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ACA Visitor Update Training

Participant Handout

Camp Accreditation Written Documentation Preview Checklist Directions

Purpose: A written documentation review prior to the actual day of the visit is an important element of the educational process of the standards program.  Statistics confirm that documentation reviews or pre-visits lead to successful accreditation visits!  While best done person-to-person in the months prior to the start of the summer camp season, the pre-visit can also be done by a mail or electronic exchange of documentation, with a phone follow-up.   

This form is intended for use with all written documentation.  Some standards listed can only be verified at the camp.  The purpose of using the pre-visit form is to:

A. Educate the camp director/administrator on the adequacy of the camp’s paperwork BEFORE the on-site visit and scoring. This gives the camp ample opportunity to ask questions and make needed corrections prior to the on-site visit.

B. Reduce the time needed to review all the documentation at the on-site visit, thus allowing more time for observation and discussion.

The documentation review process is a shared responsibility. The visitor reviewing the written documentation reads the policy/procedure required by the standard or checks the certification and/or the documented training.  The visitors at the camp then only need to check that the procedure is being followed or that the person named as certified is at the site.
Directions for completing the form

1. If all the needed documentation is seen and is acceptable, mark the box under “SEEN.”

2. If none of the documentation is seen, mark the box under “NOT SEEN.”

3. If the standard requires implementation of the policy, verification of practice, confirmation of certified personnel, etc., mark the third column “SEEN AND NEEDS ADDED VERIFICATION.”

4. If some of the documentation is not completed or changes must be made, write a description of what must be completed or changed in the space under “FOLLOWING MUST BE COMPLETED.”  Also use this area to write any reminders of what should be seen at camp.

5. Any standard that does not apply at all to the camp operation can be marked DNA (does not apply) in the same box as #4.

6. Upon completion of the form, a copy should be made for the camp.  The visitor keeps the original.  Remind the camp that all required paperwork must be on site at the visit.

7. Actual scoring is done at the time of the on-site visit.  On the day of the visit, after verifying compliance through observation, “SEEN” items can be marked YES on the score form.  Score all others according to what is seen during the on-site visit.

8. A visitor other than the assigned on-site visitors may complete this Pre-Visit form.  In that case, the form will be forwarded to the on-site visitors.

Criteria for Determining Documentation Compliance:

Pertinent Content – Does the document deal with the subject of the standard?

Inclusiveness – Does the document cover all points required in the standard?

Currency – Does the document require a date or currency of the document?

Dissemination – Does the standard require dissemination to specific people?

Practice/Rehearsal – Is the standard in actual practice in the camp operation and is it rehearsed?

Location of Document – Does the standard specify where the document must be located? 
Definitions: tc "Definitions " \l 2

Authoritative sources: Published standards, guidelines, or other instructional materials from nationally recognized organizations or experts in a particular activity.

Certification: As used in the Health Care and Aquatic standards, denotes that the individual holds the appropriate level of certification and that such certification is current. As used in the program standards, indicates current instructor-level status from a nationally-recognized certifying body or organization.

Equivalent certification: Must be recognized by the certifying body as appropriate for the specific area or aquatic activity. A list of approved courses is available through the ACA website www.ACAcamps.org and will be updated annually.

Documented Training and Experience: Written evidence of competence in a leadership role. This may include records of previous leadership and/or training to instruct the activity, course completion certificates or cards, letters of reference, and/or written evaluation of previous successful leadership work.  The definition specifies written evidence of competence in a leadership role. Experience in training or instructing the activity is necessary. Directors may need to document training, experience, and/or observation of teaching skills to meet the requirement of the standard.
Some common sources of documentation:

1. Letters of References – Letters from previous employers or from the camp director, which fully describe previous experience, noting the staff member’s skill level and training.

2. Training by an outside authority – Some camp directors may hire an expert to train and verify a staff member’s competency.

3. Observation by an outside authority – If no additional training is needed, an outside professional can observe the staff’s current skill and teaching and respond in writing.

4. Training observations by the camp – If the director or area supervisor feels comfortable in his/her skill level he/she can document the activity skill and teaching level of the staff member. 

5. Pre-Camp training – A combination of training during staff week, practice teaching with other staff members, observations by the director or other professionals, and a follow-up written evaluation could also be documented endorsements for some activities.

6. College courses – If a staff member has had training in a college course for the activity, include this with an outline of the course to help back up an endorsement.

7. Telephone Verification – Notes taken on calls made to references can, in some cases, be used as written documentation. Include date of call, time, and specific questions asked to find out the staff person’s skill. Also write the response.
8. The application – Many times staff members go to great lengths describing their qualifications on the application. With back-up reference checks and skill observation, this document may be accepted as evidence.
WDP Sample Page

	HW- Health and Wellness

	Standard
	Seen
	Not Seen
	Seen, needs added verification
	Following must be completed.  Notes about corrections needed, DNAs, specific information, on-site verifications and observations, etc.

	*HW-1A
	
	
	
	Name:                             Verify on site

	*HW-1B
	
	
	
	Name:                             Verify on site

	*HW-1C
	
	
	
	Name:                             Verify on site

	*HW-1D
	 
	 
	
	Name:                             Verify on site 

	*HW-2
	
	
	
	Check for correct information

	HW-3A
	 
	 
	
	 

	HW-3B
	
	
	
	

	HW-5
	 
	 
	
	 

	HW-6
	 
	 
	
	 

	HW-7
	 
	 
	
	 

	HW-8A
	 
	 
	
	 

	HW-8C
	
	
	
	New written

	HW-11A
	 
	 
	
	Name:                             Verify on site 

	HW-11B
	
	
	
	Name:                             Verify on site 

	HW-11C
	
	
	
	Name:                             Verify on site 

	HW-11D
	
	
	
	Name:                             Verify on site 

	HW-12
	 
	 
	
	 

	HW-13
	 
	 
	
	 

	HW-19
	 
	 
	
	 

	HW-21A
	
	
	
	Verify that required information is gathered. Check Health record system while on visit.

	HW-21B
	 
	 
	
	 Verify that required information is gathered. Check random forms while on visit.

	*HW-23
	 
	 
	
	 

	HW-24
	 
	 
	
	 

	HW-25
	 
	 
	
	 


ACCREDITATION VISIT CONTACT SCRIPT
The following is a script to help you make arrangements for a camp visit.   Please take the time to explore all of these questions with the camp director.  It is recommended that you review the camp website before making contact.

1. Did your camp participate in a written documentation review (pre-visit)?  

a. If no – Would you like me to set one up for you?

b. If yes – Do you have any questions that are still unanswered?

2. Can we talk about a date for the visit?  

a. The visit needs to take place during a day or resident camp session so the most scores can be verified.

b. The visit also needs to take place on a typical program day meaning one in which as many of your program offerings can be observed and the majority of your campers are in the camp.  It’s not good for us to schedule a visit on a day when special all camp activities are being run in place of regular programs.

3. Can we review the modes that you are planning to score?  (Use the profile sheet and visitor information sheet in this discussion).

a. Do you lease your camp facilities from another group?

b. If no - Am I correct that groups other than your camp do or do not use your facilities? (Quote the info on the profile sheet).

c. Can you tell me about your program?  How long are your sessions?  Do your campers stay overnight?

d. Can you give me details of any non-summer program you do?

4. Can we review programs you are planning to score?  (Again cross reference with the profile sheet and visitor information sheet.) 

a. Have you added any new programs since your last accreditation visit?

b. What program sections are you planning to score?  

c. What specialized program activities are you planning to score? (Discuss those on the profile sheet also).

d. Do you do any other programs that use equipment or apparatus, targets, heat or fire, animals, or safety equipment?

e. Do your campers do overnights?  If yes, for how many nights and where?

f. Do your campers take day trips or excursions?

5. Do any of your program activities take place away from your main camp location? 

a. We’d really like to see those activities during our visit if possible.  How can we arrange that?

b. Are you planning to score staffed public facilities standards for any of those programs? 

c. Who is responsible for the staffing of those programs?

6. The visit usually takes 7-9 hours. The visit team will be clearing the whole day. 

a. Can you be available all day also? 

b. There will be a visit team of       with me. Can you tell me about any special needs that I should share with them – weather, terrain, bring own food, meal times, travel, verify directions, etc.

7. Please let me know if you have any questions before the visit. 

a. Do you have my contact information?  

b. What’s the best way for me to stay in contact with you? 

Unique Scoring Situations

Staffed Public Facilities  

Essential message:

The key to decision making about scoring staffed public facilities correctly is for the camp director to answer the question, “Do I have total supervision of the staff in this program?”  If the camp does not, the camp is using a staffed public facility even if the facility is not used by the general “public” or is managed by the camp’s own sponsoring organization.

Do you score the staffed public facility standards in the following situations?  Yes or No?

1. I take my campers to a horseback riding stable in a nearby town.  My staff goes along to help the campers get on the horses. 

2. I take my campers to a swimming pool run by my own organization.  My staff does not lifeguard.  

3. I take my campers canoeing on a nearby river, renting canoes from a river concessionaire.  My staff leads the trip.  

4. I take my campers to a neighboring camp to use their ropes course.  My fellow camp director generously provides his staff to lead the program.

5. I take my campers to a state park to go swimming.  There is a ranger and we pay a fee to use the park.  My staff serves as the lifeguards.  

User Group Mode

Essential message:

If a camp rents or leases facilities from another organization on which to run their program they will never score user group mode.  Yes, they are a “user group” but the standards program uses this term to define a mode where the host camp is responsible for its renting user groups. Therefore, only camps that serve as landlords would score this mode.

Do you score user group mode in the following situations? Yes or No?

1. I rent an accredited camp at which I run my camp program. 

2. I lease my camp to other organizations on weekends in the spring and fall. 

3. I run weekend programs for my camper families in the fall. 

4. Groups within my organization come to camp on weekends to do their own programs.  

Sample Contact Information

Section  Office Information:  

ACA, Section Name  - Name of ED, Executive Director
Section Office:  Phone; Fax (fax)

E-mail is:  

Web page:    

User name is:_________ and password is:______ (if applicable)

Standards Committee Chairs:

Name: Name of Chair
 e-mail: 

Instructors

Name:   Phone:  e-mail: 

Name:   Phone:  e-mail: 

National ACA Office: 800-428-2267 / 765-342-8456

Director of Standards, ext. 306 – Rhonda Mickelson; e-mail: rmickelson@ACAcamps.org 
Manager of Accreditation Programs, ext. 314 – Kim Brosnan; e-mail: kbrosnan@ACAcamps.org 

Education Associate, ext. 305 – Andrea Stearley; e-mail: astearley@ACAcamps.org 
E-mail: accreditation@ACAcamps.org
Bookstore: 888-229-5745  

ACA Web site: www.ACAcamps.org   
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