
Recreation Programs Guidelines 

 REVISED JULY 2018  

 

 

 

Boys and Girls Club of Kamloops 

 

 

 

Children’s Recreation  

&  

Development Program  

 

Staff Guidelines



Recreation Programs Guidelines 

  
1  

Table of Contents 
Children's Programs ........................................................................................................................   3 

     Membership ...................................................................................................................................   3 

     Registration Procedures ................................................................................................................   3 

     Guidance Policy ............................................................................................................................   3 

     Abuse Policy ......................................................................................................................  5 

     Food Policy .......................................................................................................................  6 

     Children's Programs .....................................................................................................................   6 

      Program Description....................................................................................................................   6 

     Transfer of Care ............................................................................................................................   8 

     Programming ....................................................................................................................  9 

     Petty Cash Procedures, Purchase Orders and Supply Requests ..................................................   9 

     Maintenance Supply Purchasing ...................................................................................................  10 

     Groceries .......................................................................................................................................  10 

     Attendance .....................................................................................................................................  10 

     Accident/Incident ...........................................................................................................................  10 

Risk Management .............................................................................................................................  11 

     Safety .............................................................................................................................................  11 

     Emergency Cards ..........................................................................................................................  11 

    Washroom Plan  .............................................................................................................................  11 

     Cell Phones/Radios .......................................................................................................................  11 

     Outings ..........................................................................................................................................  12 

     Trips Out of Town .........................................................................................................................  12 

     First Aid Kits .................................................................................................................................  12 

     Walking ..........................................................................................................................................  12 

     Bus Outings ...................................................................................................................................  12 

     Swimming ......................................................................................................................................  12 

     Waterslides ....................................................................................................................................  13 

     Downhill Skiing & Snowboarding .................................................................................................  13 

     Emergency Evacuation Plans........................................................................................................  13 

Child & Youth Worker Responsibilities ........................................................................................  14 

     Children's Program .......................................................................................................................  14  

     Staff Meetings ................................................................................................................................  14 

     Volunteers......................................................................................................................................  14 

     Bus Run Procedures ......................................................................................................................  15 

     Lock-Up & Closing Procedures ....................................................................................................  16 

     Opening Procedures ......................................................................................................................  17 

     Food Allergies ...............................................................................................................................  17 

     Snack Preparation .........................................................................................................................  18 

     Kitchen Guidelines ........................................................................................................................  18 

     Care Plans and Medication Adminsitration .................................................................................  18 

     Fire Drill Procedures ....................................................................................................................  19 



Recreation Programs Guidelines 

  
2  

     Computer Lab  ...............................................................................................................................  19 

     Long Distance ...............................................................................................................................  20 

     Fundraising/Special Event ............................................................................................................  20 

     Time Cards ....................................................................................................................................  20 

     Job Postings ..................................................................................................................................  20 

Room Usage ......................................................................................................................................  21 

     General Rules ................................................................................................................................  21 

     Equipment ......................................................................................................................................  21 

    Facilities and Vehicle repairs & Maintenance ..............................................................................  21 

A Day In The Life… .........................................................................................................................  22 

Performance Review & Professional Development ......................................................................  24 

Standards of Good Practice .............................................................................................................  25 

     Space and Environment .................................................................................................................  25 

     How to Design the Environment for Successful Acitivitites ..........................................................  25 

Examples of Good Conduct .............................................................................................................  27 

Developmental Stages of Children & Youth ..................................................................................  28 

     Cognitive Development .................................................................................................................  28  

     Psychosocial Development ............................................................................................................  29  

     Social Development .......................................................................................................................  30  

     Emotional Development Changes .................................................................................................  31 

 

 

 

 



Recreation Programs Guidelines 

  
3  

Children’s Programs 

Membership 

The annual membership fee for a child is $25.00.  The annual membership fee for a 

family is $50.00.  

All children wanting to become members at the Boys & Girls Club can do so by 

contacting the Club at 250-554-5437. No child is refused access to programs due to an 

inability to pay the membership or daily fees.  Families with limited financial resources, 

who qualify, can access a Provincial Government childcare subsidy to help with the daily 

fees.   

For all children attending programs we must have a current membership form, current 

photo and an up-to-date immunization record on file. 

Children can choose to register from one day a week up to five days a week. 

Registration Procedures 

Every parent/guardian must complete the registration process with the Program Leader 

and School Aged Program Leader before any child can participate in an outing.   

The School Aged Programs Leader or Program Leader meets with families who are 

accessing programs for the first time.  Once registered, families are responsible to up-date 

membership information when necessary.  Members are registered once a year in 

September for programs running from September through to June.  Parents must inform 

the School Aged Programs Leader or Program Leader when changes to their child’s 

attendance are needed.  New members can register at any time provided there is space in 

the program. 

Monthly Attendance Record 

The Program Leader at each Club location is responsible for completing a monthly 

attendance of all children attending the Club.  The monthly attendance record gives us an 

actual record of who attended and who did not attend on a monthly basis.  The 

information is acquired from the daily sign-in/out form and is used to ensure spaces are 

being used effectively and for government funding requirements. 

Guidance Policy 

The purpose of this guidance policy is to ensure a safe, caring and consistent atmosphere 

for all children.  The following information is shared with parents upon registration. 

Expectation from Club Staff 

Letting children know they are welcome. All children will be encouraged to 

participate in Club activities.  We will strive to ensure children feel apart of the 

Club by including their ideas in program planning and encouraging them to take 

an active role in creating a positive environment for everyone.  We have a Parent 
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Information bulletin Board and a Community Resource bulletin Board to keep 

parents informed about what is happening at the Club and in the community.   

This is a safe place. Guidelines for expected behaviour are discussed with each 

member upon their arrival into the programs.  We follow many strict policies and 

procedures relating to the safety of our members.  The safety of all Club Members 

is our highest priority. 

We trust children to make good decisions. All children are given choices 

throughout their time at the Club.  We encourage children’s input in the 

development of our program activities.  All children are supported with decision-

making and we strive to empower children to make their own positive and healthy 

choices.  Children are given the opportunity to be independent by choosing 

constructive activities for themselves during less structured times at the Club. 

Children can have fun here. Different kinds of play experiences, challenging 

activities and learning opportunities are provided on a rotating basis so that 

resources are available for exploration as well as fun.  Cultural and ability 

differences are highlighted and celebrated. 

Children can seek help here. There is an open door to staff or volunteer space so 

that children can find one-to-one time with adults when they need it. 

Expectations of Club Members: 

Treat others with respect. 

Use Club facilities and equipment safely and appropriately.  

Adhere to our “no violence” guideline to ensure the safety of all our members. 

To use appropriate language at all times. 

Listen to Club leaders to support a safe environment for all 

Any inappropriate behaviour will be handled by Club staff, using a number of different 

strategies: 

 Calm and respectful approach 

 Positive reinforcement 

 Review of Club guidelines 

 Redirection 

 Problem solving 

 Previously, clearly defined logical consequences 

If the inappropriate behaviour continues, the parent will be called for a meeting to discuss 

the situation with the Program Leader and/or School Aged Programs Leader.  During this 

discussion the Leader and parent(s)/guardian(s) will develop a behaviour care plan which 

best supports the child.  See Care Plan section for more information relating to the 

development of care plans. 
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The Boys and Girls Club supports a policy of least intrusive intervention to manage 

behaviour in our programs.  In a crisis situation where a child’s behaviour is escalating by 

either showing signs of stress, becoming agitated or verbally aggressive, staff will 

respond by the use of verbal intervention in an attempt to calm the child.  However, when 

this approach is not effective and a child begins to act out physically to a level that poses 

risk to the child, other children or the caregivers, it may be necessary to intervene with 

more intrusive measures that may include, physically blocking kicks, redirecting strikes 

and possibly the use of restraints.  In this case, only staff persons who are trained and 

certified in Non-Violent Crisis Intervention would participate in either a two person 

restraint or a one person child restraint.  Every effort will be taken to ensure the safety 

of the physically acting out child, other children and staff.  If a child participating in Club 

programs presents extreme behaviour resulting in this action a care plan will be put in 

place before the child can return to the Club after an incident.    

 

Our expectations of Club Members’ Parents/Guardians 

 To share information of any behaviour challenges and strategies implemented at 

home or school to best support the child in which we may implement at the Club 

to provide a smooth transition when appropriate. 

 To participate in the development of care plans with Club staff, to provide 

guidance and resource and to follow through with objectives whenever possible. 

 To support our program’s Guidance Policy and seek clarification when necessary. 

 To report immediately to the Club if we call you to pick-up your child.  

If your child is attending programs with an external support worker, a meeting with the 

Program Leader/School Aged Programs Leader is required to discuss the child’s needs 

and expectations of all parties involved prior to the support worker attending programs.  

All external support workers must provide us with a recent successful criminal record 

search prior to their start in programs. 

 

Abuse Policy 
As partners with parents in advocating for children/youth, the Boys & Girls Club of 

Kamloops is conscious of its role and responsibilities in the protection of children/youth 

and the prevention of child abuse.  

Duty to Report 

Anyone who has reason to believe that a child has been or is likely to be abused or 

neglected has a legal duty under the Child, Family and Community Service Act to report 

the matter.  As our programs are licensed by Community Care Facilities Licensing Boys 

& Girls Club staff has a further duty to report any incident regarding abuse to Licensing.  

In the case of an allegation of child abuse against a Boys & Girls Club staff or volunteer, 

the Boys & Girls Club will support the staff/volunteer until it is satisfied that, in fact, the 

allegation is well-founded.  The responsible Boys & Girls Club Program Leader will 

remove the staff/volunteer from all activities involving supervision of children/youth. 

After consultation with the Executive Director, a course of action will be established 
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regarding employee or volunteer experiences during the course of the investigation.  Club 

staff will comply with the Ministry of Children and Family Development and the 

R.C.M.P. in the course of any investigation that may be required. 

 

Food Policy 
 

All licensed programs at the Boys and Girls Club, offering or including food service must 

adhere to this food policy.  The Boys and Girls Club of Kamloops children’s programs 

offer scheduled nutritional snacks and meals in accordance to Canada’s Food Guide.  

Menu and snack plans are posted in each facility for parents to view, a copy may be 

provided at the request of the parent/guardian.  If a child has special dietary requirements 

a care plan must be completed with the Program Leader.  The Boys and Girls Club staff 

will adhere to the specific directions of the agreed upon care plan.  During snack and 

meal service children are offered a safe, clean space to eat with an appropriate time frame 

and supervision.  Snacks and meals will include sufficient quantity and quality to meet 

the developmental needs of the child, having regard to the child’s age, the number of 

hours the child is in our care and the child’s food preferences and cultural background.  

Drinks are offered when food is served, which may include water, milk and/or juice.  It is 

the staff’s role to ensure that a variety of nutritional food is offered to children during 

snack and meal times however, it is not our role to force children to eat.  In the case that a 

child refuses to eat what is offered, staff may offer the child different food choices when 

possible.  If refusal to eat is recurring, we will inform the child’s parent/guardian, which 

may result in the development of a care plan to ensure health and wellness.  Staff will not 

use food as a reward for, or consequence of, behaviour at any time.   

 

Program Description  

Club programs are designed to build a child’s self-esteem in a positive, respectful 

environment. Each staff team member is responsible to create and develop program titles 

and themes which provide members with creative, educational, active and fun programs 

that foster a sense of belonging for each individual member.   

Our programs offer a wide range of activities that develop social, intellectual, and 

physical skills as well as broaden children’s interests.  Program activities are designed to 

focus on five developmental areas: social, creative, physical, community and educational.  

Activities may include arts & crafts, drama, community involvement, leadership, healthy 

living and less structured free choice activities. 

At the John Tod Centre, the children are divided into interest groups due to the higher 

number of participants at that location.  

Programs are offered throughout the school months, September through to June.  Summer 

and Spring Break programs are offered for current members and new members in March, 

July and August.  The Clubs are closed over the Christmas holidays, all statutory holidays 

and Easter Monday. Programs are offered on select district-wide in-service days. 
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Daily Club Program Schedule Mondays to Fridays 

 Neighbourhood Clubs (Brocklehurst): 

 2:15PM  Staff begins work 

 2:15 to 2:30PM Activity prep, snack prep 

2:30PM  Club opens 

 2:30PM to 3:00PM Snack and Pre-activity time 

 3:00PM to 4:30PM Core Activity Time (5 developmental areas programming) 

4:30PM and 6:45PM Children can be picked up at any time throughout this time 

period 

4:30PM to 6:45PM  After Four Thirty activities such as Power Up!, Gym Time, 

Outdoor Play or our pre-registered Specialty Activity 

5:30PM to 6:45PM Staff not needed for direct supervision of children are 

prepping activities for the next day. 

John Tod Centre 

1:00-1:30 or 2:15PM  Staff responsible for a van run, start work 

 Prep snack and activates  

2:40PM to 3:15PM Bus runs and children arrive at Club 

3:00PM to 3:45PM Snack and Pre-activity time 

3:45PM to 5:00PM Core Activity Time 

5:00PM to 6:45PM Children can be picked up at any time throughout this time 

period 

5:00PM to 6:45PM After Five activities such as Power Up!, Gym Time, 

Outdoor Play or our pre-registered Specialty Activity 

After school Kids Club (Barnhartvale & Lower Sahali) 

2:15PM  Staff start work, prep snack and activities 

2:30PM to 3:00PM Children arrive at Club 

2:30PM to 3:30PM Snack and Pre-activity time 

3:30PM to 5:00PM Core Activity Time 

5:00PM to 5:30PM Children can be picked up at any time throughout this time 

period 

 

 

 

 

 

 



Recreation Programs Guidelines 

  
8  

 

Transfer of Care  
When children are scheduled to attend, and are using the pick-up service provided by the 

Club, children must go directly after school to the predetermined pick-up location at their 

school.  While waiting for the van/bus children are not supervised by Club staff.  Once 

children are signed into the van run they are considered in our care and will be supervised 

at all times by Club staff.  If children do not meet the van driver at the predetermined 

location the driver will contact the school to determine if the child was in attendance. If 

the child was not in attendance the Program Leader will contact a parent to confirm the 

child is safe and remind parents to contact the centre to inform when their child will be 

absent.  If it is confirmed that the child attended school that day, staff will ask to have the 

child paged.  If the child has not arrived at the van run by 3:00pm, a staff person will go 

into the school to speak with school personnel and look for the child.  If the child has not 

been located the driver will contact parents/guardians or alternatively the emergency 

contact.  If a parent/guardian or an emergency contact is unreachable the R.C.M.P. will be 

called.  If the police are contacted the Program Leader will go to the school and the van 

run will continue.  When the R.C.M.P. is contacted the Manager, Program Operations and 

the Executive Director must be informed.  

 

When children are attending a Club located on school property, we expect the children to 

arrive at the centre directly after school. Children are not supervised by program staff 

while walking from school to the Club.  If children have not arrived at the centre by 

2:50pm, staff will contact the school to determine if the child was in attendance. If the 

child was not in attendance the Program Leader will contact a parent to confirm the child 

is safe and remind parents to contact the centre to inform when their child will be absent.  

If it is confirmed that the child attended school staff will ask to have the child paged.  If 

the child as not arrived by 3:00pm, a staff person will go into the school to speak with 

school personnel and look for the child.  If the child has not been located the Program 

Leader will contact parents/guardians or alternatively the emergency contact.  If a 

parent/guardian or an emergency contact is unreachable the R.C.M.P. will be called. 

 

Once children are signed into the program centre they will not be allowed to go 

back to the school unless supervised by program staff.   

 

Children arriving to the Club by other means such as a school district bus, it is expected 

that the child go directly into the Club to sign-in. Once the child is signed in they will be 

supervised by Club staff.  On occasion a parent/guardian may request a specialized 

transfer of care plan.  In this case the agreed upon plan must be in writing and consistent 

with our practices in this area.  
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Programming 

Program Staff are responsible for programming activities focusing on the five 

developmental areas: educational, physical, creative, social, & community.  Staff at John 

Tod Centre offer suggestions to the Program Leader for program ideas and then are 

provided with a rotating schedule of Core activity programs and “The Zone” activity 

themes.  The Neighbourhood Clubs program activities based on the five developmental 

core areas.  This schedule is provided to each of the Clubs by the Program Leader.  For 

each of your core activities, goals and objectives will be developed to assist you in your 

planning.  After you have planned the activities, each staff is responsible for filling out a 

Goals and Objectives and Evaluation Form for their monthly activities.  Once your 

activities are planned a copy must be given to the Program Leader for approval. If you 

need to make a change to your planning, you must inform the Program Leader of your 

changes.  

 

Each staff member is responsible to complete an evaluation of programming at the end of 

the month to ensure you are meeting the activity goals.  Staff should always be 

considering ways to measure program effectiveness.  These evaluations are to be handed 

in to the Program Leader at the end of each month. The Program Leader compiles 

evaluations into a program report which then is given to the School Aged Programs 

Leader. 

Petty Cash, Purchase Orders and Supply Requests 

If you require petty cash, purchase orders or supplies for your monthly activities, you 

must complete a Petty Cash, Purchase Order & Supply Request Form at the beginning of 

the month that you will require it for.  When completing this form, you must include all 

information.  Make a list of supplies that you will need for the month.  If we do not have 

what you need, complete a Supplies Request Form and hand into Program Leader for 

approval and purchasing.  Please be specific when writing out requests, including dates 

when item/s are needed, color, amount, etc.  Supplies will be purchased as soon as 

possible.  Allow one week for supplies to be purchased. 

Staff must ensure that they are planning ahead for items that will need to be purchased.  If 

there is an unforeseen circumstance, staff may be given permission to purchase items for 

program activities. 

Petty cash and purchase orders will not be given if it was not previously requested on a 

Petty Cash, Purchase Order & Supply Request Form and approved by the Program 

Leader. 

Change from petty cash and the receipts from items purchased must be returned to the 

Program Leader.  Each receipt should be labeled with store name, item/s purchased, and 

Club abbreviations for which the item/s was purchased and purchasing staff person’s 

name. Receipts from purchase orders must be returned to the Leader as soon as possible. 

Petty cash and purchase orders should be used whenever possible for program supplies 

and activities. 
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Maintenance Supply Purchasing 

Staff at the Neighbourhood Clubs are responsible for keeping maintenance and cleaning 

supplies stocked.  If you are in need of supplies please complete a Supplies Request Form 

at the beginning of each month and allow a week for items to be purchased. 

Groceries 

Grocery lists for John Tod Centre are to be handed in by Thursday. Program Leaders are 

responsible for all groceries and supplies for their programs. Satellites will order and pick 

up their own groceries.  

Attendance (Sign in and out) 

All children must sign-in to the Club in order for staff to know whom to account for in 

case of an emergency. Everyone must sign-out of the Club.  If children are picked up 

early, parents should have pre-arranged this by calling the Club to inform Club staff.  It is 

your responsibility to ensure they have signed out or you must inform the person doing 

sign out, how and when they left.  All staff should politely remind children to sign-in and 

parents to sign-out.  Every staff person is responsible for and must be able to account 

for children in their group at all times.  Children must be supervised at all times 

while in our care by a qualified staff person. 

Accident/Incident 

Minor incidents (i.e. child dropped off during a non-program day should be documented 

in documentation journal, include follow-up).   

All incidents, accidents and injuries must be reported to the Program Leader and then to 

the School Aged Program Leader as soon as possible.  

Significant accidents or incidents must be recorded on a non-ministry reportable 

Accident/Incident Form.  If an injury occurs, you must also complete an injury report 

form to be handed in with the Accident/Incident Form.  

The School Aged Programs Leader, upon receiving accident/incident forms will 

determine if a licensing report needs to be completed.  Licensing reports must be 

completed and handed into licensing within 24 hours of the accident/incident occurring. 

The Manager, Program Operations must be informed if a licensing report is completed. 

If the R.C.M.P. is called to the Club or if you have made a report to the police, the 

Manager, Program Operations and Executive Director must be informed. 
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Risk Management 

Safety 
Child and Youth Workers are responsible for the children’s safety.  Staff must know 

where children are at all times.  Every activity must be supervised and staff must always 

be accident preventative.  All Club locations must never be left unlocked without 

supervision.  Staff must let other staff know of their whereabouts when leaving.  All Club 

equipment/games should be safety checked and approved by Program Leader.  Kitchen 

knife drawers must be locked at all times or knives must be stored out of reach of 

children.  Please lock offices or desk drawers when not in use.  

 

Emergency Cards 
Emergency cards consist of all pertinent information regarding children attending 

programs.  Staff must ensure that all children attending programs have a current 

emergency card.  These cards contain personal information regarding the child and should 

be kept where only staff has access.  At John Tod Centre, when a child signs in, their 

emergency card is with the leader of the group which the child has been assigned. It is 

important that staff carry all the children’s emergency cards with them at all times during 

activities.  Neighbourhood Clubs have children’s emergency cards on site, if they are 

leaving the facility the emergency cards must be taken with staff.  Other children or 

adults (who are not staff), must not have access to emergency cards. 

Washroom Plan 
At John Tod Centre we have scheduled washroom breaks at natural transition times 

throughout the day; when children arrive at the Club 2:45-3:15 pm; after snack prior to 

programs starting 3:45pm; during programs if necessary 3:30-5:00pm; at the end of 

program prior to after five activities starting 5:00pm.  Staff will do a sweep of the 

washroom prior to the children going in, when possible staff will accompany groups of 

children in the washroom. 

Cell Phones/Radios 
Cell phones must be taken with groups leaving the facility by Club vehicle and turned on.  

Cell phones must be signed out in the main office for each use.   A cell phone is the 

responsibility of the staff person who signed it out.  Each user must ensure the phone’s 

battery is charged.   If a cell phone rings while you are driving, when and where it is safe, 

pull over to the side of the road before answering the phone.  DO NOT ANSWER THE 

PHONE WHILE DRIVING. 

Outings 
All staff should be aware of the number of children in your care at all times—do frequent 

head counts. Physically tour site and do a trial run of the activity.  Note all hazards and 

take action to minimize risks (i.e. extra equipment, training, remove obstacles, change 

plans).  Never change an activity plan along the way (i.e. stop to play at a playground) 

without the approval of the Program Leader.  On Outings children must be supervised at 

all times. Any changes of plan must also be communicated to the main office.  
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Trips Out Of Town 
When a group leaves town, an emergency contact sheet must be left with the School Aged 

Programs Leader and Manager of Program Operations.  This form should consist of 

information pertaining to the trip such as: agenda and the time group intends to return.  

Emergency information on all children must be taken on the trip with the leader 

responsible, and copies must be given to Club staff contacts.  Two adults representing 

gender/s of group should whenever possible, accompany children on out-of-town over 

night outings.  Staff must ensure that all pertinent documentation on the emergency cards 

has been completed with signatures of parent/guardian. 

First Aid Kits 
First aid kits must be checked before each use to ensure kits are complete.  If items are 

used, please replenish supplies for the next user.  First aid kit must be taken within the 

building if that particular space does not have a First aid kit and with groups that are 

leaving the facility and going to a location where there are no first aid supplies.   

Walking 
Position staff in front, behind and in the middle of the group.  DO NOT let children get 

ahead or behind.  When crossing uncontrolled streets, crosswalks must be utilized 

wherever possible, and staff must be positioned in both lanes looking for cars and to 

block/alert traffic. 

Bus Outings and Vehicle Safety 
Driver is to be driving only!  Other staff must attend to children while the vehicle is in 

motion.  When we have five and six year olds onboard there is a 7:1 ratio more than 8 

children in this age group requires two staff.  Staff positioning is important when 

travelling.  Spread yourselves out among the children.  Standing in the vehicles is not 

permitted when the vehicle is in motion.  Seat belts are mandatory.  High-back booster 

seats are required in our 15 passenger vans for children until their 9
th

 birthday unless they 

have reached the height of 4’9”. Booster seats must be used only when there is a shoulder 

strap seatbelt.  Booster seats are only necessary when children are 40lbs 4’9” or nine 

years of age.  Only vehicles that transport more than 20 passengers are permitted to use 

the highway.  There is no food or drinks allowed on the vehicles.  Please remind children 

that the usage of our vehicles is a privilege and that they must be respected.  If a driver’s 

focus has been compromised due to any issues or problems on a van outing, please report 

the issue to the Program Leader in a timely manner.  For more vehicle safety information 

please speak with your Program Leader. 

Swimming 
Never allow swimming without a lifeguard!  When children are in the water, all staff 

should be positioned accordingly (not all at one end of the pool or beach) and all staff 

should have eyes on kids and water.  Constant head counts should be done.  When at a 

pool, staff and children must enter the pool together and leave pool to go to the change 

room together.  When utilizing City pool facilities, children ages 5 and 6 must remain 

within an arm’s length of a staff or volunteer with a 1:3 ratio at all times when in the 

water.  We do not swim in the river even when a lifeguard is present.  Staff must wear 

appropriate and secure swimwear. 
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Waterslides 
1:10 ratio, staff should be positioned one at top of slide, one at bottom, one on side of 

pool, one at picnic area for children to break and a few swimming with kids.  Rotation 

may occur.  There must be a constant watch on the water and children.  Non-swimmers 

must be matched with staff 1:3 ratio. 

Downhill Skiing & Snowboarding 
1:10 ratio, one leader per group.  Groups broken into abilities: beginner, intermediate and 

advanced.  One staff in lodge for kids to break.  Set up regular check-in times with 

groups.  Children must wear a helmet.  

 

Emergency Evacuation Plan 

Child and Youth Workers must be trained and conduct Emergency evacuation procedures 

prior to commencing work with children.  Please review the Emergency Evacuation 

Manual with the Program Leader.  
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Child & Youth Worker Responsibilities 

Children’s Programs 
Programming of activities for each month 

The Child & Youth Worker will: 

 Deliver fun and purposeful activities each day. 

 Prepare snacks, monitor pre-program activities and may sign-in/out children. 

 John Tod Centre: conduct bus runs 

 Take part in the planning, organizing, implementing, evaluation of special events. 

 Be responsible for set-up/clean-up of individual activities (should involve children 

in clean-up). 

 Be prepared to take on other duties related to the delivery of children’s programs 

as necessary. 

 Provide guidance and direction to volunteers/practicum students in programs 

Staff Meetings 

Staff meetings with all Child & Youth Workers are held on the last Friday of each month 

in the AM (unless otherwise posted).  Issues discussed will be current community events, 

staff development opportunities, program development and Club issues.  The agenda will 

be set at the beginning of the meeting, so come prepared.  If you miss a meeting, it is your 

responsibility to read the minutes as soon as possible to keep yourself informed.  If you 

would like an item placed on the agenda please forward this item to the School Aged 

Programs Leader.  

Memos are emailed to all staff or posted at each of the Clubs and it is staff responsibility 

to read them. 

Volunteers 

Volunteers are processed and interviewed by the Manager, Program Operations in 

partnership with the Program Leader. Program Leaders are responsible for specific 

program training of the Volunteers on site.  If you need a volunteer in a program or for an 

event, advise the Manager, Program Operations.  The Manager will then start the process 

of recruiting a volunteer.  Once a volunteer is located, the candidate will complete the 

required documents and begin volunteering. 

Once a volunteer has chosen a program location and day of the week, the Program Leader 

will advise the staff of their start date.  Staff should provide volunteers with meaningful 

tasks, constructive feedback and appreciation.  Please advise the Program Leader of any 

concerns regarding any volunteers. 
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Bus Run Procedures  
Bus Run Driver Responsibilities are:  

 Cell Phones: Drivers must be sure that their cell phones are turned on at all times 

when out of the Club. 

 To ensure bus run lists are current and filled out correctly.  If something does not 

look right, then check with coordinator. 

 To be at the first school on their van run by 2:30PM 

 Bus run procedures must be followed at all times in order to avoid putting 

children at risk.  Staff error may result in disciplinary action. 

 Staff should periodically review the Club’s Bus Drivers Guidelines Manual to 

ensure all procedures are understood. 
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Lock-up & Closing Procedures 

John Tod Centre 

Steps 1-13 can be done when staff members are leaving for the night. 

1. Complete: cleaning check list 

2. Complete: prep for the next day activities 

3. Emergency Exit  Entrance:  secure doors to outside, reach around to ensure door 

is locked from the outside as well 

4. Gym:  ensure all doors are locked 

5. Equipment Room:  ensure room is clean, items are properly put away, lights off, 

lock door 

6. Washrooms:  make sure it is empty, flush toilets, lights off, no garbage lying 

around 

7. Tech Centre: If you are the last user turn the computers off, lights off and lock 

both doors 

8. Kitchen: make sure there are no dirty dishes and dishwasher is not left on, stove 

is off, lights off, lock all doors 

9. Youth Room:  secure doors to outside, lock double doors 

10. Office:  offices doors locked and lock Main Office door. 

11. Courtyard :  lock double doors 

12. Alarm:  ensure all people are out of building, set alarm  

13. Double check doors by pulling to ensure they are locked 

Neighbourhood Clubs 

1. Complete prep for the next day activities 

2. Close all opened windows and draw blinds 

3. Lock front & sliding doors 

4. Ensure cleaning checklist is complete 

5. Ensure the storage and janitor areas are locked 

6. Lock all lockable cabinets, office drawers 

7. Close all doors 

8. Turn on alarm 

9. Double check doors to ensure they are secure on your way out 
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Opening Procedures 

John Tod Centre 

1. Turn on lights 

2. Check your voicemail 

3. Check communication book for things that need to be done 

4. Prepare snack 

5. Set up activities for the day 

Neighbourhood Clubs 

1. Unlock front door 

2. Enter code to disarm alarm 

3. Turn lights on and open blinds 

4. Check answering machine and record any messages, check communication book 

5. Check email 

6. Set up activities and snack for the day 

7. Check attendance sheet for children attending 

 

Food Allergies 

Children with food allergies may participate in the snack program however we request 

that the parents provide a snack for the child to ensure it is a safe food for their child.  If a 

child has severe food allergies, staff will take every precaution to ensure that the unsafe 

food is not served on the day the child is attending programs. A Care Plan must be 

completed for children listed as having allergies of any kind. 

An up-to-date copy of all children participating in Club activities that have allergies is 

kept in the kitchen area for staff to check frequently.  Emergency cards also list allergies.  

All staff should familiarize themselves with universal allergy precautions document.  

Snack Preparation 

When snack is prepared, a staff person with a food-safe certificate must be present.  Each 

snack must consist of two food groups and a drink, which may be water.  Food that is 

prepared by heating must be heated at 74 degrees Celsius or proper temp for food type 

(check with temp probe), cooled quickly (to 20 degrees Celsius in 2 hrs & 4 degrees 

Celsius in 4 hrs), refrigerated as soon as it is cooled and then reheated to 74 degrees 

Celsius, if necessary right before serving.  All prepared food must be covered with saran 

wrap.  Refrigerated food must be kept in the refrigerator until ready to serve.  Food must 

be served on appropriate serving dishes.  Food must not be served on paper towel.  

Serving and eating surfaces must be wiped down with a mixture of bleach and water 

or Dynaquat solution before and after food is served. 
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Kitchen Guidelines 

 All dishes must be cleaned with industrial dishwasher or by the 2 sink; bleach 

method. 

 Production of grease-laden vapors is not permitted in both kitchen.  No food shall 

be fried in grease (ie. ground beef) 

 Afterschool Kids Club Program kitchens are not permitted by Interior Health to 

prepare food on the premises, all snacks must be healthy pre packaged items such 

as apple sauce, carrot sticks, granola bars etc… 

Movie Rentals 
All movies must be “G” rated (General) for children aged 5-12.  In the case that you 

would like to present a “PG” movie to children, we must have parent permission.  Staff 

should ensure that they have watched the “PG” movie for appropriate content.  If a child 

in your group is not given permission then the movie cannot be shown to that group and 

the child will not be moved to another group for the day.  

Care Plans and Medication Administration 

For each child requiring extra support due to behaviour or medical concerns a care plan 

form must be competed with the following information; a diagnoses relevant to the 

required extra support as made by a health care professional; the course of action 

recommended by the health care professional to address the needs of the child; resources 

made available such as adaptations to the facility, program activities and diet necessary to 

ensure the child’s safety and comfort.  Care plans must be completed with the 

parent/guardian, the School Aged Programs Leader and/or Program Leader and any 

person requested by the parent.  Care Plans must be reviewed at a minimum of once a 

year.    

Children that require medication to be administered while at the Club must have a 

completed and signed Medication Administration form, attached to the Care Plan Form. 

The Program Leader or Child & Youth Workers administer medication to the children. 

Medication must be received and stored in its original bottle and must be kept in a locked 

drawer or box if refrigeration is required. 

Each time that medication is administered it must be recorded on the individual child’s 

medication administration form. 
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Fire Drill Procedures 

Fire drills are to be completed and recorded once a month.  At John Tod Centre it is the 

Program Leader’s responsibility to conduct and record the detail of the fire drills.  Staff at 

the Neighbourhood Clubs will conduct fire drills.  This is done manually by blowing a 

whistle, as the alarm system is hooked up with the schools. 

John Tod Centre - contact Graydon Security 250-542-8036 and advise them you are doing 

a fire drill and the duration of the drill.  They will require our system number, which is 

located inside the alarm system box. 

All emergency evacuation procedures must be followed during fire drills.  Fire drill 

information must be posted in the staff office at each Club.  All staff must complete a 

walk through of Fire Drill procedures prior to commencing work with children. 

Technology Centre  (John Tod Centre) 

All staff must read through computer lab guidelines and complete an orientation to the lab 

with Program Leader, prior to using the computer lab with a group of children. 

Computer room guidelines must be followed at all times when in the computer lab. 

Food or Drinks are not allowed in the lab at anytime. 

Fundraising/Special Event 

The Program Leader must submit a written proposal that includes all pertinent 

information to the Manager, Program Operations preferably two months prior to the 

event. 

Staff wanting to present a fundraising idea can do so by discussing first with the Manager, 

Program Operations and School Aged Programs Leader. 

Time Cards 

Time cards must be filled out by Thursday preceding the pay week, signed by the 

Program Leader by 5:30pm and then handed into the School Aged Programs Leader for 

approval.  Please ensure that you have filled out your time card correctly.  If you are 

working in different departments within the same time period, record all the time on one 

timecard, but identify the separate program areas with a correlating highlighter pen. Do 

NOT use pencil or whiteout on timecards.  

Job Postings 

Most vacancies will be posted internally to all departments.  The position may or may not 

be posted externally. On call workers are eligible to apply for internal job postings. 
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Room Usage 

General Rules 

 Clean up when you are done and leave the room as it was. 

 Borrowing equipment (on a personal basis), must have the permission of the 

Executive Director.  If approved, staff must fill out equipment usage book in main 

office identifying date borrowed and again when item is returned. 

 Children do not have access to rooms without supervision. 

 John Tod Centre - Doors should be kept locked when no one is in the room. 

Equipment 

 When new equipment is purchased it must be labeled “Boys and Girls Club of 

Kamloops” in permanent black marker. 

 If you find any equipment faulty, please let the Program Leader know. 

Facilities and Vehicle Repairs & Maintenance 

Staff must report any issues/concerns of facility maintenance or vehicle or repair to the 

Program Leader.  Any item that requires immediate repair should be indicated as such.  It 

is everyone’s responsibility to maintain our facilities and vehicles.  Vehicle maintenance 

plans should be followed at all times. 
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A Day in the Life… 

John Tod Centre 

1:00-1:30PM or 2:15PM  Arrive at work 

 Each day you may be responsible for: snack, Bus run, pre-program or sign-in.  

Start preparing snack at 1:00PM to be ready when children arrive 

1:30PM   Set up pre-activities 

 Set-up puzzles, colouring stations or other pre-activities.   

 Prepare programming supplies & equipment for each group. 

2:15PM   Staff head to school 

3:00PM to 3:20PM  Playground free time or pre-activities 

3:30PM Snack 

 All eating surfaces must be cleaned with a mixture of water and bleach prior to 

and after snack 

 Children must be seated while eating snack. 

 Set limits.  Children need to wash hands with soap and water before snack, then 

they may line up for snack.  Load the dishwasher and start it before Core Activity 

Time starts. 

3:45PM to 5:00PM Core Activity Time 

 Call your group together by colour and grab emergency card binder and 1
st
 Aid 

kit. Begin your activities and supervise ALL children at ALL times.  Involve 

children in the clean up. 

5:00PM to 6:45PM Children can be picked up at any time throughout this period 

 Children that are leaving the Club at this time may leave with their authorized 

pick-up once they have been signed out. Parents are responsible for signing their 

child out of the Club.  If a child has left the Club but has not been signed out 

correctly it is the staff persons responsibility to follow up to ensure the child has 

left the Club with a parent or designated pick-up person.  

5:00PM to 5:15PM Transition time 

 Children that stay at the Club determine what activities they would like to 

participate in.  There are 2 choices provided and 2 staff are responsible for leading 

activities. 
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5:15PM to 6:45PM After Five Activities 

 Staff that are leading groups of children in the After Five Activities sign children 

in and begin activities eg. Power Up! or gym activities. 

 Staff that are not directly working with children begin clean-up, prep for the next 

day activities and prep snack if appropriate eg. Jello. 

Neighbourhood Clubs 

2:00PM or 2:15PM   Arrive at work 

 Each day you may be responsible for: snack, pre-program or sign-in.  Start 

preparing snack at 2:00PM to be ready when children arrive 

2:30PM   Sign-in begins, set up pre-activities 

 Set-up puzzles, colouring, or other pre-activities. 

2:30PM to 3:00PM  Snack  

 All eating surfaces must be cleaned with a mixture of water and bleach prior to 

and after snack 

 Children must be seated while eating snack. 

 Set limits.  Children need to wash hands with soap and water before snack, then 

they may line up for snack.  Load the dishwasher and start it before Core Activity 

Time starts. 

3:00PM to 4:30PM Core Activity Time 

 Call your group together.  Begin your activities and supervise ALL children at 

ALL times.  Involve children in the clean up. 

4:30PM to 5:00 or6:45PM Children can be picked up at any time throughout this 

period 

 Children that are leaving the Club at this time must be signed out by their parent.  

4:30PM to 4:45PM Transition time 

 Children that stay at the Club determine what activity they would like to 

participate in.  There will be 2 choices offered one that is self-directed and one 

that is led by staff eg. Homework club or quiet games. 

4:45PM to 6:45PM After Four-thirty Activities 

 Staff that are leading groups of children in the After Five Activities sign children 

in and begin activities eg. Power Up! or gym activities. 

Staff that are not directly working with children begin clean-up, prep for the next day 

activities and prep snack if appropriate eg. Jello. 
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Performance Review / Professional Development 

All staff will begin their employment with a performance plan with the Program Leader.  

This performance plan will be used throughout the employee’s term of employment.  The 

purpose of the performance plan is to generate goals and objectives pertaining to the work 

you are required to complete.  All regular staff, beginning their work at the Club goes 

through a three month probationary period.  At the completion of this time you will meet 

with the Program Leader and School Aged Programs Leader to discuss your goals & 

objectives and whether or not you have been successful.   
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Standards of Good Practice 

Space and Environment 

Important messages to communicate to children 

 You are welcome here 

 This is a safe place 

 We trust you to make good decisions 

 We know you can be independent 

 You can have fun here 

 You can seek help here 

How to Design the Environment for Successful Activities 

Space: Designed for: 

A quiet, soft area Reading, quiet games, relaxing, privacy 

An open area with rug Group/circle activities, listening to stories or movement 

A mid-sized floor space Large block building or imaginative play 

A mid-sized floor space with 

storage 

Dress-up and dramatic play, developing stories, acting 

them out or designing costumes and scenery 

A large area with some tables Game playing and table activities, like arts and puzzles 

A hands on science/nature 

space (optional) 

Exploring, discovering, touching, probing 

A large table/or two with sink 

(optional) 

Arts and crafts, messy projects like paints and clay 

A cubbies or storage area Leaving belongings, like coats and hats etc. 

A lockable storage area Supplies, materials, equipment 

An information area Parents, staff and volunteers 

An older children’s/teen area Space that is their own and decorated and maintained by 

them 

A kitchen space (optional) Cooking, measuring, preserving, baking, experimenting 

with recipes and food 

An isolation area Those who become ill or need separate space 

temporarily 
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The critical components of child and youth development programs are: 

Programs which: 

 Use developmental stages theory to recognize and meet the needs of children and 

youth. 

 Utilize developmentally appropriate practice that is geared to the characteristics of 

school-age children. 

 Create programs which build on the assets and strengths of children and youth. 

 Offer experiences and opportunities for developing skills that prepare children and 

youth for independence, interdependence and adulthood. 

 Build on a philosophy that upholds caring, support and challenge. 

 Meet needs and build competencies. 

Staff qualities and characteristics are important to meet the needs of 

children and youth in all types of programs: 

Engage staff who: 

 Have a genuine caring and respect for children and youth. 

 Are trained in child and/or youth development, especially with an undergraduate 

degree or vocational training in middle childhood education. 

 Have demonstrated positive interaction skills like listening, communication, 

facilitation, negotiation, and conflict resolution skills in working with children 

and youth 

 Are experienced in working with diverse populations and special needs children 

 Understand the value of empowering children and youth to be involved in making 

their own decisions. 

 Are aware of positive child guidance principles. 



Recreation Programs Guidelines 

  
26  

Examples of Good Conduct 

Situation Difficulty Possible Solutions 

Holding a private 

conversation with a child 

or youth. 

By placing yourself in a 

one-to-one situation out of 

sight or hearing range, you 

can leave yourself open to 

allegations of abuse. 

Keep office door open.  

Use an office with a 

window.  Use a public 

place out of hearing 

distance of others.  Tell 

another employee where 

you’re going. 

Disciplining a child or 

youth away from the group. 

By placing yourself in a 

one-to-one situation out of 

sight or hearing range, you 

can leave yourself open to 

allegations of abuse. 

Step away from group but 

remain visible.  You may 

remove the child from the 

group’s view, but the 

employee must remain 

visible to others. 

Child runs up and hugs 

you. 

People have different 

personal boundaries and 

the hugging may seem 

intimate. 

Discuss personal 

boundaries with children.  

Lower yourself so you are 

at the same height as the 

child.  Use side-to-side 

hugs. 

Staff member wants to 

physically comfort a child 

in need. 

People have different 

personal boundaries and 

the hugging may seem 

intimate. 

Ask the child for 

permission to give hugs 

(side to side) or pats on the 

back. 

A child is injured and staff 

must remove clothing to 

treat injury. 

You must decide between 

safety and modesty. 

Get another staff member 

or a friend to help, 

preferably the same sex as 

the injured child. 
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Developmental Stages of Children and Youth 

Clubs that offer drop-in programs, those that offer licensed programs and those that offer 

both can have a profound effect on children and youth through their understanding of the 

developmental needs of their members. 

Cognitive Development 

5-7 year olds 

 Think egocentrically 

 See only from their own perspective 

 Like to help to plan activities 

 Like to pretend 

 Think and behave emotionally 

 Focused on self-importance 

 Begin to “reason” in the commonsense meaning of the word 

7-11 year olds 

 Classify and organize their thoughts in logical ways 

 Make things, are product oriented, make lists; complete tasks 

 Collect things: quantity is the key in younger children; quality is the key as they 

get older 

 See things as ‘black’ or ‘white’ 

 Take responsibility for tasks 

 Become self-aware 

 Discover that strategies like studying and practicing can improve performance 

 Develop the ability to take the perspective of others 

 Understand that their actions have consequences for their interactions with  

other people 

11-14 year olds 

 Conceptualize things they cannot see 

 Create theories to explain life 

 Make connections between ideas, thoughts and events 

 Think abstractly, shift from immature to mature thinking 

 Reflect on problems 

 Have process and information gathering skills 

 Apply knowledge to situations 

 Ask others opinions, like conversations with many points of view 
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Psychosocial Development 

4-7 year olds 

 Connection to world through family life 

 Act on their own feelings and responses 

 See all adults as parents 

 Begin to play cooperatively and to share and problem solve 

 Like to know the ‘what’ and ‘how’ of everything 

 Have strong attachments to adults 

 Have conflicts that need to be mediated by adults 

7-11 year olds 

 Are busy learning to be competent and productive  

 Need challenges, but those within their reach 

 Learn to cooperate with their peers and adults 

 Learn new social roles in which they earn social status by their competence and 

performance 

 Need to feel academically, socially, or physically competent 

 Need to experience personal esteem 

11-14 year old 

 Need to develop a sense of oneself as an autonomous individual 

 Need a sense of autonomy which comes from the internal, biological processes 

marking the transition to a more adult role 

 Experience shifts in social roles and expectations 

 Are concerned with their self-concept and thoughts about their future 

 Focus more on understanding the internal psychological characteristics of others 

 Increasingly base their friendships on perceived compatibility with other’s 

personal characteristics 

 Distance themselves from parents 

 Many do not agree with parent’s values 

 Seeking separation from traditional and stereotyped roles 
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Social Development 

5-7 year olds 

 Want to structure outside world as home is structured 

 See all adults as parents 

 Like to play roles of family members 

 Captivated by community and events that happen there 

 Prefer group activities 

 Need to learn how to make and keep friends 

8-10 year olds 

 Can imagine world beyond neighborhood 

 Have desire to ‘fit in’ 

 Will form cliques with others 

 May begin experimenting with pressure from peers 

 Interested in other cultures, food, customs 

 Many and short friendships, based on similar interests 

 Same sex friendships predominate 

11-14 year olds 

 Preteens often seek more independence and autonomy 

 Adolescents may question family rules 

 Do fewer things together outside the home 

 Less physical touching with parents 

 Often communicate problems 

 Encourage the early adolescent’s role in family decision making 

 Offer a beginning of a “we” feeling that goes beyond cooperation 

 Begin to have a ‘best friend’ 

 Help adjust to the needs of others in pursuit of mutual interests 

 Gravitate to groups that reflect their personal qualities and achievements and 

whose views on important issues resemble their own 

 Friendship groups are small but intense 
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Emotional Development Changes 

5-7 year olds 

 Expresses feeling through behaviors 

 Demonstrates positive and negative feelings 

 Not able to label feeling accurately 

 Usually has short term upsets 

8-10 year olds 

 Use words more than actions to express emotions 

 Susceptible to having feelings hurt 

 Needs praise and approval 

 Eager to please adults 

 Begin to experience difficulty with positive emotions 

 Not as demonstrative or emotional physically 

11-14 year olds 

 Able to express selves in words 

 Aware of degrees of emotion 

 Become self-conscious about their appearance 

 Like to find the best word to describe how they feel 

 Use bodies to express emotions 

 Have more mature relationships with siblings 

The purpose of the Children’s Programs at the Boys and Girls Club is to provide children 

with a safe positive environment to spend their time when they are away from home.  Our 

goals are to increase self-esteem in each and every child that walks through our doors.  As 

we strive to reach our goals, we must always remember to put children’s needs first above 

all else, that is why it is so important to know the children we work with.  Keeping 

ourselves up-to-date on the best practices when working with young people and 

children’s developmental stages must be our priority.  When we understand the children 

we work with, we are better able to provide them with the best possible support in their 

lives.  All staff are encouraged to review the best practices section periodically to help us 

serve the children we work with. 

This is a general guide that lists many of the integral tasks and responsibilities of Child 

and Youth Workers in the operation of the Children’s Recreation and Development 

Programs Department.  If an issue or situation arises that you are unfamiliar with, always 

take the appropriate steps to deal with or remedy the situation and ask for help from your 

Program Leader if necessary.  

Every Kid Has Potential! 


