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 YMCA MISSION STATEMENT 
To put Judeo-Christian principles into practice through programs that build healthy spirit, mind and body 
for all. 
 

CORE VALUES 
Character development is a major focus of the Ozarks Regional YMCA. By an ongoing commitment to the 
values of Respect, Caring, Honesty, Responsibility, Faith & Friendship in our staff and programs, we will 
continue to meet our YMCA’s mission. YMCA Camp Wakonda strives to make an impact on the youth we 
serve through the 40 Developmental Assets identified by the SEARCH Institute. 
 

AQUATIC DEPARTMENT PHILOSOPHY 
The Aquatic Department offers a variety of programs, which encourage all participants to develop in 
the areas of values, physical fitness and education.  This is accomplished by providing a clean and 
safe environment, sound teaching methods, and by encouraging all participants to do their best.  
 

FACILITY AND PROGRAM DESCRIPTION 
FACILITY: 
YMCA Camp Wakonda has one pool, one lake and creek.   
 Pool:  The pool is a non standard shape with a zero entry ramp, 4 ladders, 2 sets of steps, car

 go net/lilly pad & deep water inflatable Wibbit features.   
 Lake:  The lake offers swimming, canoeing, kayaking and fishing.  The lake has a synthetic ‘H’  

and floating docks with buoys which designate the swimming area.  There are also inflatable fea-
tures such as a water trampoline and blob. 

 Canoeing & Kayaking embark from the grass beach area along the boathouse/east shoreline. 

 
PROGRAM: 
YMCA Camp Wakonda runs all Y-Swim Lesson Levels:  
 
Y Swim Lessons: Youth and Adult Classes 
 Ages 6 – 12: Polliwog; Guppy; Minnow; Fish+ (For levels Fish, Flying Fish and  Shark) 
 Ages 13 +: Adult Beginner; Adult Advanced Beginner; Adult Intermediate 

Additional Classes: 
 Lifeguarding Certification 

 
 
Canoeing, Kayaking & Stand-Up-Paddleboards: 
 Lessons will be taught to each groups most novice member. 
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 Aquatic Staff Guidelines and Standards  
 
The following guidelines are set forth by YMCA Camp Wakonda in accordance with the Ozarks Regional 
YMCA and the YMCA of the USA.  These guidelines must be followed to ensure the safety of our camp-
ers and the quality of our programs. 
 

IN GENERAL 
 All certifications will be kept on file in the Camp Office. When new certification are achieved, cards 

must be brought to the Camp Director’s office and filed immediately. 
 A pre-hire skills assessment will take place before any lifeguard will be allowed to work. 
 YMCA Camp Wakonda requires the minimum level of certification at the time of hire. Training op-

portunities will be provided as required and throughout employment. Training opportunities will be 
provided at no additional cost to the staff. 

 Staff must know and be able to perform all emergency procedures 
 All duty shifts must be covered and on time.  All shifts should arrive 5 minutes before the shift be-

gins. 
 All staff should adhere to YMCA and aquatic rules while using the facility. 
 Phones are for emergency use only or YMCA business related calls. NO PERSONAL CALLS AL-

LOWED.  Cell phones are not allowed on the pool deck, lifeguard stand or in the view of campers. 
 No food on the deck.  Staff are permitted to have water with you while you work, however glass 

containers are prohibited. 
 Be professional, diplomatic,  tactful, and exercise mature judgment.  Be polite:  remember, to our 

campers and parents, you are Camp Wakonda, use the YMCA core values at all times during work. 
 Have a cooperative and positive attitude.  Be a team player. 
 Know and follow chain of command. 
 Speak to campers, parents, and other staff members in a mature, professional manner. 
 All staff are required to take the online courses for Bloodborne Pathogens, Child Abuse and Sexual            

Harassment Training. 
 Attendance required by all staff at scheduled meetings/in-services.  Failure to attend without prior 

notice to the Camp Director will lead to disciplinary action up to and including termination.  If an 
in-service is missed for any reason, whether it be excused or un-excused, must be made up at the 
next possible time.   

 A high level of fitness is an integral part of being an aquatic staff member.  
 Know your duty schedule.  It is your responsibility to find coverage if you cannot work.  Time-off 

requests must be submitted 2 weeks in advance.   
 Emergency Drills will be performed once per week.  These include shadow drops, missing camper, 

weather emergency and active drowning drills.  Results will be shared with the staff an any areas 
needing improvement will be addressed. 

 

Pool/Lake Whistles  
• One Short Blast: To get the attention of a swimmer  
 Two Short Blasts: To get the attention of another guard  
 Two Long Blasts:  Begin Buddy Check & End Buddy Check 
• Three short blasts: To commence emergency action plan  

• One Long Blast: To clear the aquatic area  
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LIFEGUARDS 
 All lifeguards must hold current certification in the following when hired: 

 YMCA Lifeguard Training or American Red Cross Lifeguard Training (YMCA certification will 

be required within the first 30 days of employment.) 
 Certification in CPR for the Professional Rescuer or American Heart Health Care Provider C 
 Certification in Standard First Aid 
 AED Certification 
 Oxygen Administration 

 Required attire for all guards at YMCA Camp Wakonda is a conservative 1 piece suite, whistle, 
and sunglasses.  The Guard Pack must be worn at all times while on duty.  Female staff may also 
wear shorts over their guard suit.  Street shoes are not permitted (i.e.: sneakers, boots). Deck 
shoes are recommended. During colder weather, pants and YMCA sweatshirt may be worn. YMCA 
appropriate hats (including baseball and knit hats) are permitted.  All clothing is expected to be 
clean and neat. 

 When on duty, guards should always have rescue tube strap around the neck with tube at the 

ready.   
 Know and enforce all pool rules fairly and consistently. 
 Guards must position themselves at their assigned location.  The guard location and rotation 

schedule are available at the end of this manual. 
 Rotate to the next guard station once relieved. Proceed to the next station as scheduled. Proper 

supervision of the pool during all guard changes is required to protect the safety of our campers. 
 Eyes must remain on the water whenever someone is in it.  No IPODs, MP3 players or cell 

phones are allowed on duty. 
 Lying down in pool area is inappropriate (even when on break / off duty).  This presents a poor 

image and can cause drowsiness or falling asleep. At no time should you be guarding with your 
legs propped up; safety is our top priority. 

 Always know how many swimmers are in the water.  Keep track of those coming and going.  
 All swimmers are required to shower before swimming. Please encourage your campers to show-

er. 
 Be alert to recognize maintenance problems and notify the Program Director if there are con-

cerns. 
 Never leave the pool or lake area unlocked or unsupervised. 
 Know the schedule and make sure the pool or lake are set up appropriately for the activity. Use 

of equipment is at the discretion of the lifeguard.  Be vigilant regarding weather and error on the 
side of caution when allowing the use of equipment during questionable weather conditions.   

 Equipment such as kickboards, canoes, kayaks, SUP’s, personal floatation devices (PFD’s), pad-

dles etc. should be used appropriately.  They are not to be used as toys.  PFD’s must be worn 
properly for them to function appropriately. 

 Two Guards must be on duty whenever campers are at either the pool or the lake and 1 guard 

with rescue tube must be present at all creek activities.    
 

 SWIMMING INSTRUCTORS 
 An instructor’s first responsibility is to conduct all YMCA classes in accordance with the policies of 

YMCA Camp Wakonda/Ozarks Regional YMCA and the YMCA of the USA. 
 A certified instructor must maintain current certification in the following: 

 CPR for the Professional Rescuer 
 AED 
 Oxygen Administration 
 Standard First Aid 
 Y Swim Lessons Instructor   

 Know, enforce and adhere to all pool rules. 
 All classes must start and end on time.  Instructors should report 5 minutes prior to start of class 

and be in the pool area before class begins. 
 Instructors should pre-plan each session and each individual class.  This is essential for properly 

and efficiently conducting classes. 
 Attendance must be taken for all classes. 
 Each instructor is responsible for monitoring the progress of each camper and completing proper 

swim level cards for presentation at weekly closing campfire.   
 Wear appropriate attire.  A one-piece bathing suit is a must.  You teach in the water. 
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POOL PROCEDURES 

 

OPENING POOL  (1ST SHIFT OF THE DAY) 
 

Complete the “Opening Checklist” which is as follows.  Opening guards are responsible for these duties.  
Failure to complete these duties and failure to fill out “Opening Checklist” will result in disciplinary action 
up to and including termination. 

 Perform chlorine test, pH test.  If levels beyond acceptable limits report to Program Director or 

Maintenance immediately. 
 Perform visual scan of pool and deck. 
 Walk around entire pool deck.  Check bottom to be sure it’s clear and free of debris. Vacuum if 

needed before the pool opens. 
 Inspect and clean out all strainer baskets. 
 Make sure deck is clear of trash and hazards.  Sweep or hose down deck as needed. 

 

DURING EACH SHIFT 
 
 Rotate guard station every 15 minutes. Rotation will begin with the off - stand / roaming 

guard. Proper supervision of the pool during rotation is required. 
 Be sure you are in proper position and able to view all areas of the pool. Your location should 

allow a 10 x 10 reaction and should not require a turn beyond 180 degrees. 
 Be courteous but direct camper questions to another staff member.  While on duty safety 

comes first.   

 
CLOSING POOL (LAST SHIFT OF THE DAY) 

 Clear pool. 
 Walk around entire pool deck, checking entire bottom of pool. 
 Lock doors. 
 Make sure all equipment is put away: Backboard, buoys, first aid kits, etc. 
 Pick up trash on deck.  
 Turn off pool lights. 
 Take and record pool chemical readings (Cl, pH, Calcium Hardness, Alkalinity, Pool temp, Wa-

ter Clarity) 
 Empty trash cans  
 Bring forgotten items to “Lost and Found” bin. 
 Ensure all pool gates are locked before leaving. 

 

POOL CLOSING 
The pool will be closed immediately for the following: 

 The main drain cannot be seen in the deep end or when a 6” black disc cannot be seen in the 

deep end. 
 pH reading is below 7 or above 8 
 Free chlorine reading is below .5 or above 5.0 
 Water depth is severely low causing filtration to be impaired. 
 Certified supervision is not present. 
 When lightning is seen, thunder is heard, or other severe weather is present. 
 Suction outlet covers, main drain gate, or any outlet cover is missing 
 Fecal matter or other contaminating body fluid (vomit, blood, etc.) is found in pool.  See 

Aquatic Standards for proper handling of these situations. 
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ELECTRICAL STORMS 
When lightning is sighted, thunder is heard, or other severe weather is sighted in the pool vicinity, the 
pool and pool area must be cleared. No persons shall remain on the pool deck.  The pool may be re-
opened and normal operation may resume a minimum of 30 minutes after there is no visible sign 
of lightning storm (30 minutes after thunder is last heard). 
 

POOL CONTAMINATION 

CONTAMINATION VOMIT 
1. Clear pool 
2. Notify camp director/assistant director & aquatics director that the pool will be closed until fur-

ther notice. 
3. Skim the pool area where accident occurred and dispose of any foreign matter. 
4. Shock the area the accident occurred in. 
5. Check the Cl levels in 3 different parts of the pool. 
6. If Cl is 2.0 or higher the pool will be closed for an hour. 
7. If the Cl is 2.0 or lower the pool will be closed for 1-4 hours depending on how low the Cl read-

ing is.  The Cl should be raised to 3.0. 
8. Notify the of how long the pool will be closed. 

 
 CONTAMINATION FECAL-SOLID 

1. Clear pool 
2. Notify camp director/assistant director & aquatics director that the pool will be closed until fur-

ther notice. 
3. Remove as much of the fecal matter as possible. 
4. Check the Cl levels in 3 different parts of the pool. 
5. If Cl is 2.0 or higher the pool will be closed for an hour. 
6. If the Cl is 2.0 or lower the pool will be closed for 1-4 hours depending on how low the Cl read-

ing is.  The Cl should be raised to 3.0. 
7. Notify the front desk of how long the pool will be closed. 

 

 CONTAMINATION FECAL-LIQUID 

1. Clear pool. 
2. Notify camp director/assistant director & aquatics director that the pool will be closed until fur-

ther notice. 
3. Remove as much as possible. 
4. Vacuum contaminated area. 
5. The pool will be closed a MINIMUM 9 hours.  
 
 

BLOOD-BORNE PATHOGENS EXPOSURE 
1. Clear pool 
2. Notify camp director/assistant director & aquatics director that the pool will be closed until fur-

ther notice. 
3. Shock area where accident occurred. 
4. If Cl is 3.0 or higher the pool will be closed for an hour. 
5. If the Cl is 3.0 or lower the pool will be closed for 1-4 hours depending on how low the Cl read-

ing is.  The Cl should be raised to 3.0. 
6. If any rescue equipment was contaminated it needs to be sanitized or disposed of, depending 

on the severity of the contamination.   
7. Clean these items/contaminated area with ammonia/bleach disinfectant.  If staff were exposed 

follow protocols involving blood exposure. 
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FIRST AID AND PERSONAL PROTECTION EQUIPMENT (“PPE”) KITS 
 
When dealing with an injured victim, wear plastic gloves.  When administering mouth-to-mouth, wear 
mouth shield. 
All lifeguards are provided with a PPE pack to be worn while on duty.  First aid PPE is located at the In-
firmary. Follow the universal precautionary procedures: 
1. Use a barrier – glove, masks, face shields, mouthpieces, gowns. Assume all victims are infected. 
2. Wash your hands. 
3. Clean-up. Be sure to wear protective gear during the clean up procedure. 
4. Keep sharp objects separate. 
5. Avoid contamination. Do not allow swimmers / staff to share towels contaminated with blood or body 

fluids. 
6. Launder or dispose of soiled linens separately. 
7. Cover wounds. 
8. Provide CPR with a barrier. When possible use a bag-valve mask. 
9. Protect yourself. If you have an open wound, avoid providing first aid to a victim with an open 

wound if at all possible. 
 
  

 

RULE ENFORCEMENT 
 
The lifeguard is to assure that all patrons are familiar with and adhere to all pool facility rules and regu-
lations. 
 When a rule is being broken: 
1. Contact the person breaking the rule - one short whistle blast and point to the offender. 
2. Explain the rule is being broken and give reason as to why the rule exists. 
If the same person continues to break the same rule: 
1. Contact the person again. 
2. Explain the rule again. If the offender is a child, have the child sit out for an age appropriate period 

of time. 
If the same person continues: 
1. Contact the person again. 
2. Instruct the person to leave the pool for the remainder of the day. Notify any other lifeguards on du-

ty. 
3. If assistance is needed, notify camp/assistant/aquatic director. Fill out incident report. 
 
If a rule is broken and the safety of that individual or other patrons is severely jeopardized (i.e.: diving 
in the shallow end, extremely rough play) the initial warning will be skipped. Subsequent breaking of 
that same rule will result in immediate dismissal. 
 
 All staff are expected to follow all pool rules when using the facility.  
Any staff member found not following the rules will be written  up.  
Subsequent failure to follow the pool rules will result in immediate dismissal. 
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 ACCIDENT/EMERGENCY 

Staff identifies situation and takes appropriate action 

Minor Accident 

Active victim minor cuts, scrapes, falls. 

Continue coverage 
of pool 

Guard 2 

If 911 is called  
 

Call Aquatics Director, 
Assistant Director and 

Executive Director 

Make sure incident    
report is completed and 

a copy given to the   
Camp Director 

Guard 1 

Perform appropriate  
rescue 

First Aid 

Contact guard 
3 to admin first 

aid 
If minor, locate parent/
guardian and discuss 

policies regarding 
youth in the pool area.  

Active Victim Minor Injury 

Guard 3 

Administers 
first aid if 

guard one did 
not have to 

leave LG stand 

Guard 1 
performs  

active victim 
rescue 

First Aid need-
ed w/ First Aid 

Kit 

Begin       
emergency   
coverage of 
Guard 1 pool  

Make sure accident report 
is completed and a copy 

given to the Camp Director 

Minor Injury 
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 ACCIDENT/EMERGENCY POOL 

Staff identifies situation and takes appropriate action 

Major Accident –3 guards 

Assistant Director or extra staff to the front 

gate to meet EMS and guide them to the 

scene. 
All other staff assist with keeping campers/

guests calm and occupied in Recreation Hall. 

 

Try to keep people away from windows facing 
into pool area. 

Guard 1 

Blows one long 
whistle to clear pool 

Perform  
appropriate  

rescue 

EMS responds and 
takes over 

Provide care as need-
ed 

Assist Guard 1 with care of victim 

Guard 2 

Blow whistle to clear 
pool 

Alert Aquatics Director, Assis-
tant Director & Camp Director 

Pick up Emergency Equipment 
from Infirmary, inform nurse and 

call 911 
Clear pool deck 

And crowd control 

Guard 3 

Begin emergency    
coverage of Guard 1 

pool  

Assist with patient care. 

Make sure an accident report 
is completed and a copy given 

to the Camp Director 
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PRIORITIES 
1 Check for spinal injury, breathing and pulse. 
2 Control severe bleeding. 
3 Treat for shock. 
4 Other first-aid treatment 

 

MISSING SWIMMER SEARCH 
1. Alert all staff immediately with air horns & camp bell, following report of a missing swimmer. Get a 

complete description of the swimmer and keep person who made report calm.  Alert aquat-
ic/assistant/camp directors. 

2. Clear the swimming areas and perform visual as well as shallow and deep water search. 
a. At the pool all campers will move to the recreation hall and sit on the floor facing the bathrooms 
sitting in their cabin group beginning with Pawnee and proceeding to Trails End.  Counselors as-
signed to rec hall duty will oversee taking attendance. 
b. At the lake all campers will move to the lake hill and sit on the grass facing the South in their 
cabin group beginning with Pawnee and proceeding to Trails End.  Counselors assigned to beach 
duty will oversee taking attendance. 

3.  Simultaneously have all available non-lifeguard certified staff search the entire facility, shower 
house, cabins etc. 
 

OPEN/BROWN WATER SEARCH 
DEEP WATER SEARCH 
1. Searchers (only lifeguards or trained staff) will line up and on command dive to the bottom and 

swim three strokes-touching the bottom and sweeping hands outward and inward toward their 
body. Then swim to surface straight up. Line will back up six feet, reform line and repeat. 

  Guard substitutes will stand on the dock and follow along as the search line progresses. 
  As guards tire, they will raise their hand and call for a sub. 
  Subs will join the line replacing the tired guard from the dock side as the tired guard swims off 

the back of the line. 
2.  One certified guard will put on mask, snorkel and fins and begin searching under the dock in the ar-
ea closest to the zone where the camper is missing from.  One non-certified watcher will be assigned to 
watch this guard. 
 
SHALLOW WATER SEARCH 
Searchers will link arms and walk across from start of pool toward the deep sweeping feet across bot-
tom with each step. Stop at break line and sweep back toward start. 
 

ACCIDENT/EMERGENCY 
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 HANDLING CHEMICALS 
Only Pool Operator on Location (POOL) certified staff are authorized to handle any chemicals.  Sodi-
um Bicarbonate, sodium hypochlorite, muriatic acid, calcium chloride, carbon dioxide, algaecide, cal-
cium hypochlorite, pool clarifier and sequestering agent may all be in use in our facility.  Material 
Safety Data Sheets are kept near the in the Pool Mechanical room & Administrative Office.  All chemi-
cals are stored in their original container, double contained and clearly labeled and off the floor of the 
filter rooms.  Calcium hypochlorite is stored in an area away from other chemicals to prevent cross 
contamination.  All containers are kept sealed at all times.  Storage areas are properly vented for air 
circulation.  Smoking, eating or drinking near chemicals is prohibited.  Gloves are required when han-
dling any chemicals.  Long sleeve shirt and pants are also required.  Use of an apron is also required 
when using sodium hypochlorite or muriatic acid.  Goggles or face shield are also required when han-
dling liquids. 
 
IN THE EVENT OF A CHEMICAL ACCIDENT: 
1 ACTIVATE 911 & NURSE: 
2 Remove any chemical saturated CLOTHING. 
3 Flush any skin in contact with chemical with clean cold water. Avoid further burn or contamination 

by preventing the run off from coming in contact with you and the victim. 
4 Cover any exposed areas that have been affected by the chemical with a loose sterile dressing. 
5 If in the eyes, wash the eyes (if only one eye is contaminated, avoid contaminating the other 

eye). Flush the eyes with clean running water for 15 - 30 minutes. Cover with sterile bandage 
and seek professional attention. 

6 If chemical is inhaled, move the victim to fresh air immediately. Have the victim lie down, loosen 

clothing and monitor breathing. Provide care as needed if breathing stops. If chemical is ingested 
contact poison control. Follow directions given until care arrives. 

7 Call EMS in the event of 3rd degree burns. Doctor’s attention is recommended for all chemical 

burns. 
 
IN THE EVENT OF A CHEMICAL SPILL: 
1 Prevent chemical from contacting the skin or clothing. 
2 Contain the spill and prevent chemical mixing. 
3 Evacuate any areas that have evidence of chemical fumes. 
4 Activate EMS and alert the operator of the need for a HAZMAT squad. Give as much information 

as possible regarding the chemicals spilled and their amounts. 
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WATCHER 2 

Watcher: Un-certified 

Lifeguard:  Certified Guard 

Lifeguard Chair:  Certified Guard 

Ladder 

Lilly Pad 

YMCA Camp Wakonda Pool Stations & Zone Coverage 



14 

  

 

PROCEDURES 
1 Upon arrival campers will be seated on the beach to receive instructions. 

  All procedures apply to campers and staff. 
  All campers and staff who choose to swim will be paired with a buddy. 
  Swimmers of varying swim levels will swim in the area of the lower swimmers ability. 
  All campers and staff who choose to canoe, kayak or participate in an inflatable activity will 

wear a PFD/Lifejacket. 
  All individuals participating in an aquatic activity will have a tag placed on the Buddy Board in 

the appropriate activity area. 
  All individuals choosing to participate in an inflatable activity will be checked in at the buddy 

board and then by an additional ‘Staff Watcher’ located on the North West corner of the dock.  This 
staff watcher will ensure proper participant counts are maintained on the inflatables. 

  Buddy Checks will be called every 5-7 minutes with 2 long blasts on the whistle and overseen 

by the aquatic director. 
  During a buddy check all campers & staff will ‘buddy up’ with their buddy, raising their hands 

into the air and remaining silent while counts are made and reported for each area to correspond 
with matching counts from the buddy board. 

  Once all counts match the all clear signal of 2 long blasts on the whistle will be made and swim-

mers will begin to swim again. 
 

MISSING SWIMMER SEARCH 
1. Alert all staff immediately with air horns & camp bell, following report of a missing swimmer. Get a 

complete description of the swimmer and keep person who made report calm.  Alert aquat-
ic/assistant/camp directors. 

2. Clear the swimming areas and perform visual as well as shallow and deep water search. 
a. At the pool all campers will move to the recreation hall and sit on the floor facing the bathrooms 
sitting in their cabin group beginning with Pawnee and proceeding to Trails End.  Counselors as-
signed to rec hall duty will oversee taking attendance. 
b. At the lake all campers will move to the lake hill and sit on the grass facing the South in their 
cabin group beginning with Pawnee and proceeding to Trails End.  Counselors assigned to beach 
duty will oversee taking attendance. 

3.  Simultaneously have all available non-lifeguard certified staff search the entire facility, shower 
house, cabins etc. 
 

OPEN/BROWN WATER SEARCH 
DEEP WATER SEARCH 
1. Searchers (only lifeguards or trained staff) will line up and on command dive to the bottom and 

swim three strokes-touching the bottom and sweeping hands outward and inward toward their 
body. Then swim to surface straight up. Line will back up six feet, reform line and repeat. 

  Guard substitutes will stand on the dock and follow along as the search line progresses. 
  As guards tire, they will raise their hand and call for a sub. 
  Subs will join the line replacing the tired guard from the dock side as the tired guard swims off 

the back of the line. 
2.  One certified guard will put on mask, snorkel and fins and begin searching under the dock in the ar-
ea closest to the zone where the camper is missing from.  One non-certified watcher will be assigned to 
watch this guard. 
 
SHALLOW WATER SEARCH 
Searchers will link arms and walk across from start of pool toward the deep sweeping feet across bot-
tom with each step. Stop at break line and sweep back toward start. 
 

LAKE PROCEDURES  



15 

 

B
E

A
C

H
 

F
L

O
A

T
IN

G
 

D
O

C
K

 

Watcher: Un-certified 

Lifeguard:  Certified Guard 

Kayak:   Certified Guard 

Water Trampoline w/ BLOB 
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YMCA Camp Wakonda Lake Stations & Zone Coverage 
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 FIRST AID TREATMENT PROCEDURES 

 

PRIMARY SURVEY 
First Aid Procedures: 
 

Primary Survey 
When dealing with an injured victim, wear plastic gloves.  When administering mouth-to-mouth, use 
mouth shield.  If the victim is unconscious, immediately have someone call 9-1-1, contact the 
nurse and bring the AED. 
“A”:  Open the Airway 

 Place palm of hand on victim’s forehead and tilt back 
 Place fingers of other hand on bony part of chin 
 Lift jaw until teeth are nearly brought together, opening the airway 

“B”:  Check for Breathing 
 Place ear above victim’s mouth and nose and look at victim’s chest 
 Look, listen and feel for breathing for at least 10 seconds 
 If not breathing 
 Keeping airway open, gently pinch nose shut with thumb and index finger of hand from the 

chin 
 Open mouth wide, take a deep breath, and seal resuscitation mask tightly around outside of 

victim’s mouth 
 Give 2 full breaths, 1-1 1/2 seconds apart, while taking a breath between 
 Look, listen and feel for breathing 

“C”:  Check for Pulse 
 Retain hand on forehead.  Use chin-finger to feel for carotid pulse for no more than 10    

seconds 
 

No pulse, no breathing:  Confirm that 9-1-1 has been called and apply the AED (for victims over 55 
lbs.). Update bystander that the victim is unconscious, not breathing and does not have pulse. Follow 
the instructions of the AED and perform CPR when instructed. Continue until medical help or assistance 
arrives or victim begins breathing on their own. If the victim has a pulse but is not breathing begin res-
cue breathing. If the victim does not require CPR or rescue breathing, keep the head tilted and airway 
open.  
 

Has pulse, no breathing:  Confirm that 9-1-1- has been called. Update bystander that the victim is un-
conscious, not breathing and has a pulse. Begin rescue breathing. Recheck pulse and breathing every 
minute. If no pulse, apply AED, follow the instructions of the AED and perform CPR when instructed. 
Continue until medical help or assistance arrives or victim begins breathing on own. If the victim does 
not require CPR or rescue breathing, keep the head tilted and airway open. 
 

BLEEDING  
Apply direct pressure over the wound with gloved hand and bandage. 
Elevate the cut above heart to slow bleeding. 
If still necessary, apply pressure on the local pressure point (brachial—inside bicep; femoral—inside 
hip/groin area. 
 

BROKEN BONES 
Immobilize and keep them from moving. 
Do not change their position. 
Wait for professional help to splint and transport. 
 

BURNS 
Place 1st and 2nd degree burns under cold water immediately. 
Leave under water at least 5 minutes to reduce redness and possible blistering. 
Apply dry, sterile dressing - Loosely wrap with dry sterile dressing. 
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 EYE INJURIES 
Pad and bandage both eyes. 

 

HEART ATTACKS 
Monitor the victim. Keep the victim calm and comfortable. Immediately call 9-1-1. Keep the AED near-
by. If the victim becomes unconscious, do a primary survey and apply the AED. Perform CPR if neces-
sary. 

 

POISONING 
Find source of poisoning and get sample (drugs, chlorine, cleaning agent). 
Call 911. 
Call Poison Control Number & follow their instructions. 
Treat for shock. 

 

SEIZURES 
If seizure occurs on land: Clear immediate area. Protect victim from injuring self. Do not restrain     
victim. Loosen any restrictive clothing, place towel under person’s head.  
If seizure occurs in pool: Clear water of patrons. Move person away from hazards such as side of pool.  
Stand behind victim, place hands on both sides of victim's head to keep their head above water. When    
the seizure has ended, remove the victim from the water. 
After the seizure, stay with the victim until EMS takes over. Never permit someone who has had a  
seizure to go in the water for the remainder of the day. 

 

SHOCK 
Shock can and will occur as a result of any medical trauma, regardless how small. 
Position victim according to injury. 
Cover victim enough to prevent loss of body heat but not to overheat. 
*Shock can become life threatening, so monitor victim at all times. 

 

SPRAINS 
Apply ice. 
Keep from moving. 
Elevate injury if possible.  When dealing with an injured victim, wear plastic gloves.   

 

STROKES 
A stroke will occur with several risk factors; as well as, several symptoms: 

 Weakness, numbness or paralysis of face, an arm or leg on one side of the body. 
 Blurred or decrease vision 
 Problems speaking or understanding 
 Dizziness or loss of balance 
 Sudden, severe or unexplained headache 
 Deviation of eyes from PEARL (Pupils, Equal and Reactive to Light) which may mean the 

brain is being affected by lack of oxygen. 
Call EMS 
Check ABCs. Keep the airway open by giving CPR or rescue breathing. 
If victim is conscious, lay the victim down with the head and shoulders slightly elevated.   
Do not give them anything to eat or drink due to their throat that may be paralyzed.   
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RECORD KEEPING AND DOCUMENTATION 
 

ACCIDENTS  
An accident is any situation that requires medical attention.  Accidents are classified into three levels:  
Life threatening, Serious, and Minor. The severity of the accident will dictate the level of response. 
 
LIFE-THREATENING ACCIDENT 
An accident is life-threatening if the victim is unconscious, not breathing, breathing with difficulty, has 
no pulse, is severely burned or is bleeding severely.  Life-threatening situations include:  near drowning, 
electrical shock, heart attack, choking, stroke, spinal injury or any traumatic injury. 
 
SERIOUS ACCIDENT 
An accident that requires additional medical help but is not an immediate life-threatening situation.  Sit-
uations include:  broken bones, sprains, broken teeth, burns, head injury, open wounds that require 
stitches, seizures, heat or cold emergencies and poisoning. 
 
MINOR ACCIDENT 
An accident that includes scratches, scrapes, bumps and bruises, etc. 
 
INCIDENTS 
An incident is something that has occurred and should be noted.  Situations include:  disruptive behav-
ior, fighting, stealing, etc. 
 

REPORTING PROCEDURE (ACCIDENTS AND INCIDENTS) 
1. For every accident and incident, a report must be made.  Forms are in the Staff Manual & adminis-

trative office.  
2. The guard or instructor handling the situation must file the paperwork. 
3. Always fill out the form as completely as possible.  Write neatly. 
4. State facts, not opinions. 
5. Make no statements to others.  Refer questions to the Camp or Assistant Director. 
6. Give the report to the Camp Director immediately. Forms must be submitted to the Risk Manager 

within 24 hours. 
7. Do NOT give reports to members.  Reports are for YMCA use only. 

 

REPORTING PROCEDURE (ADDITIONAL DOCUMENTATION) 
The following documentation is also kept 

1 Opening and closing checklist (Daily) 
2 Swim Lesson Attendance (Each class meeting) 
3 Pool Water Test - Chlorine, pH, Temperature, Water Clarity (3 x’s/day) 
4 Pool Water Test - Alkalinity, Calcium Hardness (Weekly) 
5 Fecal  / Vomit Contamination (Per incident) 
6 Behavioral Incident Report  (Per incident)  
7 Mechanical Log (Per Incident)  
8 Staff Communication Book (Per incident) 
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 SPECIAL GUARD SITUATIONS 

CAMP 

1. Showers are required for all swimmers. 
2. Campers will receive a swim check at the start of each camp session prior to participating in any aquatic activities. 
 A. Pool Rules and Instructions will be covered during swim check time and reviewed each day prior to free swim. 
3.     Campers will ge given a swim band identifying their swim level. 
 A. Swimmers identified as strong swimmers will receive a GREEN swim band allowing them to swim in all locat-
  ions and use all aquatic equipment. 
 B. Swimmers identified as inadequate swimmers will receive NO swim band and will have restricted areas of par-
  ticipation and are required to attend swim lessons as one of their morning skill clinics. 
4. A Counselor will stay in the bathroom area at all times campers are present. 
5. No campers will enter the pool until a lifeguard is present in the lifeguard chair. 
6. Counselors will identify their skill clinic to campers as they enter the pool and gather those campers listed on their roster. 
7. Counselors will be assigned to assist with pool maintenance during skill clinic times. 
8. Campers are not allowed to leave the pool by themselves. 
9. Campers who are not swimming/are not dressed for swimming are not permitted in the pool area. 
10. No poison ivy, rashes or open cuts allowed in the pool. 
 
 
 

FREE/FUN SWIM 
1 Showers are required for all swimmers.  
2 Campers will wait on the porch of the recreation hall until all lifeguard and watcher stations have 

been filled and campers are instructed to enter the pool area. 
3 Guards will rotate on a ten minute rotation schedule beginning with the guard chair. 
 A. The replacement guard will take a standing guard position in front of the lifeguard chair. 
 B. The guard in the chair will climb down from the chair and take a guard position next to 
  the replacement guard. 
 C. The replacement guard will then ascend into the chair and begin guarding. 
 D. The former guard from the chair will then relieve guard station 2 and the rotation will 
  continue in numerical order until all guards have switched.  
 E. The guard from station 4 will then have a 10 minute break at the end of which they will 
  begin the rotation again at the guard chair. 
4 Pool capacity of 75 and 1:25 ratios must be maintained at all times. 
5 Non-swimmers may not use an inflatable device at any time as a means to support themselves in 

the water. 
6 Pets are not permitted on the pool deck unless assisting a person with disabilities. 
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Ozarks Regional YMCA 
Association Job Description 

 

POSITION:       Seasonal Camp Lifeguard     FLSA Status:  Seasonal Exempt 
SUPERVISOR:  Program Director  – Camp Wakonda   Department: Camp Wakonda 
 

 
GENERAL FUNCTIONS 
Season Lifeguard  Staff deliver and ensure program satisfaction by providing supervision around water and en-
suring a safe environment at the camp’s aquatic activities.  They assist in the management to the physical opera-
tion of the waterfront facilities and equipment . Each participant’s safety and enjoyment are attained in child de-
velopment by promoting and role modeling a healthy and safe environment. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES: 

Maintains active surveillance of all waterfront activities. 
Knows/reviews all emergency procedures and responds to emergency situations immediately in accordance 

with YMCA policies, and procedures.  Completes related reports as required. 
Maintains effective, positive relationships with the members, participants and other staff. 
Knows, understands, and consistently applies safety rules, policies and guidelines for the pool and aquatic ar-

ea.  Maintains accurate records as required by the YMCA and/or state health department code. 
Performs equipment checks and ensures appropriate equipment is available as needed. 
Checks the pool for hazardous conditions when arriving. 
Assist in the management and care of the physical facilities and equipment in the waterfront program area. 
Performs chemical testing when not guarding, as required, and takes appropriate action. 
Attends all staff meetings and in-service trainings. 
Works effectively with people of different backgrounds, abilities, opinions, and perceptions.  
Will serve as a camp counselor with a camper group when not on duty at the waterfront. Participate enthusi-

astically in all camp activities, planning and leading those as assigned by the Program Director. 
Participate as a member of the camp staff team to deliver and supervise evening programs, special events, 

overnights, and other all-camp activities and camp functions. 
 
EDUCATION and/or EXPERIENCE: 
 

Minimum age of 18. 

Certifications:  CPR for the Professional Rescuer, AED, Basic First Aid.  

Current YMCA Lifeguard, American Red Cross, or equivalent. 

Ability to maintain certification-level of physical and metal readiness. 

Able to stand for long periods of time in a warm, humid environment. 

Must demonstrate lifeguard skills in accordance with YMCA/Red Cross standards. 

 
SKILLS AND ABILITIES: 
 

Proven ability to deal effectively with people at all levels of responsibility; strong interpersonal skills.  

 Ability to take initiative, be flexible, use sound judgment, and work harmoniously with others. 

 Ability to lead, plan, organize, and implement program activities. 

 Good skills in communication, organization, and human relations. 

 Willingness to work with diverse populations 
Lead and participate in recreational activities which may include running, throwing, and kicking. Hear noises 

and distress signals in the aquatic environment, including in the water and anywhere around the zone of 
responsibility.  Remain alert with no lapses of consciousness. 

Meet strength and lifting requirements. 
See and observe all sections of an assigned zone or area of responsibility. 
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PHYSICAL ASPECTS OF THE JOB: 
 

Apply appropriate safety and emergency procedures. 
Visual and auditory ability to identify and respond to environmental and other hazards related to weather 

and program activities. 
Physical ability to respond to situations requiring first aid.  Must be able to assist campers in an emergency 

(fire, evacuation, illness, or injury) and possess strength and endurance required to maintain constant 
supervision of campers.   

Endurance including:  prolonged standing, some bending, stooping, walking long distances, hiking, climb-
ing, and stretching: requires eye-hand coordination and manual dexterity to manipulate outdoor equip-
ment and camp activities; requires normal range of hearing and eyesight to record, camp setting and 
work irregular hours with limited or simple equipment and facilities; and with daily exposure to the sun, 
heat, insect and animals. 

 
Supervisory Responsibilities: 
-NONE- 

 
 

 
Ozarks Regional YMCA 
Association Job Description 
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 Job Title:  Camp Wakonda Swim Instructor   Job Code: 

FLSA Status: Non-Exempt      Job Grade:  

Reports to: Aquatics Director/Assistant Camp Director  Revision Date: 02/2016 

Position Summary: 

Provides direct leadership, instruction and motivation for students in swimming classes focusing on youth 

development.   

 

 Essential Functions:  
1.  Instructs swimming lessons as assigned in accordance with YMCA guidelines, having prepared 

lesson plans accordingly. 
2.  Develops positive relationships with campers and participants and provides motivational support 

and guidance. 
3.  Encourages parent involvement. 
4.  Conveys information on camp and other YMCA programs as appropriate refers camper families 

to other programs. 
5.  Maintains records as required (i.e. attendance, progress reports, etc.). 
6.  Attends staff meetings and trainings as scheduled. 
7. Follows all YMCA policies, rules, regulations and procedures, including emergency and safety 

procedures. Completes incident and accident reports as necessary. 
8.  Organizes and puts away needed class equipment.  Reports damaged equipment. 
9.  Trains and supervises class aides as assigned. 
 

 YMCA Competencies (Leader): 
 

 Mission Advancement: Accepts and demonstrates the Y’s values & the I’m Third Motto. Demon-
strates a desire to serve others and fulfill community needs. Supports fund-raising. 
 

 Collaboration: Works effectively with people of different backgrounds, abilities, opinions, and per-
ceptions. Builds rapport and relates well to others. Seeks first to understand the other person’s 
point of view, and remains calm in challenging situations. Listens for understanding and meaning; 
speaks and writes effectively. Takes initiative to assist in developing others.  
 

 Operational Effectiveness: Makes sound judgments, and transfers learning from one situation to 
another. Embraces new approaches and discovers ideas to create a better camper experience. 
Establishes goals, clarifies tasks, plans work and actively participates in meetings.  Strives to meet 
or exceed goals and deliver a high-value experience for campers. 
 

 Personal Growth: Pursues self-development that enhances job performance. Demonstrates an 
openness to change, and seeks opportunities in the change process. Accurately assesses personal 
feelings, strengths and limitations and how they impact relationships. Has the functional and tech-
nical knowledge and skills required to perform well; uses best practices and demonstrates up-to-
date knowledge and skills in technology. 
  
Qualifications:  
Certifications: CPR for the Professional Rescuer, AED, Basic First Aid certification.   
Must be able to demonstrate swim instructor skills in accordance with YMCA standards. 
YMCA Swim Instructor certification 
Minimum age of 18 years 
Ability to instruct and observe participants in proper stroke techniques. 
Ability to lift equipment, and to lift a small to average size child. 
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Language Skills  
Ability to read, interpret, retain, and teach documents such as safety rules, operating maintenance 
instructions, and procedure/educational manuals.  Ability to write routine reports and correspond-
ence.  Ability to speak effectively before groups of children, parents, staff, members of the YMCA, 
and/or others, as well as in one-on-one situations. 
 

 Mathematical Skills  
Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common 
fractions, and decimals. 
 

 Reasoning Ability  
Ability to apply common sense, understanding, and sound mature judgment to carry out instructions 
furnished in written, oral, or diagram form, including assisting with curriculum learning.  Ability to 
deal with problems involving several concrete variables in standardized situations.  Ability to maintain 
confidentiality.  Ability to be sensitive and alert to the needs, feelings, and safety of others.  Ability to 
ensure children’s safety and maintain YMCA and state standards and guidelines at all times. 
 

 Physical Demands   
The physical demands described here are representative of those that must be met by an employee 
to successfully perform the essential functions of this job. Reasonable accommodations may be made 
to enable individuals with disabilities to perform the essential functions. 
 

 While performing the duties of this job, the employee is regularly required to stand, walk, and talk 

and hear.  The employee frequently is required to use hands to finger, handle, and/or feel objects, 

tools, and/or controls; climb, balance, stoop, kneel, crouch, and/or crawl.  The employee is frequently 

required to reach with hands and arms and taste and smell.  The employee must frequently move 

and/or lift up to 50 pounds and move up to 100 pounds such as furniture, supplies, equipment, chil-

dren, etc.  Possess adequate vision and hearing to safely monitor environment and children. 
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Compliance Agreement 
 
I have read and fully understand the Aquatic Employee Handbook (ver. 02/14/2016) outlining the    
policies, guidelines and procedures of the Ozarks Regional YMCA/Camp Wakonda Aquatic Depart-
ment.  
 
  
  
 I have read through the handbook and  hereby agree to uphold its contents. 
 
   
 
______________________________________    

Employee Printed Name      
 
 
______________________________________   _______________ 

Employee Signature      Date 
 
  

 

 

 

 
______________________________________   _______________ 

Aquatic Director Signature     Date 


