Conference Camping and Retreat Centres Committee (CCRCC)
Composed of two members.
• Attend all meetings (two per year) of the CCRCC and to report back to the Board
items of concern to Camp Lau-Ren.
• While in attendance at these meetings, to promote the interests of Camp LauRen in all matters, financial matters in particular.
• Prepare the necessary documentation for operational and capital grant requests.
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Finance:
(Composed of the Chair, Vice-Chair, Secretary and Treasurer)
• Be cognizant of the general financial health of the Corporation.
• Manage finances such that the Corporation remain in a healthy position.
• Advise committees of available resources for planning purposes.
Fundraising:
• Promote and manage the Special Gifts program.
• Actively research, plan and implement ideas and strategies for raising funds for
the Lau-Ren Camp Corporation.
• Arrange for marketing of any fundraising event.
• Search government programs and philanthropic foundations for grants.
• Ensure that Camping Sunday bulletin covers and offering envelopes are printed
in appropriate quantities and delivered to churches at appropriate times.
• Write letters for donations if needed, follow up and confirm.
• Write thank you notes to those who donated time, food, etc. for fundraising
events.
Camp Sponsorship Recruiter:
• Secures from Upper Valley and Four Rivers Presbytery churches sponsorship for
weekly camps and ensures that all weekly camps are sponsored.
• In late October, sends a letter to churches (Minister with a copy to the Chair of
the Christian Education Committee and the Church Secretary) who sponsored
camps that year, outlining thanking them for past sponsorship, providing them
with highlights of the sponsored camp and requesting sponsorship for the next
year. Responses should be received by December 31st for inclusion in the
camp brochure.
• Follows up with a telephone call to the sponsoring churches in early December to
confirm sponsorship.
• Sends a list of sponsoring churches to the Executive Directors by December 31st
for inclusion in the camp brochure.
• If any camps do not have a church sponsor, the Camp Sponsorship Recruiter is
responsible for actively recruiting sponsorship from churches of Upper Valley and
Four Rivers Presbyteries. Such recruitment can include letters, emails, church
bulletins, and visits to Presbytery meetings.
•
Health & Safety:
• Ensure, in co-operation with others, that the basic health standards are met.
• Prepare a Camp Health Plan as outlined in United Church Camping Standards.
• Ensure that Camp Health Records are properly kept.
1. Every camp will keep careful documentation of safety requirements and will
self-monitor their compliance with these standards regularly. The camp will
conduct a regular safety audit and keep appropriate documentation of same.
2. Sanitation facilities, including outhouses, will meet provincial and local health
regulations and will be cleaned daily.
3. There must be hand-washing facilities near all toilets.
4. All cabins and staff quarters will be equipped with smoke detectors. The
functioning of smoke detectors will be checked at the beginning of each new
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camp season. Smoke detectors will be installed in buildings where
combustibles are stored or that have an open flame. Some process will be
used to test smoke detectors at the beginning of the camp season and, at
minimum, each month while camp is in session. Where accessibility to smoke
detectors is such that batteries could be removed, testing is to be conducted at
the end of each session.
5. The camp water supply will be tested and approved by the Ministry of Health
for the current season before camp opening.
6. All hazardous products and machines used in maintenance shall be kept in
locked storage and used only by authorized personnel.
7. Local emergency contact numbers for the fire department, medical assistance ,
and police departments are posted by every telephone or two-way radio on the
campsite.
Insurance:
Duties:
• Familiarize one’s self with all the details of our insurance coverage so that
answers are available in short order for questions about liabilities,
• Ensure that our insurance conforms with UC Camping Standards.
• Process any claim on insurance.
• Provide an insurance statement for the Annual Report.
1. All United Church Camps must be adequately protected by comprehensive
general liability insurance, arranged through a licensed insurance broker, plus
any other insurance coverage the broker and the Board of Directors consider to
be necessary.
2. The minimum coverage for liability insurance will be $5,000,000.
3. The camp will arrange for injured worker's coverage for paid employees.
4. The Camp Board will ensure that review of the adequacy of the Camp's
insurance occurs on an annual basis.
5. The camp will maintain Directors and Officer's liability insurance to protect the
Board of Directors from personal indemnity.
6. The Camp carries non-owner vehicle insurance to cover any situation where
Camp business is conducted, or people are transported, in vehicles not owned
by the Camp. (There are no Camp-owned vehicles.)
7. If Camp facilities are being rented to third parties, a clear written agreement,
signed by both parties, must specify what coverage is provided by the camp
and what coverage must be provided by the renter. The Camp shall obtain a
certificate of insurance from a third-party renter indicating the renter has
obtained adequate tenant's legal liability and comprehensive general liability
coverage and showing the camp as an Additional Named Insured to the
tenant's policy.
8. The United Church of Canada must be an added named insured to any Camp
insurance policy, with provisions that the Camp's insurance is primary to any
United Church insurance policy. The policy will include a clause requiring the
United Church to be notified of any cancellation or lapsing of a Camp's
insurance policy.
9. The Camp keeps all insurance policies, including expired policies and records
of insurance coverage, for a minimum of seven years or beyond. It is the
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responsibility of the insured to provide evidence of insurance coverage.
Insurance Accountability:
Board Structure and Responsibility
The Camp Board will review annually, and update if required, the Camp's insurance
policies.
Insurance for Off-Site Activities:
Insurance for Off-Site Activities
The camp's insurance policy will be written to cover activities which occur off-site and
are part of the planned camp activities. Off-site means any activity which takes place off
the property owned by the camp board, and includes activities which may take place
outside the boundaries of the property designated as the camp's grounds.
Insurance - Health and Safety:
Health Personnel Qualifications
The Camp holds medical malpractice insurance relevant to the qualifications of its
health personnel. If the Camp is using a first aider, emergency medical technician or
first responder, the Camp must make every effort to determine if, in fact, malpractice
insurance would apply to this named professional.
Leadership Recruitment:
The Camp has a leadership recruitment program that recruits from and provides training
to former campers, active church youth, and qualified adults. Ideally, this committee
works through the Christian Education Committees of congregations, especially the
ones that are sponsoring bodies for weekly camps, to ensure that each camp has a
director and adequate leaders and counsellors. Through contacts with Camp Directors,
this committee can also keep track of promising campers-turned-counsellors for
recruitment and therefore maintain an up-to-date directory of candidates for Camp
Directors, Leaders and Counsellors.
Members of the Recruitment Committee are responsible for attracting a pool of
candidates who have various abilities and characteristics that may be need to fill
needed and vacant position within Camp Lau-Ren, including Board vacancies, Summer
Staff and volunteer staff positions.
Duties:
• Attend Board meetings regularly or report to the Board of Directors.
• Make contact phone calls to schools and other groups and set up times to meet
and talk about Camp Lau-Ren.
• Be willing to travel to schools and churches to speak about the camp and gather
names and contact information.
• Report back to the Executive Directors and the Board any names of individuals
who may be interested in either a paid or volunteer role within the Corporation.
Ontario Camping Association (OCA):
• Ensure that our Camp Standards conform to the OCA standards as well as the
United Church Camping Standards.

Officers and Committees

Page 9 of 12

Personnel:
Composed of the Executive Directors and two Board members. Duties are to:
• Advertise the paid summer positions available, through Presbytery church
bulletins, and other means when necessary.
• Receive and review all applications and select the most suitable candidates for
each position.
The committee will be guided by the United Church Camping Standards for procedures
on hiring staff.
Presbytery Representative:
This is normally one person who will volunteer to attend all Presbytery meetings.
• Represent Camp Lau-Ren at all Presbytery meetings through the Division of
Mission Committee.
• Take the concerns and written submissions of the Publicity Committee to Division
of Mission and request that these be included in the printed minutes of
Presbytery.
• Bring the concerns and comments of Presbytery, regarding Lau-Ren, to the next
Board meeting.
• Ensure that all representatives at Presbytery meetings receive brochures about
Camp Lau-Ren for use in their congregations.
Privacy:
This person ensures that our forms and staff practices agree with Ontario's privacy
legislation. Monitors all Lau-Ren literature for compliance.
Program:
This person reviews the Christian program for each Camp to ensure that the theme and
Life Study content agree with that detailed in the United Church Camping Standards
Manual.
Promotion:
Promoting of Camp Lau-Ren is the job of all Directors. This can be done through reports
to churches or in any other way. Groups could be formed to present a Camping Sunday
program in any church which requests one. Samples are on the United Church
Camping website. Anyone can suggest, or submit, a promotional activity to the Publicity
Committee.
Promotion of Camps
United Church camps will promote their programs with integrity and enthusiasm. In all
promotional materials, the principle of "truth in advertising" will be followed. The camp
brochure will state the camp's objectives and mission statement. The camp brochure will be
accurate and will state clearly the activities available to campers.
Property:
Composed of a Chairperson and two or three others, preferably who live within a
reasonable travelling distance to the site, plus the Executive Directors.
•

Ensure that the physical facilities are in good repair and suitable for use prior to
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the start of the camping season.
Undertake a planned maintenance and improvement program, and to set
priorities for same, to ensure that several major expenses are not necessary in
one year.
Keep a multi-year plan for future upgrading and obtain Board approval for same.
Open and close the site each season, with particular attention to water and
hydro, and with attention to the storage of perishable items.
Check the site about once a month during the off season to determine if snow
loads on shingle roofs need clearing. Also check the general condition of the
property, including signs of vandalism.
Prepare a list of priority items for attention during pre-camp and post-camp work
days/weekends/periods and to see that help is recruited for same.
Keep the Patterson workshop in a neat and tidy condition so that tools are easily
found and maintenance items are kept in good supply.
Ensure that surplus items are disposed of as soon as practicable – or at least
once a year.
Ensure that a safety audit is performed each year.

Publicity:
• Ensure that an updated brochure is printed each year and ready for the January
meeting.
• Design a poster, 8.5 x 11 inches in size, for posting in Presbytery churches and
other appropriate locations (other churches, shopping malls, etc.) and to ensure
that the posters are actually placed where planned.
• Maintain an awareness of all possible publicity opportunities. (Press releases on
Camp opening and/or closing.)
• Prepare a submission for the Circuit Rider each spring to advise readers of the
upcoming summer's program.
• Prepare and submit other articles as the opportunity arises.
• Parents of campers will be informed of the qualifications required of the camp
health personnel.
Registrar:
• Accept applications for all summer camps along with the required funds.
• Ensure that the applicant is of the right age and sex for the Camp applied for.
• Keep a record of all registrations and inform the web page administrator of the
numbers registered for each Camp at least once a week.
• Ensure all funds received during a calendar month are deposited through any
branch of the Bank of Nova Scotia to the operating account of Camp Lau-Ren in
Deep River. An e-mail is then to be sent to the Treasurer advising of the deposit
amount and all particulars related to the deposit.
• Follow up on any NSF cheques.
• Be on the lookout for any campers needing financial assistance and pass those
names over to the Campership Chairperson.
• Prepare a registration report for presentation at each Board meeting.
• Prepare a breakdown of camper community, church affiliation, and age for
statistical purposes.
• Upon being advised by a weekly camp Director or the Executive Director in the
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off season, refuse the registration of a camper for the following year, unless
accepted by the camp Director concerned and the Executive Director.
Safety:
The persons on this committee are ideally not also members of the Property Committee.
• Inform the Board, at the October meeting (after reviewing staff comment sheets)
of any safety concerns that need to be addressed before the opening next spring.
• Conduct a formal, written, safety audit each spring to ensure that all safety
concerns have been addressed by the proper committee.
All personnel who participate in any way at the Camp site should be conscious of safety
problems and report immediate items of concern to the Executive Directors.
Otherwise, safety concerns should be expressed on the comment sheet provided at the
end of Camp.
Tax Rebates:
• Prepare claims for PST & GST rebates from the appropriate body every year.
Training of Camp Directors, Leaders, & Counsellors:
The Chair of this committee should ideally be a Camp Director or former Camp Director
because such person will have hands-on experience about what training is required.
Under the direction of the Executive Director:
• Organize winter and spring training programs for both new and experienced
volunteer staff prior to each camping season
• Prepare a timetable of instructional sessions and recruit knowledgeable
leadership to conduct the required training during those sessions.
• Ensure that all Camp Directors, Leaders and Counsellors are advised of the
date, place and duration of the training sessions.
• If the sessions reveal any persons whom you think may not come up to standard,
inform the Executive Directors and the weekly Camp Directors.
During pre-camp training, all camp staff will be trained in the camp's sexual harassment
and child abuse policies, the "Sexual Conduct in the Camp Workplace" policy, and the
implications of conduct that violates these policies. All camp staff will be trained to
understand the provincial legislation regarding mandatory reporting of suspected child
abuse. Camp policy will enforce compliance with provincial legislation.
Leadership Training:
Training of camp directors, camp staff, and volunteers is essential to creating a
cohesive, mutually supportive team. The training period builds community, while
ensuring that important safety and program information is shared in an efficient and
consistent manner with all who have leadership responsibility at camp.
All camps will hold pre-camp training sessions for camp staff. The length of pre-camp
training sessions will total at least 12 hours.
Normally, the Conference Camp Committee will ensure that all camps in their
jurisdiction conduct appropriate training for camp staff and volunteers. In some cases, it
may be useful for several camps to share training resources. The Conference Camp
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Committee may assist in these logistics.
Training for camp staff will include: the Camp Mission Statement, the Camp Health
Plan, emergency procedures (e.g. fire, waterfront, evacuation, land searches, severe
weather procedures), first aid basic instruction, Camp Christian education curriculum,
introduction to age-appropriate activities for campers, Camp staffing standards, sexual
harassment and child abuse policies, behavioural expectations, program delivery
standards, adventure camping skills and standards, training for specific populations
encountered at camp (e.g. seniors, people living with disabilities, families).
Additional training needs may be identified and required by the Conference Camp
Committee.
Camp training will include discussion of the way incidents of camp staff misconduct will
be handled.
All camp staff must receive basic first aid instruction, given by a qualified first-aider*.
This requirement can be met during pre-camp training or through organizations such as
the Canadian Red Cross Society, St. John's Ambulance, or the Lifesaving Society.
*qualified first-aider: A person certified in first aid and CPR by the Canadian Red
Cross Society or St. John's Ambulance. The minimum level of certification required is
Standard First Aid and Basic Rescuer CPR.
Water Testing:
The Executive Director(s) will take the water testing course so that tests can be made
before and during the camping season.
Web Page:
This person is responsible for updating the website on a continual basis to ensure that
camp activities are well advertised and clients are well informed.
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CAMP LAU-REN is a Christian Camp owned by the Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith
and character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the
United Church and by gifts from individual congregations and United Church Women's
groups in the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program, recruit volunteer
leaderships and to ensure the provision of paid staff for certain responsibilities during
the camping season.
THE CAMP EXECUTIVE DIRECTOR(S) is engaged by the Camp Corporation as
executive director of the whole operation and is responsible to the Corporation through
the Board of Directors.
MISSION: Our mission is to provide a Christian experience for campers by providing
programs and services that foster Christian fait, provide opportunities for personal
growth, develop skills to build community and relationships, foster an environment of
inclusion of everyone and provide opportunities to acquire new skills and knowledge.
VISION: In camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to
gain a deepending awareness of others, a growing understanding of oneself and a
strengthening of personal fait as we meet God in Jesus Christ.
VALUES: Respect, Collaboration, Community
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NOTE: Despite the United Church Camping Standards Manual requiring records to be
kept for a period of seven years, the actual time certain personal information is retained
will be determined by privacy legislation, the Personal Information Protection and
Electronic Documents Act.
Throughout the camping season, the Camp must keep on site a registration form for
each Camper which includes: the Camper’s name, age, address, home phone number,
contact information for parents or guardians, and an alternative emergency contact
number. In addition, signed parent/guardian consent for off-site activities (where these
are identified as part of the Camp program).
Off-season, these records must be kept in a secure location, which may be either on
site or off-site. These records, including safety audits and expired insurance policies,
must be kept for seven (7) years.
Incident reports of any accidents or injuries which require medical treatment of Campers
will be kept by the Camp for seven (7) years. (See copy of sample Incident Report
Form on a following page.) Reports are stored in a locked filing cabinet in Grigg
building.
Camp Boards will maintain a secure location for record-keeping during the off-season.
(This will be a filing cabinet located in the Grigg building.)
Each Camp will maintain in perpetuity, records of its annual reports, including financial
records, for archival purposes. Material can be forwarded to the nearest United Church
archives if safe storage is difficult for the Camp. (Looked after by the Archives
Committee.)
Camp Staffing Standards
Screening Standards – Personnel Files
The Camp will maintain a personnel file for each Camp Staff person containing
confirmation of police records checks, where applicable, notes of interviews with
references and/or reference letters, and copies of performance evaluations.
Personnel files will be kept secure and confidential. It is the responsibility of the Camp
Board or it’s designate to ensure that these files are maintained in a secure, confidential
manner.
Personnel files will be kept for a minimum of seven (7) years. Camps should consult
with their lawyers and Boards on length of time to keep personnel files.
Camper Health Records
Campers’ medical records are stored in a secure place and accessible only to
appropriate designated staff.
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Record Keeping
Lau-Ren Camp Corporation Privacy Compliance Practices
The following practices are applicable to information gathered by Lau-Ren Camp
Corporation (here after referred to as “Camp Lau-Ren” from prospective campers,
volunteers, paid staff, here after referred to as “associates”. The Policy and Compliance
practices protects the information used and retained by Camp Lau-Ren.
1. Accountability
The Board of Directors shall appoint a Privacy Officer. The officer may be contacted
with any query or complaint related to the collection, use or retention of personal
information. If a complaint is received, the officer will investigate the complaint and take
corrective action if required. If the complainant is not satisfied with the action of the
officer, he/she may appeal to the Camp Lau-Ren Board to review and determine the
disposition of the complaint.
Camp Lau-Ren is responsible for personal information in its possession or control, and
shall use an appropriate level/protection while information is being processed or used
by camp staff.
The officer will communicate and explain the privacy policy, where necessary, to all
employees and volunteers who collect, retain or use personal information at Camp LauRen. Information which explains Camp Lau-Ren's protection of personal information
policies and procedures has been prepared and is made public on the Camp Lau-Ren
website (http://www.camplau-ren.com).
2. Identifying Purposes
Camp Lau-Ren collects personal information for the following purposes:
• to create associate lists
• to communicate with committee and board members and volunteers
• to fund raise for the support of the capital budget of Camp Lau-Ren
• to maintain a mailing list for Camp Lau-Ren brochures
• to register participants for Camp Lau-Ren events and programs
• health and activity information is collected to look after the health and safety of
campers, staff and volunteers while in the care or employ of Camp Lau-Ren and
to respond to emergency situations
• to compile statistical and historical information about Camp Lau-Ren
This list is not exhaustive and it may change or be added to occasionally. The
participant will be informed at the time of collection why information is being collected
and for what purposes it will be used.
Upon request, persons collecting personal information shall explain these identified
purposes and uses or refer the individual to a designated person at Camp Lau-Ren who
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can explain the purposes.
When personal information that has been collected is to be used or disclosed for a
purpose not previously identified, the new purpose shall be identified prior to use.
Unless the new purpose is permitted or required by law, the consent of the participant,
parent, employee or volunteer will be acquired before the information will be used or
disclosed for the new purpose. The Privacy Officer should be notified of any new use of
information.
3. Consent
An individual's consent will be sought for collection of personal information. Those
collecting information will ensure that an individual can reasonably understand why and
how the information will be used when consent is given.
For persons under 14, consent of the child's parent/guardian will be required.
Express consent will be obtained wherever possible. When an individual completes an
application or registration form, consent to collect the information is assumed. Verbal
consent will be recorded on hardcopy documents with the date and name of the person
collecting the information. If consent is given in written or email form, a copy of the
consent will be kept on file.
A large volume of personal information was collected prior to January 1, 2004. This
information will be handled in a manner consistent with the principles of the Policy to
Protect Personal Information at Camp Lau-Ren. Individuals wishing to review their
personal information held by Camp Lau-Ren may contact the Privacy Officer and may
request the information be deleted.
Consent to use the information collected may be withdrawn by an individual. The
individual shall be informed of the implications of the withdrawal. For example, in the
case of a prospective camper, attendance at a camp will not be allowed.
4. Limiting Collection
Information is collected by Camp Lau-Ren for purposes identified and is collected in a
fair and lawful manner, consistent with the principles of the Privacy Policy. Information
may be collected on an application or registration form or verbally. If collected verbally,
the person gathering the information will record the date, the reason for collecting the
information and an indication that consent was given.
Personal information collected is usually limited to name, gender, date of birth, health
concerns, qualifications/personal skills, address, telephone number, email address and
congregational membership.
5. Limiting Use, Disclosure and Retention
Personal information will only be used for the purposes identified.
Personal information is only able to be accessed by staff persons, camp directors,
board members and when appropriate, trusted volunteers of Camp Lau-Ren, on a
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“needs to know” basis. All staff and volunteers will be provided guidance about how to
properly use, retain and protect personal information.
Personal information will not be disclosed to any third party without an individual's
consent. If personal information is to be published either in a document or on the Camp
Lau-Ren web site, express consent will be obtained from the individual(s) to publish
their information prior to publication.
Some basic personal information may be retained indefinitely by Camp Lau-Ren as the
information is often used to compile statistical, archival and historical records about
Camp Lau-Ren. Individuals may request that their personal information be deleted.
Applications are destroyed after seven years in a paper shredder.
6. Accuracy
Lau-Ren will endeavour to ensure that personal information collected and used is
accurate. However, individuals are relied upon to inform Camp Lau-Ren of changes to
their personal information. Changes should be communicated to the Camp Lau-Ren
privacy officer.
Individuals may request access to their personal information to review it for accuracy by
contacting the Camp Lau-Ren privacy officer.
7. Safeguarding Information
At the conclusion of each weekly camping period, personal information at Camp LauRen is stored in a locked filing cabinet. Only water front staff, cooks, health care
providers, camp directors and trusted Camp Lau-Ren volunteers have access to
personal information on a “needs to know” basis .
The information on old application forms will be protected against loss, theft or
unauthorized access by ensuring such information is securely filed after use. Printed
personal information will be shredded prior to being discarded after seven years.
8. Openness
Camp Lau-Ren will publish its policies and practises regarding the management of
personal information on its website (http://www.camplau-ren.com). Individuals who
request information about the policy and practices may be directed to the website if
appropriate or will be provided with a hard copy of the policy and these compliance
practices.
9. Individual Access
Individuals are entitled to know what personal information Camp Lau-Ren holds and
how it is to be used, disclosed or retained. An individual may make a request to access
their information by contacting the Privacy Officer. Camp Lau-Ren will respond to such
requests within a reasonable time and at no cost to the individual. Corrections to
information and requests to delete information will be handled as quickly as possible.
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10.Challenging Compliance
The Camp Lau-Ren privacy officer will address all concerns and queries related to the
collection, use and retention of personal information and will respond to any challenges
as soon as possible.
Complaints or queries can be emailed to the Privacy Officer at the address noted on the
Camp Lau-Ren website.
Camp Lau-Ren encourages any individual who has a query or complaint about the
management of personal information at Camp Lau-Ren to contact the Privacy Officer.
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Camp Lau-Ren
Camp Lau-Re
Manual
for Waterfront

Staff

To be used in conjunction with the Staff Manual

Revised: June 2018
CAMP LAU-REN is a Christian Camp owned by Lau-Ren Camp Corporation of the
United Church of Canada.
THE PURPOSE of the Camp is to provide an experience of Christian community in an
outdoor setting wherein persons may have an opportunity for growth in personal
relationships, a deepening awareness of God, and the development of personal faith and
character.
LAU-REN CAMP CORPORATION owns the property and administers it in accordance
with the purpose stated above as a non-profit enterprise, financed from campers' fees
which are heavily subsidized by a grant from the Bay of Quinte Conference of the United
Church and by gifts from individual congregations and United Church Women's groups in
the Presbytery.
THE BOARD OF DIRECTORS is appointed by the Lau-Ren Camp Corporation to
maintain the property and facilities, help plan the camping program and recruit
volunteer leadership. Appointments endeavour to represent all areas of the Presbytery.
THE CAMP EXECUTIVE DIRECTOR is engaged by the Camp Corporation as executive
director of the whole operation and is responsible to the Corporation through the Board of
Directors.
MISSION:
Our Mission is to provide a Christian experience for campers by providing programs and
services that foster Christian faith, provide opportunities for personal growth, develop
skills to build community and relationships, foster an environment of inclusion of
everyone, and provide opportunities to acquire new skills and knowledge.
VISION:
In Camp Lau-Ren’s natural setting, there will be an opportunity to have fun, to gain a
deepening awareness of others, a growing understanding of oneself, and a strengthening
of personal faith as we meet God in Jesus Christ.
VALUES:
Respect
Collaboration
Community
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WATERFRONT DIRECTOR
Job Description (Risk assessment — 9)
The Waterfront Director (WD) must be at least 18 and hold the equivalent of the National
Lifeguard Service’s Registered Lifeguard Certificate. (See “Qualifications,” below.)
Before Camp, prepare a complete set of waterfront safety rules, prepare the beach,
become familiar with the Camp’s equipment and ensure safety items are in place and in
satisfactory condition.
The WD assumes responsibility and authority for the safety of everyone involved with
swimming or waterfront activities, and, in conjunction with the Assistant, provides
swimming activities and instruction in water safety.
Co-ordinates with the Camp Director (CD) to establish that Camp’s program. Confirms
with the CD those Counsellors who are qualified to assist at the beach if required.
Ensures that the waterfront periods are timed to fit in with the Camp activity schedule.
The WD has full authority over everyone with regard to the beach and any waterfront
activity, including the use of canoes or boats.
The Waterfront Assistant (WA) has similar authority. The Waterfront Assistant is
responsible to the Waterfront Director and may be appointed Tuck Supervisor. The WA
ensures that all first-aid kits are properly stocked (kitchen, craft hall, sports field, out-trip
kit). Refer to list on page 3 and the Camp Health Plan.
Qualifications
 Minimum age of 18, who holds one of the following qualifications that has been
obtained within two years of acting as a waterfront director:
a) the National Lifeguard Service’s Registered Lifeguard Certificate;
b) the Royal Life Saving Society’s Canada Bronze Medallion and aquatic
instructor’s certificate;
c) any of the following certificates together with two years aquatic supervision
experience:
i) the Royal Life Saving Society’s Canada Bronze Medallion or higher award,
ii) the Canadian Red Cross Society’s Water Safety Leader or Water Safety
Instructor’s certificate,
iii) the Young Men’s Christian Association’s Basic or Senior Lifesaving
certificate,
or
iv) A certificate that the Medical Officer of Health considers to be equivalent
to one referred to in subparagraph ii or iii.
2. Level 3 Flatwater Canoe Course or better.
3. Must have a Boat Operator‘s Card accredited by the Canadian Coast Guard.
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Health Protection and Promotion Act regulations:
The Waterfront Director shall ensure that, where the waterfront area in a recreational
camp is in use, supervision is provided in accordance with the following table (where
“supervisor” means lifeguard): This also applies to swimming off-site.
Number of campers in water
1 to 25
26 to 100

Number of supervisors required
2
3

For each additional 25 campers in the water, or less where there are more than 100
campers, provide one additional supervisor.
Despite the supervision required above, the Waterfront Director shall ensure that, where
non-swimmers, mentally or physically handicapped persons or campers under five years
of age are using the waterfront area of the camp, additional supervision is provided that,
in the opinion of the Waterfront Director, is adequate, having regard to the type and
number of children using the waterfront area.
Every supervisor in a recreational camp shall be at least 16 years of age and hold the
Royal Life Saving Society’s Bronze Medallion or qualifications that, in the opinion of the
Medical Officer of Health, are equivalent to the Bronze Medallion.
Every waterfront director of a recreational camp shall ensure that the following equipment
is at the waterfront area of the camp in case of emergency, is easily accessible, checked
daily, and kept in a clean and safe operating condition.
 One or more buoyant rescue aids attached to a shoulder loop with a six millimetre
line at least 1.6 metres in length.
 One or more reaching poles of three metres or greater in length.
 One or more buoyant throwing aids attached to a six millimetre line at least eight
metres in length.
 A spine board.
 A paddleboard or boat, when any part of the swimming area is more than 50
metres from the shore.
 First aid supplies in sufficient quantities to meet the needs of the campers that shall
include:
i) scissors
ii) triangular bandages
iii) water resistant, sterile bandages,
iv) sterile gauze pads (50 millimetres x 50 millimetres and 100 millimetres x
100 millimetres)
v) rolls and gauze conform bandages
vi) waterproof adhesive tape
vii) blankets and pillows
viii) safety pins
ix) tweezers
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x) ice packs
xi) antiseptic solution
xii) incident report forms
The Waterfront Director of a recreational camp shall ensure that there are written
instructions for emergency and operational procedures that shall be used in the event of
an accident or emergency in the waterfront area and that all supervisors are trained in the
procedures.
Waterfront staff will be trained in waterfront emergency procedures and will practice these
procedures at least four times during the camping season.
Pre-Camp Duties










Prepare a complete summary of waterfront safety rules for posting in the Dining
Hall, Smyth Lounge, the Camp Director’s cabin, on the outside of the beach hut,
and on the Peg Board. This summary is to be prepared and submitted to the
Executive Director within three days of start of employment so that it may be typed
and/or duplicated before weekly programs commence. These rules are to outline
safety procedures to govern campers, counsellors, leaders and summer staff while
in the water, on the beach, or in watercraft.
Prepare the beach for the swimming season by cleaning the beach of debris,
setting up the buoy line, and seeing that the Buddy Board is in place and equipped
for operation.
Become familiar with the Camp’s outboard boat and motor and become capable of
handling same.
Assist in preparation of the raft and other beach equipment for summer use.
Ensure that the ring buoy, the reaching pole and the throw line are in place.
Become familiar with the Lau-Ren water search procedure.
Check all canoe and life jacket equipment for maintenance and repair.
Perform such duties as the Executive Directors direct.

General Duties
 The Waterfront Director shall co-ordinate with the Waterfront Assistant and Floaters to
implement the Waterfront duties.
 Assume responsibility and authority for the safety of everyone involved in swimming or
waterfront activities. This is accomplished, in part, by seeing that the rules are clearly
understood and adhered to by all.
 Supervise swimming periods as scheduled in each weekly Camp program and in
consultation with the Camp Director.
 Provide swimming lessons/activities and instruction in water safety.
 Provide instruction in canoeing as requested by the Camp Director.
 Be prepared to organize waterfront games or related activities if desired by a Camp.
This could involve organizing beach activities for the entire Camp for a full afternoon.
 On rainy or inclement days, the beach staff will be responsible during the scheduled
waterfront periods to provide suitable related activities; e.g. a waterfront safety drill
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followed by other activities such as games, etc.
Ensure that the beach First-Aid Kit contains the necessary supplies and is accessible.
Check and replenish all first aid kits (kitchen, craft hall, sports field, out-trip kit) once a
week and after any use.
The Waterfront Director is expected yo be involved in the Camp program; campfire,
vespers, morning watch, etc.
Establish daily clean-up exercises of the beach and swim area.
Check equipment daily to ensure all is in safe operating condition.
Always inform the Camp Director when you are leaving Camp.
Have a watch or clock available at the beach to allow scheduling your activities within
the times set out in the Camp Director’s program.
In the absence of the Caretaker, assume his duties in an emergency.
On Saturday mornings, clean the beach area and Fellowes Hollow.

Authority
 With regard to the beach area, swimming, waterfront and watercraft activities, the
Waterfront Director and Assistant have complete authority. This includes authority over
everyone, including Camp and Corporation Directors and Summer Staff.
 The supervision and use of the canoes (including canoe trips) is the responsibility of
the Waterfront Director.
 The Waterfront Director and Assistant have authority to expel any individual from the
waterfront for violation of safety regulations. Problems with campers or volunteer staff
should be reported to the Camp Director who will share in encouraging the individuals
to co-operate.
 The Waterfront Director is responsible to the Executive Directors.
 Everyone must have prior approval of the Camp Director for non-programmed
activities during the week: in the water, on the waterfront, the waterfront area, and
Fellowes Hollow.
 All individuals not obeying item (5) will be reported to the Executive Directors.
Equipment
 Ensure that the motorboat is ready at all times for use in an emergency, or for
transportation. The Caretaker is to assist in this matter. On weekday mornings,
immediately after breakfast; the Caretaker is to start the motor on one of the two boats
to be sure that it is in working order and to check that the gas tank is over half full. On
alternate mornings, the Caretaker checks the other boat.
 The care and maintenance of all waterfront equipment is the responsibility of the
Waterfront Director.
 The Waterfront Directors assists in the winter storage of equipment at the close of the
camping season and reports any need for repair or replacement to the Camp property
chairperson.
 At the end of the camping season, make recommendations for any additional
equipment and/or supplies needed.
Forms
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The Waterfront Director will ensure that the following forms are provided to the Executive
Director at the weekly staff meeting:
1. Daily Reports
2. Weekly Maintenance Check Lists
3. Float Plans for all Canoe Excursions
4. Trip Plans for all canoe trips to Fraser’s Landing
5. Waterfront Search Reports
6. Saturday Check Lists
7. Any other reports used:
a. Minor Incident Reports (First Aid administered)
b. Major Incidents
c. Rescue Reports

ASSISTANT WATERFRONT
Qualifications
 Minimum age of 16, and the holder of the same qualifications as the Waterfront
Director.
Duties
The Waterfront Assistant is responsible to the Waterfront Director and will assist in
fulfilling the duties and responsibilities of waterfront supervision as assigned by the
Waterfront Director. (See Waterfront Director’s duties.) May also be appointed Tuck
Supervisor by the Executive Directors.
Authority
The Waterfront Assistant has authority similar to that of the Waterfront Director. For
details, see “Authority” for Waterfront Director.
Tuck Supervisor
The Tuck Supervisor is appointed by the Executive Directors from one of the summer
staff, normally the Assistant Waterfront.

Raft and Waterfront—Ontario Camping Association Regulations
 An assessment of a camper’s level of skill for swimming and canoeing must be
conducted before any camper takes part in such activity. The skills assessment is used
in determining the level at which a camper participates in an activity. A system must be
used to easily identify the skill level of participants.
 All participants using the diving board must be aware of all relevant safety rules for its
use. Ensure that there is proper supervision when campers or staff are using the diving
board.
 Ensure that all waterfront safety rules are posted in weather-protected covers in
conspicuous positions or communicated to campers at appropriate times.
 While the waterfront is in use, ensure that a walkie-talkie is able to communicate with
the Communication Centre in order to access 911 or other emergency services.
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Boating – Safety and Training
 Every person in a boat or canoe must wear an approved P.F.D.
 All staff must be trained in the emergency routines for the activities practiced at the
waterfront in accordance with a written emergency plan. This includes weekly camp
leaders who supervise an activity on the waterfront.
 All general safety practices must comply with the Department of Transport and
Canadian Coast Guard regulations and Safe Boating Guide such that the latter is used
as the reference.
 All watercraft are to have equipment on board as indicated in the Safe Boating Guide
and checked daily for being complete and in good repair, and checked again before
using the watercraft.
 A system is to be in place to keep track of campers and watercraft. Watercraft are not
to be used in areas where campers are swimming; the exception being canoes used in
waterfront games in the roped-off wading area.
Tuck Duties
 Receive tuck money from campers on registration day and record same in a record
book.
 Inventory tuck supplies at the beginning of the camping season and weekly throughout
the summer.
 Order tuck supplies. A list of acceptable tuck items is available from the Executive
Directors. Tuck order is to be given to the Executive Directors at the weekly Tuesday
evening staff meeting for delivery on Saturday of that week. Keep an accurate list of
supplies ordered weekly.
 Be on hand each day to sell tuck food items at the time appointed by the Camp
Director. Keep a running total for each camper and notify the camper’s Director if a
camper has spent all of his/her tuck money before Camp ends.
 Camp policy promotes reasonable purchases. This means one chocolate bar or
equivalent plus one drink per day. In addition to this, postcards and stamps may be
purchased. Advise the camper’s counsellor if s/he seems to be running out of money
soon.
 Receive Mission Project pledges and transfer money to the Mission Fund.
 After Tuck on Friday, prepare envelopes of cash with the remainder of each camper’s
tuck money. This money is to be returned to campers on Saturday morning at Check
Out. Inform Camp Director of Mission givings for the week. Update Mission poster
before leaving on Saturday morning.
 Each week, balance receipts with camper purchases, refunds, and Mission givings.
 At the end of July, and at the end of the Camping season, prepare a balance sheet of
income, expenses, and an itemized list of surplus inventory.
 Give funds to the Executive Directors each week for deposit.
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Corporation Rules
1. ACROSS THE RIVER: On any off-site activity involving water, two Lifeguards as
well as a Leader over the age of 18 years must accompany the trip. Follow the
standards as outlined below. Note that because of beach regulations, two lifeguards
must be on duty for any swim. Boating safety practices must comply with the MOT
Boating Safety Guide publication.
2. WATERCRAFT: No watercraft is allowed to be used at Camp that does not belong
to the Corporation.
3. SWIMMING: No one is to swim alone, nor after dusk.

From the United Church Camping Standards Manual
Leadership Standards for Off-site Activities
All off-site trips must be approved by the Executive Directors.
Groups involved in off-site activities must be under the supervision of at least two leaders,
one of whom is an adult person as defined by the legislation or jurisdiction in which the
camp is situated.
The Leaders for routine off-site activities must adhere to predetermined routes. For all
other outings, a planned route and planned return time must be submitted. The plan is
submitted to the Camp Director and is readily available in the event of an emergency.
Leaders must ensure that all camp participants understand and following a buddy system
and do not go out of sight without their buddy. Where swimming is an activity, staff
accompany campers in the water who require direct or additional supervision.
Where off-site camping will involve any waterfront or swimming activity, two qualified
lifeguards must be present. At least one leader will be a qualified lifeguard as defined by
relevant provincial legislation. This leader will not participate in swimming while
supervising the safety of the activity.
A first-aid kit is at all times in the possession of one of the Leaders who has a recognized
first-aid certificate and participants are made aware of which leader has the first-aid kit.
The first-aid kit includes local emergency contact phone numbers for the fire department,
medical assistance and police departments.
The Leaders keep a written record of dispensing of all medication as per camp policy, any
health irregularities and any injuries that occur during the off-site activity.
Both a male leader and a female leader must accompany and supervise any coed off-site
camp activity.
The leaders of any off-site camping must prepare a written itinerary for the activity,
including locations for overnight stays, meal plans and planed return time. This plan is
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given to the Camp Director or designate and is readily available in the event of an
emergency.
Leaders of the off-site camps must have travelled the route(s) before the trip and in the
current camping season to check for hazards.
The local fire hazard warning must be checked before departure and fire safety practices
must be strictly observed by the group.
Before departing for an off-site camp, a two-day weather forecast must be obtained and
logged with the Camp Director or designate. Precautions are taken to address
unexpected inclement weather conditions.
From the Ontario Camps Association Camping Standards
(In addition to United Church Camping Standards noted above)
When the trip includes swimming or boating, the must be at least two swimming or
boating supervisors who hold a current Bronze Cross or equivalent.
One leader must be currently certified in Standard First Aid/CPR.
Emergency procedures must include a missing person, swamped canoe, serious injury,
evacuation methods and firefighting procedures.
The Trip Leaders must have a method of communicating with the camp in case of
emergency.
Every person in a watercraft must wear an approved Personal Flotation Device or
lifejacket.
All watercraft will have the requisite safety devices required by the Canadian Coast
Guard.
Waterfront Staff will carry watercraft-repair supplies.

Manual for Waterfront Staff
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WATER EMERGENCIES & SEARCHES
Procedure:
Beach Guard: (Likely the first individual informed of the emergency.)
 Alerts Raft Guard immediately. Radios Camp Director and informs him/her there
is an emergency situation.
 Quickly sends all campers and one Counselor from each cabin to the flag pole
area. Two Leaders remain on beach to help in the search and two Leaders will be
sent to the Flagpole. One Counsellor from each cabin sent to flag pole will account
for all campers in their cabin, have campers sit down in a row, and return to the
waterfront area to help in the search.
 Sends all Counsellors and Leaders, qualified in waterfront, to the Raft Guard for
duties.
 Instructs remaining Counsellors and Leaders in a shallow water search.
 Instructs two Leaders to search the waterfront area from Beach to Lute.
 Initiates and supervises shallow water search.
 Sends someone to inform Weekly Camp Director if, after 15 minutes, search is
unsuccessful.
Raft Guard:
 Quickly send all persons, except those qualified in waterfront, to the Beach.
 Check area visually from the raft.
 Instruct in method of deep water search.
 Initiate and supervise deep water search.
 Continue to check area visually.
 Inform Beach Guard if, after 15 minutes, search is unsuccessful.
 Continue deep water search.
Two Leaders who are sent to flagpole:
 One Leader runs to Dining Hall, rings Emergency bell, then returns to flagpole.
 Counsellors quickly seat all campers in cabin groups. Once all campers are
accounted for, Counsellors return to Beach.
 Two Leaders continue to ensure campers remain seated in their cabin groups.
Inform Weekly Camp Director of the situation when she/he arrives.
Follow instructions of Camp Director.
Weekly Camp Director:
 Upon arriving, determine cause of emergency.
 Remain at the flagpole or appoint adult to remain there.
 Once all campers are accounted for, sends Counsellors and Leaders to Beach
Guard.
 Ensure all campers remain seated in groups at flagpole area.
Determine camper who is missing.

Manual for Waterfront Staff
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Communication:
If informed by Beach Guard or designate that the search is unsuccessful:
1. The Director will call the Ontario Provincial Police, explain and request Search and
Rescue Unit.
2. The Director will contact Executive Director and Board Chair about the situation.
3. The Director will contact the parent/guardian and request that they immediately
proceed to camp.
4. The Director will inform the staff and campers that a camper is missing.
In the event that the camper is not located by the OPP:
1. The Executive Directors will inform the Bay of Quinte Conference.
2. The Executive Directors will inform the Camp’s insurance provider.
All communications to the Media will be handled through the Executive Directors or the
Board Chair.

CAMP LAU-REN
Policy D-100: Health Policies
Reviewed: April 2010
Reviewed: April 2018
HEALTH POLICIES
1. Definition
Any care given on or off the campsite to treat any illness or injury.
2. Aim
2.1. To promote optimum physical, mental, emotional and spiritual health.
2.2. To prevent illness and accidents.
2.3. To treat illness and accidents as they occur.
3. Procedures
• The camp health policies shall be stored and the other camp policies in a manual and
location accessible to appropriate camp staff and volunteers. A copy of the Health Care
Policies shall be kept in the First Aid/Health Centre and be accessible to Health Care
Providers.
•

The policies for Health Care shall be reviewed and updated as required on an annual basis.
This review and the implementation of Health policies shall be completed by health care
personnel.

•

The Health Care Provider will be at least 18 years of age. The Health Care
Provider/designate will be present at all times while a camp is in progress.

•

The Health Care Provider is required to be certified in Standard First Aid as a minimal training
level of one of the following First Aid Certificates:
i. Canadian Red Cross Society’s First Aid Certificate
ii. St. John Ambulance Association’s Standard First Aid Certificate
Proof of this training certification will be on display in the Infirmary.

•

The Health Policies include the Practice of Universal Precautions (Policy D-101).

•

The Health Policies include a documented policy for notification of Parents/Guardians (Policy
D-102).

•

A camper’s medical history must be provided prior to attending camp (Policy D-103).

Policy D-100: Health Policies
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•

A camper with a life threatening allergy or medical condition will have an individual care plan.
The Care Plan will be developed by the Health Care Provider in consultation with the
parents/guardians and Director (Policy D-106).

•

The Health Policies include Safe Sun Practices (Policy D-108).

•

Campers, Volunteers and Staff Medical Records shall be stored in a secure place and
available only to designated Staff.

•

Prescription medications brought to camp and directors for their administration must be
turned over to the Health Care Provider and a Medication Consent Form must be completed
(Policy D-105).

•

A process is established to ensure medical forms are received from Campers, Volunteers
and Staff.

•

The Health Policies include Documentation of Health Irregularities on Out-Trips (Policy D109).

•

First Aid Kits are available to camp staff at all times.

•

Emergency care will be provided at the Deep River & District Hospital, Deep River, Ontario.

•

Each camper, volunteer staff and permanent staff will be required to have an up-to-date
Provincial Health Card to receive emergency treatment.

•

The Camp Health Policies integrates the Ontario Camping Association Standards and the
United Church of Canada Camping Standards. To ensure integration of the Ontario Campers
Association and the camp policies of the United Church of Canada, the Manuals of Camp
Lau-Ren will be reviewed annually and any changes made to main compliance and
incorporate changes as appropriate. The most up-to-date copy of these policies are included
as part of the annual review process.

Policy D-100: Health Policies
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Camp Lau-Ren
Policy D-101
May 2007
Revised: May 2018
UNIVERSAL PRECAUTIONS
1. Policy
Universal precautions refer to practices that help prevent the spread of infections between
service providers and their clients. These precautions protect workers, volunteers and the
client during times when body fluids may be present. Camp Lau-Ren shall observe Universal
Precautions in respect to the prevention and spread of infections by persons on site and on
off-site trips.

2. Procedure
•
•
•
•
•
•
•
•
•

Hand washing for at least 20 seconds with soap and hot water before and after
providing emergency First Aid and before and after distributing medication
Cover cuts or open sores with a plastic bandage
Use of disposal gloves (LATEX free) when in contact with body fluids or blood.
Providing each Counsellor and Leader with a set of disposal gloves for
emergency use.
Encouraging clean person hygiene with campers and ensuring they understand
the need for personal hand washing and changing to clean clothes.
Use of hand antiseptics in place of hand washing if soap and water is not
available.
Use of double-bag technique to dispose of dressings and body fluids.
Disinfection of equipment, furniture, dishes, etc. if contaminated.
Ensuring bunks are cleaned and disinfected at end of each camp before new
campers arrive.

References:
http://www.ccohs.ca/oshanswers/prevention/universa.html
http://www.publichealthontario.ca/en/BrowseByTopic/IPAC/Pages/default.aspx

Policy D-101: Universal Precautions
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Camp Lau-Ren
Policy D-102
May 2007
Reviewed: April 2010
Reviewed: April 2018
NOTIFICATION OF PARENTS/GUARDIAND IN CASE OF EMERGENCY
1. Policy
Camp Lau-Ren will ensure that Parents and/or Guardians are notified in a timely manner in
regard to changes in their camper’s health and well-being.
2. Procedure
•
•
•
•

A list of Emergency Numbers will be posted next to the all phones (in the Director’s Room,
in the Infirmary and on the wall in the Kitchen).
Long Distance calls will be recorded on the forms provided.
The Health Care Provider will be the person responsible for contacting Parents/Guardians
in the event of a change in the camper’s health or well-being.
All contact with Parents/Guardians will be documented on the “Notification of
Parent/Guardian in Case of Emergency” form.

3. Reasons for Contacting Parents/Guardians
Parents and/or Guardians will be contacted for the following reasons:
• Any significant change in camper’s medical condition.
• Any significant change in camper’s behaviour.
• Any difference in actions not noted on Health Forms submitted, i.e., sleep walking, bed
wetting, rashes which could prove contagious to others.
• Clarification of information provided as part of Registration.
4. Documentation
All contact with Parents/Guardians will be documented.

Policy D-102: Notification of Parents
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CAMP LAU-REN - Camper Personal Health Form
Camp Lau-Ren protects and respects the privacy of our campers. The information on this form will be used at the
discretion of the camp health care staff to ensure care and attention is given to the health of the participant. All
information is considered personal and confidential. A complete explanation of Camp Lau-Ren’s protection of
personal information policies and procedures is available upon request or by referring to the Camp Lau-Ren website
(www.lau-ren.com).
CAMPER INFORMATION:
Name:
Date of Birth: (DD/MM/YYYY)
Age:
Gender:
HOUSEHOLD INFORMATION:
Parent/Guardian 1:
Name:
Address:
Home Phone Number:
Cell Phone:
Email Address:
Parent/Guardian 2:
Name:
Address:
Home Phone Number:
Cell Phone:
Email Address:
EMERGENCY CONTACT INFORMATION:
Name
Relationship

Home Phone

Work Phone

Cell Phone

GENERAL INFORMATION:
Height – Feet & Inches
Weight - Lbs
ALLERGY AND DIETARY RESTRICTIONS
Does your children require an EpiPen?
Yes
No
Please provide details about your child’s anaphylaxis, including the date and description of the reaction.

Does your child have any dietary restrictions?
Please explain:

Yes

No

The camp does not supply a vegetarian menu. Substitutes due to dietary restrictions must be supplied by the camper.
MEDICATIONS AND TREATMENTS
Is there anything the camp needs to be aware of when
giving any of the approved over-the-counter medications to
your child that you have supplied?
Will your child require any treatments while at camp?
Please explain what treatment(s) must be given to your
child, including the frequency.

Does your child regularly take any medications that will not
be taken at camp, e.g., ADHD medications?
Explain what medications your child takes regularly and
why they are taken.

IMMUNIZATIONS:
Please list the date of your child’s most recent vaccination or booster, if any, for the following:
Vaccination
Yes/No
Dates
Diphtheria, Pertussis, Tetanus, Polio
If your child has not been fully
immunized, please explain.

HEALTH HISTORY:
Condition
ADD/ADHD
Anxiety/Panic Attacks
Asthma/Inhaler
Back Pain or Injury
Bedwetting
Behavioral Issues
Blackouts/Fainting
Cancer
Chest Pain
Crohn’s
Colitis
Concussion
Constipation/Diarrhea
Convulsions
Dental Braces, Caps, Bridges
Depression
Developmental Delays
Diabetes
Downs Syndrome
Ear Infections
Eating Disorder
Epilepsy
Headaches
Hearing Problems
Homesickness
Irritable Bowel Syndrome
Menstrual Difficulties
Mental Health Issues
Nightmares/Terrors
Problems Breathing or
Coughing
Respiratory Ailments
Seizures
Skin Problems
Sleepwalking
Sore Throats
Speech Problems
Stomach Aches
Uses eye glasses or contacts
Visual Problems
Other

Yes/No

Details (Please use back of form if you require more space.)

Does your child have any restrictions on activity?
Please explain what activities must be restricted and list
any special accommodations that should be made.
Will your child require any special assistance while at
camp?
Please explain what assistance will be required.

Is there anything you would like to discuss with the camp
Health Care Provider?
Please explain what you would like to discuss with the
camp medical staff.
Please list any other medical information the camp should
have about your child.

DOCTOR INFORMATION
Family Doctor:
Telephone:
HEALTH INSURANCE
Province:
Health Card Number:
Expiry Date:
MEDICAL WAIVER
Checking this box confirms that you have read the medical waiver, that you understand it, and that you agree to be bound
by it:
I authorize the Health Care Provider to act as my agent to engage medical attention is it seems advisable:
Your Full Name: _______________________________________________
Date Signed:

_________________________________________________

PLEASE COMPLETE BOTH SIDES OF THIS REGISTRATION FORM,
DETACH AND SEND WITH REGISTRATION FEE & CAMPER FORMS TO REGISTRAR:
David Forrest, 3756 Burnstown Road, Horton, Ontario K7V 3Z9

2018 REGISTRATION FORM

CAMPER INFORMATION
Parent or Guardian_________________________________

Gender:

Parent’s Cell Phone(s):
________________________________________________

Camper’s Name:
Street or Box Number:

________________________________________________

City:

Emergency Contact person during camp other than parent:

Postal Code:

________________________________________________

Parent’s Email: All

Emergency Contact’s phone number during camp:

camper letters will be sent
via email – ensure the email
address is clearly legible.

______________________________________________

If you would like to receive the Camp Lau-Ren
Newsletter by email, check here:

Do you authorize your child to take part in all aspects of the
camping program? ( ) yes
( ) no

Home Phone Number:

Are there any physical or behavioural needs that require
attention? ( ) yes
( ) no

Age as of Camp Date:

If yes, please explain_______________________________
________________________________________________

Grade Completed by
June 30:

Does your child take mediations for ADD or ADHD during
the school year? ( ) yes
( ) no

Please indicate first and second choice:
Tadpole Co-Ed (3 Days)
July 5 – July 7
Intermediate Co-Ed A
July 8 – July 14
Junior Co-Ed A
July 15 – July 21
Senior Co-Ed
July 22 – July 28
Counsellors-in-Training
July 22 – July 28

Girls Camp
July 29 – August 4
Junior/Intermediate
August 5 – August 11
Intermediate Co-Ed B
August 12 - 18
Junior Co-Ed B
August 19 – August 25

(We do not discriminate against campers with ADD or ADHD.
This information is to aid the Director in cabin assignments.)

Do you authorize the Health Care Provider to act as your
agent to engage medical attention if it seems advisable?
( ) yes
( ) no
________________________________________________
Parent’s/Guardian’s Signature

Any allergies to food, drugs, etc.? ( ) yes

LET’S GET ACQUAINTED
Birth Date_______________________Year _____________
My church affiliation is ______________________________
I have _____________ brothers and _____________sisters.

( ) no

If yes, specify_____________________________________
Specify any other information that our Health Care Provider
should have (e.g. bed wetting, asthma, etc.) or any special
precautions for your child while at camp (e.g. fear of water).
________________________________________________
________________________________________________

I am the ______________ child in my family (e.g. third child)
This is my _________________________ summer at camp.
I can swim:

( ) Yes: Level ___________

Canoeing experience:

( ) Yes

( ) No

( ) No

My hobbies are ___________________________________
How did you hear about Camp Lau-Ren? _______________
________________________________________________
CAMPERS CAN NAME ONE FRIEND WITH WHOM THEY
WOULD LIKE TO SHARE A CABIN - ONLY ONE NAME
WILL BE CONSIDERED.

Friend: _____________________________________

If you want your child to have any medications at camp,
including Tylenol, throat lozenges, or cough medicine,
send them with your camper. It is recommended that
you send Tylenol/Advil and Gravol with your camper.
Health card, all medications, and throat lozenges, must
be checked in with the Health Care Provider on arrival.
A VALID HEALTH CARD MUST BE BROUGHT TO CAMP.
If, on arrival at camp, your child has any skin infection, nits,
or head lice which may affect others, he/she will not be
allowed to stay and will not be allowed to return to camp for
seven days. Camp staff will check all arriving participants.
(Please see page 2 of our brochure for our refund policy on
campers sent home with nits or head lice.)

We endeavor to be “nut safe” but our menu may contain
traces of nut products.
A vegetarian menu is not provided.

CAMPER INFORMATION CONTINUED

VISA

FAMILY STRUCTURE

MASTERCARD

Payment: I authorize the total fee of _________________
be deducted from the following account:

Is he/she living with:

( ) Both Parents ( ) Single parent
( ) Foster Parent
If other, please specify (e.g., custodial arrangement)

_____________________________________

___________________________________________________
Account Number
Expiry Date: Month _______________

Parents or Guardians are encouraged to enlarge on any concerns
regarding the camper on a separate sheet of paper to be attached
to this form.

Year _____________

CVV Number on back of card: ___________________________
Name on Card _______________________________________
Block letters, please

CAMP EXPERIENCE:
Has your child been to camp before? ( ) Yes ( ) No
Has your child ever been away from home? ( ) Yes ( ) No

Has your child ever slept out of doors? ( ) Yes ( ) No
Has your child ever been in a canoe? ( ) Yes ( ) No

Camp Lau-Ren collects personal information on campers and their families. Lau-Ren Camp Corp. recognizes the importance of
privacy and the sensitivity of this personal information. We are committed to protecting the privacy of the personal information of
our campers. Filling in the blanks on this application form signifies consent to use any private information in a responsible and
confidential manner in compliance with Camp Lau-Ren’s policy to protect personal information and PIPEDA (the Personal
Information Protection and Electronic Documents Act). For persons under 18, consent of child’s parent/guardian is required.
A complete explanation of Camp Lau-Ren’s privacy policy is available on the Camp Lau-Ren website. (www.camplau-ren.com)

CAMP STORE
Campers can pre-order camp apparel. Cost of items ordered will be added to the VISA or MASTERCARD charges above. If
paying by cheque, please include cost of order in your payment. All orders will be made available to campers at registration. Tax
is included in the price.
Please complete the chart below - Don’t forget to indicate colour AND size or your order will not be processed.
Select Colour:
Red
Royal Blue
Indigo Blue
Kelly Green
Safety Orange
Safety Green

Select Size:
Youth Medium
Youth Large
Adult Small
Adult Medium
Adult Large
Adult X-Large

Hoodie
$35.00

Navy
Forrest Green
Grey
Red
Royal Blue

Youth Medium
Youth Large
Adult Small
Adult Medium
Adult X-Large

Ball Caps
$15.00

Red
Green
Navy
Black
Beige

Youth
Adult

T-Shirt
$15.00

Total Cost

Camp Lau-Ren Water Bottle - $7.00

Total of Order
TOTAL OF ABOVE ORDER MUST BE ADDED TO AMOUNT SUBMITTED BY
VISA/MASTERCARD/CHEQUE FOR ORDER TO BE PROCESSED

Camp Lau-Ren

Medication Consent
Date: _______________________________________________
Camper Name: ______________________________________________
Parent/Guardian: _____________________________________________

PRESCRIPTION MEDICATIONS:
MEDICATION
Example:
Children’s Tylenol

Dosage

Method

Frequency

1 tablet

By Mouth

Whenever necessary

PARENT OR GUARDIAN CONSENT:
I agree to allow the Health Care Provider to remind the camper to take his/her medication
And to store the medication in a safe location when not in use.
Signature of Parent/Guardian: __________________________________________________

Date: __________________________________
Camp Lau-Ren 2008

Camp Lau-Ren
CAMPER PLAN OF CARE
This form is to be used by Health Care Provider in case of documented health issue for a camper.
Name of Camp _______________________________________________ Date: ____________________________
(e.g. Junior Girls Senior Co-Ed, etc.)

Participant’s Name: ___________________________________________________
Name of Parent/Guardian): __________________________________________________________
Telephone Number: ________________________________
Alternate Telephone Number: Person’s Name: ________________________________________
Relationship to Camper: _________________________________
Telephone Number: ____________________________________
Health Problem: _________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
Health Plan: ___________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________
______________________________________________________________________________________________

Signatures:
Parent/Guardian: _________________________________________________
Date: ________________________________________________

Camp Lau-Ren: Camper Plan of Care

May 2007

Camp Lau-Ren

ALLERGIST INFORMATION FORM FOR ANAPHYLAXIS
(Parent(s) / guardian(s) requests allergist to complete and sign this form.)
Specific potentially life-threatening allergens for ________________________________________________
(Name of Camper)
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
The nature of the reaction. (Check all applicable.)
(

)

Physical contact with this allergen may cause an anaphylactic reaction.

(

)

Airborne contact with this allergen may cause an anaphylactic reaction.

(

)

Ingestion of food with this allergen may cause an anaphylactic reaction.

(

)

Other (please explain below):

________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
Recommended treatment in the event of accidental exposure:
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
Date: __________________________________
Signature of Allergy Specialist: _______________________________________
Signature of Parent/Guardian: ________________________________________

Camp Lau-Ren – Allergist Information for Anaphylaxis

2007

Camp Lau-Ren
Policy D-108
May 2007
Reviewed: April 2010
Revised: May 2014
Reviewed: April 2018
SUN SAFETY
1. Policy
Camp Lau-Ren shall make every effort to ensure campers and staff are aware of and practice
safe sun protection practices.
2. Procedure
•
•
•
•
•
•
•

The camper letter, sent to all campers before camp, will request that campers bring nonaerosol sunscreen to camp.
Sunscreen will be listed on the “What to Bring to Camp” section posted on the Camp
website.
Posters will be displayed to promote sun safety in the Infirmary, all camper cabins,
and at the entrance to the Beach.
Counsellors will ensure that all campers in their care apply sunscreen when preparing for
outdoor activities.
Waterfront Staff will promote sun safety and will include such in their weekly message to
campers at the beginning of camp.
On Beach Day, Waterfront Staff will again promote sun safety before the campers enter
the Beach area.
Posters will promote the “Slip – Slap – Slop” approach to sun safety:
♦
Slip – Slip on a T-shirt
♦
Slap – Slap on a hat
♦
Slop – Slop on sunscreen

Policy D-208: Sun Safety
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Camp Lau-Ren
Policy D-109
May 2007
Reviewed: April 2010
Reviewed: May 2018
DOCUMENTION OF HEALTH IRREGULARITIES ON OUT-TRIPS
1. Policy
Camp Lau-Ren shall ensure that any health irregularities of campers and staff
are fully documented and such documentation is available to the Trip Leader on
out-trips.
2. Procedure
•
•
•
•
•

Health irregularities of any camper or staff are recorded on the Health
Care form.
A completed Plan of Care form for campers and staff with health
irregularities is made available to the Trip Leader.
Trip Leader will record all health irregularities of campers with noted health
irregularities on the out-trip on the trip cards provided.
Trip Leader will record all health irregularities of any other campers or staff
on the out-trip on the trip cards provided.
Any health irregularities for campers or staff will be reviewed by the Trip
Leader with the Health Care Provider on return to camp.

Policy D-109: Health Irregularities on Out-Trips
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Camp Lau-Ren
Policy: D-110
Date: April 2014
Reviewed: April 2018
RELEASE OF CAMPER
1. Policy
Camp Lau-Ren will ensure the safety of all campers during the camp period and will
ensure that no camper is released at the end of the camp period to any person other
than a legal parent or guardian unless authorized by the legal parent or guardian.
2. Identification of Parent/Guardian:
• All camper parents/guardians will be notified in the camper letter that campers
will not be released at the end of the camp period to any person other than the
legal parent/guardian.
3. Check-In Procedures
• Legal Parent/Guardian checking in camper: Legal parent/guardian signs in
the camper and authorizes who will be picking up the camper with an
accompanying signature.
• Parent/legal guardian checking in camper and authorizing pick-up by
other individual: authorizes this pick-up in writing, accompanied by signature.
• Person other than legal parent/guardian checking in and picking up
camper: Must bring written permission from the legal parent/guardian to sign-in
and release the camper to that individual.
4. Exceptions:
• The Camp Director, in recognition that events during the week may change
previous camper check-out arrangements, will accept by telephone
authorization from the parent/legal guardian of release of the camper to another
individual. The Camp Director will take all precautions to ensure that the
individual on the phone authorizing the change is the legal parent/guardian.
5. Check-Out Procedures:
• Director will ensure that all campers are released to the authorized person
identified at check-in and will document this pick-up with a signature.
• In the event that an unauthorized person arrives to pick up a camper, the
camper WILL NOT be released to this individual. All efforts will be made by the
Camp Director to contact the parent/legal guardian to authorize the release of
the camper. In the event that the parent/guardian cannot be reached, the
camper will remain at the camp until the parent/legal guardian can be contacted.
• Camp Director will make arrangements for a second check point to ensure that
the camper is leaving the site with the authorized person.

Policy D-110: Release of Camper
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Camp Lau-Ren
Policy D-300
May 2010
Revised: May 2014
Reviewed: May 2018
Revised: March 2020
EXTREME AND/OR CONTAGIOUS ILLNESS
1. IDENTIFICATION
Camp Lau-Ren reserves the right to exclude any camper or staff with a contagious
illness from camp activities. No camper may attend Camp Lau-Ren if they have an
identified contagious illness. It is the parent’s/guardian’s responsibility to notify the
Director before camp if the camper has developed an identified
communicable/contagious illness. An identified contagious illness is considered an
illness diagnosed by a physician.
2. EDUCATION
Education will be provided for all staff and campers on how infections are spread. Staff
will receive education at Training Weekend, Directors at the Spring Workshop and
Leaders at the meeting with the Executive Directors before camp. All staff are expected
to read and understand this policy before camp begins.
Proper handwashing techniques will be reviewed with all staff and campers. Signs on
proper handwashing techniques will be posted in all washrooms and beside all sinks at
camp.
Information on how infections are spread, proper handwashing techniques when ill and
before meals, including what to do if a camper begins to feel unwell, will be given to
campers on arrival at camp by the Camp Director, either at the first gathering when
Directors review the rules of camp or at the first mealtime.
3. DEVELOPMENT OF ILLNESS WHILE AT CAMP
Any camper developing an extreme illness and taken to the Emergency Department of
the local hospital, will be deemed ill enough to be sent home. The parent/guardian will
be notified when the decision is made to take the camper to the hospital and the
parent/guardian, if possible, will meet the camper at the hospital. Upon discharge from
the hospital, the parent/guardian will assume responsibility of the camper and remove
the camper from the camp.

Policy D-300: Extreme and/or Contagious Illness
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If any camper develops an extreme illness or contagious illness while at camp, is sent to
the hospital and discharged, and the parent/guardian cannot be contacted, the following
precautions will be made while the camper is at camp:
1. The Health Care Provider will continue attempts to contact the parent/guardian.
2. The camper will be isolated from other campers and staff and will remain in the
camper bedroom in the Infirmary.
3. The camper’s personal belongings will be packed in plastic (garbage) bags and
tied securely. These bags will be taken to the Camper Infirmary Bedroom to
ensure the parent/guardian has easy access when they arrive to take the ill
camper home.
4. The Health Care Provider will use Universal Precautions as standard procedure
in the care of the camper. This to include the proper use of PPE (personal
protective equipment) – gloves, gowns, masks, eye protection.
5. Hygiene procedures shall be practiced by all personnel when disposing of human
secretions and excretions including blood, feces, urine and vomit as they may
contain infectious agents capable of spreading disease.
• Disposable gloves will be worn.
• Sprinkle the spill with powdered, absorbent chlorine powder, as soon as
possible.
• Wipe up the spill with disposable paper towels or rags.
• Clean the surface with a cleaning agent appropriate for the surface to be
cleaned.
• Dispose of cleansing materials, gloves, etc. in plastic bags, tied and put in
garbage.
• Soiled clothing or personal items will be bagged and sent home with the
camper – not cleaned or rinsed at camp.
6. When the camper has been removed from the camp, the Infirmary Camper
Bedroom will be cleaned thoroughly with proper cleaning agents before any other
camper or staff is allowed to use the room.
4. COMMUNICATION
In the event that a camper has been sent home because of a contagious illness, the
following steps re: communication of this illness will be followed:
1. The Director will inform the Executive Directors that a camper/staff has been sent
home with a contagious disease.
2. At checkout, the Health Care Provider will inform all parents/guardians of
campers and staff that the camper/staff have been in contact with a contagious
disease.
3. The Executive Directors will be responsible for contacting the local Health
Department if it is a reportable communicable disease. A list of reportable
diseases can be found in manual in the Infirmary.
4. The Executive Directors, in consultation with appropriate health care experts, will
determine if the exposed staff should be quarantined (sent home).
5. All communication from outside sources or media will be handled by the
Executive Directors.
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6. If warranted, the Executive Directors will ensure that all governing parties, Chair
of the Board and the camp’s insurance provider are contacted.
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Camp Lau-Ren
Camp Lau-Ren Policy
Policy: D-400
Date: April 2014
Reviewed: May 2018
HANDLING, STORAGE AND DISTRIBUTION
OF PRESCRIPTION AND NON-PRESCRIPTION MEDICATIONS
1. Policy
Camp Lau-Ren will ensure the safety of all staff and campers during the camp period
by ensuring that all prescription and non-prescription medications are handled, stored
and distributed in a safe manner.
2. Medications:
• All campers and staff will be required to complete a health form outlining health
needs during the camper/staff say at camp.
• All campers/staff bringing medications to camp, both prescription and nonprescription (e.g., Tylenol, Benadryl, cough medicine, throat lozenges) will be
required to complete a “Medication Consent” form.
• The Health Care Provider (HCP) will not administer medications other than
those brought to camp by the camper.
3. Handling of Medications:
• All medication brought to camp by the camper/staff will be in its original
container with readable pharmacy labels and put in a plastic zip-lock bag with
the camper’s/staff’s name clearly marked on the outside.
• Camper - The HCP will collect all medications at check-in and will review the
Medication Consent form with the parent/guardian.
• Staff – the HCP will review all medications brought to camp by the Staff and
determine appropriate storage and handling.
4. Storage of Medications:
• Campers – All camper medication will be locked in the storage cupboard in the
Infirmary. The key to the cupboard will be in the possession of the HCP at all
times and will not be released to any individual other than the Camp Director
and/or Executive Directors.
• Staff – At the discretion of the HCP, non-prescription medications can be stored
in the staff’s locker in Smyth lounge which shall be kept locked at all times. The
HCP has the right to request that all medications be kept in the Infirmary if
dependent/staff safety is in question.
Policy D-400 Medications
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•

•

Campers/staff with life threatening allergies that require an Epi-pen will be
required to bring two Epi-pens to camp. One Epi-pen will be stored in the
Infirmary locked cupboard and the camper will be allowed to carry one Epi-pen.
When on the Waterfront, the Epi-pen will be left in the safe box on the Lifeguard
Chair. All other campers in the cabin will be made aware that this camper
carries an Epi-pen and will be instructed not to touch the Epi-pen. In the event
that the Epi-pen must be administered, the policy for the administration of EpiPens will be followed. All staff will be trained on the proper administration of an
Epi-Pen in the event of an allergic reaction.
Camper/staff who suffer from asthma and require the use of an inhaler will be
allowed to keep their inhaler with them and will not leave the inhaler in the
Infirmary unless so instructed by the parent/guardian. In recognition that the
camper is the best person to determine when he/she needs to use his/her
inhaler, the inhaler should be kept on the camper/staff’s person or in his/her
personal belongings. When on the Waterfront, the inhaler will be left in the safe
box on the Lifeguard Chair. All other campers in the cabin will be made aware
that this camper carries an inhaler and will be instructed not to touch the inhaler.
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Camp Lau-Ren
Policy D-500
May 2014
Reviewed: April 2018
KITCHEN SANITATION
POLICY
Camp Lau-Ren shall maintain and operate the food premise (Kitchen and Dining Hall) in
accordance with the Ontario Health Protection and Promotion Act.
PERSONS EMPLOYED AS HEAD COOK, ASSISTANT COOK, FLOATER
Any person employed as a Head Cook, Assistant Cook or Floater with Kitchen duties
(herby referred to as “Operators” for the purpose of this policy) shall comply with the
standards and requirements prescribed with the Health Protection and Promotion Act
and by the Executive Directors.
CLEANING AND SANITIZING OF UTENSILS
The Operators are responsible for ensuring that all sections of the Health Protection and
Promotion Act R.R.O. 1990, Reg. 568 for Recreational Camps are followed.
With respect to cleaning and sanitizing of utensils:
1. Every operator shall ensure that utensils that are used are cleaned and sanitized
in accordance with the Health Protection Promotion Act.
2. Every operator shall ensure that equipment and facilities for the cleaning and
sanitizing of utensils is used for no other purpose.
3. Utensils shall be:
a. Scraped
b. Washed in a sink in a detergent solution capable of removing soil
c. Rinsed in a second sink in clean water at a temperature not lower than 43
degrees Celsius
d. Sanitized in a third sink by immersion in a clean chlorine solution of not
less than 100 parts per million at a temperature not lower than 24 degrees
Celsius for at least forty-five seconds.
4. A test for determining the concentration of sanitizer and an accurate thermometer
to determine the temperature of the sanitizing solution shall be readily available
when the sanitizing takes place.
5. Every operator shall ensure that utensils that have been cleaned and sanitized
are transported and stored in such a manner as to prevent contamination.
6. All used kitchen cloths, towels and aprons will be used only once and will be
washed daily.
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7. Stoves and grills will be kept clean and the grease pan emptied weekly.
KITCHEN SANITATION PROCEDURES
In addition to the cleaning and sanitizing of utensils, the following sanitation procedures
will be followed in the kitchen:
1. Kitchen garbage will be emptied after every meal or when garbage can is full,
whichever comes first.
2. Kitchen floor will be swept at the end of each meal.
3. Kitchen floor will be mopped with proper sanitizing solution daily.
4. Fridge and freezer will be wiped out after any spills and will be thoroughly
cleaned weekly.
5. Kitchen grill will be cleaned after every meal. Grill will be cleaned weekly using
commercial grill cleaner.
6. Propane oven will be cleaned daily when spills occur. Ovens and racks will be
cleaned using a commercial oven cleaner at the end of the camping season..
7. Kitchen walls will be cleaned daily of any spills.
8. Kitchen tables and counters will be sanitized before food preparation - tables and
counters will be sanitized every morning before food preparation begins and
throughout the day before lunch and supper preparation.
9. All spills will be cleaned up as they occur. No food will be left spilled on the floor.
10. The Cooler shelves will be cleaned of any spills as they occur.
11. The Cooler floor will be swept daily and mopped weekly.
12. Kitchen fan will be cleaned every 3 weeks.
DINING HALL SANITATION PROCEDURES
In addition to the cleaning and sanitizing of utensils, the following sanitation procedures
will be followed in the Dining Hall:
1. Dining Hall garbage will be emptied after every meal.
2. Dining Hall floor will be swept after every meal.
3. Dining Hall floor will be mopped twice weekly.
4. Ceiling fans will be cleaned at the beginning of the camp season and monthly
thereafter.
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Camp Lau-Ren
Policy: E-100
Date: October 2011
Reviewed: April 2013
Revised: March 2018
Accessibility Standards for People with Disabilities

Policy:
Camp Lau-Ren is committed to excellence in serving campers, staff and volunteers
including people with disabilities consistent with the Accessibility for Ontarians with
Disabilities Act (AODA) principles of independence, dignity, integration and equality of
opportunity. Camp Lau-Ren will strive to meet the accessibility needs of persons with
disabilities in a timely manner.
Definitions:
Disabilities include physical disabilities, vision, deafness or hearing disabilities,
intellectual or developmental disabilities, learning disabilities and mental health
disabilities.
The five accessibility standards are
1. Customer Service Standard
2. Information and Communication Standard
3. Employment Standard
4. Transportation Standard
5. Design of Public Spaces Standard
Purpose:
The purpose of this policy is:
• to ensure that Camp Lau-Ren meets the accessibility standards as set out in the
AODA
• to ensure that staff and volunteers are aware of their responsibilities and receive
appropriate training
1. Customer Service Standard:
a) Assistive devices:
Camp Lau-Ren will ensure that our staff is trained and familiar with various
assistive devices that may be used by our campers, staff and volunteers with
disabilities while accessing our camp and services.
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b) Service animals:
Camp Lau-Ren welcomes campers, staff and volunteers with disabilities and
their service animals. Service animals are allowed in the same areas of the
camp as the person with the disability. For instance, if the person with the
disability is a camper, the service animal would be allowed in the Dining Hall,
Craft Hall, Camper Cabin, Camper Washrooms and outside areas.
c) Support persons:
A camper, staff or volunteer with a disability who is accompanied by a support
person will be allowed to have that person accompany them on our premises. A
fee in the amount of $100.00 will be charged to the support person for a regular
6-day camp time period or a daily rate of $17.00.
We will notify campers, staff, and volunteers of this fee by including such
information in the staff manual and on the camp website.

d) Feedback Process:
Campers, staff and volunteers who wish to provide feedback on the way Camp
Lau-Ren provides goods and services to people with disabilities can write or
email their feedback. All feedback will be directed to the Camp Executive
Director(s) who will then pass on this feedback to the Board of Directors.
Customers can expect to hear back from the Executive Directors within 5 working
days. Complaints will be addressed according to Camp Lau-Ren’s regular
complaint management procedures.
2. Information and Communication Standard:
a) Communication:
Camp Lau-Ren will communicate with campers, staff and volunteers with
disabilities in ways that take into account their disability.
b) Notice of temporary disruption:
In the event of a planned or unexpected disruption to services or facilities for use
by campers, staff and volunteers with a disability, Camp Lau-Ren will notify such
persons promptly. This clearly posted notice will include information about the
reason for the disruption, its anticipated length of time, and a description of
alternative facilities or services, if available.
c) Camp Lau-Ren will make documents required under the Customer Service
Standards available on request to the person in a format that takes into account
the person’s disability.
d) Emergency Information and Procedures
Camp Lau-Ren will provide individualized workplace emergency response
information to staff, volunteers or campers who have a disability if the disability is
such that individualized information is necessary.
Policy E-100: Accessibility Standards for People with Disabilities
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e) Public Safety Information:
When asked, Camp Lau-Ren will provide publicly available emergency
information, like evacuation plans or brochures, in an accessible format.
3. Employment Standard:
a) Recruitment:
Camp Lau-Ren will inform applicants that accommodations will be provided for
those with disabilities, including accommodation, related to material or processes
used during recruitment upon request.
b) Accommodation
Camp Lau-Ren will develop and document individual accommodation plans for
staff or campers with disabilities (see Policy E-410 and B-103).
4. Transportation Standard:
The accessibility transportation standard applies to conventional transportation
service providers and specialized transportation service providers. Camp LauRen will provide accessible transportation for staff, volunteers and campers if
required (eg. under emergency situations).
5. Design of Public Spaces:
Camp Lau-Ren will take into consideration accessibility needs when constructing
or re-developing public spaces which include:
- recreational trails and beach access routes
- outdoor public use eating areas
- outdoor play spaces
- exterior paths of travel
- accessible parking
- obtaining services (service counters, queuing guides, waiting areas)
Training:
Camp Lau-Ren will provide accessibility training to employees, volunteers and others
who deal with the public or other third parties on our behalf.
Individuals in the following positions will be trained:
• Board Members
• Executive Director(s)
• Summer Staff
• Volunteer Directors, Leaders & Counsellors
• Paid Counsellors
The training will be provided to staff:
• At the Director/Leader workshop in March of each year for volunteer Leaders and
Directors
• At Training Weekend of each year for volunteer Counsellors
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•
•

At Camp set-up week for Summer Staff
In March of each year for Board members

Training will include:
• An overview of the Accessibility for Ontarians with Disabilities Act, 2005
• Camp Lau-Ren’s plan related to the relevant accessibility standards
• How to interact and communicate with people with various types of disabilities
• How to interact with people with disabilities who use an assistive device or
require the assistance of a service animal or support person
• How to use/install the removable ramps available on-site at camp
• What to do if a person with a disability is having difficulty in accessing Camp LauRen’s goods and services
Staff will also be trained when changes are made to Camp Lau-Ren’s plan.
Modifications to this and other policies:
Any policy of Camp Lau-Ren that does not respect and promote the dignity and
independence of people with disabilities will be modified or removed.

References:
https://access ontario.com/aoda/
https://dr6j45jk9xcmk.cloudfront.net/documents/4845/guidelines-to-iasr-english.pdf
https://www.ontario.ca/page/accessibility-rules-businesses-and-non-profits
https://www.osler.com/uploadedfiles/AODA-Compliance-Checklist.pdf
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Camp Lau-Ren
Policy: E-200
Issued: June 2014
Revised: May 2018
Occupational Health and Safety
1. Policy Statement
Camp Lau-Ren is committed to providing a healthy and safe work environment for our staff, directors,
counsellors, leaders, helpers, campers and participants. Our commitment will be integrated into our
everyday activities. This occupational health and safety policy which is consistent with the policies and
procedures currently used by the United Church of Canada will help us fulfill our commitment.
There is a health and safety program that implements this policy. It includes duties and responsibilities
of employers, supervisors and workers, measures and procedures to control risk and protect
supervisors, workers, helpers, campers and participants (including inspections of the workplace for
potential hazards), a process for workers to report incidents or raise concerns, a process for the camp
leadership to deal with incidents or concerns, and an education/instructional training component.

2. Definitions:
Workplaces are defined as any land, premises, location or thing, at, upon, in or near which a
worker works. At Camp Lau-ren, the workplace includes areas outside the premises where
workers, directors, counsellors, leaders, helpers, campers or participants may attend activities
sponsored by the leadership of Camp Lau-ren.
Employer means a person who employs one or more workers or contracts for the services of one
or more workers to perform work or supply services. At Camp Lau-Ren, the Employer is the Board
of Directors who is represented by the Executive Director(s).
Supervisor means a person who has charge of a workplace or authority over a worker. In
other words, anyone who has front-line authority over a worker by assigning and directing
work is considered a supervisor under the Occupational Health & Safety Act (OHSA).
At Camp Lau-Ren, the Supervisor(s) are the Executive Directors and Camp Directors.
Worker means a person who performs work or supplies services for monetary
compensation. Although this definition does not include volunteers, at Camp Lau-Ren
volunteers will be treated the same as workers for health and safety purposes.
Occupational Health and Safety Act is a set of laws that that spells out the duties of employers,
supervisors and the rights and duties of workers.
Workplace Hazards are anything in the workplace that could hurt you or the people you work with.
A hazard can take many forms. Sometimes more than one hazard can combine to make an even
bigger hazard. Examples of potential hazards at Camp Lau-Ren are water hazards, playground
equipment, propane tanks, and violent behaviour.
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3. Duties and Responsibilities

Employer
• Make sure workers know about hazards and dangers in the workplace and how to work
safely
• Make sure every supervisor knows how to take care of health and safety on the job.
• Create and review annually health and safety policies and procedures for the workplace.
Post the policy and procedures
• Do everything reasonable to keep workers from getting hurt or sick on the job.
• Make sure workers and supervisors know about hazards in the work they do and
provide them with information, instruction and supervision to protect their health and
safety.
Supervisor(s)
Under the OHSA, supervisors are also considered workers and have the same workplace
duties and rights as a worker. They also have specific duties related to the supervisor role.
• Tell workers about hazards and dangers in the workplace and show them how to work
safely.
• Know the OHSA and regulations that apply to the workplace and make sure workers
follow the law and the workplace health and safety policies and procedures.
• Plan work so that it can be done safely.
• Make sure workers wear and use the right protective equipment.
• Do everything reasonable to keep workers from getting hurt or sick on the job.

Worker Responsibilities
Here are some of the things the OHSA says every worker has to do as part of their job:
• Follow the law and the workplace health and safety policies and procedures.
• Always wear or use the protective equipment that the employer requires.
• Work and act in a way that won’t hurt them or any other worker
• Report any hazard they find in the workplace to their supervisor.
Worker and Supervisor Rights
The OHSA gives workers three important rights:
• The right to know about workplace hazards and what to do about them.
• The right to participate in solving workplace health and safety problems.
• The right to refuse work that they believe is unsafe.
4

Measures to Control Risk
4.1 Identification of Hazards

WHMIS: Workers may be exposed to WHMIS controlled products. Workers need to know how
to safely use, transport, store and dispose of products safely. Workers must also know how to
locate the Material Safety Data Sheet (MSDS) for controlled products and understand the
information on Supplier and Workplace Labels. An example of a controlled product at Camp
Lau-Ren is the use of bleach for washing dishes.
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Physical Injuries: One of the most common types of injuries is Musculoskeletal Disorder
(MSD) injuries. At Camp Lau-Ren, these injuries could occur when workers are interacting with
the campers in physical activities such as hiking, boating, rock climbing, archery, or
playground/beach activities.
Infectious Diseases: Workers also need to understand the risks of exposure to infectious
diseases such as those experienced by children, the potential for harm to the campers from
bug bites, ticks, snakes or animals.
Occupational Illness: Workers need to understand the potential for occupational illness
from exposure to things like germs, fumes, or chemicals. Sometimes these can make workers
sick right away and other times the worker may not know they are sick for months or even
years (latency). It’s important to know and understand these hazards.
Other possible hazards in a camp setting include violent behaviour, or slips, trips and falls.
4.2 Workplace Inspections
4.1 Health and Safety Representative: OHSA states that a Health and Safety Representative
must be appointed when the number of regular employees is between 5 and 20. The
representative is to be a worker. At Camp Lau-Ren, the name of the Health and Safety
Representative will be posted on an annual basis.
The responsibilities of the health and safety representative include:
•

identifying actual and potential workplace hazards

•

inspecting the workplace twice per summer (once per month) in conjunction with the Camp
Executive Directors

•

being consulted about and being present at the beginning of health and safety-related
testing in the workplace

•

making recommendations to the employer about health and safety in the workplace

•

participating in investigations of work refusals and inspecting workplaces when there are
critical injuries or fatalities

4.2 Testing of Critical Safety Equipment
Smoke detectors, fire alarms and fire extinguishers are tested weekly by the Camp Executive
Directors or designates.
4. Measures for Reporting Workplace Safety Incidents or Concerns
All incidents and concerns involving workplace safety will be treated seriously. The first priority is to
ensure the safety of workers, directors, counsellors, leaders, helpers, campers and participants.
The incident or complaint shall be recorded and reported to the Director and the Health and Safety
representative. Upon investigation and according to the severity of the matter, the Director may
deal with the incident at his/her level or refer the matter to the Executive Director who may either
resolve the matter among all parties involved or take appropriate action to resolve the unsafe
workplace situation. If the incident involves property damage or personal injury, the matter must be
referred to the Executive Director. All incidents of workplace safety that may have subsequent
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implications extending beyond the daily operation of Camp Lau-Ren shall be reported to the Chair
of the Board who may wish to convene with the Board of Directors to deal with the matter.
4. Measures for Dealing with Workplace Safety Incidents and Complaints
4.1 Investigations
Safety incidents or complaints will be investigated by discussing the issue directly with those
involved. Investigations will commence as quickly as possible. It will also include speaking to
witnesses and reviewing any related documents.
Potential hazards or concerns about unsafe work conditions made in good faith by a
worker or supervisor are not subject to any forms of discipline, regardless of the outcome
of the investigation.

5.2 Corrective and/or Preventative Action
Controlling hazards means eliminating the hazard or preventing it from harming workers.
When an incident occurs or a hazard is reported, the hazard will be controlled by
elimination/substitution – removing or replacing the hazard, engineering controls –
controlling the hazard at the source and involves designs or modifications to equipment,
administrative controls – controlling the hazard “along the path” by altering the way the
work is done to reduce exposure, or personal protective equipment which does not
control the hazard but places a barrier between the hazard and the worker.

6. Measures to Inform, Educate, Instruct and Train
6.1 Reading and Display
All persons involved in Camp activities will be directed to read and understand the
content of this policy. This Policy will be posted in the policy and procedure manual
located in the staff lounge at Camp Lau-Ren. The name of the Health and Safety
Representative will be posted.
6.2 Health and Safety Awareness Training
According to OHSA, every worker and supervisor must receive health and safety
awareness training once. Supervisors must receive training within one week of
beginning work. Workers must receive the training as soon as possible. To conform to
this legislation, during orientation to the camp at the beginning of each camp year, all
workers and supervisors (including volunteers) are required to complete the health and
safety awareness program. Returning workers are not required to complete the
training if it has been completed in prior years and there is a record of the training.
Training entails providing each worker and supervisor with a training booklet which
includes quizzes which must be completed during or before the orientation period. The
completed booklet with the worker or supervisors signature will be shown to the Camp
Executive Director (or designate). The booklet can then be kept by the worker or
supervisor. Workers who have completed the training in another workplace can be
exempted if they provide proof of training to the Executive Directors.
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Ontario Ministry of Labour training material is used for the training and awareness
program. The training series is Health & Safety at Work: Prevention Starts Here
booklets and quizzes.
.
Workers complete the following booklet: Health & Safety at Work: Preventions Starts
Here/Worker Health and Safety Awareness in 4 Steps
Supervisors complete the following booklet: Health & Safety at Work: Prevention
Starts Here/Supervisor Health and Safety Awareness in 5 Steps
6.3 Record of Training
A record of training will be maintained by the Camp Executive Director.
References:
A Guide to OHSA Requirements for Basic Awareness Training.
http://www.labour.gov.on.ca/english/hs/pubs/training_guide/
FAQs: New Regulatory Requirements for Mandatory Worker and Supervisor Awareness
Training http://www.labour.gov.on.ca/english/hs/faqs/training.php
Health and Safety Representatives
http://www.labour.gov.on.ca/english/hs/pubs/jhsc/jhsc_hsr.php

Occupational Health and Safety Act (OHSA).
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm
Roles and Responsibilities: Health and Safety Representative and Joint Occupational
Health and Safety Committee
http://www.labour.gov.on.ca/english/hs/pubs/farming/jhsc/jhsc_5.php

Policy E-200: Occupational Health and Safety

Page 5 of 7

Appendix A:
Ontario Ministry of Labour Health and Safety Awareness Training Materials

Found at:
https://www.publications.serviceontario.ca/pubont/servlet/ecom/Application/searchResult.jsp?p
ageSeq=2&cid=EN%23WORKHLTHSFTYAWARE&catPath=EN%23OHSAOccupational+Health+%26+Safety%2cEN%23WORKHLTHSFTYAWAREHealth+and+Safety+Awareness+Training

Item No:

Title of Booklet/Brochure/Poster

015815

Health & Safety at Work - Prevention Starts Here (Poster)

017398

Health & Safety at Work > Prevention Starts Here. Worker Health and Safety
Awareness in 4 Steps (Workbook)

017399

Health & Safety at Work > Prevention Starts Here. An Employer Guide to
Worker Health and Safety Awareness in 4 Steps (Brochure).

018208

Health & Safety at Work: Prevention Starts Here / An Employer Guide to
Supervisor Health and Safety Awareness in 5 Steps (Brochure)

018206

Health & Safety at Work: Prevention Starts Here / Supervisor Health and
Safety Awareness in 5 Steps (Workbook)
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Appendix B:

Camp Lau-Ren
Health and Safety Awareness Training Record (Year: __________)
Name

Job Title

Type of
Training
Booklet
Completed

Name
of
Trainer

Date
Training
Completed

Exempt
Yes
or
No

Comments

Example: Jane Doe

Counsellor

Worker

J
Hartnett

July, 2018

Yes
No

Return worker –
training previous
yr
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Camp Lau-Ren
Policy: E-300
Date: June 2014
Revised: May 2018
Workplace Hazardous Material Information System (WHMIS)
Intent:
The intent of the WHMIS policy is to ensure that all employees who are required to work
with WHMIS hazardous products during the performance of their duties, or are in the
proximity of a hazardous product, is informed about all hazard information as legislated
by Regulation 860.
Policy:
In compliance with Regulation 860, Camp Lau-Ren will maintain an inventory system to
identify all hazardous substances in the workplace, ensure that employees receive the
required training, that items are properly labeled and that all employees have access to
the Material Safety Data Sheets.
Procedure:
1. Camp Lau-Ren will provide general WHMIS training (mandatory training) to all
new employees at before-camp training. Camp Lau-Ren will provide Workplace
Specific WHMIS training for employees on the safe use, storage, handling and
disposal of the hazardous products in the workplace. Employees will be made
aware of Material Safety Data Sheets (MSDS) that are available for every
hazardous product and where they are located. Such information shall be
reviewed annually with all employees and a record kept of employee education
activity. This is a mandatory program as required by 6.(1) of Regulation 860.
2. All hazardous products received at Camp Lau-Ren shall have the appropriate
Supplier/Manufacturer labeling affixed. Decanted hazardous products will have a
Workplace Label affixed which will identify the product, instruct on safe handling
procedures and refer to the available MSDS.
3. The Caretaker or Executive Directors will ensure that the Material Safety Data
Sheets (MSDS) are requested for all WHMIS hazardous products entering Camp
Lau-Ren.
4. The Caretaker or Executive Directors will check that the MSDS arrives with the
shipment and cross check in the WHMIS Binder if the product is listed on the
inventory and if we have a current copy of the MSDS. If the product is not on the
master inventory list, then the product will be added to the MSDS database and
the MSDS will be filed in the WHMIS binder.
5. The WHMIS binder is located in the Caretaker Building behind the Kitchen.
6. The Executive Directors are responsible for ensuring that a WHMIS hazardous
product inventory is conducted annually by the Caretaker, that the MSDS sheets
Policy E-300: Workplace Hazardous Material Information System (WHMIS)
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are available and that each staff member is aware of the location of the MSDS
binder.
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Camp Lau-Ren
Policy: E-400
Approved: March 2018
Discrimination & Harassment
1. Purpose
Camp Lau-Ren is committed to providing an environment free of discrimination and harassment, where
all individuals are treated with respect and dignity, can contribute fully, and have equal opportunities.
Camp Lau-Ren aligns hiring and training of all staff and volunteers with the Ontario Camp’s Association
(OCA) core values of integrity, respect, responsibility, inclusiveness, caring and openness.
The purpose of this policy is:
• To ensure Camp Lau-Ren meets its obligations under the Human Rights Code (“the Code”) and
the Occupational Health and Safety Act to prevent workplace harassment, including sexual
harassment
• To ensure that all employees of Camp Lau-Ren are aware that workplace harassment is
unacceptable and incompatible with the standards of the United Church of Canada and the
Ontario Camps Association, as well as being a violation of the law
• To set out the types of behavior that may be considered offensive and that are prohibited by this
policy
• To provide procedures to follow when complaints of discrimination or harassment made by
employees of Camp Lau-Ren arise
• To ensure that all clients and employees of Camp Lau-Ren recognize that under the Rules of
Professional Conduct, a licensee has a special responsibility to respect the requirements of
human rights laws in Ontario and:
“to honour the obligation not to discriminate on the grounds in the Ontario Human Rights
Code.”
2. Scope:
This policy:
• Applies at every level of Camp Lau-Ren and extends to all campers, employees (including fulltime, part-time, contracted), and volunteers
• Applies to every aspect of the employment relationship, including recruitment, selection,
promotion, training, salaries, benefits, discipline and performance appraisals
• Applies to the physical location of Camp Lau-Ren
• Extends outside of Camp Lau-Ren (such as off-site meetings, workshops, business travel,
sanctioned Camp Lau-Ren social and fundraising events and to electronic communications).
3. Prohibited Conduct:
Camp Lau-Ren upholds and supports the right to equal treatment without discrimination or harassment.
Discrimination and harassment are prohibited by the Human Rights Code (“the Code”). This Policy
prohibits discrimination or harassment on the basis of the following grounds, and any combination of
these grounds:
• Age
• Creed (includes religion)
• Sex (including pregnancy and breastfeeding)
• Gender Identify and Gender Expression
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•
•
•
•
•
•
•
•
•
•
•
•
•

Sexual Orientation
Family Status (such as a parent-child relationship)
Marital Status (including the status of being married, single, widowed, divorced, separated, or
living in a conjugal relationship outside of marriage, whether in a same sex or opposite sex
relationship)
Disability (including mental, physical, developmental or learning disabilities)
Race
Ancestry
Place of origin
Ethnic origin
Citizenship
Colour
Record of offences, criminal conviction for a provincial offence, or for an offence for which a
pardon has been received (applies to employment only)
Association or relationship with a person identified by one of the above grounds
Perception that one of the above grounds applies

Anyone at Camp Lau-Ren found to have engaged in conduct constituting Code-based discrimination
and/or harassment may be subject to disciplinary action, up to and including termination.
4. Definitions:
Discrimination and harassment are defined as:
Discrimination:
Refers to any form of unequal treatment based on a Code ground, whether imposing extra burdens or
denying benefits. It may be intentional or unintentional. It may involve direct actions that are
discriminatory on their face, or it may involve rules, practices or procedures that appear neutral, but
have the effect of disadvantaging certain groups of people. Discrimination may take obvious forms, or it
may occur in very subtle ways. In any case, even if there are many factors affecting a decision or
action, if discrimination is one factor, that is a violation of this policy.
Harassment:
The Human Rights Code defines “harassment” as: engaging in a course of vexatious comment or
conduct that is know, or ought reasonably to be known, to be unwelcome. It is directed at a
person as identified with the Code grounds listed above. It can involve words or actions that are
known or should be known to be offensive, embarrassing, humiliating, demeaning or unwelcome.
According to this definition of harassment, more than one event, or a “course of vexatious comment or
conduct” must take place for there to be a violation of the Code. However, one incident could be
significant or substantial enough to be interpreted as harassment. In fact, Rule 6.3-0 of the Rules of
Professional Conduct explicitly state that “sexual harassment is one incident or a series of incidents
involving unwelcome sexual advances, requests for sexual favours, or other verbal or physical
conduct of a sexual nature.”
One incident could be interpreted by an individual as having an impact that is substantial enough to
create a “poisoned environment”. A key element of harassment is the way in which an individual
“perceives” the harassing incident.
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Therefore, even if the comment or conduct was not intended to be harassment, it may be considered
harassment if it has had the effect of unreasonably interfering with the employee’s work
performance or creating an intimidating, humiliating, hostile or offensive environment.
A few common examples of harassment may include, but are not limited to:
• Making remarks, jokes or innuendos related to a person’s race, disability, creed, age or any
other ground;
• Posting or circulating offensive pictures, graffiti or materials, whether in print or via e-mail or
other electronic means;
• Singling out a person for humiliating or demeaning “teasing” or jokes because they are a
member of a group protected under the Human Rights Code;
• Ridiculing a person because of characteristics that are related to a ground of discrimination. For
example, this could include comments about a person’s dress, speech, or other practices that
may be related to their race, disability or creed.
Directed and Intentional Harassment
Harassment may include offensive behaviours, gestures, conduct or comments that are degrading,
malicious or threatening. Anyone who persists with such behavior that he/she knows or should know is
unwelcome may be guilty of harassment. Examples of harassment included, but not limited to, this
definition are:
 Written or verbal insults, abuse or threats, or the use of foul or vulgar language
 Racial or ethnic slurs, including racially derogatory nicknames
 Unwelcome remarks, jokes, innuendoes or taunting about a person’s body, age, marital/family
status, gender, ethnic/racial origin, religion, accent, or disabilities
 Practical jokes that endanger personal safety, or negatively affect personal performance
 Unwanted and inappropriate physical contact such as touching, kissing and patting
 Physical assault, including sexual assault
 Unwelcome sexually oriented remarks, invitations, jokes or requests, whether indirect or explicit
misuse of authority towards another person
 Any attempt to coerce an unwilling person into a sexual relationship, or to subject a person to
unwanted sexual attention, or to punish a refusal to comply
 Misuse of authority, (eg. unfair delegation of work) that is based on irrelevant factors (eg. race,
colour, age, sex, marital status, sexual orientation, disability).
Undirected and Unintentional Harassment
Harassment may also include behaviours, comments, conduct or activities, which are not directed
specifically at an individual, but which nonetheless create a degrading or “poisoned” environment, such
as:
 Displaying of materials that are sexually explicit or degrading, racist, ethnic or religious in a
derogatory manner
 Displaying of graffiti that is sexually explicit or degrading, racist, ethnic or religious in a
derogatory manner
 Patronizing behaviour, language or terminology that reinforces stereotypes and undermines
self-respect, or adversely affects performance or conditions of team work.
“No consent” in Sexual Abuse
 It is always no consent for children under twelve, and with peers for children ages twelve to
fourteen under specific circumstances.
 With persons aged fourteen to eighteen, there is never valid consent if the accused was in a
position of authority over them.
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5. Reporting Workplace Harassment
Camp Lau-Ren encourages the reporting of all incidents of harassment and discrimination,
regardless of who the alleged offender(s) might be.
All employees have a right to freedom from reprisals or threat of reprisals for refusing to
accept harassment in any form, for making a formal complaint or cooperating in an
investigation.
How to Report Workplace Harassment
Employees can report incidents or complaints of Code-based discrimination and/or
harassment verbally or in writing.
The report of the allegation(s) should include the following information:
(a) Name(s) of the person who has allegedly experienced Code-based discrimination
and/or harassment and contact information
(b) Name of (any) alleged harasser(s), position and contact information (if known)
(c) Names of the witness(es) (if any) or other person(s) with relevant information to
provide and contact information (if known)
(d) Details of what happened including date(s), frequency and location(s) of the alleged
incident(s).
(e) Any supporting documents the person who complains of Code-based discrimination
and/or harassment may have in his/her possession that are relevant to the complaint.
(f) A list any documents a witness or another person may have in their possession that
are relevant to the complaint.
Who to Report Workplace Harassment to:
An incident or a complaint of workplace harassment should be reported as soon as possible
after experiencing or witnessing an incident. This allows the incident to be investigated in a
timely manner.
Complainants are encouraged to report any incidents or complaints of Code-based
discrimination and/or harassment to the Camp Director, who will immediately report to the
Executive Directors. If the Camp Director is the person engaging in the
discrimination/harassment, the complainant will contact the Executive Directors. If the
Executive Director(s) is/are the person engaging in the discrimination/harassment, the
complainant will contact the Chair of the Board of Directors.
In all cases, the Executive Directors shall be notified of the workplace harassment incident or
complaint so that they can ensure an investigation is conducted that is appropriate in the
circumstances. Depending on the nature of the allegations and the people involved, an
external person qualified to conduct a workplace harassment investigation who has
knowledge of the relevant workplace harassment laws may be retained to conduct the
investigation.
All incidents or complaints or workplace harassment shall be kept confidential except to the
extent necessary to protect employees, to investigate the complaint or incident, to take
corrective action or otherwise as required by law.
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6. Investigating Complaints
Commitment to Investigate
Camp Lau-Ren will ensure that an investigation appropriate in the circumstances is conducted
when any Camp Director or Executive Director receives a complaint of workplace harassment.
Complaints or incidents of workplace harassment will be investigated in a fair, respectful and
timely manner.
Who Will Investigate
The Executive Directors will determine who will conduct the investigation into the incident or
complaint of workplace harassment. The complaint will be investigated by discussing the
issue directly with those involved. This approach will ensure the privacy of the complaint and
protect the reputation of anyone who is wrongly accused. Depending on the allegations and
the people involved, the investigation may be referred to an external investigator to conduct
an impartial investigation.
Timing of the Investigation
The investigation will commence as quickly as possible and will include giving the accused
harasser an opportunity to respond to the allegations. The investigation must be completed in
a timely manner and generally within 60 days or less unless there are extenuating
circumstances (i.e., illness, complex investigation) warranting a longer investigation.
Investigation Process
The person conducting the investigation, whether internal or external to the workplace, will, at
minimum, complete the following:
(a) The investigator must ensure the investigation is kept confidential and identifying
information is not disclosed unless necessary to conduct the investigation. The
investigator should remind the parties of this confidentiality obligation at the beginning
of the investigation.
(b) The investigator must thoroughly interview the employee who allegedly experienced
the workplace harassment and the alleged harasser(s), if the alleged harasser is an
employee of the employer. If the alleged harasser is not an employee, the investigator
should make reasonable efforts to interview the alleged harasser.
(c) The alleged harasser(s) must be given the opportunity to respond to the specific
allegations raised by the complainant. In some circumstances, the person who
allegedly experienced the workplace harassment should be given a reasonable
opportunity to reply.
(d) The investigator must interview any relevant witnesses employed by Camp Lau-Ren
who may be identified by either the employee who allegedly experienced the workplace
harassment, the alleged harasser(s) or as necessary to conduct a thorough
investigation. The investigator must make reasonable efforts to interview any relevant
witnesses who are not employed by Camp Lau-Ren if there are any identified.
(e) The investigator must collect and review any relevant documents.
(f) The investigator must take appropriate notes and statements during interviews with the
worker who allegedly experienced workplace harassment, the alleged harasser and
any witnesses.
(g) The investigator must prepare a written report summarizing the steps taken during the
investigation, the complaint, the allegations of the person who allegedly experienced
the workplace harassment, the response from the alleged harasser, the evidence of the
witness, and the evidence gathered. The report must set out findings of fact and come
to a conclusion about whether workplace harassment was found or not.
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Results of the Investigation
Within 10 days of the investigation being completed, the employee or person who allegedly
experienced the workplace harassment and the alleged harasser, if he or she is an employee
of Camp Lau-Ren, will be informed in writing of the results of the investigation and any
corrective action taken or that will be taken by Camp Lau-Ren to address workplace
harassment.
Confidentiality
Information about complaints and incidents shall be kept confidential to the extent possible.
Information obtained about an incident or complaint of workplace harassment, including
identifying information about any individuals involved, will not be disclosed unless disclosure
is necessary to protect employees, to investigate the complaint or incident, to take corrective
action or otherwise as required by law.
While the investigation is on-going, the person who has allegedly experienced harassment,
the alleged harasser(s) and any witnesses should not discuss the incident or complaint or the
investigation with each other or other employees or witnesses unless necessary to obtain
advice about their rights. The investigator may discuss the investigation and disclose the
incident or complaint-related information only as necessary to conduct the investigation.
All records of the investigation will be kept confidential.
Handling Complaints
It may be necessary to take interim measures during the investigation, including having
persons involved in the investigation re-assigned, or, in the case of serious allegations,
remain off work.
If the investigator concludes that the harassment occurred, the harasser may be disciplined,
up to and including termination of employment.
Record Keeping
Camp Lau-Ren will keep records of the investigation including:
(a) A copy of the complaint or details about the incident;
(b) A record of the investigation including notes;
(c) A copy of the investigation report (if any);
(d) A summary of the results of the investigation that was provided to the employee who
allegedly experienced the workplace harassment and the alleged harasser, if an
employee of Camp Lau-Ren;
(e) A copy of any corrective action taken to address the complaint or incident of workplace
harassment.
All records of the investigation will be kept confidential. The investigation documents,
including this report, should not be disclosed unless necessary to investigate an incident or
complaint of workplace harassment, take corrective action or otherwise as required by law.
Records will be kept for a minimum of one year after the conclusion of the investigation.
No one is to be penalized or disciplined for reporting an incident or for participating in an
investigation involving workplace harassment. There will be no tolerance of retaliations,
taunts or threats against anyone who complains about harassment or takes part in an
investigation. Any person who taunts, retaliates against or threatens anyone in relations to a
harassment complaint may be disciplined.
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7. Staff and Campers Procedures
Camper Enrollment
The Registrar of Camp Lau-Ren reserves the right to withhold enrollment privilege for campers who
have been sent home in previous years for serious behaviour issues.
Volunteer Recruitment
Volunteers, which include Counselors, helpers, Leaders and Directors, shall provide creditable
references and, in addition, police checks if requested.
Summer Staff Employment
Staff shall provide creditable references and police checks as conditions of employment.
Supervision
Supervision of campers and Counselors will be provided by the Director(s) and Leaders of each camp.
Two Counsellors are provided for each cabin during the camp period.
Retention
Retention of a camper, Counsellor, helper or Leader who is found to be the offender of a reported
incident is contingent upon the recommendation of the Director based on the documented record and
the approval of the Executive Director. A member of Staff or a Director who is found to be the offender
of a written incident may be retained upon the recommendation of the Executive Director and the
approval of the Board.
Reading and Display
All persons involved in Camp activities will be directed to read and understand the content of
this Policy. This Policy will be posted in principal buildings of Camp Lau-Ren.
8. Corrective Action
 Anyone engaged in sexual or personal harassment will be subject to disciplinary
action. Such action may include dismissal for cause if a Camp Lau-Ren staff member
and dismissal from the camp if a camper or participant.
 Complaints made in good faith and without malice are not subject to any forms of
discipline, regardless of the outcome of the investigation. Disciplinary action will be
taken with anyone who brings forward a malicious complaint.
9. Training
Each year (at a minimum), Camp Lau-Ren will review this policy and provide training on this
policy to all staff and volunteers.
References:
•
•
•
•
•
•
•

Human Rights Code, R.S.O. 1990, c.H.19
Occupational Health and Safety Act, R.S.O. 1990, c.O.1
Section 6.3 of the Rules of Professional Conduct (“Sexual Harassment)
Section 6.3.1 f the Rules of Professional Conduct (“Discrimination)”
Paralegal Rules of Conduct
Section 33, Law Society Act, R.S.O. 1990, c.L.8
Guide to Developing Human Rights Policies and Procedures (OHRC, revised 2013)
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•
•
•
•

http://www.ohrc.on.ca/en/social _areas_employment
Creating Authentic Spaces – The 519 – http://www.the 519.org/educationtraining/training:resources/trans-inclusion-matters/creating-authentic-spaces
Ontario Camps Association – Core Values –
http://www.ontariocampsassociation.ca/when-and-how-to-contact-the-oca/
The Accessibility for Ontarians with Disabilities Act, 2005 – About Accessibility Laws –
https://www.ontario.ca/page/about-accessibility-laws
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Camp Lau-Ren
Policy: E-410
Issued: March 2018
Approved: March 2018
Human Resources: Hiring & Recruitment - Accommodation
Purpose
Camp Lau-Ren is committed to providing a positive, affirming space for campers, staff and volunteers
by aligning recruitment and hiring with the Ontario Camp’s Association (OCA) core values of integrity,
respect, responsibility, inclusiveness, caring and openness.
The core values of the Ontario Camps Association are:
• Integrity – Demonstrating honesty and fairness at all times.
• Respect – Recognizing and protecting inherent worth of every person, including oneself.
• Responsibility – Being dependable and accountable for choices, actions and commitments.
• Inclusiveness – Fostering a sense of belonging for all.
• Caring – Building relationships and demonstrating concern for the needs of others.
• Openness – Ability and willingness to embrace new and different ideas and to be open to
change.
Camp Lau-Ren commits to providing accommodation for needs related to the grounds of the Ontario
Human Rights Code and according to the Accessibility for Ontarians with Disabilities Act (AODA) 2005,
unless to do so would cause undue hardship, as defined by the Ontario Human Rights Commission’s
Policy on Disability and the Duty to Accommodate.
The purpose of this policy is:
• To ensure that employees are aware of their rights and responsibilities under the Ontario
Human Rights Code with respect to accommodation;
• To set out in writing Camp Lau-Ren’s procedures for accommodation and the responsibilities of
each of the parties to the accommodation process.

Accommodation will be provided in accordance with the principles of dignity, individualization and
inclusion. Camp Lau-Ren will work cooperatively, and in a spirit of respect, with all partners in the
accommodation process.
Scope:
This policy applies at all stages and to all aspects of the employment relationship, including recruitment
and selection, promotions and transfers, and conditions of work such as hours of work and leaves of
absences.
Procedure
1. Requests for Accommodation
Requests for accommodation by staff and families should be made to The Executive Director of Camp
Lau-Ren.
Accommodation requests should, whenever possible, be made in writing. The accommodation request
should indicate:
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•
•
•

The Code ground with respect to which accommodation is being requested.
The reason why accommodation is required, including enough information to confirm the
existence of a need for accommodation.
The specific needs related to the Code ground.

All accommodation requests will be taken seriously. No person will be penalized for making an
accommodation request.
2. Provision of Information
The parties to the accommodation process must share information about accommodation needs and
potential solutions. It may, in some cases, be necessary to obtain expert opinions or information in
order to confirm the need for accommodation, or to determine appropriate accommodations.
Further information related to the accommodation request may be required, such as in the following
circumstances:
• Where the accommodation request does not clearly indicate a need related to a Code ground.
• Where further information related to the employee’s limitations or restrictions is required in order
to determine an appropriate accommodation.
• Where there is a demonstrable objective reason to question the legitimacy of the person’s
request for accommodation
Where expert assistance is necessary in order to identify accommodation needs or potential solutions,
the accommodation seeker is required to cooperate in obtaining that expert advice.
Failure to respond to such requests for information may delay the provision of accommodation.
The Executive Director will maintain information related to:
• The accommodation request
• Any documentation provided by the accommodation seeker or by experts
• Notes from any meetings
• Any accommodation alternatives explored
• Any accommodations provided
This information will be maintained in a secure location, separate from the accommodation seeker’s file,
and will be shared only with those persons who need the information.
3. Privacy and Confidentiality
Camp Lau-Ren will maintain the confidentiality of information related to an accommodation request,
and will only disclose this information with the consent of the person seeking accommodation. Persons
requesting accommodation will be asked only for information required to establish the foundation of the
accommodation request, and to respond appropriately to the accommodation request.
4. Accommodation Planning
The Executive Director, the person requesting accommodation related to a Code ground and, where
appropriate, any necessary experts will work together cooperatively to develop an Accommodation Plan
for the individual.
An Accommodation Plan may include the following:
• A statement of the accommodation seeker’s relevant limitations and needs
• Arrangements for necessary assessments by experts or professionals
• Identification of the most appropriate accommodation short of undue hardship
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•
•
•

Clear timelines for the provision of identified accommodations
Criteria for determining the success of the accommodation plan, together with a mechanism for
review and re-assessment of the accommodation plan as necessary
An accountability mechanism

5. Appropriate Accommodations
Accommodation may take many forms, depending on the applicable Code ground. What works for one
individual may not work for another. Each person’s situation must be individually assessed. In each
case, the organization must implement the most appropriate accommodation, short of undue hardship.
An accommodation will be appropriate where it results in equal opportunity to attain the same level of
performance or to enjoy the same level of benefits and privileges experienced by others, and where it
respects the principles of dignity, inclusion, and individualization.
The aim of accommodation is to remove barriers and ensure equality. Accommodations will be
developed on an individualized basis. Appropriate accommodations may include:
• Modification of dress code (e.g., due to creed)
• Leaves of absence (e.g. for religious observance, pregnancy, disability, or family status)
• Changes to scheduling or hours of work (e.g., due to pregnancy, creed, or family status)
This list is not exhaustive.
6. Undue Hardship
Accommodation will be provided to the point of undue hardship. A determination regarding undue
hardship will be based on an assessment of costs, outside sources of funding, and health and safety. It
will be based on objective evidence.
A determination that an accommodation will create undue hardship may only be made by the Executive
Director.
Where a determination is made that an accommodation would create undue hardship, the person
requesting accommodation will be given written notice, including the reasons for the decision and the
objective evidence relied upon.
7. Appeals
If a camper has been denied accommodation, is not satisfied with the accommodation offered, or
believes that his or her request has not been handled in accordance with this policy, he or she may
request a second opinion from the Chairperson of the Camp Lau-Ren Board of Directors. The contact
information for the Chairperson will be provided to the complainant by the Executive Director on
request. A discrimination complaint may also be filed with the Canadian Human Rights Commission.
References:
•
•
•
•
•
•
•
•
•

Human Rights Code, R.S.O. 1990, c.H.19
Policy and guidelines on disability and the duty to accommodate (OHRC; revised 2009)
Integrated Accessibility Standards (O. Reg. 191/11) under the Accessibility for
Ontarians with Disabilities Act, 2005, S.O. 2005, c. 11
“Working Together: The Code and the AODA”
Section 6.3.1 f the Rules of Professional Conduct (“Discrimination)”
Paralegal Rules of Conduct
Section 33, Law Society Act, R.S.O. 1990, c.L.8
Guide to Developing Human Rights Policies and Procedures (OHRC, revised 2013)
https://www.chrc-ccdp.gc.ca/sites/default/files/template_accommodation.pdf
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Camp Lau-Ren
Policy F-100
May 2008
Revised: May 2014
Reviewed: April 2018
SERIOUS INJURY OR DEATH AT CAMP
1. Policy
Camp Lau-Ren shall observe the following procedures in the event of a serious
injury or death of a camper or staff while at camp.
2. Procedure
•

•

•
•

•
•
•
•
•
•

Emergency procedures are initiated
- Camp Director or designate calls 911 and asks for Police and
Ambulance. (Need Physician or Paramedic to pronounce death.)
- Informs the 911 Operator that a person without vital signs has
been found.
- Let them know if CPR has been initiated.
- Does not move victim unless their location is a danger to camp
personnel.
Camp Director will inform the Executive Directors and Chair of the Board
of the Lau-Ren Camp Corporation. The phone numbers of the Executive
Directors and Chair of the Board are located on the phone list beside each
phone.
The Executive Directors, if not at camp, will immediately proceed to camp.
The Camp Director and Health Care Provider will contact the parent/
guardian / next of kin. The parent / guardian / next of kin will be told that
an accident has occurred at camp involving their child / ward / next of kin
and they are to proceed immediately to camp or the hospital.
Upon arrive of the Executive Directors, the staff and campers will be
informed that a serious injury / death has occurred at camp and
bereavement support will be available for campers and staff.
Upon arrival by the parents / guardians / next of kin, the Executive
Directors and Camp Director will inform them that an accident has
occurred which resulted in a serious injury / death.
Camp Director and Executive Directors will contact local offices of Family
Services for bereavement support for campers and staff.
Executive Directors and Chair of the Lau-Ren Board will be responsible for
handling any contact with the media and authorities.
Instructions will be given to all staff and campers that they are not to give
any information to any one, including using phones and cell phones.
The Executive Directors will inform Conference and the Camp’s insurance
provider.
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Camp Lau-Ren
Policy: F-102
Date: March 2020
PROTECTION FROM WILDLIFE
1. Policy
Camp Lau-Ren will ensure the safety of all campers and staff during the camp period
and will ensure that protocols are in place to deter wildlife on camp property.
2. Procedure
• Provide Bear Wise and wildlife safety training for all staff and participants when
required.
• Ensure that all food is consumed in the Dining Hall or designated areas and is
never taken to camper cabins.
• Ensure all outside garbage is put in containers with tight-fitting lids and ensure
that all garbage cans are emptied at end of day and not left out overnight.
• Ensure kitchen garbage is stored in a closed secure garbage shed prior to pickup.
• Frequently wash garbage cans and recycling containers with disinfectant to
avoid odors.
• Ensure barbecue is cleaned regularly, removing grease and food residue from
grills.
• When hiking, always travel in groups and scan surroundings for wildlife.
• Provide whistles to staff upon request.
• If wildlife if spotted on Camp property, the camper or staff member will
immediately report the incident to the Camp Director who will take appropriate
action, including contacting OPP to report the sighting.
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Camp Lau-Ren
Policy: F-200
May 2007
Reviewed: May 2014
Reviewed: April 2018
EMERGENCY EVACUATION PLAN
Policy:
The evacuation plan is necessary to protect the campers, volunteers and summer staff.
All staff will receive training in evacuation and a written copy of the plan during orientation to
their summer job.
All volunteers will receive instruction during the Training Weekend and the pre-camp meeting
held by the Director. A copy of the Plan will be posed at Smyth with the Fire Plan and Water
Search Procedures.
All volunteers and staff will report any emergency to the Director.
Procedure:
If you hear the ALARM, detect FIRE or other EMERGENCY ..
1. Evacuate any volunteers, campers and staff to safety by the closest exit.
2. Ring the alarm … Alarm bell is located in the Dining Hall. The Emergency Bell is a
continuous ring.
3. Call 911. Camp Director will ensure that this has been done. Telephones are located
inside the side entrance of the Kitchen, in Forrest Motel Staff Lounge, in Director’s Office
in Smyth and in Sniders Infirmary.
4. All programs will stop immediately and all campers, volunteers and Summer Staff will
proceed to the Flag Pole. Camp Director will radio Waterfront personnel to inform them
to stop all programs and proceed with the emergency evacuation plan.
5. Assemble at the Flag Pole in cabin groups. The Head Cook or his/her designate will
account for Summer Staff. The Senior Counsellor or designate will account for the
campers in his/her cabin. The Health Care Provider will account for Volunteer Leaders.
The Camp Director will ensure everyone is accounted for and no one is missing. If
someone is missing, the Camp Director will designate a group to search if such search
can be done safely.
6. Assemble by the entrance to the Sports Field if unable to get to the Flag Pole due to
encroaching fire or water.
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7. Campers and staff will proceed to walk up the lane, turn right on Camp Lau-Ren Road,
and proceed to the Highway. Campers and staff will cross the highway and assemble in
the parking lot at Paul’s Garage.
8. Camp Director Camp Director will arrange for transportation of campers and staff, either
to their homes or a safe location.
9. Camp Director will be responsible for informing the Executive Directors, parents of
campers/staff and local Ontario Provincial Police Detachment.
10. The Executive Directors will be responsible for informing Bay of Quinte Conference and
Camp’s insurance provider.
11. All contact with the media will be done through the Executive Directors.
FIRE SAFETY INFORMATION
All staff and volunteers should be familiar with:
1. Location and operation of the alarm bells.
2. Location and operation of Fire Extinguishers.
3. Location and operation of telephones.
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WATER SEARCH PROCEDURE
SUMMARY:
This procedure is designed for a busy free swim period with three lifeguards on duty.
Two will be on the Beach and one on the Raft.
Alterations to this procedure will be made dependant on the emergency and activity being conducted.
Alterations will only be made by the Waterfront Director.
PROCEDURE:
Beach Guard: (Likely the first individual informed of the emergency.)
Alerts Raft Guard immediately. Radios Camp Director and informs he/her there is an emergency
situation.
Quickly sends all campers and one Counselor from each cabin to the flag pole area. One Leader
and the Health Care Provider proceed to the flagpole. All other Leaders remain on beach to help in
the search. The Counsellor from each cabin who is sent to flag pole accounts for all campers in
their cabin, has the campers sit down in a row, and returns to the waterfront area to help in the
search. If the Director is already at the flagpole, the Leader returns to the Beach to help with the
search. The Health Care Provider remains at the flagpole with the Director.
Sends all Counsellors and Leaders, qualified in waterfront, to the Raft Guard for duties.
Instructs remaining Counsellors and Leaders in a shallow water search.
Instructs Leaders to search the waterfront area from Beach to Harrison.
Initiates and supervises shallow water search.
Sends someone to inform Weekly Camp Director if, after 15 minutes, search is
unsuccessful.
Raft Guard:
Quickly sends all persons, except those qualified in waterfront, to the Beach.
Checks area visually from the raft.
Instructs in method of deep water search.
Initiates and supervises deep water search.
Continues to check area visually.
Informs Beach Guard if, after 15 minutes, search is unsuccessful.
Continues deep water search.
One Leader & Health Care Provider (HCP):
Remain at the flagpole. (If the Director is already at the flagpole, the Leader returns to the Beach
to help with the search. Health Care Provider remains at the flagpole.)
Counsellors quickly seat all campers in cabin groups. Once all campers are accounted for,
Counsellors return to Beach.
Leader & HCP continue to ensure campers remain seated in their cabin groups.
Inform Weekly Camp Director of the situation when she/he arrives.
Follow instructions of Camp Director.
Weekly Camp Director:
Rings the emergency bell when the Waterfront Guard informs him/her of an emergency.
Upon arriving at the flagpole, determines cause of emergency.
Remains at the flagpole with the Health Care Provider or appoints an adult to remain there.
Once all campers are accounted for, sends Counsellors and Leader to Beach Guard.
Ensures all campers remain seated in groups at flagpole area.
Determines camper who is missing.
If informed by Beach Guard or designate that search is unsuccessful, calls Ontario Provincial
Police, explains and requests Search and Rescue Unit.
Contacts Executive Directors and Board Chair about the situation.
Reviewed 2018

Policy F-400
May 2012
Reviewed: April 2018
MISSING PERSON
Policy:
The Camp Director is responsible for the safety of all campers and staff. He/she will be
responsible for knowing the location at all times of al staff and campers.
Procedure:
In the event that a camper/staff cannot be located, the following procedure will be
followed:
1. Ring emergency bell
2. Procedure will procedure for waterfront search as pr Policy F-300: Waterfront
Emergencies & Searches
3. In the event that the missing person is not found, a ground search will follow:
Director assigns Leaders & Counsellors to the 3 designated areas in groups of 3
staff:
1. Campfire to Richardson Cabin
2. Richardson Cabin to Playing Field
3. Playing Field to Campfire
4. If missing person is found, the staff and missing person return to camp.
If the missing person is found but will not come back to camp, 2 staff persons will
stay with the missing person and the 3rd staff person return to camp to inform
Director.
The Director will ring Bell to let searchers know that the search is over.
The Director will make the decision to attempt to have the missing person return
to camp, call the parent or the local police authorities.
5. If search is unsuccessful, the Director will call the Ontario Provincial Police and
the Executive Directors.
Communication:
Regardless of the outcome, the Director will be responsible for contacting the
parent/guardian and notifying them that a missing person search was conducted. If the
missing person is found and has returned to camp, no further action is needed. A
decision will be made by the Director if the missing person is to be sent home.
Policy: F-400 Missing Person
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If the missing person is not found, the Director will contact the parent/guardian and
request that they immediately proceed to camp. The Executive Directors will be
contacted and asked to proceed to camp.
The Executive Directors will be responsible for contacting the Chair of the Board, Bay of
Quinte Conference and the camp’s insurance provider.
The Executive Directors and/or the Chair of the Board will be responsible for all contact
with the media.

Policy: F-400 Missing Person
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Camp Lau-Ren
Policy: F-401
Date: April 2014
Revised: July 2014
Revised: July 2015
Reviewed: April 2018
INTRUDER ON CAMP PROPERTY
1. Policy
Camp Lau-Ren will ensure the safety of all campers and staff during the camp
season. Only authorized visitors will be allowed on site during the camp period.
2. Identification of Visitors:
• All visitors to camp must receive pre-authorization by the Camp Director or
Executive Director.
• All visitors, when they arrive at camp, will be stopped and asked to report
to the Camp Director or Executive Director.
• In the event of authorized deliveries to camp, these individuals will be
allowed to proceed to their drop off point and will be met by the
appropriate Summer Staff member, i.e., Cook or Caretaker, or Executive
Director.
3. Identification of Intruder:
In the event that an intruder who threatens the safety of campers and staff is
identified on camp property, the following procedure will be followed:
• In order to minimize the anxiety for campers, the emergency code word for
an intruder alert is “Code Red”. Any staff hearing “Code Red” will take
immediate action for an Intruder on camp property.
• The staff member closest to a phone will call 911 and report the
emergency.
• All staff will be notified via walkie-talkie that an intruder has been identified
on camp property by using the term “Code Red”. The staff will
immediately notify all Camp Counsellors, using the term “Code Red”.
• If activity sessions are taking place, e.g., Crafts in the Craft Hall, the doors
will be locked and all campers will be instructed to remain where they are.
In the event of a severe threat, campers/staff will take refuge under the
tables or behind furniture.
• If campers/staff are in the cabins, the cabin doors will be locked. In the
event of a severe threat, campers will be instructed to get under the
bunks.
Policy F-401: Intruder on Camp Grounds
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•
•
•

Staff will take all campers to the nearest building and will lock the doors
when all campers are accounted for.
Campers and staff will remain behind locked doors until the “all clear” is
given verbally by the Director. The campers and staff will proceed to the
flag pole for debriefing.
In the event that a staff member notices an intruder who may be a danger
to the campers/staff, he/she will proceed to protect the campers as per the
above even if they have not received an intruder alert. The safety of the
camper is foremost and all precautions should be taken.

4. Communication
• The Director will be responsible for communications with the police and
emergency response team when they arrive on sight.
• The Director will contact the Executive Directors and request their
presence at camp.
• The Executive Directors will be responsible for informing the Chair of the
Board, Bay of Quinte Conference and the camp’s insurance provider.
• All contact with the Media will be handled by the Executive Directors or
Chair of the Board.

Policy F-401: Intruder on Camp Grounds

Page 2 of 2

Camp Lau-Ren

Policy: F-500
Date: January 2014
Reviewed: April 2018
TORNADO / SEVERE WEATHER WARNING
1. Policy
Camp Lau-Ren will ensure that all precautions are taken in the event of a tornado or
severe weather warning.
2. Procedure
Director will ensure that all staff (Summer Staff and Volunteer) are made aware that a
severe weather / tornado warning is in effect for the area and will ensure that all staff
are carrying operational FRS radios for communication.
In the event that campers must be brought indoors to a secure location, the following
procedure will be followed:
1. Severe Weather Warning:
• Director will ring emergency bell: 1 continuous bell – campers are to be
brought to the Dining Hall immediately (Director will direct campers at front
of Dining Hall)
2. Tornado:
• Director will ring emergency bell: 3 short blasts – campers are to be taken to
the concrete camper washrooms
• In the event that weather conditions are too severe and campers/staff
cannot be relocated to the camper washrooms immediately:
o If campers are in cabins – campers are to congregate in the middle of the
cabin and mattresses are to be piled on top of the campers
o In Craft Hall – campers are to crouch under the tables
o On the beach – campers are taken to Fellowes Hallow and congregate in
the middle of the building
o Smyth Lounge – Staff are to congregate in the middle of the building
(along the bedroom wall)
o Summer Staff in Motel – in staff washroom in Forrest Motel
Director will ring an “all clear” bell when it is safe to resume normal activities. The “all
clear” bell will be one short blast, repeated after 1 minute. In the event that the bells
are down, the Director will ensure that the “all clear” is communicated to staff by FRS
radio.
In the event that the camp must be evacuated, the Emergency Evacuation Policy will
be followed, including protocol for informing parents of campers/staff, Bay of Quinte
Conference, authorities, and the camps’ insurance provider. All contact with the media
will be conducted by the Camp Director.
Policy F-500: Tornado/Severe Weather
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Camp Lau-Ren
Policy: F-600
May 2007
Revised: May 2014
Reviewed: April 2018
IN THE EVENT OF FIRE
Policy:
The camp will ensure that all precautions are in place to ensure the safety of all campers and staff.
All staff will receive training in fire safety and evacuation.
All volunteers will receive training on procedures in the event of a fire or emergency at the Training
Weekend and the pre-camp meeting held by the Director. All staff and volunteers should be familiar
with:
1. Location and operation of the alarm bells.
2. Location and operation of Fire Extinguishers.
3. Location and operation of telephones.
Procedure:
In the event that smoke or fire is detected on camp property:
1. The staff person evacuates any campers and staff to safety by the closest exit.
2. The staff person rings the alarm located in the Dining Hall and contacts the Director. The
emergency fire bell is a continuous ring.
3. The staff person calls 911. The Camp Director will ensure that this has been done.
Telephones are located inside the side entrance of the Kitchen, in Forrest Motel Staff Lounge,
in Director’s Office in Smyth and in Sniders Infirmary.
4. All programs will stop immediately and all campers, volunteers and Summer Staff will proceed
to the Flag Pole. Camp Director will radio Waterfront personnel to inform them to stop all
programs and proceed with the emergency evacuation plan.
5. Assemble at the Flag Pole in cabin groups. The Head Cook or his/her designate will account
for Summer Staff. The Counsellor or designate will account for the campers in his/her cabin.
The Health Care Provider will account for Volunteer Leaders. The Camp Director will ensure
everyone is accounted for and no one is missing. If someone is missing, the Camp Director
will designate a group to search if such search can be done safely.
6. Assemble by the entrance to the Sports Field if unable to get to the Flag Pole due to
encroaching fire or water.

Policy F-600: Fire
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7. Campers and staff will proceed to walk up the lane, turn right on Camp Lau-Ren Road, and
proceed to the Highway. Campers and staff will cross the highway and assemble in the
parking lot at Paul’s Garage.
8. Camp Director Camp Director will arrange for transportation of campers and staff, either to
their homes or a safe location.
9. Camp Director will be responsible for informing Executive Directors, parents of campers/staff
and local Ontario Provincial Police Detachment.
10. Executive Directors will be responsible for informing Bay of Quinte Conference and Camp’s
insurance provider.
11. All contact with the media will be done through the Executive Directors.

Policy F-600: Fire
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