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“Enriching the Community through People, Programs & Partnerships”

INTRODUCTION:

Welcome to the Day Camp Program. The purpose of this handbook is to familiarize you with the policies and procedures that govern the Program. It is our hope that the information listed within this handbook will make your experience more enjoyable.  Please read the information carefully and complete all necessary forms to ensure your child has a safe camp experience.  In our effort to maintain the quality of the Camp, regulations must be strictly enforced.

MISSION STATEMENT:

It is the mission of the Recreation Services Division to enrich the community through the provision of recreational, cultural, and educational opportunities for persons of all ages and abilities; and to provide management, maintenance, and stewardship of the City's public open space including parks, landscaped areas, and natural resources.  We provide quality service in a cooperative, responsive and cost-effective manner.
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GENERAL INFORMATION:
A.  OBJECTIVE/PURPOSE
1. To provide participants with a safe and nurturing environment for individual   needs.

2. To provide opportunities for self-discovery, socialization, team building and positive interactions.

3. To introduce youth to a variety of leisure activities.
B.  MEETING TIMES

· All camp programs meet from 8:30 a.m. to 4:30 p.m.  For campers that must come earlier than 8:30 a.m. or stay later than 4:30 p.m. he/she must register for morning and/or after care extended supervision.
· If the participant is not registered in the morning and/or after care extended supervision program, a $10.00 penalty fee will be charged for every 10-minute interval.  Late fees will be charged per participant.  There is no grace period.  You will be invoiced by the Registration Office for any violation of the early/late drop-off policy.  Failure to pay the required fee may result in the participant’s removal from the program.    
Example:  Camp ends at 6:00 p.m. A late fee will be charged beginning at 6:01 p.m. The clock at the facility will be used to determine the time. The late fee is $10.00 for every 10 minute intervals or portion thereof that you are late picking up your child. For example: Pick-up 6:01 p.m. to 6:10 p.m. are $10.00; pick-up 6:11 p.m. to 6:20 p.m. are $20.00.
· We encourage that your child arrive no later than 9:00 A.M. as our camp activities/program begins at 9:00 A.M. 
C. WHAT TO BRING
· A sack lunch (please, no warm-ups) with a drink (unless otherwise noted).  
· Sunscreen: we encourage daily application of sunscreen prior to arrival of camp by a parent/guardian. Camp staff will be regularly announcing to the campers to apply. This will only be done with the buddy system. The day camp staff will not be applying sunscreen to the children at any time.
· Each child will be responsible for carrying their own belongings for the duration of the day on all excursions and field trips.  
· Please label all belongings.  

· All personal items such as cell phones, pagers, electronic toys, or cards should be left at home.  
· The City of Torrance Community Services Department is not responsible for lost, stolen, or damaged items.
· Ultimately, the individual camper is responsible for any personal belongings they may bring to camp. We do suggest extensive labeling of all their belongings (swimsuit, towel, sunscreen, lunch box, water bottles, etc.), as a preventive measure for tracking personal belongings.

D. CAMP ATTIRE
· Participants are required to wear closed toed athletic shoes.
· Comfortable play clothes are recommended.  No midriff shirts please.
· Camp shirts must be worn on all excursions and field trips.  
E. CAMP T-SHIRTS
· Camp T-shirts must be worn on all excursions and field trips. Camp T-shirts are $7.00 per shirt and available at camp sites.  A Camp T-shirt Request Form will be filled out, and you will be invoiced by the Registration Office. 

· Camp T-shirts allow us to easily identify our campers in public situations and keep your child safe.

· For this reason, if a child is not wearing their camp T-shirt on trip days, you will be automatically charged $7.00 for the additional shirt.

F. CAMP ACTIVITIES
· Weekly bulletins will be posted regarding all activities and excursions.

· Scheduled activities are subject to change when necessary. 

G. SNACKS

A light snack will be provided. Parents/guardians may pack additional snacks for their child to eat during snack time. 
· The snacks we serve consist of servings from two food groups (either the fruit, bread, vegetable or protein groups).  However, at times we may additionally serve special cooking assignments and snacks, i.e. cupcakes, ice cream or other treats.  
· No peanuts or nuts will be served, however small traces of peanut or peanut oils may be used in snacks and cooking classes. 
· Please notify staff of special dietary restrictions and food allergies.
· Participants with special diets are encouraged to pack their own snacks.

H. STAFF

· The majority of our Specialist and Senior staff are students from local colleges and universities. Most of them are majoring in a field related to youth. All of them have had previous experience working with youth.  

· Each site has a site specialist and enough program leaders to maintain a ratio of ten children per staff person at each site.
I. MOVIES

Movies may be shown once a week.  Most movies are G rated. Some prescreened PG movies may be shown. If a PG movie will be shown, the name of the movie will be posted in advance. 

J. EXCURSIONS AND FIELD TRIPS
· Participants will be placed into groups according to age and/or ability. 
· One excursion and one/two walking field trips may be planned per session.   
· Excursions are planned in advance and can be reviewed in the Torrance Seasons Guide.
· Field trips to local destinations will be posted on the Camp bulletin boards.  These local routine field trips generally are within walking distance from camp.  Past walking trips have included however are not limited to the Library, the Madrona Marsh, Torrance Plunge, Fire Stations, Post Office, and fast food eateries.  Participants will need to bring money for their purchases.

· Camp T-shirts must be worn on all excursions and field trips. Camp T-shirts are available at camp sites for $7.00 per shirt.  A Camp T-shirt Request Form will be filled out, and you will be invoiced by the Registration Office. 
· If a participant is not wearing their camp T-shirt on trip days, you will be automatically charged $7.00 for the additional shirt.

FINANCIAL INFORMATION

A. PAYMENTS

· Camp operates Monday -Friday 
· Per Week: Day Camp - $115.00/$125.00; Teen Camp - $125.00/$135.00
Morning Care    (7:00-8:30 a.m.)
 

$15/$17
Afternoon Care (4:30-6:00 p.m.)
 

$15/$17
      AM and PM Care




$25/$30
· Camp registration payments cannot be given to Camp staff. All payments must be made at the City of Torrance Community Services Department, 3031 Torrance Blvd. Torrance, CA 90503 (310) 618-2720. 
· Registration payments can be made by cash, check, money order, or credit card (Visa or MasterCard).
· Payment Plans are available with a one time processing fee of $20.00.  If you enroll your child in more than three weeks of camp, you may wish to take advantage of the weekly payment plan schedule.  For more information contact the Registration Office at (310) 618-2720.
· Camp registration/enrollment ends the Wednesday prior to start date. 
B. LATE FEES/EARLY DROP-OFF

If a child is left after 4:30 to 6:00 p.m. the staff will attempt to contact parents and authorized persons listed to pick-up the child within 10 minutes.  As mandated and instructed by the Department of Social Services, the police will be called if the child id not picked up by 6:30 p.m.  
Please pick-up your child on time and keep your emergency contact form up to date.
· If the participant is not registered in the morning and or after care extended supervision program, a $10.00 penalty fee will be charged for every 10-minute interval.  There is no grace period.
Example:  Camp ends at 6:00 p.m. A late fee will be charged beginning at 6:01 p.m. The clock at the facility will be used to determine the time. The late fee is $10.00 for every 10 minute intervals or portion thereof that you are late picking up your child. For example: Pick-up 6:01 p.m. to 6:10 p.m. are $10.00; pick-up 6:11 p.m. to 6:21 p.m. are $20.00.
· Late fees will be charged per participant. The fees will be due upon arrival to the site. You will be required to sign and date the late pick up form. 

· If a participant is dropped off early or picked up late on three occasions, it will be grounds for suspension from the Camp until arrangements can be made to ensure that the child is dropped-off/picked-up on time. 
· Emergencies called in by telephone will be taken into consideration.
C. REFUND & WITHDRAWAL POLICY

· All refunds, credits or transfers must be made two weeks prior to the start of the camp session. NO REFUNDS/CREDITS will be given after that time.
· All requests for refunds MUST be made to the Registration Office (310) 618-2720 no later than 5:00 p.m. on Monday, two weeks before the first day of the camp session. An administration fee of 20% not to exceed $25.00 or less than $3.00 per session will be deducted from ALL refunds. Please allow 4 to 6 weeks for refunds.

D. WAITING LIST
· Waiting lists are established once a class is filled. If a vacancy occurs prior to the start of class, waiting list participants will be notified in the order they were placed on the list.
· Participants will then have 24 hours to contact the Registration Office to pay for the class.
POLICIES AND PROCEDURES

A. INFORMATION

· By law, staff will report any suspected child abuse/neglect.
· Camp staff are not responsible for lost or stolen personal items.
· As part of our policies, staff are not allowed to relate to Camp participants outside the Camp. Please do not put staff in an awkward position by asking them to baby sit, transport your child, or walk your child home.

B. NOTICE TO PARENTS

· Each day when you sign your child in and out, please check for any new information or notices at the sign in/out tables.  Also, check the bulletin boards for scheduled activities and any notices.
C. PARTICIPANT CHECK-IN
· A parent/guardian must sign each participant in or out of the roll sheet.  The staff uses these roll sheets to determine which participants are at the site at any given time.
· Parents/guardians should list everyone that might pick up their child. No phone calls will be accepted.
· Participants in elementary school must be signed out by those authorized adults 18 years of age or older that are listed on the wavier form/parent permission slip.  No exceptions.
· Once a participant is signed in at the Camp site, they are considered to be part of the Camp that day. They will not be allowed to leave without being properly checked out.

D. PARTICIPANT CHECK-OUT

· Participants in middle school can be allowed to sign themselves out provided they have a signed consent form from a parent or guardian. Phone calls will not be accepted.

· Participants in elementary school must be signed out by an authorized adult 18 years of age or older.
· Parents/guardians should list everyone that might pick up their child. No phone calls will be accepted.

· Parent/guardians must sign out the participant immediately upon arrival to the site.

· Parent/guardians will not be allowed to hang out or visit with their child at camp while in session.

· If a participant leaves the camp grounds without permission, he/she will be expelled from the Camp.

· If a participant has not been picked up by 6:30 p.m., the Torrance Police Department will be notified, as mandated and instructed by the Department of Social Services.
E. ABSENT PARTICIPANT

· Parents/guardians must notify the Camp if their child is going to be absent. Parents/guardians can notify staff that their child is going to be absent by calling the camp or they may call the Recreation Service Division at 310/618-2930 from 7:30 a.m. to 5:30 p.m. Refunds or credits are not given for days missed.

F. COMMUNICATION

· The telephone at the Camp is for emergency use and for official Camp business only. The phone line must be kept open so that Camp staff can be reached in the event of an emergency. For this reason, we ask that parents/guardians call the site only in the event of an emergency or for official business. Social phone calls to participants will not be allowed.
· Participants will be allowed to use the phone to call their parent/guardian if there is a situation that needs immediate attention. 

· Parents/guardians must notify staff if their address or phone number changes.

· Parents/guardians should provide staff with a cell phone or pager number for emergencies.

G. SEPARATED/DIVORCED PARENTS/GUARDIANS

· Parents/guardians that are separated or divorced will need to provide copies of a signed court order if there are any restrictions regarding their child. Without a signed court order, staff will be required to release the child to either parent/guardian or whoever they authorize to pick up the participant.
· Staff cannot get involved in personal matters. To avoid putting staff in a difficult situation, please do not share personal information unrelated to the Day Camp with staff.

· Staff are not allowed to give out copies of Day Camp documents (i.e. accident reports or attendance sheets).

· Any issues related to the child will be told to whoever picks up the participant that day. Separated/divorced parents will need to come up with their own method of sharing information.

· Any written material mailed out from the Recreation Services Division Office will be mailed to the individual that paid for the child’s registration.

H. Special Needs

· Children with special needs may be admitted after the Camp Supervisor discusses with the parent(s) the child’s strengths and limitations prior to the registration process. The parent and camp staff will evaluate the appropriateness of the camp for the child and identify reasonable accommodations. 

I. PARENT/GUARDIAN AGREEMENT; I agree:

· To read the posted calendar, memos, posted notices, and other important information that is distributed.

· To keep staff informed about a change of my phone number or address for myself and the people listed on my emergency form.
· Allow time for staff to talk to me about my child when I pick him or her up at the end of the day. 
· Inform the staff if something is unsatisfactory.
· Inform staff about changes in my child’s life that may affect their behavior at the site.

· To give suggestions of effective means of dealing with my child’s negative behavior at the site.

· To identify relevant situations that my child may share with me (the parent), but didn’t share with Camp staff.
Any abrasive behavior by a parent displayed towards any camp staff member may result in suspension or cancellation of care.  Parents may not discipline children who are not their own. 
J. PARTICIPANT AGREEMENT

· Participants should have fun at camp.

· Participants should give staff ideas about fun things they want to do at Camp.

· Participants should tell staff if they are having problems with another participant immediately.

· Participants should tell staff if they injure themselves immediately.

· Participants must follow all camp rules.

DISCIPLINE
Camp is designed for children who can function in a recreation setting at a ratio of one staff to ten participants (elementary) and one staff to thirteen participants (middle school). The Day Camp staff is trained to handle typical juvenile issues. Staff is not, however, trained to handle participants with extreme behavior problems. The staff to participant ratio prohibits the staff from being able to handle excessive behavior problems.

1. Discipline plays an important role in helping a child develop socially and emotionally and is vital for the child’s safety and physical well being.

2. Following camp policies and rules provides participants with an atmosphere of support which includes clearly set guidelines therefore, ensures that each participant’s experience will be positive.

A. DISCIPLINARY STEP:
· First offense:  Staff will inform participant and parent of the rules that have been broken. The conversation will be considered notification that your child is at the verbal warning stage.

· Second offense:  If the participant continues to break the rules, a written consequence form will be completed. The consequence form will indicate what behavior occurred and the consequences associated with the behavior. The information will be discussed with the parent/guardian. The parent/guardian and participant will be required to sign the form indicating receipt of notification of the incident. If the parent/guardian is not the individual picking up your child, we will contact you by phone to discuss the problem. Staff will note on the form that the parent/guardian was notified.
· Third offense:  If there are further incidents, the participant will receive a suspension. The length of the suspension will be based on the severity of the offense. The participant will not be allowed to return to the Camp until the parent/guardian meets with the Recreation Supervisor in charge of the Camp Program. Upon returning to the Camp, the participant will be placed on probation for the remainder of the summer season. If there are further incidents, the participant will be permanently expelled from the Day Camp Program.  The participant will not be eligible to sign up again in the future. Parents/guardians will not receive a refund if their child is expelled from the Camp.
· If your child receives a written consequence, it will become part of his or her permanent file. It will carry over year to year. If your child was on probation through the end of the year, that probation will carry over to the next year.
· Depending on the severity of the offense a participant may be immediately suspended or permanently expelled from the Camp upon the first offense.  Physical assault, threats, fighting, possession of any type of item which may injure or harm anyone, theft and vandalism will not be tolerated.  Any violation will result in expulsion.  
B. CAMP CLUB RULES:
The Camp Rules include, but are not limited to the following: 

1. No physical fighting or intentionally causing physical or emotional harm to anyone.
2. No use of profanity or inappropriate comments.
3. No inappropriate behavior or gestures.
4. No stealing, cheating or lying.
5. Participants must respect Camp property and supplies, as well as other participants’ property.
6. Participants must listen to directions from staff.
7. Participants must respect staff and other participants.
8. Participants must stay in assigned areas.
9. Participants must keep their hands to themselves.
10. No damaging or defacing of property (includes camp facility, park, and personal property).
FIRST AID/ MEDICATION POLICY
A. CHILD SICK/INJURED AT THE SITE OR ON EXCURSION:
If your child is exhibiting any sign or symptoms of illness, please be considerate to others by keeping your child at home. Consult a physician to determine if your child’s symptoms are contagious and when they should return.
· Our Camp Program is not set up to handle sick children. If your child becomes ill (especially with, but not limited to fever or vomiting), you will be contacted to come and pick up your child immediately. If you cannot be reached, we will contact someone on your authorized list.

· If your child receives a minor injury, such as a scraped knee, the staff will administer Basic First Aid (i.e., wash injured area and provide a Band-Aid), give TLC (tender loving care) and will inform you of the incident when you pick up your child.
· If your child receives a more serious injury, staff will take whatever steps are necessary to obtain emergency medical care if warranted.  These steps may include, but are not limited to the following:

1. Attempt to contact a parent or guardian to inform you and to give you the opportunity to take your child to a physician.

2. Attempt to contact you through any person listed on your emergency form.

3. If we cannot contact you, or your child needs immediate attention, we will call 911.

· Staff will take a child to a hospital in their personal vehicles.

keep your phone number and emergency contact numbers up-to-date.
B. GUIDELINES:
· The City of Torrance Community Services Department has established a Student Medication Policy for parents/guardians, participants, and staff to follow when a participant needs to take medication during the Day Camp Program. This policy is for students that are able to administer their own medication (please see page 11-12 for Student Medication Policy). 
· The Department has established a separate Severe Allergy Medication Policy for dealing with participants with severe allergies. A “Severe Allergy” is defined as an allergy that would pose a life threatening danger without immediate medical assistance. “Immediate” is defined as the need for assistance in less time than it would take for the paramedics to arrive.  Copies of the Severe Allergy Medication Policy are available at the Recreation Division Office.

· Parents will need to submit the completed forms PRIOR to the child’s first day in Camp.
City of Torrance Community Services Department   (   310/618-2930
DAY CAMP PROGRAM 
STUDENT MEDICATION POLICY

GUIDELINES

The City of Torrance Community Services Department has established a Student Medication Policy for parents/guardians, participants, and staff to follow when a participant needs to take medication during a Community Services Day Camp Program.  

Please note: The policy guidelines listed below are for students that are able to administer their own medication. The City of Torrance Community Services Department has established a separate Severe Allergy Medication Policy for dealing with participants with severe allergies.  A “severe allergy” is defined as an allergy that would pose a life threatening danger without immediate medical assistance. “Immediate” is defined as the need for assistance in less time than it would take for the paramedics to arrive.  If you believe your child qualifies, please submit a note from your child’s doctor stating the nature and treatment associated with their condition.

· The following are the guidelines of the Student Medication Policy. The policy is based on the state guidelines.  All medications that will be taken during the program must be listed on the participant’s form.

· The medication bottle provided by the parent must have the original prescription label complete with the pupil’s name, doctor’s instructions and dosage.

· Over the counter medications will be allowed provided they are in their original bottle, and accompanied by a doctor’s note prescribing their use.  If it is necessary for the child to carry the medication at all times, the doctor needs to specify this on the form.

· A suitable measuring device should be sent along with the medicine if measuring is necessary.

STORAGE

· All medications will be locked up in a location determined by the site supervisor.

ADMINISTERING MEDICATIONS

· Staff will not administer any medication.  Either the child, the parent/guardian, or a care giver designated by the parent/guardian will be responsible for administering the medications at the appropriate times.

· Staff will make every effort to remind participants of scheduled medication times.
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DAY CAMP PROGRAM
PARTICIPANT HEALTH FORM
 I.  TO BE COMPLETED BY LICENSED PHYSICIAN


_________________________________________________________________________  _____  

Last Name                                                                               First Name
                                                                    Sex



Diagnosis/Purpose of Medication(s):  _________________________________________________________ _________________________________________________________

Name of medication(s): _________________________________________________________

Dosage prescribed: _________________________________________________________

Length of time medication will be necessary:  _________________________________________________________


 Possible side effects: ________________________________________________________________________________________________________________


Action to be taken in case of side effects:  _________________________________________________________

Special instructions: __________________________________________________________________________________________________________________


I verify that this student is under my care and requires this medication.


________________    _____________________________   ________  


Print Name


      Signature


                                        Date


____________________    ________    ____    _______    __________
 
Street Address


     City                      State        Zip Code           Telephone 

II.
TO BE COMPLETED BY PARENT/GUARDIAN

I request that my child _________________________________________, be given access to his/her medication at the requested time.  If this request is granted, I agree to hold the City of Torrance Community Services Department harmless in providing this service to my child.  I hereby give consent to the Recreation staff.

I _______________________________________hereby agree to the above stated contract.

____________________________
________
Signature





 Date
DAY CAMP PROGRAM
Participant Agreement
We, have read, discussed and understand the Day Camp Handbook and by signing this participant agreement, do hereby agree to adhere to all policies and procedures detailed in the Day Camp Handbook.

____________________________
  _________________________



     Child’s Name (Print)
    Child’s Signature


       ______________________________________        _________________________________

        Parent/Guardian’s Signature   

            Date

PLEASE RETURN THIS FORM ON THE FIRST DAY OF CAMP!
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