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Youth Program Staff/Volunteer Handbook

WELCOME

About Our Program(s)

Youth Programs provide structured educational, recreational, and enrichment opportunities for Youth in a supervised setting. Programs may include, but are not limited to:
· Day camps
· Overnight or residential camps
· Academic or enrichment programs
· Athletic or activity-based camps
· Field-based, laboratory, or experiential learning programs
Each program operates under this handbook, with additional procedures or addenda provided based on program type, location, duration, and activity risk.

About Our Program Participants

Youth participants range in age, maturity, ability, and experience. Staff/Volunteers are responsible for:
· Providing age-appropriate instruction and supervision
· Maintaining a safe and inclusive environment
· Supporting physical, emotional, and psychological well-being
· Respecting participant privacy and confidentiality

Disability Etiquette

Youth participants attend Youth Programs to learn, have fun, and have new experiences, regardless of if they have a disability. Learning what Youth participants’ abilities are and finding an opportunity for them to display their strengths makes their experience inclusive and boosts their self-assurance. Make sure to actively be inclusive. This means proactively making their program experience equally enjoyable. If possible, plan a way for the Youth to participate in an activity despite their disability. People with disabilities do not want to be known for their disability and below are some of the basics that need to be taken into consideration to effectively communicate or interact. 

1. Ask Before You Help
· Just because someone has a disability, do not assume they need help. Those with disabilities want to be treated as independent individuals. Remember if you offer assistance, wait until the offer is accepted and then ask how you can assist.

2. Be Mindful of Physical Contact and Sensory Sensitivities
· Some have tactile sensitivities.
· Wheelchairs are an extension of the body.

3. Think Before you Speak
· Making small talk with an individual who has a disability is awesome; just talk to them as you would with anyone else. Speak directly to that individual rather than through a companion or interpreter.

4. Respond Graciously to Requests
· Individuals who feel comfortable with the program and its personnel might ask for accommodations they need. Generously accommodate them to the best of your ability.

5. Do Not Make Assumptions
· Not everyone who has the same disability are the same.
· Not everyone wants or needs help.

OPERATING PROCEDURES & EXPECTATIONS

Operating Procedures & Expectations

Our goal is to reduce Staff/Volunteer injuries at work and to keep Staff/Volunteers healthy.

Any Staff/Volunteer that injures themselves at work should immediately report the injury to their supervisor.

We want all Staff/Volunteers to work in a safe and healthy environment.

If Staff/Volunteers see anything they believe is unsafe or have ideas for better or safer procedures, they should share the concerns or ideas with administration as soon as possible.

In case of illness or injury of a Staff/Volunteer, their Emergency Contact Information will be used to notify the appropriate contact person, and health information will be shared with paramedics if they need to be called.

In case of a serious accident or sudden illness requiring immediate medical attention, the following procedures will be followed:

1. A phone call to University Police Department (UPD) at 805-756-2281 (SLO Campus) or 707-654-1176 (Solano Campus) or 911 is made.
2. Emergency contacts will be called.
3. The Staff/Volunteer will be appropriately cared for until emergency personnel arrive.
4. Paramedics will recommend whether the Staff/Volunteer should be transported to the hospital. The Staff/Volunteer may decline if they wish.

Staff/Volunteer Code of Conduct
To maintain a safe and productive environment for all, minimum expectations of Youth Program personnel include, but are not limited to, the following: 

1. Treat Youth with respect at all times, regardless of their race, color, national origin, ancestry, religion, disability, medical condition, sex, gender identity, or sexual orientation.
2. Do not engage in:
· Sexual abuse: Inappropriate touching, romantic involvement, sexual comments, sexual jokes, sharing sexually explicit material or assist in providing access to such material to Youth.
· Verbal abuse: Degrading, threatening, profanity, harassing language, romantic or sexual conversations, or related matters, unless required in the role of resident advisors, counselors, or health care providers.
· Physical abuse: Hitting, spanking, shaking, slapping, unnecessary restraints.
· If restraint is necessary to protect a Youth or other Youth from harm contact UPD, if assistance is needed.
· All incidents must be documented and immediately reported to the Program Director.
· Mental abuse: Shaming, humiliation, cruelty, or secret sharing.
3. Do not touch Youth in a manner that a reasonable person could interpret as inappropriate.
· Touching should generally only be in the open and in response to the Youth’s needs.
· Touching should be for a purpose that is consistent with the Program’s mission and culture.
· Touching should be for a clear educational, developmental, or health related purpose.
· Any resistance from the Youth should be respected.
4. Stop as soon as safely possible the following behaviors between Youth:
· Hazing
· Bullying
· Derogatory name-calling
· Games of Truth or Dare
· Ridicule or humiliations
· Sexual activity
· All incidents must be documented and immediately reported to the Program Director.
· Contact UPD at 805-756-2281 (SLO Campus) or 707-654-1176 (Solano Campus) if assistance is needed.
5. Do not be alone with a single Youth. If One-on-One interaction is required:
· One-on-One interaction must be authorized by the Program Director or is being undertaken by a health care provider.
· Meet in open, well illuminated spaces or rooms with windows observable by other authorized adults or program Staff/Volunteers.
6. Do not meet with Youth outside of established times for Program activities.
· Do not invite individual Youth to your home or other private locations.
· Do not provide gifts to Youth or their families independent of items provided by the program.
· Do not be alone with Youth outside the scope of the Youth Program except with the express consent of the Youth’s Parent/Guardian.
· Do not communicate with Youth through email, text messages, social networking websites, phone, internet chat rooms, multiplayer online games, or other forms of social media at any time unless there is an education or Programmatic purpose, and the content of the communication is consistent with the mission of the Program and the University.
· Any exceptions require written parental authorization and must include more than one authorized adult or program Staff/Volunteers/Volunteer.
7. Do not use, possess or be under the influence of alcohol or illegal drugs while in the presence, supervision, or in the care, custody, or control of Youth.
8. Do not provide alcohol or illegal drugs to a Youth.
9. When transporting Youth, more than one authorized adult must be present in the vehicle, except when multiple Youth will be in the vehicle at all times through the transportation.
· Avoid using personal vehicles if possible and comply with the Program’s transportation guidelines.
10. Medication should not be provided to a Youth unless written authorization has been provided by the parent/guardian.
11. Possession of or use of any type of weapon or explosive device is prohibited unless authorized in advance by campus law enforcement.

Immediately report suspected child abuse and neglect to your Program Coordinator and to UPD at (805) 756-2281 (SLO Campus) or 707-654-1176 (Solano Campus)

Youth Program Staff/ Volunteers who engage in behaviors or activities that are prohibited in the code of conduct may be subject to removal from current and all future Youth Programs, termination of employment, as well as possible legal action.

Supervision Ratios and Supervision Standards

One-on-one interactions between Youth Program Staff/Volunteers and Youth are prohibited. A minimum of two authorized adults must be present throughout the program, regardless of the total participant count and activity.

	Adult-to-Youth Minimum Ratios

	Age of Youth
	Day Program
	Overnight Program

	4-5
	1:6
	1:5

	6-8
	1:8
	1:6

	9-14
	1:10
	1:8

	15-17
	1:12
	1:10



More than one authorized adult is required to be involved in all communications with Youth in private areas (e.g.: restrooms, bedrooms, study lounges, and similar areas). In addition, more than one adult is required to be involved in any electronic contact with Youth. Staff/Volunteers must maintain visual and auditory supervision at all times.

Youth Programs that allow parents/guardians to accompany their child throughout the duration of the program can potentially increase risks to Youth, particularly if there are unaccompanied Youths attending the same program. Youth Programs that include both accompanied and unaccompanied Youths must follow ACA supervision ratios, focusing Staff/Volunteer attention on Youth who are unaccompanied by a parent/guardian. 

Additional supervision may be required for:
· High-risk activities
· Field trips
· Aquatic activities
· Laboratory or equipment-based programs
· Participants requiring accommodations

Mandated Reporting Requirements & Procedure

All Youth Program personnel are mandated reporters and are required to report child abuse and neglect under California law. Mandated reporters are personally and legally responsible for determining when reporting is required and for following the reporting procedure outlined below.

Once abuse has been observed or suspected, mandated reporters must take the following steps to report the abuse:

Step 1 – Immediately contact one of the following authorities:
· University Police Department
· SLO Campus: 805-756-2281
· Solano Campus: 707-654-1176
· County Sheriff’s Department
· County Child Protective Services

Step 2 – Provide the contacted authority with the following information, if known:
· Your name, business address, and telephone number as the mandated reporter
· The child’s name, address, and present location
· The name(s), address(es), and telephone number(s) of the child’s parent(s), guardian(s), or caretaker(s)
· The source of information that led to the suspicion of child abuse
· The name(s), address(es), telephone number(s), and other personal information of the person(s) who might have abused the child

Step 3 – Written Report: 
· Within 36 hours of receiving the information concerning the incident, complete Form SS 8572 and send, fax, or electronically transmit it to the agency that was contacted by phone.

A mandated reporter should suspect child abuse or neglect whenever it is objectively reasonable to do so. Facts upon which a reasonable suspicion may arise do not have to have been witnessed by the mandated reporter but can be learned from other sources.

A mandated reporter who fails to make a report is guilty of a misdemeanor punishable by up to six months in jail, a fine of $1,000, or both. Where the abuse results in death or great bodily injury, the mandated reporter who fails to make a report is subject to punishment of up to one year in jail, a fine of $5,000, or both.

Mandated reporters cannot be held civilly or criminally liable for their reports. Both the identity of the person who reports and the report itself are confidential and disclosed only among appropriate agencies.

Reporting Serious Concerns, Incidents, or Violations Related to Youth Programs

Serious concerns, incidents, or violations related to Youth Programs at Cal Poly must be reported by contacting Youth Protection Programs at (805) 756-0842, by emailing us at youthprograms@calpoly.edu, and/or submitting the Youth Program Incident/Accident form.
Such concerns might include, but are not limited to:
· Observed programmatic practices that do not align with this guide or the University’s Youth Protection Policy, i.e., policy violations.
· Unsanctioned youth programs or activities on campus.
· Physical injuries of participants, employees, or third parties related to program activities.
· Missing Youth, regardless of whether they are found or not.

Discipline Policy

Discipline is only effective when Youth are given consistent and age-appropriate limits, meaningful language to use to express their feelings, and a healthy environment. Redirection with words can give the child a clear message about acceptable or unacceptable behavior. Youth Program personnel must use gentle guidance to encourage Youth to express themselves and develop the tools they need to work through difficult situations.

The use of corporal punishment, such as shaking or hitting, is prohibited. Youth Program personnel may not engage in psychological abuse or coercion such as threats or derogatory comments. Youth Program personnel are also prohibited from interfering with a child’s daily functions such as eating, sleeping, or toileting.

If a child’s behavior is bringing harm to themselves, other Youth, or Staff/Volunteers in the environment, and you are unable to guide the behavior with normal procedures, the child’s parent must be contacted for a conference, and the child may need to be removed from the program.

EMERGENCY PROTOCOLS & PROCEDURES

General Emergency Response Principles

· Remain calm and take immediate action.
· Prioritize life safety.
· Maintain supervision and accountability of Youth.
· Follow instructions from emergency responders.
· Notify the Program Coordinator/Director as soon as practical.

Missing Program Participants

Youth Program participants (Youths) should never be alone anywhere during a Youth Program. If a Youth participant is separated from the group or is determined to be missing, please follow the guidelines below:

1. Determine when and where the Youth was last seen.
2. Search that immediate area.
3. If the Youth is not found in the immediate area within 1-minute, alert other Youth Program personnel and provide the following information:
· The Youth’s name
· When and where they were last seen
· A basic physical description of the Youth (hair color, eyes, height) and their clothing (shirt/pant color, shoes, etc.)
4. All available Staff/Volunteers will conduct a sweep of the area. This consists of looking in all “nooks and crannies,” in all rooms, closets, restrooms, corridors, stairwells, etc.
5. Staff/Volunteers should start the floor sweep from their initial location. Their sweep on each floor should start and end in the same location.
6. The search will continue for 10 minutes or until the Youth is found, whichever comes first.
7. During this time, no person or Youth should be permitted to leave the facility until the missing Youth is found or until the police department arrives on the scene with further instructions.
8. If the Youth is not found within 10 minutes, the Program Coordinator will notify UPD and provide them with the Youth’s description. All Staff/Volunteers will then follow police instructions accordingly.
9. If the Youth is found, Staff/Volunteers can discontinue the search.
10. If the Youth is found with someone other than a Staff/Volunteer, Staff/Volunteers should note the visual description of the guest and gather their information for the incident report if possible. If the guest becomes agitated or defensive Staff/Volunteers should disengage with them and provide a description of the guest to the police department.
11. If the Youth is found and has incurred an injury, proceed to the following:
· Do not move the Youth.
· Assess the area in which the Youth was found to determine there is no immediate threat.
· Activate the Emergency Preparedness Plan, as needed.
12. If the Youth is not found, Staff/Volunteers must call UPD.
· Program Coordinators will provide all parent contact information to the police department.
· The Program Coordinator will contact the parents/guardians concerning the situation.

Heat-Related Illnesses

	Heat Exhaustion Symptoms
· Cool, moist, pale, ashen or flushed skin
· Weakness
· Dizziness
· Shallow breathing
· Exhaustion
· Decreasing level of consciousness
· Heavy sweating
· Headache
· Nausea
· Muscle cramps

	Heat Exhaustion Treatment
· Move to cool environment with moving air.
· Have them loosen clothing if possible and appropriate.
· Apply cool wet cloths and fan.
· If alert and able to swallow, provide small amounts of hydrating beverages.
· Have them rest and monitor condition.
· NO returning to activities.

	Heat Stroke Symptoms
· Changes in level of consciousness, including confusion, agitation, disorientation, seizures, or unresponsiveness.
· Extremely high body temperature (above 104o F or 40 o C)
· Flushed or red skin that can be either dry or moist.
· Rapid, shallow breathing.
· Throbbing headache.
· Dizziness, nausea, or vomiting.
	Heat Stroke Treatment
· Call 911!
· Remove from hot environment.
· Remove excess clothing, as appropriate.
· Submerge up to neck if possible, in cold water.
· Douse with ice water-soaked towels over entire body frequently replacing towels. Do this for 20 minutes or until level of consciousness improves.




Emergency Preparedness

In case of illness or injury of a Youth, their Emergency Contact Information will be used to notify the appropriate contact person and health information will be shared with paramedics if they need to be called.

If any Youth in our care receives an injury involving their head (head bump, scrape) or looks as if it may need follow up by a doctor (stitches) the accident form will be completed, and the parent will be called.

In case of a serious accident or sudden illness requiring immediate medical attention, the following procedures will be followed:

1. A phone call to UPD at 805-756-2281 (SLO Campus) or 707-654-1176 (Solano Campus) or 911 is made.
2. Emergency contact will be called.
3. Youth will be appropriately cared for until the parent/guardian or emergency personnel arrive.
4. Paramedics will recommend whether the Youth should be transported to the hospital. The parent/guardian of a child may decline if they wish. In the absence of a parent/guardian, Youth Program personnel will determine what is the safest action for the health of the child.

Staff/Volunteers need to stay as calm as possible during any incident, so they can follow directions and assist as needed. 

You are expected to maintain ratios whenever possible, under emergency circumstances:
· One (1) Youth Program Staff/Volunteer is permitted to supervise and reassure Youth participants in an OPEN SPACE, away from the emergency situation for the short time it takes another Youth Program Staff/Volunteer to respond to the group’s location.
· Other Youth Program personnel may attend to the emergency if absolutely necessary, otherwise, please maintain ratios.
· Do not leave any Youth alone under any circumstances.

Staff/Volunteers should complete training in First Aid/CPR. If a Staff/Volunteer or child is injured during the program, first aid will be administered as appropriate.

Staff/Volunteers may not dispense over the counter or prescribe medication to Youth without the appropriate paperwork filled out by the parent and physician and in accordance with Cal Poly Policy CAP 361.11. Medications must always be secured in an area that Youth cannot reach.

Earthquake safety and fire drills should be conducted regularly.

Staff/Volunteers should familiarize themselves with all available emergency evacuation routes.

Emergency Contact Information

For all life-threatening emergencies that occur on any Cal Poly properties, call the University Police Department. The dispatcher will summon the appropriate Fire Department and send UPD officers to the site.

SLO Campus UPD: 805-756-2281
Solano Campus UPD: 707-654-1176


ACKNOWLEDGMENT

All Staff/Volunteers must acknowledge receipt, understanding, and agreement to comply with this handbook prior to program participation.
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