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POTAWATOMI AREA COUNCIL BOY SCOUTS OF AMERICA

District/Council Camp Long Lake Event Planner

Updated May 15, 2009

This packet is intended to help plan your district/council event at Camp Long Lake. All district/council
events involving Scouts or Scouters from 3 or more units for more than 8 hrs. of program with more than
5 youth Scouts involved must utilize the Potawatomi Area Council district/council planning packet
(Camp Long Lake version if Camp Long Lake is the location of the event). These event planners should
be submitted to the District Executive Staff Advisor at least 30 days before the event.

Among the many items it includes are policies intended to keep you and the facilities safe and in good
condition. Most importantly, it contains a Health and Safety personnel checklist with the BSA Sweet
Sixteen of Safety. The Risk Management Committee asks you to use the checklist to ensure that your
event is adequately prepared for the unexpected. We as Scouts must be ready for fire, weather or
first aid emergencies. Someone needs to be the in charge person. Who calls for help or confirms that
help has been called? Where does everyone recongregate if evacuation is necessary? How do you
account for everyone after evacuation? The personnel checklist assists you in making that emergency
preparedness plan.

Below is an Index of Planning Packet enclosure—

v when completed Description

Health and Safety Personnel Checklist

BSA Sweet 16 of Safety

Camp Long Lake Off-Season Camp Policies/Map
Camp Long Lake Emergency Action Plan

Event Staff Vehicle Use Policy

Health Lodge Rules

Dining Hall Regulations

Kitchen Regulations

Purchase Order

Check Requisition

Scout Shop Requisition (Contact the District Executive if none attached)
Project Sale/Gift in Kind Form

Activity Evaluation Form

Activity Budget Planner

Remember, the only good outing is a safe outing!
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The Sweet 16 of BSA Safety
These 16 safety points, which embody gocd judgment and common sense, are applicable to all activities:

1. Qualified Supervision. . , ‘ g
Every BSA activity should be supervised by a conscientious adult who understands and knowingly accepts
responsibility for the well-being and safety of the children and youth in his or her care. The supervisor shoutd be
sufficiently trained, experienced, and skilled in the activity to be confident of his or her ability to lead and teach
the necessary skills and to respond effectively in the event of an emergency. Field knowledge of all applicable
BSA standards and a commitment to implement and follow BSA policy and procedures are essential parts of the
supervisor's qualifications.
2, Physical Fitness,
For youth participants in any potentially strenuous activity, the supervisor should receive a complete health
history from a health-care professional, parent, or guardian. Adult participants and youth involved in higher-risk
activities (e.g., scuba diving) may have to undergo professional evaluation in addition to completing the health
history. The supervisor should adjust all supervision, discipline, and protection to anticipate potential risks
associated with individual health conditions. Neither youth nor adults should participate in activities for which
they are unfit. To do so would place both the individual and others at risk.
. Buddy System.
The long history of the "buddy system” in Scouting has shown that it is always best to have at least one other
person with you and aware at all times of your circumstances and what you are doing in any outdoor or strenuous
activity.
4, Safe Area or Course,
A key part of the supervisors' responsibility is to know the area or course for the activity and to determine that it
is well-suited and free of hazards.
5. Equipment Selection and Maintenance.
Most activity requires some specialized equipment. The equipment should be selected to suit the participants
and the activity and to include appropriate safety and program features. The supervisor should also check
equipment to determine whether it is in good condition for the activity and make sure it is kept properly
maintained while in use.
6, Personal Safety Equipment.
The supervisor must assure that every participant has and uses the appropriate personal safety equipment. For
example, activity afloat requires that each participant properly wear a personal flotation device {PFD); bikers,
horseback riders, and whitewater kayakers need helmets for certain activities; skaters need protective gear; and
all need to be dressed for warmth and utility as the circumstances require.
. Safety Procedures and Policies,
For most activities, common-sense procedures and standards can greatly reduce any risk, These should be known
and appreciated by all participants, and the supervisor must assure compliance.
. Skill Level Limits.
Every activity has a minimum skitl level, and the supervisor must identify and recognize this level and be sure
that participants are not put at risk by attempting any activity beyond their abilities. A good example of skill
levels in Scouting is the swim test, which defines conditions for safe swimming on the basis of individual ability.
9. Weather Check.
The risks of many outdoor activities vary substantially with weather conditions. Potential weather hazards and
the appropriate responses should be understood and anticipated.
10. Planning.
Safe activity follows a plan that has been conscientiously developed by the experienced supervisor or other
competent source. Good planning minimizes risks and also anticipates contingencies that may require an
emergency response or a change of plan.
11. Communications.
The supervisor needs to be able to communicate effectively with participants as needed during the activity.
Emergency communications also need to be considered in advance for any foreseeable contingencies.
12, Permits and Notices,
BSA tour permits, council office registration, government or landowner authorization, and any similar formalities
are the supervisor's responsibility when such are required. Appropriate notification should be directed to
parents, enforcement authorities, landowners, and others as needed, before and after the activity.
13. First-Aid Resources,
The supervisor should determine what first-aid supplies to include among the activity equipment. The level of
first-aid training and skill appropriate for the activity should also be considered. An extended trek over remote
terrain obviously may require more first-aid resources and capabitities than an afternoon activity in a local
community, Whatever is determined to be needed should be availabte,
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14, Applicable Laws.
BSA safety policies generally parallel or go beyond legal mandates, but the supervisor should confirm and assure
compliance with all applicable regulations or statutes.

15. CPR Resource.
Any strenuous activity or remote trek could present a cardiac emergency. Aquatic programs may involve
cardiopulmonary emergencies. BSA strongly recommends that a person (preferably an adult) trained in
cardiopulmonary resuscitation (CPR} be part of the leadership for any BSA program. This person should be
available for strenuous outdoor activity.

16, Discipline.
No supervisor is effective if he or she cannot control the activity and individual participants. Youth must respect
their leaders and follow their directions.

Reference: The Sweet 16 of B5A Safety, No. 19-130
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Camp Long Lake
OFF-SEASON CAMP POLICIES

* The Potawatomi Area Council Risk Management and Camping committees have established the
- following Camp Long Lake policies to assure that campers, visitors, and other guests have a safe
and positive experience.

The Campmaster and/or Camp Ranger will monitor camp activities and remind campers of these
policies as necessary..violations of “Camp Policy” may result in removal from the camp
. prémises, and subsequent incident reviews by the appropriate council officers.

- Yehicles in Camp. Please check in with the Campmaster or Camp Ranger before going to cabin
or campsite. Only two vehicles maximum will be allowed to drive to their cabin/site, providing
they park in the proper area. If unsure where to park, ask the Campmaster or Camp Ranger.
~ Please stay off the grass. Display the 30-minute driving pass in the window. All vehicles are to
be returned to the Camp Parking Lot within 30 minutes. Failure to abide by these rules could
result in forfeiture of all or part of your deposit. A minimum of $25 could be forfeited, from
- your deposit, per violation of the Driving Policy. This policy is necessary for the safety of
everyone in camp, to reduce wear on the camp property, -and to maintain a Scouting
environment. Due to camp road conditions, driving may be 11m1ted to restricted areas deemed
by the Campmaster or Camp Ranger.

Persons with Dlsabllmes. The Potawatomi Area Council is not required to make vehicle
accommodations for persons with disabilities. The use of a vehicle in camp by a person with
disab1ht1es will be allowed under the following conditions:

- Must apply in writing one month prior to camp visit
- Must possess a State issued disability sticker or licenses if unable to walk at camp
- Must receive written permission from the Camping Committee

Tent Campers, RV’s, Pop-Ups, Etc. Camp Long Lake is intended to function primarily as a
facility for youth and adult “tent camping.” The use of recreational vehicles will be restricted
to the camp extended parking lot. There are no hookups at Camp Long Lake.

Pets in Camp. Scouters, families, guests, and visitors to Camp Long Lake are not to
bring pets to camp. No pets are allowed beyond the camp parking lot. Pets are NOT to
be left unattended in the parking lot on a leash.

Alcohol, Drugs, and Tobacco. Alcohol (beer, wine, liquor) is not permitted on Boy Scout
property. Also, while responsible for Scouts, adults should not be under the influence of such
items. Adults who are found to be in possession of, or under the influence of, alcohol or
illegal drugs may be asked to leave camp. According to Youth Protection Guidelines, such
instances will be reported to the Council Scout Executive for appropriate action. Scouts found in
~ possession of, or under the influence of alcohol, drugs, and/or tobacco will also face appropriate
legal/dlsqphnary action. It is the policy of the Boy Scouts of America that no one under the age




of 18 years may possess or use tobacco products. This includes cigarettes, cigars, pipes, snuff,
and chewing tobacco. Additionally, adult leaders may not use tobacco products at any time
when they are in the presence of Scouts. Along those same lines, adults are cautioned regarding
the language they use in front of Scouts...we must always remember that Scouts look up to adults
and often pattern their behavior after them. The use of tobacco products is not allowed in any
of the public buildings/facilities at camp. A designated smoking area is available behind the
Boes Reception Center.

Two-Deep Leadership. For all trips and outings Scout units (Packs, Troops, Crews, etc.), must
have two registered adult leaders, or one registered adult leader and a parent of a participating
Scout, one of whom must be at least 21 years of age or older. For Cub Scout packs on an
overnight, at least one adult leader must be BALOO (Basic Adult Leader Outdoor Orientation)
trained. There are a few instances, such as patrol activities, when no adult leadership is
required. Coed overnight activities require male and femate leaders, both of whom must be 21
years of age or older.

Separate Accommodations. When camping, no youth is permitted to sleep in the tent of an
adult other than his own parent or guardian. Male and female leaders require separate sleeping
facilities. Married couples may share the same quarters if appropriate facilities are available.
Male and female youth participants will not share the same steeping facility. When separate
facilities are not avaitable, separate times for male and female use should be scheduled and
posted for showers.

Single-Room or Dormitory-Type Accommodations. Adults and youth of the same gender may
occupy dormitory or single-room accommodations, provided there is a minimum of two adults
and four youth. A minimum of one of the adults is required to be youth-protection trained.
Adults must establish separation barriers or privacy zones such as a temporary blanket or sheet
walls in order to keep their sleeping area and dressing area separated from the youth,

Respect of Privacy. Adult leaders must respect the privacy of youth members in situations such
as changing clothes and taking showers at camp, and intrude only to the extent that health and
safety require. Adults must protect their own privacy in similar situations.

Liquid Fuels. Liquid fuel policies of the Potawatomi Area Council and the Boy Scouts of
America permit the use of white gas and pressurized fuels for camp stoves, lanterns, etc. These
policies require that all fuel use be done only under the direct supervision of an adult and that
bulk quantities of liquid fuels (greater than a backpacking MSR bottle) be stored in a secured
flammable storage facility. We have such a facility at the camp maintenance area and will make
storage arrangements as needed.

Emergencies At Camp. In the event of a serious accident or illness while at camp, campers
should advise the Campmaster and/or Camp Ranger of the situation. Maps to nearby medical
facilities are available from either of the above individuals, as well as additional assistance as
needed. The Campmaster and/or Camp Ranger will contact the Campbellsport Fire Department
for emergency medical assistance when needed.

First Aid. Units must bring basic First Aid supplies with them to camp, and designate someone
from their unit who will provide basic First Aid treatment. Units should also make certain that
each camper has on file a standard Class 1 medical record form . . .and that parents have signed
the bottom of the form giving permission for appropriate/as needed medical treatment. The
Class 1 medical record form should be taken on all outings and field trips.

Kitchen Policies. For health and safety reasons, only fully trained and certified (by our
Council), cooks and kitchen assistants will be allowed to use the Camp Long Lake Kitchen.
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The Camp Ranger or his designee will conduct training for both the cooks and the kitchen
assistants. '

The “Head Cook” for each event will be reimbursed at $200 for the weekend (pro-rated for less
time or smaller group size), to include four meals and cracker-barrels. If a certified cook is not
available for an event, the kitchen facility will not be used.

The “Head Cook” will work with the event chairman to plan menus.

The “Head Cook” will be responsible for cooking all meals, and the supervision of the kitchen
and dining hall. This includes supervising kitchen assistants and clean-up. Only hired and
trained cooks and assistants will be allowed in the kitchen.

Kitchen Staff {(Head Cook & Assistants) duties will include food preparations and total clean-up at
each event. It is recommended that there are at least three kitchen assistants.

Request for use of the Camp Long Lake kitchen should be made in writing on the reservation
form.

Open Toed Shoes. Open toed shoes are not allowed at Camp Long Lake. Sandals or flip-flops
are permitted only at the sandy beach and in the shower house. However, at all other times,
closed toed shoes should be worn to prevent foot injuries.

Please: Use erosion control devices. Please stay on trails.

JB/bd December 2008 (camp,offseasoncamppaolicies.doc)
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Potawatomi Area Council, BSA

Camp Long Lake Emergency Action Plan

SIREN INFORMATION

1-Minute Blast = Severe Weather or Fire
1} Unit leaders and unit members report to campsites, take a head count, and wail for further instructions
2) All other staff members report to the dining hall for further instructions.

Foliowed by-
10-Second Blasl = Bring froop to Dining Hall

30-Second Wail = Tornado
Take cover. Move the troop to designated areas if time permits.

30-Second Blast = Ali Clear
Staff to fead froop to campsite and return fo dining hall,

Severe Storm

In the event of serve storms, the staff will react according to the Emergency Siren System handout. During mild thunderstorms, Scouts and
leaders may be moved to the dining hall where indoor programs wilt commence. For tornado warning guide the campers and leaders to
designaled low elevation areas, particularly the Boes Reception Center, Rifle Range, and the Valley of the Lord. In the event of lightning or
thunder during program time, all aquatics, climbing and shooting sporis shail immediately be suspended and alternative indoor programming
shall be offered. All Camp attendees may be summoned to the Dining Hall if lightning is severe,

Missing Person

if a Scout is reported missing by a unit leader, a search of the area where he was last seen shall follow. If this search Is unsuccessful, the
siren will be blown. All Scouts and leaders will report to their campsites and wait further instructions. This will generally bring a missing Scout
out of hiding. If the Scout is still not found, the Fond du Lac Sherifi's Depariment and the Scout Executive will be notified immediately.

Fire
In the event of fire, the Camp siren will be blown for 1 minute. Unit leaders and unit members will report to their campsites and account for all
Scouts and leaders. If a campsite is on fire, the troop is instructed to report to the Dining Hall. The fire department will be summoned at once.

The Camp Ranger will take charge of the Camp's assistance in putting out the fire.

OTHER URGENT SITUATIONS

Serious Accidents and Health Emergencies

To minimize the risk of exposure to communicable diseases, only the designated Health Officers are authorized to perform first aid, Other
Staff members will perform first aid only if an immediate life-threatening condition exists. The Health Officer(s) shall respond using universal
precautions (glove, aprons, and eye protection). A Health Officer should be available 24 hours a day.

Allinjuries must be reported to the Health Officer and logged in the Camp Long Lake Daily Healih Log for the event. if an immediate life-
threatening condition exists, the patient will be transporied directly, via ambulance, by the Campbelisport Volunteer Fire Department. If a
serious but non fife-threatening condition exits, the patient will be transported by the Health Officer's designee to St. Agnes Hospital in Fond du
Lac or St. Joseph’s in West Bend, via emergency vehicle. The Health Officer will make reasonable attempts to contact the parent or guardian
of the injured Scout. The individual’s health form if available should be taken. For any serious injury or accident, the Scout Executive and
Health and Safety Chairman shall be nofified. In the event of a fatality at camp, event director shall immediately notify the Scout Executive.

Threats of Violence
If a threat of violence at the Camp, the siren shall be sounded so all campers will return to their campsites to take roll call and await further

instructions. The Scout Execufive or his designee such as the Campmaster shall be nolified immediately. if appropriate, local taw
enforcement will be cafled upon. The Camp shall comply with all requests made by the law enforcement officers.

Child Abuse and Molestation
If evidence or suspicion of child abuse or molestation exists, it will be reported immediately to the event director. The event director will notify

the Scout Execulive immediately.

MJibd
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Camp Long Lake Council/District Event Staff Vehicle Use

If there is a need for council/district event staff to use vehicles in camp for an event, the
chairperson must submit a list of the individuals needing driving privileges and the respective
driving task at least 30 days prior to the event. The list should be sent or e-mailed to the
Camp Long Lake Ranger for review by a risk management member of the camping
committee. Those individuals receiving committee approval will be issued a Camp Long Lake
Driving Privilege form that details the rules of vehicle use in camp.

JBivJIbd
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Non-Summer Camp Health Lodge Rules

The health lodge at Camp Long Lake may be used only by the health officer and
only for district or council events at camp from May 1 to November 1.

The camp ranger may close access to the health lodge at anytime for weather
reasons or because of misuse.

Those that use the building must use only the council first aid kit. They may not
use supplies in cabinets or drawers left from summer camp.

The health lodge will be thoroughly cleaned by the event volunteer staff before
and at the end of the event. The facility should be left in a state better than found.

The health lodge may not be used as an overnite sleeping facility by anyone,
including the event staff or health officer. It is to be used only for first aid
services.

Approved by:

Risk Management/Health & Safety Committee
Potawatomi Area Council, BSA

MJ/bd
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CAMP LONG LAKE — DINING HALL REGULATIONS

Prepared by
James J. Beres, M.D.
Risk Management Committee
Potawatomi Area Council, Boy Scouts of America

» Any tables and chairs that are used are to be cleaned and returned to the area from which they
were taken.

» Dining Hall floor shall be cleaned after each use.
o Any food or drink that is dropped or spilled on the floor or tables shall be cleaned up at once.

+ NO Dining Hall equipment (tables, chairs, utensils, dinnerware, brooms, etc.) is to be removed
without prior permission of the Camp Ranger or Campmaster.

¢ All dinnerware, utensils, serving dishes, cups and pitchers are to be returned to the kitchen for
cleaning after use.

» All trash and garbage shall be disposed of in the proper containers that are provided.

* No thumbtacks, nails, screws, staples, or any kind of tape shall be placed or used on the floors,
walls, ceiling or any other surfaces in the Dining Hall, without prior approval of the Camp Ranger or
Campmaster.

* No open flames in the building.

» Before using the fireplace, get permission from the Camp Ranger or Campmaster. Cleaning the
fireplace after its use must meet the standards of the Camp Ranger or Campmaster

» Any damages to the Dining Hall, its facilities, equipment or missing objects will be charged to the
group renting the facility.

« NO SMOKING ALLOWED ANYWHERE IN THIS FACILITY.

e Bathrooms are to be kept clean.
+ Horseplay, rowdy, rough play is strictly forbidden.
¢ No sleeping in the building.

« NON-COMPLIANCE WITH ANY OR ALL OF THE ABOVE REGULATIONS is grounds for
immediate dismissal (at the discretion of the Camp Ranger or Campmaster).

MJ/bd
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POTAWATOMI AREA COUNCIL BOY SCOUTS OF AMERICA

8.

9.

CAMP LONG LAKE

KITCHEN REGULATIONS

. All kitchen personnel must be approved and trained by the Camp Ranger.

Only authorized personnel are allowed in the kitchen area. Violation of this rule is grounds
for dismissal from camp property.

All Federal, State, and Council regulations will be strictly followed in the operation of this
facility. ‘

No Smoking allowed anywhere in this facility.

All kitchen equipment will be thoroughly cleaned after each use, including all portable
equipment, prep tables, counters, sinks, dishwashing equipment, floors, and any other
equipment or area used.

All equipment will be put back in its proper place after each use.

No kitchen equipment or utensii(s) shall be removed from the kitchen for any reason
unless prior approval is given by the Camp Ranger or Campmaster.

Kitchen floor will be swept and mopped at the end of each day’s use.

Horseplay is strictly forbidden.

10. All damages are to be reported as soon as possible, for repair or replacement.

11.If you’re not sure, Ask! We're more than happy to assist you.

BAJkk fiteCamp2007kitchenregualtions.Doc
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POTAWATOMI AREA COUNCIL BOY SCOUTS OF AMERICA

CHECK REQUISITION
DATE , 20
PLEASE DRAW CHECK PAYABLE TO:
ACCOUNTH#
VENDOR#
EXPLANATION AMOUNT
TOTAL
REQUESTOR'’S SIGNATURE APPROVED

DATE PAID , 20 CHECK#

1/12/00 (forms.checkrequest.doc)



POTAWATOMI AREA COUNCIL BOY SCOUTS OF AMERICA

Project Sale (Gift-In-Kind) Worksheet/Report

Date: _ District:

ltem to be donated:

Donor/Prospect:

Address for Thank-you note:

Date item secured:

Value of gift according to donor $
Pro-rated budget value $
Total budget value $
How is it to be used? Any restrictions?

Q General Operating

O Silent Auction

2 Resale

O Capital Improvement-Camp Long Lake

Q Capital Improvement-Council Service Center

O Repair and Maintenance-Camp Long Lake

O Repair and Maintenance-Council Service Center

Q Other:

O Initia! copy of proposal attached
Date Thank-you note written: QO Copy attached

Program Director or Scout Executive Approval
(Signature)

Accounts Posted:

Posted by:

(Signature)

kdibd {Camp.ProjeciWksht.doc)



POTAWATOMI AREA COUNCIL BOY SCOUTS OF AMERICA

ACTIVITY EVALUATION

1. Please tell us what you thought was great about this program. What did you like the most? What should we
try to do again?

2. Give us any suggestions for improvements. How could we do things better? What would you like to see
different?

Name

Daytime Phone

E-mail

This sheet must be returned to the council service center within 30 days after the
BA/bd event for council records.
(Camp.genacteval .doc)




POTAWATOMI AREA COUNCIL BOY SCOUTS OF AMERICA
Activity Budget Planning

. Prepare:

O For all district and council activities and events.

© Minimum of 45 days prior to activity,

© Submit to Program Director.

O Actual report due within 30 days following activity to Program Director.

Note:
Budget approval must be secured before any purchasing, ordering, efc. Purchase orders will not be given without an approved budget.

Event Name
Date of Event
District/Council
Event Location Account #
Attendance:
Estimated— Youth Adults Staff
Actual— Youth Aduits Staff
Line ltems Acct.# | Estimated Actual Gifts-in-kind Estimated
Amount Amount Value

Expenses:

Program Materials 8103

Entertainment §103

Transportation 8103

Fagcility Rental 8402

Equipment Rental 8501

Postage 3301

Paper 8103

Envelopes 8103

Printing - In House 8601

Printing - Outside 8609

Food/Refreshments 8104

Catering 8108

Recoghition - Adult 9152

Recognition - Youth 9183

{ribhons, patches, etc.)

Subtotal

**Clerical/Office Support (17.5%)

{includes insurance)

Contingency (5-10%)
Total Expenses
Income:
AdullFees @ § 6801
_____Youth Fees @ § 6801
Staff Fees @ $ 6801
Ticket Sales 6815
Miscellaneous 6831
Total Income
Balance {Net to Offset Other Events)
Prepared by:
Volunteer Date
Professional Date
Approved by:
Pragram Director Date

KEY: ™ $0.25/person of the council portion of the districticouncil event budget for counclifdistrict events held at Camp Long Lake will be placed in a medical

supply cost center to defray the cost of supplies used from the council/dlstrict First Aid boxes supplied by the council.
May 2009 (forms.fmactbug.doc)



