BOYS & GIRLS CLUBS
OF POLK COUNTY

The safety and wellbeing of members is our number one priority at the Boys & Girls Clubs of Polk County.
We work every day to create a safe, fun environment so that kids can have every opportunity to be

successful in life.

Boys & Girls Clubs of Polk County continually updates robust safety policies, programs and training for our
staff and volunteers that are designed to promote child safety and protect young people from threats that

are present in our society. We implement layers of safety policies and guidelines to keep our kids safe.

While this Safety Manual for the Boys & Girls Clubs of Polk County includes policies, procedures and
guidelines for agency operations, it cannot address every possible scenario that could occur during
operations. It is expected that all staff will maintain good judgment in all situations and open

communication with their supervisors to provide information and seek advice.

Emergency Evacuation Kit

An emergency evacuation kit is kept in the club office. Along with the daily attendance roster, the
designated person should take it to the Safe Zone during an emergency evacuation. This kit will become
the portable command center for the coordinator during the crisis. It is CRITICAL that this kit remain
updated at all times. The Emergency Evacuation Kit should contain the following:

e A copy of the Safety and Operations Manual

e Evacuation Map

e Flashlight and batteries

e Club approved first aid kit

e 2 note pads and 4 pens

e Small radio and batteries

e Phone lists of staff and board members

e Members sign out sheets

e Current membership roster with emergency contact information
e Building owner contact information



Fire

Upon notification of a fire by the alarm or staff, immediately evacuate all staff and club members to
the Safe Zone outside of the building.

Dial 911 and report the fire.

If the fire is small and contained, locate the nearest fire extinguisher and use it on the fire. This should
only be done by staff that know how to correctly use a fire extinguisher. Do not attempt to fight the
fire if it is out of control. Evacuate the area immediately.

Immediately contact the organization President/CEO.

When the fire department arrives, direct the crew to the fire. No one is to re-enter the building until
directed to do so by the fire department.

Contact the building owner as soon as possible.

Severe Weather

Response to a severe storm

At the first sign of a severe storm, staff should relocate members to the designated safe area until the

weather clears. See Appendix A for evacuation maps and designated safe areas.

Response to a tornado emergency

Tune into the local TV or radio station to monitor the situation

o A WATCH means there is potential for development of severe weather

o A WARNING means severe weather has been sighted

o Members should not be permitted to go on field trips during a watch or warning.

If a WARNING is issued alert all staff.

The front desk staff member or Unit Director should get the Emergency Evacuation Kit.

Staff should lead all members to the designated location and have them assume a sitting position with
their knees pulled to their chest, head down and hands covering their head. Staff and members

should remain in this position until notified by the Unit Director.

Staff should use rosters to check off all students to ensure everyone is accounted for.

After the severe weather has passed

Administer first aid if necessary.

The staff member in charge should assess the facility to make note of any safety hazards.



If evacuation is necessary, the staff person in charge should inform all staff via intercom system, cell
phone or word of mouth to lead members to the games room or gym depending upon the severity of

the situation.

If it is not necessary to evacuate, the staff person in charge should inform all staff via intercom system,
cell phone or word of mouth of any hazardous situations and where to move to provide the safest

environment.

Designated staff members will be responsible for giving the all clear once everything is safe.

Intruder

Run, Hide, Fight

Be calm. Do not threaten or intimidate the intruder.

If possible, report the situation to the staff person in charge.

Call 911 as soon as possible.

Evacuate and secure immediate area to confine the problem.

If possible, lock all doors from the inside and close blinds on doors and windows.

Keep surveillance of the subject if it is safely possible. Make mental notes of descriptive
characteristics of the intruder that can be used later. A Witness Information sheet can be found

in Appendix C.

If a safe exit is possible from your location evacuate members to safe area.

Unit Director Responsibilities

Call 911
Work with the police and or fire command

Notify the President/CEO

Program staff responsibilities

Stay in designated areas, protect and calm members
Lock down your program area

Evacuate members to proper area



Physical Injury Accident

Stay calm.
Get all members seated and quiet.
Survey the scene and make sure it is safe.

Keep injured person still unless there is immediate life-threatening circumstances.
Stay with the injured member or staff member and assess how serious the injury is without causing

further harm.
Complete an accident/injury report. Provide a copy to the member’s parent/staff, administrative office

and keep a copy at the site location. A copy of the injury/accident form can be found in Appendix D.

Injured club member

If the injury appears to be serious call 911 immediately.

A staff member who is trained in first aid and/or CPR should be immediately notified to assist in the

situation. A list of CPR certified staff should be posted with the emergency kit in the office.

Check the member’s application for any allergies or other special medical circumstances. No staff
member is authorized to administer medicine of any kind without prior written consent of the legal

parent or guardian.
First aid kits should be made available and medical supplies promptly refilled (by the Unit Director).

Call the parent or guardian and inform them of the situation to determine their wishes (for non-

emergencies).
Call the President/CEO as soon as possible.

If needed, a member of staff designated by the Unit Director should accompany the injured member
as they are transported in ambulance to nearest hospital to receive appropriate medical attention.

They need to bring an insurance accident form and Club membership form.

If EMS personnel are called, the supervisor should delegate an individual to wait for the EMS team and

escort them to the injured Club member.

All witnesses to the accident should be available to speak with the Unit Director and cooperate in all

accident investigations.

The President/CEO should immediately notify the insurance company of the accident and file an

accident report.

Show compassion, but do not commit to paying medical bills, or admit fault. If a parent or member
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has questions, refer them to the Unit Director or President/CEQ.

e The Unit Director is responsible for making sure the insurance accident form is completed properly and
submitted to the Administrative Office.

e If the member will not be going to the hospital, complete the regular Club accident report and submit
it to the Unit Director.

Injured staff member

e If the injury appears to be serious call 911 immediately.
e Contact your Unit Director.

e If the situation is not an emergency but the staff member needs medical attention the staff member in

charge should accompany them to the emergency room or a medical clinic close to your Club location.

e The staff member in charge should complete the Workers" Compensation first report of injury accident

report form and contact the President/CEO immediately.

NOTE: Federal law (Occupational Safety and Health Administration) requires that we keep records of all
illnesses and accidents that occur during the workday. The Workers' Compensation Act also requires that
you report any workplace illness or injury, no matter how slight. If you fail to report an injury, you may
jeopardize your right to collect workers' compensation payments as well as health benefits. OSHA also
provides for your right to know about any health hazards that might be present on the job. Should you

have any questions or concerns, contact your supervisor for more information.

Vehicle Accident

The steps to take for both minor and major accidents are the same; in the case of a major accident,
however, the driver of the vehicle may have to ask a passerby for help in evacuating the vehicle, setting

out flares, contacting the police, etc. The appropriate steps are as follows:

e Check for immediate danger that could cause immediate harm, fire, further accidents, etc. Take care of

these immediate dangers first.
e Call 911 for police and medical help.

e Determine the extent of the injuries and prioritize the need for treatment. Begin emergency first aid as
needed. Place an older Club member or another adult in charge of the uninjured passengers. Do not

move injured individuals unless they are in danger.

e Calm Club members as much as possible by remaining composed. Try to remain calm and keep your

emotions and voice under control.



e Turn on emergency flashers and send another adult or passerby to place emergency triangles or flares

approximately 100 feet behind the vehicle.

e In all circumstances, one adult must stay with the children.

e Write down information on the other driver, if another vehicle is involved.

e (Call the Unit Director and President/CEQO as soon as possible.

e If towing is needed, call the closest towing service to the accident location.

Accident Investigation

When an accident occurs, it is an indication that something has gone wrong. The basic cause(s) of accidents

are unsafe acts and/or conditions. The supervisor must investigate every accident to determine the cause

and to correct the problem to assure that similar type accidents will not recur from the same causes.

Tips on Accident Investigations

Drivers — Do not make comments or admissions of guilt or apologies. Drivers should only speak to

law enforcement regarding the accident.

Every accident is caused. Carelessness is not a cause, but the result of some deficiency. Telling staff

to be more careful will not eliminate the real cause of the accident cause.

An accident investigation is not a trial to find fault or to place blame. Its purpose is to find

accident causes so that corrective measures may be taken to prevent future accidents.

Most accidents result from a combination of human error (unsafe behavior) and a physical hazard

(unsafe condition).

The accident investigation should be conducted as soon after the accident as possible. Facts

should be gathered while the accident is fresh in the minds of those involved.
If possible, question every staff member who was involved, or witnessed the incident.
Delay interviewing injured staff until after medical treatment has been received.

Other staff who did not witness the accident but work in the area may contribute information
regarding the injured workers’ activities prior to the accident and conditions at the time of the

accident.



Bomb Threat

Stay calm.
If you receive a bomb threat by telephone, listen to the caller carefully.
At no time after receiving a bomb threat should radios or cellular phones be used.

If possible, have another staff member call 911 on a land line. If that is not possible, wait until the call is over
then call 911.

Ask the caller the following questions and write down the answers:

When will the bomb explode?

Where did you place the bomb?

What does it look like?

What kind of bomb is it?

What will cause it to explode?

How do we get back in touch with you?

What is your name?

Would you like to speak with the director?

Make the following notes immediately:
Description of caller's voice — male or female; young or old; accent; tone of voice.
Description of any background noise.

Time call was received and length of call.
Contact the President/CEO.

The staff member in charge will evacuate everyone to the designated safe zone.

Suspicious Packages

If staff see or encounter a suspicious package, do not touch or move it.
Contact the staff member in charge of the facility immediately.
Evacuate the immediate area.

Call 911 to report the suspicious package.

Contact the President/CEO as soon as possible.

Supervise the situation until emergency personnel arrive.



Hazardous Materials

e If informed of or observe the release of hazardous materials, contact the staff member in charge of the facility.
e The staff member in charge will evacuate everyone to the designated safe zone.

e Call 911.

e Contact President/CEO as soon as possible.

e Supervise the situation until emergency personnel arrive.

MEMBERSHIP MANAGEMENT POLICIES
Club Member Contact

All personnel and volunteers interacting with Club members are prohibited from:
e Physical displays of affection or other actions that could be interpreted as sexual.
e Placing themselves in any situation where they are alone with a single member.

e Any after-hours or off-site relations with Club members without prior approval by the organization (family

assistance, mentoring program, etc.).

Child Abuse

All Club employees are required by law to report all suspected cases of child abuse to their appropriate supervisor.
Child abuse is any act of omission or commission that endangers or impairs a child’'s physical or emotional health

and development. The act of inflicting injury or allowing injury is the determinant for intervention.

What to Look For

e Child who arrives early and leaves late.

¢ Avoids going home.

e Stays away from the Club for long periods of time and has been a regular attendee.
e Have bruises or scars.

e s dirty or smells and exhibits dehydration or malnutrition.

e Is fearful of other children and adults.

e Is wearing clothing is inappropriate for the weather.

Response to Emergency

Once abuse and or neglect is suspected of a parent, Club staff should:

¢ Inform the Unit Director. The Unit Director should complete a written and verbal assessment of the situation.

The report should be submitted to the President/CEO upon contact.



The President/CEO will interview the child, only to the extent necessary to confirm the suspicion.

The President/CEO will need to contact Department of Children and Families (DCF) immediately to report the
incident. All reports to DCF need to be documented as to date, time, person spoken to at DCF, outcome of

conversation, etc.

Complete the DCF report and submit within 24 hours to the President/CEQ.

Once the abuse and or neglect is suspected by a staff member, Club staff should:

Inform the President/CEO if report involves Unit Director. They should complete a written and verbal assessment

of the situation.
The Unit Director should be contacted immediately.
The Unit Director will interview the child, only to the extent necessary to confirm the suspicion.

The President/CEO will need to contact Department of Children and Families (DCF) immediately to report the
incident. All reports to DCF need to be documented as to date, time, person spoken to at DCF, outcome of

conversation, etc.
Complete the DCF report and submit within 24 hours to the President/CEQ.

Staff members shall be suspended during investigation (with or without pay will be determined by the situation

in question).

Continued employment is based on the findings of the official investigation.

Missing Child

A member shall be considered missing if he or she:

Does not return at the end of a field trip or outing
Has not been appropriately signed out by parent or guardian and parent arrives to take member home.

If a child leaves the Club without permission, Club staff should make every attempt to get Club members to re-
enter the building. If staff cannot leave the building to make the attempt, he/she should contact the Police

Department 15t and then the parent 2"

Preventive Action

Notify parents during orientation and registration of their responsibility to inform their child to stay at the Club

until appropriate people pick them up.
Inform members of Club procedures through New Member Orientation.

Unit Director shall train staff, or staff designated, in-group supervision techniques. Have staff stand near doors to

prevent members from walking out.

Have a list of who is authorized to pick a child up.



On walking trips:

e If there are two staff, they should place themselves in front and back of the group.

e If there is one staff member, he/she should place him/herself at the front of the group to stop at each intersection.
On fieldtrips:

e Staff should take roll after members enter the vehicle before departing and before returning.

e If members are allowed to leave adult supervision, they shall be given explicit details on group meeting place

and what to do in case of an emergency.

See Appendix J for Missing child checklist and description form.

Response to Emergency

If a child is missing, staff should:

e Search for the child. Remember that the members who are not missing must continue to be adequately

supervised.

e On a field trip or outing, if the child is not found in less than 15 minutes, notify the Unit Director. The Unit
Director will then notify the President/CEO. The President/CEO will notify parents. If applicable, notify the police.

e Ask the parent to file a missing person report and to contact us when the child is found.

Weapons and Violent Behavior

Weapons are not allowed on the properties of the Boys & Girls Clubs of Polk County. Members or guests possessing
a dangerous weapon shall not be permitted in the Club or in any activities associated with Boys & Girls Clubs. A
dangerous weapon is a gun, knife, razor, karate stick, metal knuckle, or any other object, which by the manner it is
used or intended for use is capable of inflicting bodily harm. In cases that clearly involve a gun, or any other weapon
used in a threatening manner, the police shall be called, and the individual shall be subject to immediate disciplinary

procedures including expulsion from the Club.

Members or guests who are involved in violent behavior shall be subject to immediate disciplinary action, and the
police shall be called. Such behavior includes assault with intent to do bodily harm, theft or extortion, arson and

sexual assault.

Preventive Action

e All new staff and new members will receive orientation from Unit Director about organizational rules

and procedures within one week of working or joining the Club.
e Members shall be taught to be respectful of other members and staff.

e Positive staff/member relationships and good communication should help staff to be informed of potential

problems and help resolve conflict situations.
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Staff should be aware of conflicts between individuals and groups of individuals. Staff should be able to identify

threatening behavior and be aware of individuals who have a history of disruptive behavior.

All complaints or concerns from community residents, parents and members should receive an immediate

response.

Adequate security should be provided to properly supervise club programs and activities.

Exterior lighting shall be provided at all areas.

Response to Emergency

Staff should maintain visual contact and be prepared to report observations to staff-in-charge or the police.

If possible, staff should ask a disruptive individual to accompany the staff to an area away from other members.

Staff shall not persist if the individual is not cooperative.

Staff should clear all members from the area if a disruptive individual is unwilling to accompany staff to another

area.
Unit Director will determine if the police shall be called.

Staff should not attempt to physically disarm an armed individual. Circumstances, such as the staff person’s
knowledge of the individual involved, the nature of the weapon, or the need to act in self-defense, will have a
bearing on whether or not a staff person intervenes. Staff are expected to remove others and themselves

from range of the weapon.

Use of force as a response to violent behavior should be the last choice of action for staff and should not be
done except to protect oneself or others where serious bodily harm could occur without physical intervention, or
to prevent harm such as individuals who are fighting. Staff members who are physically assaulted should protect

themselves appropriately. Getting free of the conflict should be the primary goal.

If the staff determines that it is necessary to forcibly remove the individual, because that person refuses to leave

voluntarily:

Staff should back up and support the other staff immediately, including the Unit Director. All members and others

should be cleared from the area to isolate the individual and the police should be notified.

The police, not staff, should remove a severely disruptive person who refuses to cooperate.
The Unit Director should direct staff to ensure the safety of members and staff until police arrives.
If a weapon is confiscated, it is to be turned over to the police.

As soon as possible following resolution of the incident, Unit Director should report the incident to the
President/CEO.

Staff should prepare a written report of the incident that should be submitted to the President/CEO.
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Administering Prescription Drugs

After school programs cannot access medications provided to school for daytime usage. Additional medication must
be provided solely for the after-school program. Only prescribed medicines will be administered. All medications
must be kept in clearly labeled original containers. Information regarding dose and time of administration must be
provided. It is the responsibility of the parents to inform the Unit Director of this information.

If your child requires medication during after school program hours, a “Medication Authorization Form” must be
completed. Even if your child receives medication during the school day, a separate form must be completed for the

after-school program.

The Medication Authorization Form can be found in Appendix F.

Club Facility Management Policies
Building Security

Maintaining the security of the Boys & Girls Club of Polk County buildings and vehicles is every staff member's

responsibility. Develop habits that ensure security as a matter of course.

Staff Member and Volunteer Identification

e All Boys & Girls Club personnel are to wear staff t-shirts at all times.

Visitor ldentification

e All visitors are to be chaperoned in the Club.

e Approved volunteers are to wear ID badges and any other identification issued by the club.

Entrance and Exit Management

¢ Maintain constant observation of entrance to Club.

e All members must be signed out by an approved adult before leaving the club.

Opening and Closing Procedures

e When leaving the Boys & Girls Clubs of Polk County premises make sure that all entrances are properly locked

and secured.

e Check the entire Club location (inside and outside premises) to make sure that all the kids have left the facility

and that all lights are turned off.

Club Supervision

All Club facilities and activities should be under continuous adult supervision with an appropriate ratio of adult staff

or volunteer-to-members.
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General Safety

Boys & Girls Clubs of Polk County are committed to the safety and health of all personnel and Club members.

Maintaining a safe work environment, however, requires the continuous cooperation of all Club staff and volunteers.

Boys & Girls Clubs of Polk County will maintain safety and health practices consistent with the needs of our business.

If you are ever in doubt about how to safely perform a job, it is your responsibility to ask your supervisor for

assistance. Any suspected unsafe conditions and all injuries that occur on the job must be reported immediately to
your Unit Director or President/CEO. Compliance with these safety rules is considered a condition of employment.

Therefore, it is a requirement that each Unit Director make the safety of staff and Club members an integral part of
her/his regular management functions. It is the responsibility of each staff member to accept and follow established

safety regulations and procedures.

Accident Prevention

Safety is everybody's business. Safety is to be given primary importance in every aspect of planning and performing
all Boys & Girls Clubs of Polk County activities. We want to protect you and the youth we serve against injury and

illness. Below are some general safety rules to assist in making safety a regular part of Club work.

Lifting

Ask for assistance when lifting heavy objects or moving heavy furniture. Bend your knees, get a firm grip on the
object, hold it close to your body and space your feet for good balance. Lift using your stronger leg muscles, not
your weaker back muscles.

Trash Disposal

Keep sharp objects and dangerous substances out of the trash can. Items that require special handling should be
disposed of in approved containers.

Cleaning Up

To prevent slips and tripping, clean up spills and pick up debris immediately.

Preventing Falls

Keep workplaces and stairways clean, clear and well lit. Watch your step.

Falling Objects

Store objects and tools where they won't fall. Do not store heavy objects on high shelves.

Work and Club Areas

Keep cabinet doors and file and desk drawers closed when not in use. Remove or pad torn, sharp corners and
edges. Keep drawers closed. Open only one drawer at a time.

Using Ladders

Place ladders securely. Do not stand on boxes, chairs or other devices not intended to be used as ladders.
Electrical Hazards

Do not stand on a wet floor while using any electrical apparatus. Keep extension cords in good repair. Don't make
unauthorized connections or repairs. Do not overload outlets.

Report Injuries
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Immediately report all injuries, no matter how slight, to your supervisor.

Ask Questions

If you ever have questions about how to safely do something, seek guidance from your Unit Director. Staff will not
be asked to perform any task that may be dangerous to their health, safety or security. If you feel a task may be
dangerous, inform your supervisor at once.

We strongly encourage staff member participation and your input on health and safety matters. Staff may report
potential hazards and make suggestions about safety without fear of retaliation. We appreciate, encourage and
expect this type of involvement! The success of the safety program relies on the participation of all staff. Though it
is Boys & Girls Clubs of Polk County’s responsibility to provide for the safety, health and security of its workers
during working hours, it is the responsibility of each staff member to abide by the rules, regulations and guidelines
set forth.

Remember, failure to adhere to these rules will be considered serious infractions of safety rules and will result in

disciplinary actions.

General Safety

e Each Boys & Girls Club location has a written Cleaning Task list that outlines the daily, weekly and monthly

maintenance tasks. The Unit Director is responsible for ensuring those tasks are completed.

e If you spill a liquid, clean it up immediately. Do not leave tools, materials, or other objects on the floor that may
cause others to trip or fall. Keep aisles, stairways, exits, electrical panels, fire extinguishers, and doorways clear at

all times.

e Easily accessible trash receptacles and recycling containers are located throughout the campus. Please ensure

that all litter and recyclable materials in the appropriate receptacles and containers.

e Please report anything that needs repairing or replacing to your supervisor immediately.

CLUB VEHICLE MANAGEMENT POLICIES

Club Driver Qualifications

To qualify as an agency driver authorized to transport Club members, a staff member must meet the following

requirements:

e Have a full provisional Class C driver's license feratdeast3-years:

e DMV background check is clear of any habitual dangerous infractions.
e Annual review of DMV background check

e The driver is required to self-disclose if any vehicular infractions occur.
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Club Driver Agreement

Every driver is responsible for protecting these club investments and insuring Club members continue to benefit from

our transportation resources.

Every driver must comply with the following guidelines. Any staff member who disregards or is negligent in

enforcing these policies will be subject to disciplinary action, including possible termination of employment. Drivers

are required to inspect their assigned vehicle (before taking it on the road) to ensure that it is in proper driving

condition.

Any type of accident or physical damage to an agency vehicle must be reported immediately to the Administrative

office.

Any unusual sounds or changes in vehicle performance are to be reported immediately to the Administrative Office,

so that the vehicle can be checked for any pending problems.

Every driver should ensure that all passengers have proper restraint (seatbelts, booster seats, etc.) in accordance

with the law.

Absolutely no talking or texting while operating agency vehicles.
Absolutely no food or drinks are to be consumed on a vehicle.
Every driver is to leave the vehicle clean.

Engines are to be stopped and ignition keys removed when parking, refueling, or leaving the vehicle. Vehicles

must be locked when unattended.

Drivers are to operate vehicles within the law and are personally responsible for any legal or financial consequences

from traffic citations.

Any Club members, volunteers, visitors, etc. who purposively damage or are abusive to club vehicles are to be

disciplined within current policies.

Every driver is responsible for the conduct and behavior of all passengers. Remember that the club’s name is on

the outside the vehicle.

Only designated and approved drivers can operate club vehicles.

Commercial Driver’s License

Drivers who operate an agency vehicle with a gross vehicle weight rating of 26,001 or greater pounds, or a vehicle

designed to transport more than 15 passengers (including the driver), must obtain a Commercial Driver's License.

These drivers must meet the following requirements:

All commercial drivers must be in good health and pass a DOT physical. The doctor will provide the driver a medical

examiner’s certificate that must be carried at all times when driving.

All commercial drivers must comply with the Company’s Drug and Alcohol-Free Workplace Policy and consent to
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testing as defined by DOT and the Company.
e Be at least 21 years of age.
e Speak and read English well enough to do his/her job and respond to official questions.

e Have a valid driver's license and pass a commercial driver's road test.

MEDIA MANAGEMENT POLICIES
Club Spokesperson

It is imperative that one person and only one person speak for the organization. This creates a feeling of honesty and
consistency. The President and CEO is the designated spokesperson for the agency. All other staff, if questioned
pertaining to a matter regarding a sensitive nature, should direct all inquiries to that individual and make no further
comments.

All questions and requests for statements and interviews should be directed to the designated spokesperson, so that they
can receive a quick response. Clubs should make sure that all staff and volunteers who answer phones or may be
approached for comment understand this rule.

The spokesperson is actively involved in the decision-making process, which leads to the formulation of the organization’s
positive response. The organization’s position should be determined quickly, because the earliest stages of the crisis are
when the media and public interest will be the greatest.

When a crisis first arises, we normally will not have all the necessary information. However, make the spokesperson
aware of all you do know, acknowledge what you don’t know, and offer additional information. This information will allow
the spokesperson to create an image that the organization is being responsive and responsible with information. The
more open the spokesperson can be, the less the media will push for information.

Tips for Media Relations

Never say “No comment.” This phrase suggests that you are trying to hide something or are afraid of the question. “I
don’t know” or “We don’t wish to speculate until more facts are available” are much better answers. Always refer the
person and or question to the organization’s spokesperson. Follow up by letting the spokesperson know you have
referred questions to them.

Always remember! If you say something, you can, and will be quoted!

Show compassion and express concern for any who may suffer because of the situation. Your organization was founded
on the principle of concern for others and the organization has made a positive difference in the lives of thousands of
young people. Don't lose sight of this and don’t let others lose sight of it either.

Be Aware of Hostile Reporters

Paraphraser: They will incorrectly restate your views placing them in a context, which shows your position in an
unfavorable light. Never let your views-ge to be stated incorrectly.

Hypothetical Questioner: Is one who is constantly creating hypothetical situations that are designed to leave you no way
out. Simply say, “That is a hypothetical question, and | am unable to answer it.”

Communicating with Other Audiences
Board of Directors - They need to be well informed - their organization is suddenly in the spotlight. This can be done
many ways, such as emergency board meetings, email, phone calls, faxes or letters.
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Club Staff - Staff need to know by calling a staff meeting and giving employees as much information as possible, in light
of confidentiality and who needs to know. Make everyone feel like a member of the crisis team - informed, involved and
responsible.

Parents — This group will have two basic concerns: Are the children in any danger? Will the Club continue to operate?
Be responsive and responsible to the parents of your members. They may be upset or fearful, so be patient.
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