
Our Mission Statement: 

“Through a fun, balanced program, in a camp 
family atmosphere with positive role models, 

 William Lawrence Camp encourages the  
intellectual, social, emotional, and physical  
development of the whole boy in a caring, 

 nurturing, spirited,  
challenging, yet safe environment. 

While allowing a kid to be a kid, the camp seeks to 
enhance positive values and skill development 

leading to a productive and responsible adulthood.  
The camp experience builds character and 

fellowship, provides new and different experiences, 
improves group living skills, provides an 
opportunity to meet people from different 

backgrounds and countries, and fosters an 
appreciation of nature and the environment.  Each 

camper is encouraged to increase self esteem, 
realize his potential, share and develop his 

personality, develop lasting friendships, and 
become a part of the camp family, which many 

consider a second home.” 

WILLIAM LAWRENCE CAMP 

139 Federal Corner Road 
P.O. Box 52 

Center Tuftonboro, New Hampshire 03816 
Tel:  (603) 569-3698 
Fax:  (603) 569-5468 

Email:  knoll@wlcamp.org 
Website:  www.wlcamp.org 
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I. EMERGENCY PROCEDURES 
 

EMERGENCY CATEGORIES 
The four types of potential emergencies outlined in these procedures are: 
 Weather 
 Fire 
 Missing Person 
 Active Shooter 

 
EMERGENCY SIGNAL 

 

In the event of an emergency, a signal will be played over the public-address system. The signal 
is referred to as “Woop Woop”. It will be played repeatedly until the situation is deemed safe. 
In the event the PA system is unavailable, air horns will be sounded with 5 long blasts. 

 
COMMUNICATION REGARDING THE NATURE OF  

THE EMERGENCY 
Two way radios will always be taken by staff to the following locations during regular program: 
 Archery 
 Riflery 
 Skeet 
 Woodworking 
 Waterfront 
 Weight Room  
 Fly Tying 
 Challenge Course 
 Wilderness Skills 
 
Air horns will also be located in the following areas: 
 Archery 
 Riflery 
 Waterfront 
 Farmhouse 
 Challenge Course 
 Woodworking 
 
The two-way radios are to be signed out of the office on a daily basis and must be signed back 
in when returned. The radios must be on and monitored (on channel 74) at all times. During an 
emergency, if the PA system is disabled or not appropriate for the circumstances, instructions 
will be radioed. When the emergency signal is activated, those counselors responsible for the 
radios will tune in for information regarding the nature of the emergency.  
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INITIAL RESPONSE 
The administrative staff will immediately proceed to the Farmhouse to set up an incident com-
mand center. If the Farmhouse is not accessible or logical, the Director or his designee will pro-
vide instructions as to where to meet. The Director will then assign administrative staff their 
duties. This will include someone with a radio communicating with the waterfront, someone 
giving our responsibilities in the Barn and someone entertaining campers in the Barn. 
 
During Regular Program 
 
Upon hearing the emergency signal, staff are to immediately gather all campers under their 
charge to designated locations as follows: 
 All participants at the waterfront are to gather in the waterfront building and then if neces-

sary evacuate via the Hadley’s property 
 All other participants should run, SAFELY, to the Barn 
 
Staff are to direct campers to enter the Barn silently and sit on the floor then report to the Cen-
tral Staff member to receive their assignment during the emergency.  
 
Meal Times 
 
If forced to evacuate the Dining Hall during mealtime, instructions will be given as to the ap-
propriate exit to use based on the circumstances. All campers and staff should proceed in an or-
derly fashion to the tennis courts unless instructed otherwise.  
 
ALL CLEAR 
 
When the incident has concluded, the “assembly” bugle will be played over the PA system fol-
lowed by an announcement of how to proceed.  
 

Detailed Emergency Categories 
 

SEVERE WEATHER  
 
The daily weather report will be announced every morning, and if need be an update will be 
given at lunch. During the day, central staff will pay attention to the forecast and radar if a 
storm is likely.  
 
PROCEDURES FOR ALL WEATHER ALERTS 

 
When the emergency signal is sounded and a general assembly is feasible, campers and staff 
should move quickly to the Barn. If this is not possible, instructions will be given as to appro-
priate locations. If a general assembly is NOT feasible, campers and staff will be sheltered in 
the lowest level of the following buildings: the Farmhouse, Barn, Centennial Lodge, and Dining 
Hall. At the waterfront, all campers and staff may be instructed to seek shelter around the 
changing area. 
 
****ALWAYS STAY OUT OF OPEN SPACES SUCH AS THE KNOLL AND ATHLETIC FIELDS. 
WALK ALONG THE TREE LINE AND SEEK SHELTER.  
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FIRE PROCEDURES   
DESCRIPTION 
 
Wood buildings, vegetation and the wind combine to make fire one of the chief concerns at Wil-
liam Lawrence Camp.  The best method of fighting fires is to prevent them.  All staff and camp-
ers should continually be aware of fire potential.  Most fires that occur in camp are likely to be: 

 in a building 
 a small brush fire 
 Caused by lightening 
 
Any fires should be met with quick action for the purpose of extinguishing the flames or isolat-
ing them to prevent spreading.  THE PRIMARY CONCERN IS THE SAFETY OF PEOPLE!!!  
 
REPORTING 
 
If early (after one minute) efforts fail to put out the fire, contact the office via a runner and/or 
radio. The Camp Director will call the Fire Department, if necessary, however no one else is 
authorized to call 911. 
 
FIRE PROCEDURES 
 
1. Follow the general emergency procedures (except those designated to fight the fire) 
2. The staff who have been designated to respond to the fire will be given instructions by the 

Director as to their responsibilities.  (Examples: round up fire buckets, hoses, rakes, shovels, 
start bucket brigade) Campers are strictly not allowed to fight the fire. 

3. Staff will keep the campers assembled and out of danger until the fire has been extinguished. 
4. The Nurse and designated emergency medical staff will report to the vicinity of the fire with 

first aid and emergency kits. 
5. All unnecessary water is to be turned off to maximize pressure for water lines to the fire. 
6. In case an evacuation from camp is necessary, the campers will be taken off of camp via the 

main camp road (Federal Corner Road) down to the General Store.  If this route is blocked, 
campers will be led in the opposite direction to Route 171.  In both cases, campers will then 
be transported to a temporary location, such as the elementary school. 

 

MISSING PERSON  
REPORTING 
 
Whenever a camper or staff member does not report to their assigned place or activity (meals, 
class, evening program, etc.) the office will be immediately notified. The Infirmary will be con-
tacted to see if the camper/staff member has sought medical attention. If the person is still miss-
ing at that point a camp wide search will be organized by the central staff. 
 
PROCEDURES 
 
 Follow the general procedures. 
 Sweep the zone you have been initially assigned – making sure to check all under, above 

and behind EVERYTHING 
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Central Staff will: 
 Determine the last time and place the camper was seen as well as the last person the camper 

had contact with including time and location of that contact. 
 Determine from the cabin mates and other campers what the camper was wearing and if 

there were pertinent factors involved in his disappearance, (i.e. Homesickness, a fight with 
another camper, upsetting news from home, etc.) Determine if the camper had made any 
comments about intentions, desires, etc. 

 Obtain the camper’s confidential form from the office to secure information about height, 
weight, parent’s address, etc.  This information, along with identifying clothing, will be 
helpful if outside authorities have to be contacted. 

 Gather other helpful information that may be clues as to where the camper may have gone 
and why.  (i.e. has the camper taken a sleeping bag, backpack, jacket, or other clothing that 
may indicate a trip was intended or that there was an overnight potential). 

 During the search, a Central Staff member will be responsible to make up activities for the 
rest of the campers (BROG, rainy day activities, etc.) They are to be done in the Barn or on 
the Athletic field. 

 If initial investigations do not uncover the missing camper, set up a systematic search of the 
following areas: 

a. Chapel, Centennial Lodge, Farmhouse, Dining-hall, Infirmary, and Riflery. 
b. Chalet, Super Secret, Maintenance Shed, Woodworking Area, Directors Cottage, 

Ropes Course, and Counsel Ring Area. 
c. Junior unit cabins, wayside, basketball court, tripping building and surrounding 

wooded areas. 
d. Middler unit cabins, wayside, archery ranges and surrounding wooded areas. 
e. Senior Unit cabins, wayside, tennis courts, street hockey, Barn area and surrounding 

wooded areas. 
f. Baseball field, Athletic Shed, soccer field and surrounding wooded areas. 
g. Waterfront area. 
h. Two waterfront trails. 
i. Car sent to Center Tuftonboro: straight out camp road to Route 109A then right, 

continue on Route 109A.  Return to camp via a right at the Tuftonboro School and 
then a right on North Line Road. 

j. Car sent to Wolfeboro: straight out camp road to Route 109A then left to Route 28.  
Sit at parking lot across from the intersection of 109A & 28, facing the way you 
came. Call Camp to report in 569-3698. 

k. Car to Wolfeboro: take a left on Brown Road, follow to intersection, take a right on 
Lower Beech Pond Road and follow to intersection of 109A. Sit at Cemetery. Call 
Camp to report in 569-3698. 

 If the camper cannot be located through these searches, the Camp Director will contact the 
Tuftonboro Police Department 539-2284.  

 

NOTE regarding the use of “surrounding wooded areas” in items c through f: in order to mini-
mize confusing scents in the event that dogs may be required for the search, do not go far afield 

in these searches and do not track further once they are completed. 
 

OUT OF CAMP MISSING PERSON PROCEDURES 
 

Should a camper or staff member be considered missing while on an out-of-camp activity, follow the same proce-
dures outlined above. Staff will need to adapt search areas to the location (i.e., beach, bathrooms, trails, picnic are-
as, and ballpark bleachers). While a preliminary search is being conducted, the designated staff member (Program 

Director/Head Counselor/Trip Leader) is to contact camp for further instructions. 
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ACTIVE SHOOTER PROCEDURES 
Camp presents a unique set of circumstances when it comes to responding to an active shooter. 
In many venues, such as a school, it is often most prudent to lockdown and barricade. However, 
there are few places at William Lawrence Camp where barricading provides added safety. Thus, 
our response is based predominantly on the organized dispersal of potential victims. 
 
ALICE Protocol: 
 
 The initial alert will be the “woop woop” or air horn blasts followed by an announcement 

over the PA system and/or radio. Communication should be clear and concise and should 
not use code words. 

 Campers and staff disperse into the woods around camp. 
 Turn off radios 
 Keep campers low to the ground and hidden behind trees, berms and rocks 
 Stay hidden in the woods for 20 minutes 

 After the allotted amount of time 
 All participants at the waterfront are to gather in the waterfront building and then if 

necessary evacuate via the Hadley’s property 
 All participants in the Lodge, the ropes course, the council ring, maintenance, the 

chalet and the director’s cottage are to gather in the back of high ropes 
 All participants on the sports fields, back basketball court or tripping are to gather on 

the far end of the soccer field 
 All participants in the Barn, Dining Hall, woodworking, tennis, street hockey and 

arena soccer are to gather in the wilderness skills area toward the old rifle range 
 All participants in riflery or skeet are to gather at the rifle range 

 Radios are to be turned back on and a Central Staff member will take attendance.  
 If a camper has been separated from the group, a missing camper drill will be performed. 
 

PROCEDURES FOR CONTACTING PARENTS OR DEALING  
WITH THE MEDIA 

 

The parents/guardians are contacted as soon as first responders evaluate the situation. The 
Camp Director is the only person to deal with the media, if necessary. 

USEFUL PHONE NUMBERS 
 
Local Medical/Fire Emergency………………………………….. 911 
Local Police……………………………………………………… 603-539-2284 
Precautionary Transport ………………………………………… 603-356-6911 
Huggins Hospital………………………………………………… 603-569-7500 
State Police………………………………………………………. 1-800-852-3411 
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II. CHALLENGE COURSE OPERATING  
PROCEDURES 

 
The Challenge Course at William Lawrence Camp is split into three different areas: the Low 
Ropes Course/Initiatives, The Climbing Tower and the High Ropes Course.  
 
The Challenge Course has been designed to provide a series of activities that can provide a vari-
ety of challenges, which require a combination of balance, agility, and coordination.  It provides 
participants with mental and physical challenges within an atmosphere of cooperation, safety 
and confidence building. 
 
Staff to camper ratio is 3:10 on the High Ropes Course 
Staff to camper ratio is 2:10 on the Climbing Tower  
Staff to camper ratio is 2:10 on the Low Ropes Course and Group Initiatives  
 

1. Goals 
 

 To foster individual growth, well being and confidence building through mental and 
physical challenges, within an atmosphere of safety, group support, and cooperation. 

 

 The aim of many activities is to allow the campers to view themselves as increasingly 
capable and confident. By attempting a graduated series of activities which involve 
physical, social or emotional risk, and succeeding (or sometimes failing) in a supportive 
group atmosphere, a camper may begin to develop true self esteem. 

 

 To stimulate group cohesiveness, support, trust building, and cooperation through non-
competitive problem solving and group initiative activities. 

 

 Challenge Course class generally consists of five, one hour sessions. A typical program 
may include: Trust activities, Problem solving, Low Ropes elements, High Ropes ele-
ments, the Climbing Tower, and Initiative Games. 

 

Success is measured in terms of effort rather than sheer accomplishment. Participants are en-
couraged to go as far as they can, and then try for one step further.  Perceived risk taking is an 
important factor in this course, for it is in risk taking that the greatest benefit is derived and 
growth takes place. 
 

2. Philosophy 
 
The ropes course program is designed and conducted in accord with a guiding philosophy.  
There are four beliefs that guide our actions: 
 

 A belief in the inherent value of the development of emotional, physical, and intellectual 
skills, by individual and group participation in environmental activities which present a 
challenge. 

 

 A belief that while safety is of paramount importance, the greater the challenge encoun-
tered, the greater the potential for growth and positive change. 
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 A belief that spiritual and emotional maturity is possible only through the development 
of mutual respect for all living things and our environment. 

 

 A belief that all challenges whether they are met by some degree of success or not, pre-
sent us with the opportunity to learn about our environment and ourselves. 

  
Our Experience has shown that participation in the Challenge Course often allows participants, 
by being faced by a new situation, to examine and re-evaluate routine beliefs that now prove 
ineffective in this context. This enables them to gain new insights and to expand their self-
concept with the support of the group. 
 

3. Location of Challenge course 
 
The Challenge Course is located to the north-easterly end of the knoll, it extends into the woods 
about 100 yards, its northern boundary is the Director’s Cottage and its southern boundary is 
the Council Ring.  The Climbing Tower is separated from the rest of the Challenge Course by a 
path into the Council Ring, but has a clear boundary consisting of a stone wall and fence.  En-
trance to the Challenge Course is only permitted when accompanied by Challenge Course Staff. 
 

4. Staff Classifications 
 
All Challenge Course Staff must fall within one of the following classifications. 
 
Challenge Course Supervisor (C.C.S.) – Responsible for the training of challenge course staff, 
ensuring operating procedures are adhered to, and ensuring regular facilitator evaluations are 
carried out. The Challenge Course Supervisor will update procedures as needed and ensure 
equipment and facilities are in good working order. 
 
High Ropes Facilitator (H.R.F.) – A belay trained leader on the High Ropes Course. He is able 
to teach high elements and is practiced in the skills of technical rescue. A H.R.F. may open the 
High Ropes Course with permission from the CCS 
 
Climbing Tower Facilitator (C.T.F.) – A belay trained leader on the Climbing Tower. A C.T.F. 
may open the Tower with the permission of the C.C.S. He may assist a H.R.F. on the High 
Ropes. 
 
Low Ropes Facilitator (L.R.F.) – A trained leader on the Low Ropes Course. A L.R.F. may 
open the Low Ropes Course with the permission of the C.C.S. He may assist in facilitating 
High Ropes elements and the Climbing Tower as long as Belay Certified. 
 

5. Facilitator requirement’s 
 
High Ropes Facilitator 

 Successful completion of High Ropes Course Facilitator Training(see see Appendix C: 
William Lawrence Camp High Ropes Facilitator Training) 

 Demonstrate the technical skills required to ensure safety in compliance with the stand-
ards set forth in this manual. 

 Demonstrate the ability to perform rescues, and carry out emergency procedures at least 
once per season. 
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Climbing Tower Facilitator 
 Successful completion of Climbing Tower Facilitator Training(see see Appendix B: 

William Lawrence Camp Climbing Tower Facilitator Training) 
 Demonstrate the technical skills required to ensure safety in compliance with the stand-

ards set forth in this manual. 
 Demonstrated the ability to perform rescues, and carry out emergency procedures before 

each season. 
 
Low Ropes Facilitator 

 Successful completion of Low Ropes Course Facilitator Training(see Appendix A: Wil-
liam Lawrence Camp Low Ropes Facilitator Training). 

 Demonstrate the technical skills required to ensure safety in compliance with the stand-
ards set forth in this manual. 

 
Development of facilitator’s skills is to be undertaken during the season. Facilitators are en-
couraged to develop their skills and to constantly evaluate the operating procedures, to ensure 
safe practice at all times. EVERY YEAR facilitators are required to demonstrate and practice 
rescue techniques and ensure that they are familiar with the challenge course operating 
procedures before leading groups.  
 

6. Supervision 
 
The ropes course is used only under the supervision of trained, experienced Challenge Course 
Staff.  All activity is carefully monitored, spotted, and controlled.  A Challenge Course Staff 
Member has received training on the Challenge Course, and is aware of the inherent risks in-
volved while using the Challenge Course.  Only Staff approved by the Camp Director/Program 
Director are to use and operate the Challenge Course. See section 10 for staff. 
 
Staff to camper ratio is 3:10 in the High Ropes Course 
Staff to camper ratio is 2:10 on the Climbing Tower  
Staff to camper ratio is 2:10 on the Low Ropes course and Group Initiatives  
 

7. Participation Requirements 
 

 All campers may use the Low Ropes/Initiatives and Climbing Tower and High Ropes 
Course. Depending on an individual camper’s size, a chest harness may be required. 

 

 No participant should be forced to take part in any activity. 
 

 No one enters the Challenge Course Area without authorized Challenge Course Staff 
supervision and express permission of a Challenge Course Staff member.  This includes 
non-Challenge Course Staff. 

 

 Campers must wait at the chain before classes and wait for permission to enter the Chal-
lenge Course from a Challenge Course Staff Member. 

 

 Before any person (camper or staff member) may use the challenge course they must go 
through the basic training and safety orientation. When they feel the participant is ready, 
a time that will vary from person to person, each participant must demonstrate to an in-
structor safe and effective use of equipment before being allowed to use it. 
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8. General rules 
 

 No gum, food, or candy is allowed on the Challenge Course. 
 No loose clothing to be worn while participating on the Challenge Course, to prevent 

entanglements. 
 Participants must have empty pockets 
 Closed toe shoes must be worn with socks, and should stay firmly attached to feet (i.e. 

no sandals/flip flops). 
 1st Aid Kits are located in the Challenge Course shed, a 1st aid kit should be present 

when the tower is in use 
 Chest Harnesses must be used if the there is risk of inversion or if the climber is small. 
 Belayers must outweigh climber or be properly anchored. 
 Helmets are to be worn by all participants and Challenge Course Staff while participat-

ing in Low Ropes and climbing tower, and at any time within the High Ropes Course 
 Rescue bag must be out in the open whenever there are people in the High Ropes 

Course.  
 

9. Challenge Course staff rules 
 

 Before campers arrive at the first class of the day the challenge course head is to carry 
out an equipment check. Any equipment that is not deemed to be in good state of repair 
is to be decommissioned until it is either repaired or thrown out and replaced. 

 Challenge Course Staff must ensure that all participants’ pockets are empty. 
 In the event of an emergency, Challenge Course Staff should be prepared to administer 

1st Aid. Two older campers are sent as runners to the Farmhouse and the Infirmary. 
 All Challenge Course Staff should be dressed following the same rules as the partici-

pants 
 Appropriate language and attitude is required of staff before it can be expected from 

campers. 
 Challenge Course Staff must visually inspect elements and equipment before using. 

Staff should check for obvious signs of wear or damage. i.e. frayed wire ends, loose 
bolts, worn nylon, etc. 

 Challenge Course Staff must ensure helmets are fitted properly and chinstrap remains 
buckled. 

 Any concerns should be reported to other members of the Challenge Course Staff and to 
the Challenge Course Supervisor. 

 Challenge Course Staff must ensure the ground area is free from obstructions and trip 
hazards i.e. broken glass, dead limbs, stumps etc.  

 

11. William Lawrence Camp Belay course 
 

To become certified to belay at William Lawrence Camp counselors and campers must show 
the following: 

 Equipment Proficiency in use of Helmets, Harnesses, Chest Harnesses, Belay Devices. 
 Proper use of Climbing calls. 
 Understanding of the Buddy check system 
 Continuous hold on rope with belay hand. 
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See Sub-Appendix C for full Belay Certification Checklist. 
 
The C.C.S. will perform regular observations of the Challenge Course facilities and lessons and 
provide oral feedback. A written evaluation of Challenge Course Staff is done bi-weekly by the 
C.C.S. If the C.C.S. is regularly teaching lessons, the secondary facilitators will perform a con-
fidential evaluation of the C.C.S.  
 

12. Emergency Procedures 
 
In the event of an incident requiring 1st Aid to be administered all activity in the Challenge 
Course is to stop, any climber still on the Climbing Tower/High Ropes will be lowered to the 
ground in a slow and safe manner. 
 
Minor cuts and abrasions will be dealt with by the Challenge Course Staff, followed up by fill-
ing in a Incident Form, which are located in the Infirmary. 
 
An incident requiring Hospitalization requires a member of Staff to go straight to the Farm-
house to report the Incident; the Office Staff will notify the Nurse and call the Emergency Ser-
vices if required.  
 
After an Incident or a Near Miss an Incident Report must be filled in and handed to the Nurse. 
 
In the event of a stuck climber due to entanglement, all activity in the Challenge Course will 
stop. One Challenge Course Staff Member will perform rescue while the other coordinates the 
Belaying of the Rescuer on the ground. 
 
The main hazards associated with Challenge Course activities are: 
 
 Falling to the ground. 
 Falling onto other participants. 
 Swinging into something solid. 
 Falling and hitting different parts of the course. 
 Being struck by parts of the course. 
 Entanglement (including strangulation) in ropes, nets or cables. 
 Body parts trapped in moving parts of course e.g. pulleys. 
 Abrasion as a result of rope/cable burn  
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Sub-Appendix A: Climbing calls 
 
Partner’s name MUST be used after every command 
 
Before Climbing: 
 
Climber: “Safety Check” 
Climber:  Check Belayer 
Belayer: Check Climber 
Climber: “Up Rope” 
Belayer takes in rope 
Climber: “That’s me” 
Climber: “Is belay on?” 
Belayer:  “Belay is On” 
Climber:  “Climbing” 
Belayer:  “Climb Away” 
Climber:  Begins climbing 
 
Optional calls while Climbing: 
 
Climber: “Up Rope” 
Belayer: Takes in rope 
Climber: “That’s me” 
 
Climber: “Slack” 
Belayer: Lets out 1 arm length of rope 
 
 
At top or when ready to lower: 
 
Climber: “Falling” Looks down at belayer and makes eye contact 
Belayer:  takes in slack and ensures proper stance and that both hands are on dead rope 
  and makes eye contact with climber. Climber sits back into harness and weights 
  rope. 
Belayer: “Fall away” 
 
Upon reaching the ground: 
 
Climber: “Off belay” – standing in a stable position. 
Belayer: “Belay is off” Takes climber off belay.  
 

Sub-Appendix B: Challenge Course Staff Rules 
 

1. Everyone may, and nobody shall be forced to, participate in activities 

2. A positive attitude should always be encouraged 

3. Nobody may enter the Challenge Course until given permission by a Challenge Course 

Staff Member 
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4. Closed-toe footwear must be worn; pockets must be emptied; clothing must not inter-

fere in any way with activities 

5. Helmets will be worn at all times in High Ropes Course and whenever one is engaged 

in an activity in Low Ropes or at the Climbing Tower 

6. A rope and harness system will be used on any element with rope protection. Proper 

spotting will be used on all others 

7. Facilitators must ALL wear harnesses when people may be roped up. In High Ropes 

Course at least two Facilitators must be wearing bear claws 

8. Challenge Course Staff are the only people who may perform a self belay 

9. DO NOT RUN 

10. Think before you act  

Sub-Appendix C: BELAY CERTIFICATION CHECKLIST 
 
Pre-Climb 

 Harness adjusted correctly 
 Helmet on 
 ATC / Rope / Biner set up correctly – locked and loaded with stopper (8) 
 Climber / Belayer weights are similar or belayer is properly anchored 
 Proper use of all pre-climb commands 
 Takes up rope correctly 
 Checks equipment / knot / line for errors 

 
Climb 

 Focuses on climber at all times 
 Belay Technique 

 Correct belay technique / motion 
 1 hand always on brake line 
 Rope is kept taut 
 Feet stay off rope  
 Hand kept away from ATC 
 Rope is locked when not in motion 
 Moves horizontally with the climber along route 
 Stands in safe position / location relative to the climber 

 Proper response to commands (slack, up rope, falling, I’m done, lower me, that’s me) 
 Lowering motion correct – hand to hand – demonstrates control 
 Proper response to “off belay” – lets go of brake line 
 “Belay off”  
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Sub-Appendix D: Challenge Course Camper Rules 
 

1. Nobody may enter the Challenge Course until given permission by a Challenge Course 

Staff Member. 

2. Closed-toe footwear must be worn; pockets must be emptied; clothing must not interfere 

in any way with activities. 

3. Helmets will be worn at all times in High Ropes Course and whenever one is engaged in 

an activity in Low Ropes or at the Climbing Tower. 

4. A rope and harness system will be used on any element with rope protection. Proper 

spotting will be used on all others. 

5. Challenge Course Staff are the only people who may perform a self belay. 

6. Nobody will enter the Challenge Course until given permission by a Challenge Course 

Staff Member. 

7. Closed-toe footwear must be worn; pockets must be emptied; clothing must not interfere 

in any way with activities. 

8. Helmets will be worn at all times in High Ropes Course and whenever one is engaged in 

an activity in Low Ropes or at the Climbing Tower. 

9. A rope and harness system will be used on any element with rope protection. Proper 

spotting will be used on all others. 

10. Challenge Course Staff are the only people who may perform a self belay.  
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III. WATERFRONT OPERATING  
PROCEDURES 
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These rules apply to camp, family camp and all other user groups. 
 
The William Lawrence Camp Waterfront is a place for fun and enjoyment but safety will al-
ways be of prime importance. 
 

GENERAL RULES AND SET UP: 
 
A. The Waterfront staff consists of five counselors certified in American Red Cross Lifeguard 

Training (or equivalent), with at least two of the five certified as Water Safety Instructors.  
There is always at least one counselor at the Waterfront who is certified in CPR and one 
counselor certified in First Aid.  

 
There is a backboard, first aid kit, and an air horn.  Rescue equipment includes two ring 
buoys, a rescue tube, and three reaching poles - all located at easily accessible positions 
about the Waterfront. These items are placed in their correct positions at the start of each 
day and their integrity checked.   
 
Any staff member who is not lifeguard certified and is assisting at any of the Waterfront are-
as will be trained in basic water safety, including:  

           
1. Emergency Action Plan 
2. Observation 
3. Whistle Commands 
4. Sign In/Out Procedures 
5. Reaching Rescues 

 
B.  The Waterfront will always be in audio contact with the office through the use of a cellular 

phone (Ph 603-569-3698) and CB radio system (Ch 74). This information is also listed 
within both the Swimming Area radio cabinet and Boat House 

 
C.  The Waterfront does not allow gum chewing, horseplay, running, pushing, or throwing 

rocks.  Campers who persistently disobey these rules will be sent up the hill if necessary, 
and free swim privileges can be withheld. 

 
D. On the first day of camp, each cabin walks down to the Waterfront where each camper will 

be tested for swimming ability by a qualified Water Safety Instructor.  At this time, the gen-
eral rules of the Waterfront will be explained by the Waterfront Director to the campers in 
order to clarify the area safety expectations.  A copy of these rules will remain posted at the 
Waterfront at all times.  

 
E.  The Waterfront swimming docks are divided into three areas by yellow ropes with buoys.  

The three pens are as follows: Beginners (levels 1+2), Intermediates (levels 3+4), and the 
Swimmers (levels 5+ up).  Each level of swimmer must remain in their assigned pen.   
No swimmer is allowed to swim outside the ropes of the Swimmers pen. 
 

F.   At the beginning of the year before campers arrive, the Waterfront Head will meet with his/
her staff to go over proper procedures.  This will include how a staff member is responsible 
for being on time and to ensure an understanding of the rules and emergency procedures 
that provide a safe Waterfront.  
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G.  Twice per camp session the Waterfront Director will audit each activity leader to ensure that 
they are; enforcing established safety regulations, providing the appropriate instruction (as 
per lesson plans), and identifying/managing any environmental or other hazards relating to 
their prescribed activity (see Appendix 4, 5, and 6). 

 
H.  At all times there shall be a minimum of at least TWO trained staff present for any campers 

and/or Staff (should they choose to spend time off at the waterfront) with at least one being 
18+ years of age.  Campers to staff ratios for specific Waterfront activities are highlighted 
within this manual. 

 
I.   All equipment (including docks, PFD’s, rescue apparatus, canoes etc) should be visually in-

spected daily.  Any defects identified should immediately be brought to the attention of the 
Waterfront Director and removed from service until rectified (or replaced if required). 

 
J. Anyone with impaired mobility must be brought to the waterfront by someone who is 

knowledgeable of their capabilities and limitations, as well as any accompanying equipment 
such as wheelchairs, and who will tend and watch them during their entire time at the water-
front, and ensure a qualified lifeguard is present and aware of the situation. 

 

MORNING CLASSES: 
 
A.  After the bugle blows, the campers gather their swim gear and meet at the top of the Water-

front trail - behind the chain across the trail from the archery range – with appropriate foot-
wear.  They will then be escorted down to the Waterfront by a member of staff. 
 

B.  At the Waterfront, boaters will wait on the bleachers until they are called over to the boating 
area by the assigned staff for that day’s activity. 
 

C. Campers must be signed into the respective classes.  Each instructor will have a list of 
members of their classes. 

 
D.  Positioning of the Waterfront staff:  three swim instructors each teach a class while a fourth 

stands at the beach area and guards so he is in constant surveillance of possible dangerous 
situations.   
 

E.   At the end of lessons the instructors dismiss their classes at a designated time and the staff 
member, who was assigned to guard, is responsible for making sure that everyone signs out. 
 

F. The swimmers return to the stage area to change clothes and put shoes on. They are then 
escorted back up the Waterfront trail ten minutes before the bugle – in order to give them 
sufficient time to get to their next activity. 

 

FREE SWIM: 
 

A.  Free Swim begins at the sound of the bugle (usually at 4:00pm).  Campers may walk down 
the waterfront trail once the chain has been removed from the barrier. 
 

B.   At the Waterfront, both the swimmers and boaters wait on the bleachers until the Water-
front staff calls them down. 
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C.  Boaters will be sent over first.  They will walk over to the boating area and sign in with the 
boating staff.  The swimmers must pair off into groups of two and sign in together 
(‘Buddies’).  All this is held under the supervision of the Waterfront staff member who is 
responsible to monitor throughout Free Swim. 
 

D.  The two buddies must remain within seven feet of each other.  Violators of this rule will 
receive a warning, and repeat offenders will be asked to leave the Waterfront for the rest of 
the afternoon. 
 

E.   Buddy Calls:  Every 10 to 15 minutes, the staff member responsible for the Sign-in Board 
will yell out the words “BUDDY CALL!  BUDDY UP!”  The rest of the Waterfront staff, 
as well as any other staff in the area, will assist in quieting the kids down until there is total 
silence.  The swimmers are then responsible to get with their buddies and hold their hands 
in the air.  The staff member responsible for the sign in will ask if everyone has their buddy.  
If there are no problems, he will then read off one name of the pair.  The camper who is 
called will respond by stating his buddy’s name.  This is done for the whole list.  After this 
is completed the staff member will say, “SWIM ON!” 
 

F.  Should one or both of the buddies want to leave the Waterfront, they will walk up to the 
staff member in charge of the buddy clipboard and tell him what they plan to do.  If they 
both leave, they will sign out and leave the Waterfront. 
 

G.  Placement of the staff members: One staff member is assigned to signing the campers in and 
out and the general overview of the Waterfront.  As for the others, one stands on the left 
dock, one on the right dock, and one guards from the shore platform. 
 

H. Should the ratio of campers to staff reach more than eight to one, the Waterfront Head will 
call to the office for more staff support. 

 
I.   At the end of Free Swim, all staff will make sure everyone is signed out and do a general      

clean up of the area.  
 

STAFF (and/or Adult) USE OF WATERFRONT: 
 
A.  NO Staff (or adult) may use the Waterfront without a Lifeguard present. 

 
B.  Staff are free to use the Waterfront at any time during morning classes, and at free swim as 

Scheduling permits, noting that all waterfront rules apply. 
 

C.  Staff may use the Waterfront at other times with the permission of the Waterfront Head, 
provided there is an LGT assigned who remains out of the water. 
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BOATING 
 
 

MOTORIZED WATERCRAFT TRAINING 
 
During pre-camp, staff that have been designated as operators of motorized watercraft are pro-
vided with training and must obtain a NH Commercial Boat Drivers License.  This covers the 

following: 

 

A.  Orientation to federal, state and local watercraft laws including speed restrictions, operator’s 
age, and carriage requirements. 

 

B.  Familiarity with boating laws and courtesies on the water. 

 

C.  Ability to demonstrate safe loading and unloading of passengers from docks and in-the-
water situations. 

 

D.  How to handle mechanical failures, and be familiar with systems and trouble shooting pro-
cedures. 

 

E.   Refueling practices, specifically safe use of fuel.  No camper should be near the boat and 
the engine should be off.  

 

F.   Learning how to use the throttle, shift and steering. 

 

G.   Securing the craft to the dock. 

 

H.  ALL BOAT OPERATORS MUST GO THROUGH ON-THE-WATER TRAINING SPE-
CIFIC TO LOWER BEECH POND.  OPERATORS WILL PRACTICE HANDLING ALL 
ASPECTS OF THE BOAT DURING PRE-CAMP.   

 

THE CAMP DIRECTOR IS THE ONLY PERSON WHO APPROVES OPERATORS.  
 

BOATING AREA RULES AND REGULATIONS 
 

(Includes all non-powered craft: sail boats, canoes, kayaks, sailboards, and paddle boards) 
 
A. All Waterfront rules apply to the Boating Area. 
 
B.  Boaters must sign in and out with the staff member on duty.   
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C.  All persons (campers, staff, and other adults) are required to wear a Coast Guard approved 
personal flotation device (PFD) of the correct size/type/fit appropriate for the watercraft 
they intend to use. 
 

D.  A junior or a person with beginner (level 1+2) status may use any boat ONLY when accom-
panied by a responsible senior or a staff member who has demonstrated swimming level of 
5 or greater. 
 

E.   Intermediates (level 3+4) and above can use the sailboats if they have demonstrated they 
can sail competently, and if they have completed a WLC sailing class. 
 

F.  During Free Swim for sailing, a staff member must remain on the water with the safety boat. 
 

G.  Anyone wishing to fish from a rowboat near Perch Point must first get permission from the 
boating staff and then must be accompanied by a responsible senior camper or staff member 
who has demonstrated a swimming level of 5 or above.  They must travel over to Perch 
Point staying within 100 feet from shore and must never be out of eye contact with boating 
staff. 
 

H.  The boundaries for the boating area are noted on the Waterfront diagram on Page 1 of this 
manual 
Area A:  Free swim – use of paddleboards, funyaks, and canoes.   
Area B:  Use of row boats, canoes/kayaks, ski boats and sail boats.  All Area B boats 
must remain within sight of the Waterfront at all times.   
 

I.    Standing up or intentional flipping of any boats is not permitted unless instructed to do so 
by a member of the staff.  
 

J.   Kayaking will be allowed at Free Swim only if permission is given by the WFD or boating 
head. 
 

K. Staff camper ratios will be 1:10 for the boating area.   
 

WATER SKIING 
 
A.  One LGT or qualified staff member sits on the dock and organizes and monitors skiers. The 

driver must have their NH Commercial Boat License and be LGT qualified. The spotter will 
have boating and water skiing experience and when possible LGT certification. 
 

B.  Staff involved are those who have been trained to facilitate water-skiing. 
 

C.  Only intermediate or advanced level swimmers may water-ski (levels 3, 4, or 5+), however 
exceptions will be granted occasionally at the discretion of the Waterfront Director or Camp 
Director.  
 

D.  The water-skiing is located away from the swimming area, in area B on the Waterfront dia-
gram, 150 feet from swim area, any vessels, persons or shoreline.  Drivers must not deviate 
from established course (see Appendix 3) unless in emergency.  An attempt should be made 
to maintain a minimum distance of 300 feet from any shoreline. 
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E.  Turn off engine while skier is boarding. 
 

F.  Once skier has fallen, boat must stop dead in the water.  No high banking turns are permit-
ted. 
 

G.  PFD’s must be worn by both skiers and boating staff. 
 

H.  All skiers must sign in with boating staff and wait on the dock with a PFD on until they are 
instructed to board the boat.  All skiers must sign out when finished. 
 

I.   All skiers must follow the instructions of the ski boat driver and the spotter.   
 
G.  Once a skier drops in the water they are to tread water in this location signaling that they are     

ok and wait for the ski boat to pick them up.  For signals see Appendix 2.  
 
 

WATERCRAFT MAINTENANCE 
 

 

Non Motorized: Undertaken before, during, and after camp.  The Waterfront Director and 
Trip Program Director provide daily monitoring and maintenance as 
needed.  

 
No formal log is kept for non motorized craft – i.e. Canoes, Sail Boats, 
Kayaks, Paddle Boards, etc. 

 
 
Motorized: Undertaken before, during, and after camp.  Motorized boats inspected 

and registered by State of New Hampshire.  The Waterfront Director and 
all boat operators perform operational procedures at each usage, which is 
all day long. 

 
A Boat Inspection Log is kept in the Waterfront Boat House, and is filled 
out daily by the appropriate user of each motorized vessel (see Appendix 
7) - Malibu Ski Boat and ‘Putt-Putt’ tender boat. 
 

RENTAL GROUP USE OF WLC WATERFRONT: 
 

The waterfront and the equipment are off limits to user groups unless previous arrangements 
have been made in terms of the contract.  The waterfront is only open when certified staff is on 
duty and the camp will designate the appropriate staff member/s. 
 
This training includes American Red Cross certifications in the following; 

 Lifeguard training and First Aid (including training in bloodborne pathogens) 

 CPR (including use of AED) 

 
The ratio of Lifeguards to Swimmers shall never exceed 8:1. 
 
Motorized watercraft will only be operated by qualified/authorized WLC staff. 
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WATERFRONT EMERGENCY PROCEDURES 
 
A whistle will be blown 3 times in the event of an emergency. 
 
Upon hearing the whistle, everyone will remain quiet and follow the directions of the Water-
front Director or boating head. A counselor will clear the swimming and boating areas and have 
campers sit on the shore together. A counselor will be designated to stay with the campers and 
question where the victim was last seen. 
 
A. Should a serious accident occur, the Farmhouse is to be contacted immediately via the CB 

radio. The Waterfront will notify them of the needs. 
 

The Farmhouse should be radioed clearly and calmly:  
“This is the Waterfront; we have a WLC code 1” (unobserved missing swimmer) 
 “This is the Waterfront; we have a WLC code 2” (medical emergency) 

 
Wait for response from Farmhouse, which will be: “Farmhouse, code 1 (or 2) understood”. 
Then report back to Waterfront Director immediately. 

 
B.  The Waterfront is equipped with a backboard and stocked first aid kit.  Authorized person-

nel should administer and/or direct any emergency aid.  Make sure the Farmhouse under-
stands the action being taken. 
 

C. There will be at least two accident drills (one each session) so that the proper procedure re-
mains fresh in the minds of the Waterfront staff.  The Waterfront head and the Camp Direc-
tor will coordinate the times of these events.  

 

Unobserved Missing Swimmer: 
 

A missing camper is a camper who has not signed out of the swimming/ boating area and is un-
accounted for on the Buddy sign in sheet or boating sign-in sheet. 

 
A.  Waterfront Director or Boating Head will call the office and inform them of a missing 

swimmer.  The missing camper procedures will go into effect.  (See missing camper proce-
dure sheet - Appendix 1). 
 

B.  The Waterfront Director (or Boating Head) and Waterfront staff will start the search and 
rescue procedure. This will consist of the appropriate combination of human chain from 
shore, or  surface dives combing the water  where the missing person was last seen, or  
working their way out from shore to the raft. (Following the American Red Cross Rescue 
Practices) 

 
C.  The office will call the Camp Nurse and inform her of the situation so she can be prepared. 

 
D.  When the camper is found, the office is informed of their whereabouts.  If the camper needs 

help, the Rescue Squad 911 is called by the office.  
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Observed Drowning Swimmer (Victim): 
 
A.  Organize campers to determine if all are present.  Everyone not involved in the rescue 

should leave the Waterfront via the Waterfront Trail. 
 

B.  Notify the office who will notify the Nurse to make their way the Waterfront. 
 

C.  The lifeguard who has observed the accident rescues the victim. 
 

D.  The Waterfront Director or Boating Head will notify the office to call: 
1. Rescue Squad 911 and inform them of an emergency. “My name is … This is William 

Lawrence Camp off Route 109A, onto Federal Corner Road, straight for 2 miles”. 
2. Send someone to the entrance gate to direct the rescue squad.  

 

Search and Rescue for Possible Drowning: 
 

A.  If a swimmer or participant in an aquatic activity is not seen leaving the Waterfront,  
the Staff member in charge of the activity will check the area thoroughly. 
 

B.  The charge person will assign another Waterfront staff member to contact the farmhouse 
using the radio to see if the camper is up in main camp. The farmhouse will page the miss-
ing person to report to the farmhouse.  Should the missing person appear, the farmhouse 
will notify the Waterfront staff accordingly.  It may also be prudent to send a staff member 
to the missing person’s cabin to check. 
 

C.  While the search on the knoll is happening, the Waterfront will whistle 3 Long blasts: 
This is the signal for the Missing Persons Procedure to begin. The Waterfront staff will 
clear the area of remaining campers and unassigned staff. 
 

D.  Waterfront staff will then begin to conduct a search based on the American Red Cross         
Search and Rescue Procedures. This includes an underwater search. 

 

E. The Tuftonboro Fire Department will be called at the time it is clear that the person is pre-
sumed to be missing and believed to be in the water. 

 
Aquatic Emergency (Not Drowning): 

 
In the event of inclement weather or other emergency requiring all Waterfront activities to 
cease immediately: 
 
A.  A Waterfront staff member will quickly get people out of the water, using the whistles or 

air horn: one very long blast will be sounded. 
 

B.  Waterfront activities will cease and the water will be cleared. Campers and staff will be in-
structed to go to a designated safe area, such as under the tree line, or if possible proceed to 
the barn. 
 

C.  Staff of the activities will be responsible for ensuring all persons are accounted for.  
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Emergency Procedure for a Downed Skier/Boater: 
 

If a skier or boater is hurt while out on the lake; the boat driver or boating supervisor will notify 
the land-based lifeguards by repeated 3 blasts of the air horn. The casualty will be assisted as 
needed in the water, while the lifeguards on shore use one of the other camp motor boats (i.e. 
‘Putt-putt’) to bring the backboard to the casualty. The casualty will be placed on the backboard 
and brought back to the boating dock. The nurse will have been called as per William Lawrence 
Camp Emergency Action Procedures. 

 

Sub-Appendix 1 
 

Missing Camper Procedure 
 
A missing camper is a camper who has not signed out of the swimming/ boating area and is un-

accounted for on the Buddy sign in sheet or boating sign-in sheet. 

 
 
In the event of a missing camper or emergency, the following procedure is to be used: 
 
1. The Farmhouse should be radioed clearly and calmly:  
 “This is the Waterfront; we have a WLC code 1” (missing camper) 
 “This is the Waterfront; we have a WLC code 2” (medical emergency) 
 
2. Wait for response from Farmhouse, which will be:         
 “Farmhouse, code 1 (or 2) understood”. 

 
Then report back to Waterfront Director immediately.  
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Sub-Appendix 2 
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Sub-Appendix 3 
 

WATERSKIING ROUTES ON LOWER BEECH POND 
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IV. TRANSPORTATION PROCEDURES 

GENERAL INFORMATION 

Each season, the Camp designates a transportation supervisor and transportation assistant 
whose responsibility it is to make sure that the transportation rules and regulations are in place. 

Vehicles location 

All motor vehicles are kept in the parking area to the left of the farmhouse as you drive into 
camp. All vehicles are fueled regularly and keys to all vehicles are kept in the office. 

Passenger vehicles 

Campers are allowed transport only in passenger vehicles owned or leased by the camp for the 
purpose of transporting campers. 

Non passenger vehicles 

The camp prohibits the transportation of any camper in a non-passenger vehicle.  
All staff are made aware of this. Campers may never ride in the back of pickups/dump trucks 
or on any other parts of vehicles not designed for passengers. Staff members may ride in the 
back of pickups/dump trucks only with the permission of a member of Central Staff and only 

on camp property and at slow speeds (5-10mph). 

Private Vehicle Use 

Private vehicles at camp will be used for private use only. If a private vehicle must be used in 
the case of an emergency, an authorization slip from the owner of the vehicle must be available 

in the office. 

Commercial Vehicles 

Companies renting/leasing any commercial vehicles to camp must provide us with a standard 
certificate of insurance and a copy of their maintenance policy. 

Traffic Control 

There are signs on the camp road for designated speed limits, for visitors parking and for the 
office, where all deliveries are taken. Staff vehicles must be kept in the staff car park and not 
the visitor’s car park; this information is in the staff handbook. Unless permission is given by 
the camp director, only camp vehicles and maintenance vehicles may be driven beyond the  

senior wayside. 
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Mechanical Evaluations 

During the off season, camp vehicles are regularly maintained at a local garage. All documents 
are kept in the office. 

TRANSPORTATION POLICIES 

Vehicles and Loading 

Campers are transported only in camp vehicles, never in privately owned staff vehicles. 
When transporting campers, supervision should be as follows: 

15 Passenger Vans: 1 Driver plus 1 Adult to 13 Campers (trips, all camp outings) 
1 Driver to 14 Campers (games) 

SUVs:  1 Driver to 7 Campers 
School Buses: 6 Adults to 42 Campers (Staff are to sit scattered  

throughout the bus) 

If transporting fifteen (15) or more campers, there should be another staff member (in addition 
to the driver) who has been trained in safety responsibilities and group management. 

All vehicles must be loaded from the front to the back; this is of utmost importance to the 15 
passenger vans as excess weight in the back can make steering and braking difficult. 

Head counts are to be done upon every depar ture. Counselors will be provided with 
camper and staff lists on all unit days and trips. Seat belts are required for both staff and camp-
ers at all times. 

Staff is to manage camper behavior, keep noise levels low and body parts in the vehicle. 

As a rule of thumb, campers should not sit in the front seat. If necessary, only campers at least 
12 years of age that are at least 5 feet tall and weigh 125 pounds or more may sit in the front 
seat.  

A list of individuals on each trip is to be posted on the pin board in the office prior to trip de-
parture. 
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Trips to public areas 

These include trips to such places as beaches, movie theatres, bowling centers and minor league 
base ball games. When out of camp, all campers and staff are fully responsible for their behav-

ior. Appropriate shirts are to be worn at all times when representing camp away from camp. 

For Inter-camp Activities (local) 

Our camp competes against other nearby camps in a variety of sports and social events. When 
visiting another camp, all campers and staff are responsible for their behavior. All campers and 
staff must treat the other camp with respect and courtesy at all times.  Campers and Staff are to 

wear appropriate camp shirts. 

Convoys 

When the camp is traveling as a group for such events as unit days or for dances, camp vehicles 
are to maintain significant distance apart from each other.  Specifically, the camp asks that driv-

ers maintain a 4 seconds following distance adding an additional second for each adverse 
weather condition. At higher speeds, a good rule of thumb is a minimum 6 seconds following 

distance.  

If the group needs to stop, the location must be a safe distance off the side of the road. 

Health information 

When taking day trips to public areas, the camp nurse will provide a list of information on 
campers with medications and special concerns. Copies of the first page of health form (which 
includes permission-to-treat and emergency contacts) for each participant (camper and staff) 

will be sent on the trip. Originals of the health forms are kept at camp and, should an emergen-
cy arise, the designated leader of the trip is to contact camp to obtain necessary medical infor-
mation. This will be provided via conversation or fax. There is always a staff member in camp 

to provide this information if needed.  
(Same procedure is followed for Overnight Trips/Wilderness Trips) 

Bus/Van Supervisor 

During staff training week, all staff participate in training seminars on managing camper behav-
ior. Additionally, all staff who will transport campers during the season are to meet with the 

director and the transportation supervisor to review transportation policies and safety responsi-
bility.  This includes a supervised driving test in a camper transport vehicle to confirm compe-

tency. 



31 

The staff who are responsible for supervising campers during transport need to make sure: 

1. The campers get on and off the vehicle in single file and in an orderly fashion.
2. All occupants of the vehicle have made use of seatbelts when provided.
3. No one stands while the vehicle is moving.
4. Campers do not bother the driver or take his attention away from the road.
5. The noise level does not bother the driver.
6. No one sticks any body parts out of the window.
7. Nothing is thrown around inside the vehicle.
8. Nothing blocks the emergency doors.
9. The number of kids complies with the list provided at the start of each trip.

DRIVING PROCEDURES 

General Procedures 

A Safety checklist is to be reviewed before each use. All drivers must meet the drivers’ require-
ments and have participated in behind-the-wheel training. For each trip, a member of the Cen-
tral Staff will assign the appropriate vehicle(s) to be used and the designated driver(s). Every 
staff member must report to the Camp Office prior to a trip departure. The Director, Assistant 
Director or Program Director will review details of the trip, including trip routes, prior to depar-
ture.  

Trip Necessities (The Pouch) 

Before each trip, the driver or another staff person on the trip will check into the office and will 
be provided with a bank pouch containing emergency cash, credit cards for purchasing gasoline 
and a camp cell phone. Any cash spent must be for emergency purposes and requires a receipt. 
The cell phone should never be used whilst driving. Its use is limited to communicating with 
camp or necessary agencies in the event of an emergency. Staff are not to bring their personal 
cell phones unless specifically instructed to do so by the camp management. 

General rules 

Seat belts are to be worn at all times.  
Speed limits must be obeyed at all times. Speed should be adjusted accordingly if the roads are 
wet or icy.  
When vehicle stops (traffic lights, junctions) space should always be left between you and the 
vehicle in front of you. The tires of the vehicle in front of your vehicle as well as the road sur-
face should be visible. 
If stopped waiting to make a left hand turn, keep wheels straight ahead to avoid being pushed 
into on-coming traffic should you be rear-ended. 

Backing up 

Driver assures that all mirrors are set right and adjusted accordingly. Driver makes sure that the 
area behind the vehicle and on the sides is clear. 
If possible, driver should ask another staff member for out-of-car assistance. If driving alone, 
driver should exit the vehicle and check the area behind the vehicle to ensure that no one is 
standing directly behind the vehicle. 

While parked at the Camp, the vehicle should face the Knoll. 



32 

Loading and unloading 

Load is always distributed front to back. When a vehicle is not full, passengers should fill all 
forward seats making sure that most of the load is forward of the rear axle. Heavier campers 
should always sit in front. (Note previously stated policy with respect to campers in the front 
seat) 

Before loading or unloading, driver makes sure that the vehicle is at a complete stop, shifts to 
park and puts the emergency brake on for extra security. Driver slowly leads passengers in and 
out of vehicle, making sure there is no traffic around. Vehicle should be unloaded front to back. 
There should be a designee who leaves the vehicle last, ensuring that no one is left behind. 
When unloading off-site, campers and staff should always wear a mask and maintain social dis-
tance.  

In case of roadside breakdown, driver always leads people to a safe place away from the road. 

Refueling 

Gas tanks will be filled by a designated driver prior to all trips departing camp. Trip drivers 
check fuel gauge prior to leaving camp. Driver makes sure vehicle has enough gas in the tank at 
all times. Do not stop to refuel unless it is necessary in order to return to camp. If the vehicle 
runs out of gas, the driver should get help from the nearest house or store. When refueling, 
campers should be out of the vehicle whenever possible and campers and staff should wear 
masks.   

Breakdown or Illness 

Do not panic. Driver should secure vehicle, put hazard lights on and reflectors out as well as 
proceed with carrying out accident procedures. 

Driver should call or wait for roadside assistance from either another car or the police. If the 
camp vehicle and passengers are in a safe place and under the supervision of a staff person, 
driver should call Camp for the further assistance. 

Driver never leaves car and campers unattended. If drivers need to go away for phone calls, etc. 
other staff or adult should be assigned to take care of campers. 
In case of passenger illness, driver should find a safe place for parking. For sickness, the victim 
should be given a period of rest outside of the vehicle. For illness worse than vomiting, driver 
should follow basic first aid procedures as outlined by the Camp Health Director during staff 
orientation.  

15-passenger van considerations for safe driving

Vans require additional braking time as well as more space and additional reliance on the side-
view mirrors for changing lanes. Driver should scan the mirrors every 3-5 seconds as well as 
glance over their shoulder to reduce the blind spots. Driver should avoid abrupt steering maneu-
vers. Driver should be particularly cautious on curved rural roads and maintain a safe speed to 
avoid running off the road. 

As mentioned before, seat belts must be fastened at all times and specific loading rules need to 
be followed.  
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Police pull-over procedures 

If stopped by law enforcement, cooperation is key. Pull off the side of the road into a safe area, 
come to a complete stop and set the emergency brake. Reassure all passengers that everything is 
under control and ask them to remain silent. Partially roll down your passenger side window 
and place your hands on the top of steering wheel, clearly visible to the police officer. When the 
officer has approached, politely verify that the person is in fact a valid law enforcement officer. 
Once confirmed, follow all instructions given. Instructions will likely include allowing the of-
ficer to review your license and registration. Consequences of driving infractions vary and may 
include a Warning, a Ticket, a summons or an Arrest.  

If arrested, explain your situation to the officer (that you are employed by a summer camp and 
that you are responsible for the passengers in the vehicle). When possible, delegate responsibil-
ity to another staff member present. 

In all cases establish immediate contact with camp and await further instructions. 

SAFETY PROCEDURES 

1. Vehicles are never to be overloaded; only the recommended passenger limits are allowed,

for example, there are to be no more than 15 people in a 15 passenger van

2. All Campers and staff must wear seat belts at all times when provided.

3. Passengers must stay seated at all times when the vehicle is in motion.

4. Distractions to the driver are to be absolutely minimized.

5. Music devices are not to be used by staff when transporting campers.

6. No audible music is to be played in the vehicle including such audio as talk radio or Books-

on-tape.

7. Staff must refrain from using headphones for any reason (however, passengers may listen to

music using headphones).

8. Driver must ensure that the inside front area of the vehicle stays clear of loose objects. Ob-

jects may fall on the floor blocking the clutch, brake, and/or accelerator.

9. No roof racks are to be fitted to any 15-passenger vans at any time.

10. Persons in wheelchairs are seat belted into wheelchairs that are in locked positions and se-

cured to vehicles.

11. When unloading the vehicle off-site, campers and staff must wear face masks and maintain

social distance from the public.
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Safety Checks 

All vehicles used to transport passengers are to be checked by the driver prior to each use.  The 
Maintenance staff is responsible for oil and filter change schedules.  

A safety check is done before each unit day or trip and a record is kept in the vehicle. 

Check List: 

1. Leaks, loose parts (check underneath the vehicle)

2. Tires. (Air pressure/Wear each day that vehicle is used and checked once a week or when

needed with tire gauge)

3. Lights (Blinkers, hazards, brakes, headlights, reverse, interior lights)

4. Seats and seat belts

5. Drivers seat (there should be 12-15 inches space between the driver and the steering wheel,

air bag pointed to driver’s chest)

6. Mirrors

7. Horn

8. Floor debris

9. Gas indicator

10. Inside gauges

11. Wipers, windshield and windshield fluids

12. Brakes / Brake fluid

13. Engine oil

14. Cooling fluid

15. Transmission oil

16. Hoses and cables (check for leaks and/or breaks)

17. Spare Tires

18. Evaluate trailer hook up and trailer (Trailer hook up needs to be properly secured and all

lights must work)

19. First aid kit

20. Reflector kit

21. Registration and Insurance Card

22. Drivers License
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EMERGENCY AND ACCIDENT PROCEDURES 

Emergency Transportation  

There will always be transport available in the event of an emergency at camp; this is not a spe-
cific vehicle.  

In the event of an emergency situation, the driver must report to the Camp Office and inform 
a member of the central staff of the incident and what vehicle they are taking. 

Accident Procedures 

Each vehicle carrying campers shall include a staff member who has been trained to carry out 
the following: 

 Assess who is hurt and who is not injured.
 Able to provide or secure appropriate first aid care for injured as detailed by the

camp nurse:
 Assess air way, breathing and circulation
 Activate the emergency medical system
 Provide first aid

 Supervising the uninjured.
 Get them out of the car without panicking
 Lead them to a safe place away from the road and cars
 Have the group sits down and assigns someone (another staff  member, an adult wit-

ness, or if necessary a responsible camper) to control the group.

 Specifying whom to notify in case of an emergency.  (In this order)
1. Call ambulance and the police
2. Call the camp
3. The camp will take responsibility for notifying the parents

 Identify accident participants and witnesses.
 Make a notation of the number plate details of the car/cars involved in the accident

as well as the name and address of the owners/drivers
 Find witnesses to the accident
 Take their names, address, and telephone number
 Ask them for their help if needed (securing the accident site, take care of the unin-

jured and people from the other vehicle).

All drivers of camp vehicles are provided with emergency cash, directions, maps, a cell phone 
and a gas card on all unit days and trips. When in a convoy, drivers must be provided with 
walkie talkies.  

Emergency Equipment

All vehicles are equipped with first aid kits, reflector kits and fire extinguishers. It is the driv-
er’s responsibility to ensure that the emergency kits are present and in good order.  
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DRIVERS 

Drivers requirements 

1. All drivers at camp are 21 years of age or older and hold current and valid driver’s license.
2. Drivers are not to be behind the wheel of any vehicle while under the influence of alcohol or

drugs at any time. There should be no alcohol consumption 12 hours prior to driving.
3. Drivers must obey speed restrictions at all times.
4. Drivers are never to use cell phones while driving.
5. Drivers are never to use headphones while driving.
6. No music devices on at any time.
7. No audible music on at any time.

Drivers are not to navigate while driving trips etc.: other staff or an older camper
may navigate. 

All drivers need to be approved by the director. 
Behind the wheel training on camp vehicles is provided during staff training week. 
Every staff member must review routes prior to leaving camp. 
Before each unit day or trip, all safety checklists must be completed. 

Training for Drivers 

All training is given to staff during staff training week and that includes driving training for trip 
leaders. A record of who has completed a driver training session during staff training week is 
kept in the office (Driver Training Record Sheet).  
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V. OUT-CAMPING PROCEDURES 

The following documentation contains guidelines that are to be followed by staff and 

campers participating with the William Lawrence Camp Tripping Program. The purpose of 

these guidelines is to define areas of activity within the trip program, recognize risks for each, 

and to set safety standards to manage these risks. An individual management plan or statement 

has been organized for each specialized activity as well as for general expedition elements. 

Each plan contains requirements and recommendations specific to each activity. These should 

be understood as follows: 

REQUIREMENTS: ESSENTIAL PRACTICES THAT MUST BE FOLLOWED WHEN    

PARTICIPATING IN THIS ACTIVITY. THERE ARE NO EX-

CEPTIONS OR ALTERNATIVES TO THESE CRITERIA. 

RECOMMENDATIONS:  ADVISABLE PRACTICES THAT SHOULD BE FOL-

LOWED WHENEVER POSSIBLE. 

It is also stressed that unless otherwise stated, the following guidelines apply equally to staff 
and campers.  

STAFFING 

When staffing a wilderness based trip program, all aspects of outdoor leadership must be 

brought into consideration. A program is only as good as the people who develop and run it. 

Selection of staff is based on individual skills, training, and experience. Minimum skills and 

training requirements have been created for field staff at William Lawrence Camp. These re-

quirements are based on national and community standards for wilderness education. In addi-

tion to these necessary attributes, parameters for quantity of leaders, group sizes, staff/

participant ratio, and staff evaluations have also been outlined. 

Required Criteria for Staff Selection: 18 years of age or older 

Basic First Aid 

Current CPR 

Wilderness First Aid or above 

Flat-water Canoe Training/Experience 

Whitewater Canoe Training/Experience* 

Maine Trip Leader Permit* 

Life Guard Training 

* Necessary for staff working in these areas

Recommended Selection Criteria: Wilderness First Responder 

Attend separate staff training  

Documented teaching experience in above areas. 
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Group Size and Staff Ratio Requirements: 

Minimum number of staff for any trip: 2 

Maximum Ratio for backpacking Trip: 1/6 

Maximum Ratio for White Mountain Trip: 1/4 

Maximum Ratio for whitewater canoe trip: 1/6 

Maximum Ratio for flat-water canoe trip: 1/6 

Maximum Ratio for all trips in Maine 1/6 

***For all flat-water trips there must be an even number of campers so each canoe will have 2 

paddlers - this is essential for windy weather. 

Pre-Trip Orientation: 

Skills covered: 

 Flat-water canoe program

 Backpacking procedures and protocols

 Health and Sanitation procedures – including treatment of water by the use of iodine tablets,

bleach and filtration, and the pros and cons of each.  Also the construction of an outside

bathroom and the leave no trace (LNT) principles after the use of the toilet is finished.

 Off trail hikes using a compass as an effective use of direction finding

 Awareness of the implications of inclement weather in the New England area, that can

change very quickly and can make alternative routes necessary

 WLC trip program and protocols

Staff Evaluation and Assessment Requirement:  

1. Instructors will keep and maintain a log of all expeditions.

2. At the end of each session, field staff will evaluate co-leaders.

3. At the end of each session, field staff will evaluate the trip program and tripping director.

TRIP PLANNING & PREPARATION 

All trip planning is complete by the Tripping Coordinator if he isn’t a leader on the trip there 

will be a Primary Leader and Secondary Leader assigned for the trip by the coordinator. Also 

the Primary Leader and Unit Leader may be called upon to recruit camper for a trip, the names 

are then to be passed onto the Tripping Coordinator who, following a particular criteria, selects 

from the list of campers that have priority. 

Competent planning and preparation of a wilderness trip helps ensure a safe adventure.  

With enough care and forethought these actions can also increase the chances of an incident-

free expedition.  

Elements of planning include creating a tr ip plan, inventory/inspection of group gear , and 

menu planning.  
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Preparation includes meeting with par ticipants and helping pack their  personal belong-

ings, food packing, gathering weather forecasts, submitting trip plan copies to the office, in-

specting vehicles, checking first aid and final person and gear counts before departure.  

All of the following are required before a trip leaves William Lawrence Camp:    

Trip Plan (see samples at the end of this manual): 

A. Complete Trip Itinerary including Backup Plans in writing.  A copy is to be placed on the

office pin board.  A list of campers on the trip is also to be posted at a location indicated by

the program director.  This is to inform other instructors who will not be in their activities

while they are on the trip.

B. Logistical Information:  Emergency Contacts

Start and Finish Locations/Times 

Driving Instructions 

Maps marking routes and evacuations 

Required permits 

Medical and Parental Consent Forms 

Camper Medications (if needed) 

Weather Forecasts 

C. Group Equipment List: Boats and Paddle Gear *

Tents and Tarps 

Stoves and Fuel Bottles 

First Aid Kit 

Repair Kit 

Cook gear and H20 bags (for some trips) 

DeLorme Topo USA maps 

D. Personal Gear List: Personal clothing and gear inventory 

Paddles*, PFD’s* and packs 

Sleeping bags 

*if a canoeing trip

E. Menu Plan for entire trip accompanied by food inventory.

Once trip registration is complete, a list will be given to the nurse so a package of camper medi-

cal forms can be made.  These should be reviewed with the nursing staff in order to recognize 

any existing or potential medical problems. Copies of each medical form should be kept with 

the Primary Leader’s Trip Plan. Both trip leaders should look over the medical history before 

the trip leaves camp.  

Inventory and Inspection of Group Equipment 

Both the Trip Coordinator and the Primary Leader must inspect all equipment before a trip de-

parts.  In order to leave ample time to repair or replace damaged equipment, please conduct 

such inspections at least one day before a trip’s scheduled departure and at the return of every 

trip.  If equipment shortages are discovered, inform the tripping director ASAP. 
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Group Meeting and Pack Out 

Once trip registration is complete, field staff for that trip should meet with the group.  This will 

generally take place after flag lowering on the evening before the trip departs. The purpose of 

this meeting is to inform each participant of departure and return times, discuss individual gear 

and clothing requirements, inquire about dietary needs, introduce trip safety and conduct stand-

ards, and to schedule a time for the group to pack out. It is strongly recommended that field 

staff supervise each trip pack out.  This allows staff to check that all required clothing and 

equipment is present on the trip.  Leaders should have group gear prepared so that it may also 

be packed at this time.  This preparation time allows staff to size backpacks, teach packing 

methods, and to inspect each participant’s gear to insure they are prepared for the expedition.  

DOUBLE CHECK each participant’s clothing and gear.  A wool/synthetic sweater and down/

synthetic sleeping bag are required on all overnight trips. 

Trip leaders are encouraged to meet with canoe trips participants during Free Swim before a trip 
to practice paddling techniques.  

Final Preparation 

A. Vehicle and Trailer Inspection/ Preparation:

Tire Pressure (Van and Trailer) 

Fluid Levels 

Spare tire, Jack, and Tire Iron 

Lights and Turn signals 

Spare Key in magnetic box (place on inside of  

Rear bumper-Drivers side, when the van is parked at put-in point) 

Trailer hitch and chains 

Canoes secured with truckers hitch 

Bungy cord to secure over the canoe to prevent sideward move-

ment 

Record van mileage in vehicle log 

B. Submit copies of trip plan to Camp Office (Pinned to board)

C. Pick up participant medication and first aid kit from Nursing Staff

D. Final inventory of gear and head count

E. Check in with Central Staff member

GENERAL EXPEDITION 

The area of general expedition encompasses all tasks and actions that are part of both canoe and 

backpacking trips.  Minimum impact techniques, stove use, fires, swimming, and water treat-

ment are just some of the tasks that must be considered.  Our general camping practices are the 

most important elements discussed in this document.  These practices include day-to-day activi-

ties with significant safety considerations, but they also show the quality and care invested in 

our program. Therefore, how we treat our environment and present ourselves in the field is a 

crucial component in a well-run tripping program.  
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Minimum Impact Camping: 

A. Camp at established sites when possible

If a pristine site is the only option, use the following criteria in selecting and using a camp

site:

1. Site must be 200 ft from established trails

2. Attempt to camp on a durable surface (rock, sand and grass)

3. Spread out tents and cooking area to minimize trampling vegetation

4. Disperse general activity away from the site

5. Upon departure, camouflage site so other parties do not use

6. Always leave any campsite cleaner  than you find it

7. No camping is allowed in “Wilderness Areas”

B. Pack out everything you pack in

C. Always use toilets and latrines made available at campsites.  At primitive sites and when

travelling, observe the following guidelines.

1. Human waste disposal must:

a. Minimize the chance of water pollution

b. Minimize the chance of others finding

c. Maximize the rate of decomposition

2. Individual cat holes are most likely the best alternative for groups

3. Always disperse waste sites and keep at least 200 ft from water sources

4. Digging group latrines is not acceptable

D. It is best to scatter wastewater.  Avoid using sump holes, or draining waste water into fire

rings.  Remove and pack out any large food scraps.  Scatter water at least 200 ft from other

water sources and campsite.

E. Fires may be made in established fire rings only.  Never make a new fire ring.  Only wood

collected from the ground may be used.  Never remove wood from standing trees or vegeta-

tion; dead or alive.  Collect wood from a large area at least 100 yards away from campsite.

Never burn food or trash in fires. DO NOT pack in wood from camp; you are subject to

large Federal and state fines if caught.

F. Keep noise to a minimum.

Staff Equipment: 

While in the field, each leader must carry the following items: 

1. Copy of the trip plan (Duplicate of office copy)

2. Delorme Topo US Maps covering the entire trip area or appropriate Topo map

3. One staff member must carry a first aid kit

4. Both staff members must carry an extra top and bottom thermal layer for anyone that

may need them
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Water Purification: 

All water from natural source (rivers, lakes, streams, etc.) must be purified.  The following op-

tions are available for water purification 

1. Chlorine (bleach) solution (1:10 solution, 2 drops per liter)

2. Iodine / Betadine (2 drops per liter)

3. Bring water to a rolling boil for a minimum of 5 minutes

Water Consumption: 

It is a leader’s responsibility to see that all participants are staying well hydrated when in the 

field.  Dehydration is the primary cause for many physical problems in or out of the wilderness; 

you should drink 4-6 Liters a day.  The most significant concern for wilderness leaders is heat 

exhaustion, which if not recognized, can lead to a heat stroke (life threatening condition).  

Causes include heavy physical exertion, exposure to heat and sun, and dehydration.  Combat 

these problems by resting in the shade at frequent intervals and enforcing water consumption. 

Continue the enforcement at campsite. If needed, distribute electrolyte packets (these come in 

some form of simple sugar; i.e. honey, Gatorade mix, sugar, etc.) from the first aid kit. 

Stoves and Fuel: 

Most camp stoves are fueled by white gas, which is an extremely volatile liquid fuel.  

For this reason, the following requirements must be strictly followed: 

1. Campers may not operate stoves without continuous, direct supervision.

2. Staff should stay in possession of fuel at all times.  They are to carry the fuel and stoves

on all trips.

3. Always fill stoves before using.  Do not attempt to fuel either device when hot.

4. (2) Fuel containers should be carried, (1) by each leader.  There should be no fuel car-

ried except in designated containers for camp stoves.

Participant Medications: 

All medication must be carried and kept by leaders.  Trip leaders are the sole dispensers of any 

medications in the field.  Participants must administer medications under the direct supervision 

of the trip leader. 

Swimming: 

1. Swimming is only allowed when LGT staff are present and managing a designated

swimming area

2. Diving headfirst into the water is never allowed

3. Jumping off high objects (bridges, rocks, etc.) is never allowed

4. Swimming is not allowed when the following conditions are present

a. Between sunset and sunrise

b. During electrical storms

c. When strong currents are present – there may be exceptions for white water

d. If a PFD is not worn
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Lightning Drills: 

“In the U.S., there are between 100 and 200 deaths each year due to lightning.  It is estimated 

that there may be four or five times as many lightning strikes to humans as there are lightning 

deaths reported.  When lightning strikes people, there can be many victims at once.  People are 

injured by lightning in three ways:  

1) Directly- associated with high morbidity;

2) Secondarily- after primary object, such as a tree, has been struck; or

3) Through ground current. (Iserson WMS, 1989) 

The best treatment for a lightning strike is prevention.  Wilderness leaders have a significant 

responsibility in recognizing weather conditions that cause electrical storms, and then acting 

efficiently to position a group in the safest possible location to weather such storms.  The fol-

lowing are rules to live by: 

1. Sound travels at 1100 ft/ sec.  (5 seconds » 1 mile). A 10 seconds lag between lightening

and thunder (2 miles) is a strong warning to seek safety. When traveling on water it is wise

to head for shore when lightening is five (5) miles away. When on a peak or on a lake, be-

cause of the time needed to reach safety, it is best to head towards shelter once thunder

clouds (Cumulonimbus Clouds) are spotted.

2. When on land avoid relatively high, open, or sharp locations. In wooded areas take shelter

in thick growth or medium height trees, but avoid being on top of any root systems. In open

areas, go to a low place like a ravine or valley. DO NOT go in a ditch or gully. Avoid caves

unless they are deeper than they are tall. Stay away from metal and remove metal frame

packs.

3. Spread a group and instructors out. Insulate yourself and participants from the ground with

Ensolite pads or packs (if they are not metal framed). Keep all body parts off the ground.

4. If a group is in canoes, head for the shore to seek appropriate shelter as described above. If

the group is unable to get off the water (due to steep embankments or heavy brush), boats

should be spread along the shoreline and tied off. Instructors should be in separate boats and

away from each other. Sit on Ensolite pads in boats. Care must be taken to make sure no

body parts, gear, or ensolite pads are in contact with the water. Participants should also

maintain a low profile.

5. When going ashore move at least 100 yards away from the water. The shoreline is the worst

place to be.

Food preparation & storage: 

Food is to be prepared the evening before a trip and packed just prior to the departure of the 

trip. Food is to be packed in appropriate storage containers, such as ziplock bags and nalgene 

storage containers.  
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The type of food chosen should be based on the needs of the group and the type of the trip tak-

en. In particular, hiking trips tend to carry lighter foods, while canoe trips may carry heavier 

items such as canned goods since weight limits are not as large of a concern. 

In planning meals, attention must be paid to when items will be used. For example, fresh items 

(such as fresh vegetables and cheese) should be used sooner rather than later, while sauces and 

pasta have a longer shelf life. Extreme caution should be used when considering taking highly 

perishable items, such as eggs. In the majority of cases it would be unadvisable to take eggs or 

fresh meats unless properly chilled. Instead, trip leaders should refer to industry guidebooks for 

further suggestions in this matter. 

Cleaning procedures: 

Cooking utensils and pots are to be cleaned after each use. Only approved biodegradable prod-

ucts should be used. Cleaning should be done far away from a water source (200 yards).  

All dishes are to be cleaned in one large pot. Larger waste should be strained and packed out 
while water is dispersed at least 200 yards from campsite, water source, trail, or structures. 
These practices must be stressed, as they are crucial to the LNT principals.  

BACKPACKING 

Backpacking tends to be the most injury prone element of any outdoor program. Sprained an-
kles, twisted knees, and all kinds of bumps and bruises can be the result of a momentary lapse 
of attention while carrying a heavy pack on a rough trail. Though these types of accidents could 
happen during any program element, the fatigue associated with long days on the trail increase 
the chance of it happening. Through constant awareness and monitoring of group and individual 
needs, a wilderness leader can help prevent frequent mishaps on the trail. There are many tools 
and skills at a leader’s disposal, which help insure that a group has a fun and safe expedition. A 
wilderness leader has the responsibility of teaching these skills to each group he works with.  

Instructional Requirements: 

1. Backpack loading and adjustment

2. Foot care and blister prevention

3. Trail techniques (Pacing, rest steps, etc.) – All stop at trail junction and wait for instruction.

4. Introduction to maps, compasses, and navigation

5. Dehydration and heat injury prevention (thermal regulation)

General Considerations: 

1. Conduct layer breaks (add/remove clothing & hydrate)

2. Conduct frequent hot spot and blister checks

3. Use lead and sweep

4. Make sure group is paced to the slowest group members

5. All members should be in voice and visual range.

6. Have one leader at the front or very near the front and the remaining leader at the rear.

7. Travel during daylight as much as possible.
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Special Considerations: 

A. Travel above Tree Line

1. Leaders must consider distance, time, exposure, & weather conditions. Sufficient shel-

ter or escape routes must be available.

2. Participants must have adequate clothing. Minimum requirements for above tree line

travel include: wool or synthetic sweater, warm hat, wool or synthetic socks, & durable

rain gear.

3. Groups may not attempt alpine peaks or crossing when electrical storms are approach-

ing or present.

4. Expeditions planning to encounter frequent alpine locations should consider bringing a

length of parachute chord, as it can come in handy in many scenarios.

B. River crossing (where bridges are not present)

1. When at all possible, travel up or downstream to a bridge.

2. Staff must evaluate, supervise and spot all river crossings.

3. Pack buckles must be undone and shoulder straps should be loosened.

4. Boots or tennis shoes must be worn. (No sandals).

5. One leader to cross first, then the campers, then the second leader last.

6. Hand line is recommended.

7. Avoid walking through water that is more than ankle deep.

FLAT WATER CANOEING 

Canoeing on lakes and slow moving rivers represents the majority of paddling done on camp 

trips. The tasks involved with flat water canoeing are relatively simple, and once learned they 

permit access to some remarkable locations. Despite the understood simplicity of this type of 

boating, there are several related safety concerns that must be made clear.  

Elements requiring particular attention include: proper equipment outfitting and use, specific 

instruction, and several important safety considerations. Unless otherwise noted, the following 

guidelines are requirements and must be followed at all times. 

Equipment Requirements: 

1. USGS or DOT certified Type III PFD’s must be worn at all times.

2. Shoes must be worn while boating (flip-flops are not acceptable, however Crocs are).

3. Bow and stern painters must be present and secured on each boat.

4. Paddling trips must carry at least 2 extra PFD’s and paddles.

5. A staff member must carry 1 throw rope
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Instructional Requirements: (the following must be taught or  present) 

1. 1 LGT staff person must be present

2. Loading, unloading, and carrying canoes

3. Basic strokes should be taught on land before paddling boats

4. Entering and trimming weight in canoes

5. Paddling positions (sitting & kneeling)

6. Strokes should be practiced in boats near shore

7. Capsize drills

8. Loading and storage of packs and equipment in canoes

9. Need and use of lead and sweep boat

Participation Requirements: 

1. Campers (and staff) must wear PFD’s at all times when on or near the water

2. Campers should be competent swimmers and must always wear a PFD when swimming on

a trip.

General Safety Requirements: 

1. Use caution when paddling on exposed lakes. Strong winds can create large waves capable

of capsizing canoes. Avoid long crossings and stay close to shore when such conditions are

present.

2. Use existing trail while on portage. Establish a lead and sweep person.

3. Be aware of changing weather conditions. At the first indication of an electrical storm, head

to the nearest shore and prepare for a lightening drill.

4. Never paddle after dark.

WHITE WATER CANOEING 

White water paddling is a challenging, adventurous sport that offers much excitement but also 

has inherent risks.  Proper introduction, instruction and execution of a white water site are a 

crucial part of managing these risks.  The following outline contains requirements that are spe-

cific to white water paddling and at no time may they be ignored.  White water includes all river 

sections that are Class I or higher.  Camp expeditions may frequently run Class II rapids and 

may on occasion paddle non-technical Class III rapids.  At no time may camp related trips ex-

ceed this level of difficulty.  Groups must practice on flat-water sites before any white water is 

run.  *See white water instructions below. 

Equipment Requirements: 

1. USGS or DOT certified Type III PFDs must be worn at all times.

2. Closed toed shoes must be worn while boating (no boots, flip-flops, or Teva’s).

3. Helmets must be worn in all rapids

4. Bow and stern painters must be present and secured on each boat.

5. White water trips must carry at least 2 extra PFDs, helmets, and paddles.

6. Three throw ropes must be carried in separate boats including both leaders’ boats.
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Instructional Concerns: 

1. One lifeguard-trained person must be present.

2. Campers must be instructed in basic and advanced canoe strokes and braces. Stroke intro-

duction must first take place on land and then practiced on flat water. Before running white

water, campers must also practice strokes on moving water.

3. Campers must be taught and capable of executing eddy turns and ferries in moving water

before running white water.

4. Before running any white water, campers must understand the personal responsibilities in-

volved with white water paddling. Instruction must cover capsizing, swimming in white wa-

ter and self-rescue. The following rules must be explained and comprehended by white wa-

ter paddling participants. In the event of a white water capsize or swimming situation:

a) Hold onto paddles unless it endangers you to do so.

b) Get up stream of your boat.

c) Stay with boat, facing down stream with FEET UP in front of you.  Your feet and

legs will absorb any impact you may have with a submerged rock.

d) NEVER ATTEMPT TO STAND IN MOVING WATER!

e) While holding boat and paddle, kick towards shore once through rapids.

f) Follow instructions of staff and uses of throw ropes and boat assists.

5. Participants must be taught white water features and understand hazards of moving water.

The following feature and dangers must be understood:

 Standing water

 Eddies

 Pinning

 Undercut rocks

 Strainers

Participants Requirements: 

1. Campers and staff must wear PFD’s at all times when on or near the water.

2. Staff must double check campers PFD’s for fit and closure.

3. Campers and staff must wear helmets in rapids.

4. Before attempting any white water campers must have had flat water paddling practice.

5. Campers must understand that they are responsible for their safety.

General Safety Requirements: 

1. Staff must scout all rapids with campers that they cannot see the entire rapid from above.

2. Staff must make campers aware of specific river conditions and hazards.

3. When deciding to run white water and when choosing routes, staff must inform campers of

their thought process.

4. Campers may elect to portage or walk any white water. Staff and other campers must honor

this choice as all rapids are challenge by choice.

5. Use existing trail while on portages. Establish a lead and sweep person.

6. Be aware of changing weather conditions. At the first indication of an electrical storm, head

to the nearest shore and prepare for a lightning drill.
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EMERGENCY 

Search and rescue: 

Required:  In the event of a missing person, activities must be stopped, a safe base 

camp must be designated and all people with pertinent information must 

be interviewed and their comments written down (see Missing Person 

Report). Next a decision to search or get help must be made. In most situ-

ations, a group can perform a quick search of surrounding areas using 

their available resources. If nothing substantial turns up, then they may 

wish to seek outside assistance, depending on the time it will take. 

Recommended: While a staff member directs the quick search, another person should be 

recording all events and times that occur. Such a record, along with the 

Missing Person Report, often proves invaluable to a professional Search 

and Rescue Team. Staff should be familiar with basic field-search proce-

dures (hasty search of high probability area and course-line searches of 

the area in square grids). Land flag and record any clues found on a map 

of the field area. Be aware that runaways may not want to be found, so 

notify law enforcement. 

Suggested: Hasty searches ought to be conducted by teams of no less than four peo-

ple and each team should be self-supporting. For all searches, a predeter-

mined meeting time should be arranged and participant headcount should 

be conducted frequently. If the missing person is not located after a set 

period of time (no more than an hour), get outside help. 

Evacuation: 

Required:   Once the patient is stabilized, staff must consider evacuation by deter-
mining whether the person can continue with the program, walk out un-
der personal power or needs evacuating. If an evacuation is definitely 
called for, then finding resources is the next step. This involves planning 
a route out, locating building materials and construction of a litter to car-
ry the patient. These determinations must be made in light of the 
knowledge that an evacuation by stretcher is an extremely difficult under-
taking and a strong and capable group takes a long time to travel a short 
distance. Do not evacuate an unstable patient. Stabilize for shock first 
and then transport. Refer to WFA book in the tripping shed for more de-
tails.  
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Recommended: Staff should consider getting assistance for severe injuries. Staff may 

need to recruit the help of a professional search and rescue team for ma-

jor injuries that are more than an hour from the trailhead. In general, the 

speed a rescue party can move with a litter is the inverse of speed the par-

ty can walk uninjured. This means, for example, if the party is travelling 

at 2 miles per hour, they will be able to carry a litter out at one mile every 

two hours. 

Suggested: Staff ought to share decisions with the campers, especially if they are to 

be the litter carriers. Allow time to practice with a volunteer victim. 

Going for professional or outside assistance: 

Required: If outside aid is needed a SOAP Note must accompany the party going 

for help. The party must consist of at least two and preferably four peo-

ple, at least one of whom must be staff member. The Search and Rescue 

team providing the help needs to know the extent of the injuries and the 

intended evacuation route (send an evacuation report and a map with grid 

references). No one should go for help before at least two sets of the vic-

tim’s vitals are taken and recorded on the SOAP Note. 

Recommended: A copy of the patient’s health form should be attached to the patient 

ready to transport to the nearest hospital, as well as another copy of the 

SOAP Note. 

Suggested: The party going for help ought to be self-sufficient, stick together and 

carry their supplies. They ought to flag the return route for the Search 

and Rescue Team, mark it on their map and return with the Search and 

Rescue Team if able. 
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TRIPPING PROCEDURES (Detailed) 

This section of the Expedition Procedures Manual outlines the protocol for the WLC Trip Pro-

gram including trip planning, preparation, camper sign-ups, and documentation, medications, 

schedules, and travel and trip breakdown. 

The overall schedule for trips is pre-planned during the off-season and during staff training. 

Trips are generally similar from year to year. The Trip Program Coordinator is responsible for 

oversight of the program. Leaders participating in specific trips are announced several days be-

fore departure to allow time for thorough preparation and planning. Leaders of trips are ex-

pected to adhere to the guidelines that follow. 

Signups: 

Sign ups for the trips are generally done at least two days before departure.  

When doing sign ups, first write down the names of all campers that would like to go on the 

trip. If more people sign up for the trip than are able to go, follow these guidelines: 

1. Choose the campers who have indicated that doing trips is one of their top three activity

choices on his camper enrolment form (see Program Director for list).

2. If there are still spots left choose campers that have Wilderness Skills at a priority, and if it

is a canoe trip choose those who have Canoeing as a priority.

3. If there are still spots to fill after camper priorities have been satisfied choose campers that

are second years as they will not have another chance to go on that trip.

It should be emphasized that once a camper has signed up for a trip, they are expected to go on 

it. They will not be able to withdraw without consequences. A consequence may be withdrawal 

from other trips they are later scheduled for.  An alternative without consequences is finding a 

replacement for their position. The trip coordinator must be notified, at the latest, at Flag Low-

ering when the names are called out for the trip departing the following day. 

Trip lists and logistics: 

All trips must have a Trip Planner. This includes (page 1) a camper and leader list and 

(Page 2) the camp phone number and appropriate emergency/state police phone numbers. It will 
also include detailed driving instructions (page 3) outlining a day-by-day itinerary of the trip. 
The next pages will include detailed maps of the area, copies of any permits required and a 
copy of the payment for the campsite used, if payment was required.  Also attached must be a 
weather forecast--– this is obtained from the office. A copy of the Trip Planner will be given 
to each leader and one will be posted on the notice board in the Farmhouse office (see the Trip 
Planner attached).  A copy of the first page (camper and leaders on the trip) must also be posted 
on the Activities board on the porch of the dining hall.  This is so other activities leaders will 
know if campers that are missing from their activity are on a trip.   
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Trips are expected to depart at 9:00 am on the first day and arrive back at camp between 3:45 

and 4:45 pm on the last day.  If tr ips ar r ive ear lier , campers cannot enter  program until 

Free Swim, so this time should be used to break the tr ip down, and inventory gear . 

Pre-departure Meeting (Night before):
The night before each trip departs, an announcement will be made at flag lowering by either the 

Trip Coordinator or the primary leader assigned for the trip instructing all participants to meet 

at Washington (trip shed). Following announcements, the campers and trip leaders will proceed 

to the trip shed and be given backpacks or dry bag, depending on the trip. They will also be pro-

vided with a list of equipment and clothing to pack. For hiking trips, it will be emphasized that 

room must be left in the backpack for food that will be distributed and packed into participant's 

packs the next morning.  

All campers are expected to be on time to Evening Program and must be released at the sound 

of the bugle. At this time, the primary leader designated for the trip shall stay behind to contin-

ue trip preparation. This will include coordinating with the kitchen staff for the purpose of pre-

paring food for the trip. The other leader assigned for the trip will leave with the campers for 

their evening program assignment. Both leaders are to be back at their cabins at the end of 

Evening Program to attend to their campers and to ensure a proper night of rest. 

Canoeing trips are slightly different. Participants are given a dry bag and a list of necessary 
equipment. The leaders will pack food in separate dry bags. All campers and leaders must be 
fitted with correct size paddles and PFD; these should be placed on the canoe trailer as soon as 
the fitting has been done. This is done so the chance of a paddle or PFD being left behind is 
minimized. As well as packing all the food, the leaders are also responsible for packing all other 
items listed in this document including fuel, burners, pots, etc (and on the attached checklist).  
For canoe trips, leaders should secure trailer to designated vehicle and assure functionality of 
trailer lights.  

After the evening meeting with all trip participants, a list of campers and leaders must be given 
to the camp nurse for preparation of medications and for the leaders to obtain a copy of all par-
ticipants’ health forms.  Tripping Coordinator will coordinate with the Food Service Director to 
ensure that the first day’s lunches are packed. 

Pre-departure Meeting (Morning of trip):
All trips participants are to meet at the trip building immediately after reveille on the day of the 

trip with gear packed. A list of essentials will be reviewed. These will include: sunscreen, bug 

spray, hat, and water in their water bottles (at least 1 liter for canoe trips and 2 liters for hiking 

trips), raincoat and appropriate clothing for all conditions. Trip leaders must make sure that 

each camper has the required items. If they must go back to their cabin to get items, let them do 

this. Campers going on a hike shall also use the space they have left in their packs to pack the 

food and group gear.  This can be evenly divided among all participants in the trip, both camp-

ers and leaders. Note: all fuel, stoves, and matches/lighters are to be carried by one or both of 

the leaders. 
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Trip Leaders responsibilities: 

Prior to departure, leaders must collect a first aid kit and any medications from the nurse that 

the campers and leaders may need for the duration of the trip.  They should collect emergency 

money and a fuel card from the Farmhouse.  If sandwiches have been arranged to be made, pick 

them up from the kitchen before departing.  Check that the canoes are securely tied to the trailer 

using a trucker’s hitch. Check that all safety chains and hitches are connected and functional 

and that a spare tire and lug wrench are packed. Double check that all trailer lights are working. 

If they are faulty they must be fixed before the trip continues. This should be done the night be-

fore the trip leaves so time for maintenance is available if required. Finally, make sure that all 

items are secured in the trailer, so that nothing can fall out. 

Driving: 

All campers and leaders must wear seat belts. It is camp policy to wear seat belts, and a law for 

any person under the age of 18. Speed limits must be adhered to at all times as must all other 

road rules. All drivers must be familiar with and follow guidelines outlined in the Camp's 

Transportation Policy Manual. It should also be noted that the 15 passenger vans handle differ-

ently from a normal car, especially with the added weight of a trailer with canoes. The braking 

distance is significantly longer. Concerns specifically related to 15 passenger vans are outlined 

in the manual. Seats need to be filled from the front to the back. 

When reversing, have the other leader get out of the vehicle and stand at the back driver side to 

give directions and notify the driver of possible obstacles that the driver cannot see.  From the 

start of a trip to the drop off and from the pick up back to the camp, the driver should make no 

stops; the only exception is for toilet stops and for fuel. No purchases are to be made aside from 

fuel. 

Trip: 

For a trip to run as smoothly as possible, the leaders must have good knowledge of the trip itin-

erary. The Trip Program Coordinator will give a map to the leaders before the trip. The leaders 

are to review the map and ask the Trip Coordinator any questions they may have before leaving 

camp.   

Each camp vehicle will have a spare key in a magnetic key holder box sitting in the center con-
sole. This is to be used only if no shuttle is needed (if the put-in point is the same as the take out 
point or if the van isn’t needed for other camp activities). The magnetic box is to be placed be-
hind the driver’s side rear bumper, out of sight.  This is done so that if the other key, which is 
taken by one of the leaders, is lost there is a spare with the van.  
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Post Trip Tasks:
Upon arrival back at camp, the van should be driven to the Tripping Shed. Then, the campers 

should do the following in order: 

1. Set up tents for proper drying in front of the tripping shed, on the athletic fields, or in the

barn.

2. Any borrowed equipment, (ex. bowls, cutlery) must be returned and washed.

3. Group gear should be returned to its proper places; this includes cleaning coolers and group

cooking gear, as well as returning unused food to Washington, throwing away trash, and

replacing PFDs, paddles, and helmets.

4. Camper should empty their dry bags/backpacks and take just their own belongings back to

their cabin; this may take more than one trip.  No camp equipment should be taken back to

the cabins.

5. Van and tripping shed must be cleaned.

When you arrive back to camp you are expected to do all dishes from the trip, erect the tents for 
airing, place any food that is still usable back into the refrigerator, or appropriate place.  Camp-
er are not scheduled for any activities if you come back early, they must be occupied until Free 
Swim.  If you allow them to shower one leader must be present near the shower block in the 
appropriate unit, the campers must be supervised.  

Trip leader’s responsibility:
Leaders are to collect all dishes (pots and pans) used, including used bowls and cutlery. These 

are to be cleaned by the campers in the tripping shed. Any food that is still in good condition 

and left over after the trip should be properly put away in the tripping shed – food that needs to 

be kept cool should be left in the fridge or freezer. All dry food can be left in the large plastic 

storage bins.  No food should be left on the center bench, as this will attract squirrels and other 

rodents. Excess/unneeded food may be returned to the kitchen as needed. 

Trailer Maintenance: 

At the beginning of the season, at the end of the first session, and the end of the second session, 

wear of the tires should be checked and tires should be replaced if necessary. The spare should 

also be checked. At the beginning of each session, the correct size of tow ball for the trailer 

hitch must be checked. Tow balls must be 2” for the canoe trailers. Tow balls should also have 

grease applied. The tie ropes for attaching the canoes to the trailer should be in good order and 

not fraying; replace if needed. There should be two for each canoe to tie the front and rear of 

each canoe. These ropes are to stop sideways movement; the painters on each canoe (front and 

rear) are to be tied to stop any forward and rearward movement. Trailer wiring for the lights 

must be constantly checked throughout the season. 

Canoe Maintenance: 
At the beginning of the season, all canoes will be equipped with two painters, two secure seats 
and two secure thwarts. These will be checked throughout the season and replaced or repaired 
as needed.  
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Sub-Appendix A: 
Leader in Training (LIT) Trip 

Overview:  
The LIT trip has several objectives, however, the main goal of this trip is to improve the LIT’s 

leadership skills while drawing them beyond their comfort zone. While the itinerary of this trip 

varies, it is traditionally either a five (5) day trip in Northern Maine, or a three (3) day trip in 

northern New Hampshire. The Maine itinerary is two and a half days of canoeing on Flagstaff 

Lake followed by two and a half days of hiking across the Bigelow Range. The New Hampshire 

itinerary is a one-day canoe down the Androscoggin River followed by two days of hiking 

through the Northern Presidential Range. Overall, the LIT’s should expect the trip to be not on-

ly physically hard, but mentally tough as it is meant to both test and improve their leadership, 

interpersonal, and introspective skills. 

Trip leader’s responsibilities: 

The official trip leader will posses at least a wilderness first aid and lifeguard certification and 

be at least twenty-one (21) years of age. If there is a second trip leader, they must be at least 

eighteen (18) years of age. The main purpose of the trip leader is to guide the LIT’s through the 

trip planning and preparation processes as well as ensure the successful execution of leading a 

trip for their peers. The trip leader is to guide the process along to avoid failure, but should not 

hand solutions and answers to the participants.  

Planning and preparation: 

To start the trip preparation process the trip leader should have the LIT’s brainstorm what they 

will need to do in order to have a successful trip. This list should include: creating an itinerary, 

gathering maps and reservations, planning a full menu (keeping dietary needs in mind), and cre-

ating a gear list. LIT’s should be reminded that while they are preparing a trip for themselves, 

they should keep in mind what they would do if they were preparing a trip for campers. It is en-

couraged that the leader takes notes on how the LIT’s interact and work as a group as this is an 

important learning moment for them to reflect on. 

Leadership: 
Every step along the way should have an “LIT leader”. This person should act as any trip leader 
would and will have all the same responsibilities including keeping the group on task, navi-
gating, and doling out assignments at camp. The purpose of the LIT leader is to get every par-
ticipant out of their comfort zone and to give them authority and responsibility in a way they are 
unlikely to have had in the past. The trip leader should make sure that the LIT leader is follow-
ing all procedures outlined in the trip manual. Throughout the entire trip process, the trip leader 
should have the LIT’s reflect on their decisions and actions, noting what has gone well and are-
as that they can improve. At the end of the trip a longer and more in depth debrief should be 
conducted.  
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Sub-Appendix B:
Instructional Requirements for Hiking Trips 

1. Backpack loading and adjustment

a) Heaviest items should be packed toward the bottom of the backpack keeping in mind

that items that need to be accessed during the day should be towards the top.

b) When putting backpack on the straps should be adjusted in the following order:

i. Hip strap buckled and tightened first,

ii. Load lifters tightened (located where the top of the shoulder straps meet the

backpack),

iii. Shoulder straps synched,

iv. Chest strap buckled.

2. Foot care and blister prevention

a) Talk the importance of wearing wool socks that are clean and dry.

b) Talk about identifying hot spots on campers’ feet so they do not turn into blisters.

3. Trail techniques

a) Talk about how to pick a good pace, such as having the slowest camper lead the

group.

b) Rest every half hour to 45 minutes for no more than 5 minutes.

i. DO NOT SIT DOWN during short breaks, because lactic acid builds up in

your legs, which will start to cramp up.

ii. If tired use “rest steps” to recover, but not stop completely.

c) Walk single file to minimize human impact to trial especially in the Alpine Zone.

d) Stop at all trail junctions.

4. Introduction to maps, compasses, and navigation

a) Include campers when you are reading the map–alternatively, when you arrive at

camp go over the map and how to navigate with the campers.

5. Dehydration and heat injury prevention (thermal regulation)

a) Stress the importance of taking sips of water every 15-20 minutes to limit dehydra-

tion.

b) On extremely hot days closely monitor camper’s fluid intakes.
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VI. RIFLERY PROCEDURES 

Eligibility for participation:  F it, healthy with a desire to learn. 
Activity leader to equip campers with appropriate rifle and safety 

equipment prior to shooting 

Camper/Staff supervision ratios:  There should always be a minimum of two instructors at 
this activity, of which at least one must be a trained adult. 
The supervision ratio is to be no greater than 10:2 

Supervision 

Supervision at the rifle range consists of the rifle head & assistant.  These individuals must be 
present if the range is to be open.  The staff is responsible for monitoring all activity. 

Riflery staff is to be certified in riflery and have had several years of experience in the field. 

Access to Riflery 

 The range will only be open when a qualified instructor is present.
 Entrance to and exit from the range should be made through the designated entrance only.

No campers or staff members are permitted to enter or leave the range from any other area.
 Any camper or staff member who is not scheduled to be present on the range must ask the

instructor for permission to enter and await an affirmative response before entering.

Participation 

Only Senior campers are eligible to participate in the program.  It is at the discretion of the rifle-
ry staff to judge the size of the juniors for appropriate fit to the rifles. The riflery head is also at 
liberty to disqualify any campers who do not show appropriate respect for safety concerns. 

Use of Equipment and Safety Checks 

 The NRA qualifications for 50 ft, .22 caliber rifles are used. The rifles are to be cleaned
every four to seven days, or as needed, and are maintained by a professional gunsmith.

 Before campers arrive at the first class of the day the riflery head is to carry out an equip-
ment check. Any equipment that is not deemed to be in good state of repair is to be decom-
missioned until it is either repaired or thrown out.

 The instructor should pay consideration to campers’ size and strength when handing them a
rifle and ensure that the camper is able to discharge ammunition safely down-range. When
assistive shooting equipment (e.g. knee rolls, slings) is given to campers attention should be
paid to their size and strength to ensure maximum effectiveness. Before any camper is given
a rifle an instructor is to check it for safety.

 Any person at the range when rifles are being fired must wear ear protection. Any person
shooting a rifle must also wear eye protection while shooting.

 When the range is not open, the rifles are kept locked in the closet, along with all other
equipment. Ammo is locked in the farmhouse basement and brought to the range each day.
It is never stored with the rifles. Unused ammunition is returned to the locked cabinet when
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the range is closed. In the camp off-season rifles are to be locked in the basement of the farm-

house. Any perishable equipment (e.g. slings, shooting vests, knee rolls, etc) is also to be stored 

in the farmhouse basement in the off-season. 

Rules and Regulations of the Rifle Range

The rifle range is run according to Civilian Marksman Program rules. 

Before any person (camper or staff member) may fire rifles, they must go through the basic 

training and gun safety instruction. This means that campers who wish to use the range during 

free swim, but have not received morning instruction must participate in a safety program prior 

to range time. When they feel they are ready, a time that will vary from person to person, each 

participant must demonstrate to an instructor safe and effective use of a rifle before being al-

lowed to fire it. Participants must always demonstrate correct use of a rifle when on the range. 

The training and instruction includes observing the following rules and etiquette: 

SAFETY RULES 

 Always walk to and from the range and stay on the trail, observing the entry restrictions.

 Always to listen to and obey the instructors of the Range.

 No one is to be in front of the firing line unless instructed to do so.

 You may not touch the rifles or ammunition until directed to do so by the instructor.

 Treat every gun as a loaded gun.

 You may only shoot at specified targets.

 Ammunition is not to be taken without permission.

 You must announce a misfire to the range instructor who will handle the misfire and give

out new bullets.

 All rifles are to always be pointed in a safe direction, down range at targets or straight up.

 Never fire unless instructed to do so.  Keep finger away from trigger until ready to shoot.

 Keep ammunition separate.  Keep rifles unloaded until ready to use, with the action open.

 Participants will be told when they are permitted to shoot on the range.

 Participants must open the bolt and lay down the rifle when they have finished shooting.

 Campers are not to bring ammunition up the hill or keep empty ammunition shells.
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ETIQUETTE 

 Only allowed on the range when a rifle instructor is present.

 Be courteous to other shooters.

 Campers are to remain seated and quiet during firing, speaking up if they have a problem or

see a dangerous situation.

EMERGENCY PROCEDURES 

1. Assess situation and determine if trained help is needed:

Yes:   Send two runners for help. Separate campers from the injured, keep 

the injured comfortable. 

No:   Treat the injured with first aid and inform the nurse at the earliest 

opportunity. 

2. Fill in an Accident/ Incident Report form
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VII. ARCHERY PROCEDURES 

Eligibility for participation:  Fit, healthy with a desire to learn.  

Activity leader to equip campers with appropriate bow, 

arrows and safety equipment prior to shooting 

Camper/Staff supervision ratios: There should always be a minimum of two instructors 

at this activity, of which at least one must be a trained 

adult 

The supervision ratio is to be no greater than 10:2 

SUPERVISION  

Supervision at the archery range consists of the archery head and the assistant.  These indi-

viduals must be present if the area is to be open.  The staff is responsible for monitoring all 

activity at the range.  The ratio of campers to staff is always to be ten to one.  All Archery 

staff are certified and have experience instructing at WLC. 

ACCESS TO ARCHERY 

The range will only be open when a qualified instructor is present, the sign says “open” and 

the chain is open. When the chain is up or the “closed” sign is showing, no campers are al-

lowed to enter the range. 

Entrance to and exit from the range should be made through the designated entrance only. 

No campers or staff members are permitted to enter or leave the range from any other area. 

Any camper or staff member who is not scheduled to be present on the range must ask the 

instructor for permission to enter and await an affirmative response before entering.  

PARTICIPATION AND SAFETY CONSIDERATIONS 

National Archery Association Program guidelines are used. 

Any camper is eligible to participate in the program.  It is at the discretion of the archery 

staff to fit the appropriate equipment to the size of each participating camper.  
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USE OF EQUIPMENT AND SAFETY CHECKS 

 Before campers arrive at the first class of the day the archery head is to carry out an equip-

ment check. Any equipment that is not deemed to be in good state of repair is to be decom-

missioned until it is either repaired or thrown out and replaced. During the morning classes

and at free swim the archery head can designate another (on duty) archery staff member to

fletch arrows or fix other equipment as long as he is satisfied that the range remains safe at

all times.

 The instructor should pay consideration to campers’ size and strength when handing them a

bow and arrows to use. Before any camper is given a bow an instructor is to check it for

safety.

 Any participants wishing to shoot at the range should first be fitted with an appropriately

sized arm-guard and finger tab by an instructor.

 When the range is not open all equipment is to be locked in the cabinet. In the camp off-

season targets are to be stacked on top of each other under the cover of the range.

 Before any person (camper or staff member) may use a bow and arrow they must go

through the basic training and archery safety instruction. When they feel they are ready, a

time that will vary from person to person, each participant must demonstrate to an instructor

safe and effective use of a bow and arrow before being allowed to fire. Participants must

always demonstrate correct use of bows when on the range. The training and instruction in-

cludes observing the following rules and etiquette:

Rules of the archery range 

 Camper must have the permission of the archery staff before entering the range.

 Campers are to remain seated and quiet during firing, and obtain the instructor’s attention if

they have a problem.

 Campers are not allowed to touch bows or arrows until the command has been given by the

instructor to do so.

 Campers must follow all commands given by the archery instructors.

 Those not shooting are to remain seated and quiet.

 No one is allowed to be down range of the safety tarp without being told to do so by the in-

structor.

 No one is to be in front of the firing line unless instructed to do so.

ETIQUETTE 

 Only allowed on the range when the archery instructor is present.

 Be courteous to other shooters.

 Being patient and quiet while waiting to shoot.
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EMERGENCY PROCEDURES 

1. Assess situation and determine if trained help is needed:

Yes:  Send two runners for help. Separate campers from the injured, keep the 

injured comfortable. 

No:  Treat the injured with first aid and inform the nurse at the earliest  

opportunity. 

2. Fill in an Accident/ Incident Report form

ARCHERY RANGE COMMANDS 

ON-LINE Straddle line, inspect your      

(1 WHISTLE) equipment 

BEGIN Nock arrows and begin 

(2 WHISTLES) shooting 

RETRIEVE  Immediately stop shooting and 

(3 WHISTLES) retrieve arrows

HOLD   Un-nock arrow, put down bow, 

(4 or 1 LONG  sit down and wait for further 

WHISTLE(S)) instructions 
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VIII. SKEET PROCEDURES 

Eligibility for participation: Fit, healthy with a desire to learn. 

Activity leader to equip campers with appropriate shotgun 

and safety equipment prior to shooting 

Camper/Staff supervision ratios:  There should always be a minimum of two instructors at 

this activity, of which at least one must be a trained adult. 

The supervision ratio is to be no greater than 10:2 

Supervision 

Supervision at the shotgun range consists of the shotgun head & assistant.  These individuals 

must be present if the range is to be open.  The staff is responsible for monitoring all activity. 

Skeet staff is to be certified in Skeet and have had several years of experience in the field. 

Access to Skeet 

 The range will only be open when a qualified instructor is present.

 Entrance to and exit from the range should be made through the designated entrance only.

No campers or staff members are permitted to enter or leave the range from any other area.

 Any camper or staff member who is not scheduled to be present on the range must ask the

instructor for permission to enter and await an affirmative response before entering.

Participation 

Only Senior campers are eligible to participate in the program.  The Skeet head is also at liberty 

to disqualify any campers who do not show appropriate respect for safety concerns. 

Use of Equipment and Safety Checks 

 The 20-gauge shotguns are to be cleaned every four to seven days, or as needed, and are

maintained by a professional gunsmith.

 Before campers arrive at the first class of the day the Skeet head is to carry out an equip-

ment check. Any equipment that is not deemed to be in a good state of repair is to be de-

commissioned until it is either repaired or thrown out.

 The instructor should pay consideration to campers’ size and strength when handing them a

shotgun and ensure that the camper is able to discharge ammunition safely down-range. Be-

fore any camper is given a shotgun an instructor is to check it for safety.

 Any person at the range when shotguns are being fired must wear ear protection. Any per-

son shooting a shotgun must also wear eye protection while shooting.
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 When the range is not open, the shotguns are locked in the Director’s office in the main of-

fice of the farmhouse when not in use, and shotguns are equipped with trigger locks. All

other equipment (excluding ammunition) is kept in the Skeet Room in the basement of the

farmhouse. Ammo is locked in the farmhouse basement and brought to the range for each

Skeet shooting period. It is never stored with the shotguns. Unused ammunition is returned

to the locked cabinet when the range is closed. In the camp off-season shotguns are to be

locked in the basement of the farmhouse.

Rules and Regulations of the Shotgun Range 

The shotgun range is run according to National Rifle Association rules. 

Before any person (camper or staff member) may fire shotguns, they must go through the basic 

training and gun safety instruction. When they feel they are ready, a time that will vary from 

person to person, each participant must demonstrate to an instructor safe and effective use of a 

shotgun before being allowed to fire it. Participants must always demonstrate correct use of a 

shotgun when on the range. The training and instruction includes observing the following rules 

and etiquette: 

SAFETY RULES 

 Always walk to and from the range and stay on the trail, observing the entry restrictions.

 Always to listen to and obey the instructors of the Range.

 No one is to be in front of the firing line unless instructed to do so.

 You may not touch the shotguns or ammunition until directed to do so by the instructor.

 Treat every gun as a loaded gun.

 You may only shoot at specified targets.

 Ammunition is not to be taken without permission.

 You must announce a misfire to the range instructor who will handle the misfire and give

out a new shell.

 All shotguns are to always be pointed in a safe direction, down range or straight up.

 Never fire unless instructed to do so.  Keep finger away from trigger until ready to shoot.

 Keep ammunition separate.  Keep shotguns unloaded until ready to use, with the action

open.

 Participants will be told when they are permitted to shoot on the range.

 Participants must open the bolt and lay down the shotgun when they have finished shooting.

 Campers are not to bring ammunition up the hill or keep empty ammunition shells.

ETIQUETTE 

 Only allowed on the range when a shotgun instructor is present.

 Be courteous to other shooters.

 Campers are to remain seated and quiet during firing, speaking up if they have a problem or

see a dangerous situation.
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EMERGENCY PROCEDURES 

1. Assess situation and determine if trained help is needed:

Yes: Send two runners for help. Separate campers from the injured, keep the 

injured comfortable. 

No:   Treat the injured with first aid and inform the nurse at the earliest 

opportunity. 

2. Fill in an Accident/ Incident Report form
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RE-READ THIS PROCEDURE MANUAL. WHEN YOU SIGN YOUR CONTRACT, 
YOU ARE AGREEING THAT YOU HAVE READ, UNDERSTAND AND AGREE TO 

THE CONTENTS OF THIS DOCUMENT.   

YOU CAN EXPECT THAT THERE WILL BE AT LEAST ONE QUIZ ON THE MATERIAL!! 

AREA FOR NOTES:  
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