
 

Black Lake Bible Camp 

Emergency Preparedness Manual 
 
 
 

This document details the points that all staff members, both full-time and part-time, 

must know in case of an emergency.  

More than five thousand campers will attend camp at Black Lake Bible Camp this 

summer season alone. Their intent is to have fun, enjoy new experiences and embark 

on a week of great adventure. Our camp directors and camp counselors accept the 

responsibility to ensure that our campers enjoy this adventure under safe conditions. 

 

Removing all hazards from a camping experience is just as impossible as it is to imagine 

that a camper will go through life without meeting dangers. Therefore, we aim to develop 

alertness, knowledge, and proper response in facing emergency situations. 

 

Camp safety is a cooperative endeavor. It takes redundant actions to help ensure the 

safest possible climate which is what every camper and parent expect. 

 

  



 
Basic Emergency Procedures 
 
The basic responsibility of a staff member during any emergency procedure is to 
account for your campers and proceed to the nearest safe location (this may be indoors 
or outdoors depending on the emergency). You must not leave your group under any 
non-life threatening circumstance. 
 
In the event of an emergency:  
 

1. Remain calm. Your demeanor will influence those around you. 

2. Evaluate the situation; determine what requires immediate action and what can 

be given secondary attention.  

3. Remember your overall responsibilities: your campers are depending on you 

to assist them through this event. 

4. Make a plan and follow it. Do not make hasty or haphazard attempts to rectify 

the circumstance unless there are no other options available. Pause to think 

clearly.  

 
 
 
 
 
  



 
 
Fire  
 

1. Evacuate building immediately and go to safe area away from structure in 

question. 

a. Dining Hall, Cedar Village and Lakeside Lodge – meet at The Point 

b. Olympic Inn, Conference Center, Gym, Private Cabins – meet on 

Conference Field (NE Corner) 

c. Harmony Springs – meet on Harmony Field 

d. Day Camp Building – Meet on the Day Camp Field 

2. Counselor should gather and account for all their campers 

3. Notify permanent staff ASAP  

4. Dial 911 Emergency  

5. Check for injuries  

6. Do not re-enter building at any time  

 

Dangerous Weather 
 

1. If dangerous weather occurs during free time when campers are scattered, they 

should have been instructed to head to their cabins immediately. Counselors 

should account for all their campers.  

2. If dangerous weather occurs during group activities, campers should follow the 
instructions of the director in charge.  

3. If weather is serious, campers should get on the floor under the beds  

 

§ Earthquake  

a. If you're indoors, stay there. Get under -- and hold onto --a desk or table, 

stand against an interior wall, or take cover on the bottom bunk. Protect 

yourselves with pillows and/or blankets. Stay clear of exterior walls, glass, 

heavy furniture, fireplaces and appliances. The kitchen is a particularly 

dangerous spot.  



 
b. If you're outside, get into the open. Stay clear of buildings, power lines 

or anything else that could fall on you. Stay clear of trees and be aware of 

falling branches. The field to the east of the mini-golf course may be a 

good location if you are close to it. 

  

c. If you’re in a crowd, avoid panicking and do not rush for the exit. Stay 

low and cover your head and neck with your hands and arms. 

§ After an Earthquake – (Staff) 

d. Check for fire or fire hazards. If you smell gas, shut off the main gas 

valve. If there's evidence of damage to electrical wiring, shut off the power 

at the control box.  (Staff) 
  

e. If the phone is working, only use it in case of emergency. Likewise, avoid 

driving if possible to keep the streets clear for emergency vehicles.  

(Staff) 
  

f. Be aware that items may fall out of cupboards or closets when the door is 

opened, and also that chimneys can be weakened and fall with a touch. 

Check for cracks and damage to the roof and foundation of your home.  

  

g. Listen to the radio for important information and instructions. Remember 

that aftershocks, sometimes large enough to cause damage in their own 

right, generally follow large quakes.  

  



 
Missing Camper  
 

A camper may be “missing” for many reasons. Often a camper will become so 

engrossed in an activity that he will lose track of time, forgetting everything but the 

fascination of the moment. However, the possibility always exists that a camper is 

missing for a more serious reason – an injury, disorientation, or a medical emergency. 

Campers known to have medical problems in which quick treatment is essential (such as 

diabetes, epilepsy, or an allergy to bee stings) must be given special attention in this 

area. Always be sure you are familiar with any special medical problems your camper 

may have. 

When a counselor suspects a camper is missing: 

1. Check the area he or was last seen or known to be. 

2. Check the cabin/restroom/dining hall/high traffic areas. 

3. Immediately inform the Program Director and/or any lead staff 
available if the camper is not found in your initial quick search. 

4. Do not announce over the radio. Please call for immediate assistance 
and speak privately.  

 It is important to keep things as normal as possible with your cabin if you end up 
having a lost camper. Continuing the normal schedule of events with the rest of your 
campers is the best thing you can do for them. 

 
 
  



 
Camper Abuse 
 
Black Lake Bible Camp will not tolerate the physical or sexual abuse of campers 
(by staff members or by other campers) and will report to the authorities any allegation of 
child abuse. 
 

1. Any staff member or volunteer, who is told by a camper that he/she (the camper) 

has suffered physical or sexual abuse in a situation outside of camp, or in a 

situation in camp, shall inform the Program Director of the camper’s report. This 

is non-negotiable. 

2. The staff member and Program Director will fill out the Report of Suspected Child 

Abuse form. 

3. The Program Director will inform the Executive Director and an official report will 

be made to the state agency designated to receive such reports. 

4. Black Lake Bible Camp will cooperate fully with any investigation by the state 

agency or law enforcement agencies. 

 

Prevention of physical or sexual abuse to campers 
 

1. All staff must be diligent in their supervision of campers. Any attempts for 

campers to isolate themselves or hide themselves must be thwarted. This can be 

done by awareness of camper location. Any staff member that observes 

campers, that may be in their cabin group or another group, in a location that 

may be off limits or free of staff members must direct those campers back to an 

approved or appropriate area.  

2. All Black Lake Bible Camp staff (full and part-time) must submit to a criminal 

background check concerning any previous history dealing with the physical or 

sexual abuse of minors. The Executive Director will have the authority to remove 

or ban individuals deemed unsuitable for employment.  

3. Three references must be submitted for employment and all references will be 

contacted before employment is offered. 

4. A camper, who reports abuse at camp or home, must be reported to DSHS (see 

procedures below).  



 
5. An incident report will be filled out as soon as possible. Incident reports can be 

acquired in the camp office. All witnesses will be asked to write statements and 

date and sign them. Statements will be attached to the incident report and given 

to the Director of Ministry Operations or the Executive Director. All documents 

will be kept on file in the camp office.  

6. If a staff person is accused of abusing a camper, they will be removed from 

service at camp until an investigation has been completed.  

7. If a camper is accused of abusing another camper, they will be suspended from 

camp attendance until an investigation has been completed. 

8. In the instance of either a staff person or a camper being accused of camper 

abuse an internal investigation will take place along with immediate contact to the 

Sheriff’s department for an official investigation to begin. 

 

  



 
Procedures for reporting abuse cases 
 

When a camper reports abuse, the Counselor, Program Director, and Executive Director 

will confer to confirm details. Once details are confirmed, the Executive Director will call 

DSHS and/or the Sheriff’s departent and report the case. All information is to be kept 

confidential.  

When reporting the incident, a written log of all details -including name of camper, 

parents of camper, address and phone number, name of accused individual, dates and 

location of abuse, and type of abuse will be kept.  

Also, the date and time of reporting the case to DSHS and name of person receiving the 

call at DSHS 

 

§ Who to Contact  

How to Report Child Abuse or Neglect 

Offices within local communities are responsible for receiving and investigating 

reports of suspected child abuse and neglect. Reports are received by Child 

Protective Services (CPS) located in each community office and assessed to 

determine whether the report meets the legal definition of abuse or neglect and how 

dangerous the situation is. 

Children's Administration offers several ways to report abuse: 

Daytime – Call (360) 725-6701 to report abuse or neglect in your area. 

Nights & Weekends - call 1-800-562-5624 to report abuse during the evening or on 

weekends. 

Hotline - call 1-866-ENDHARM (1-866-363-4276), Washington State's toll-free, 24 

hour, 7 day-a-week hotline that will connect you directly to the appropriate local office 

to report suspected child abuse or neglect. 

TTY Callers - call 1-800-624-6186 to place a direct TTY call. 

Questions that will be asked when you call 

1. The name, address and age of the child. 



 
2. The name and address of the child's parent, guardian or other persons having 

custody of the child. 

3. The nature and extent of the abuse or neglect. 

4. Any evidence of previous incidences. 

5. Any other information which may be helpful in establishing the cause of the child's 

abuse or neglect and the identity of the perpetrator. 

You do not need to have all of the above information when you call to make a report, 

but the more accurate information you can provide, the better equipped the offices will 

be to assess the child's risk. (www.dshs.wa.gov) 

.  

A copy of this must be kept at camp. This will be kept on file. A form to simplify this will 

be available from the Manager. 

 

 

Safety in Color 
All campers and guest will wear an article of identification 

1. All guests will wear a specified color wrist-band that will identify them 

as belonging on the grounds (see office for color codes) 

2. All day visitors must check-in in the office, sign in, and wear a visitors 

name badge 

 
 
Unidentified Person on the grounds 

1. If a person or persons are seen without proper identification they will 

be approached by a staff member and escorted to the office or off of 

the property. 

2. Take mental notes of approximate age, clothing, gender, height, 

weight, and any other distinguishing characteristics in case that 

information is needed in the event the police are called. 

 



 
 

Active Shooter 
WITH AN ACTIVE SHOOTER SITUATION:  

1. Be aware of your environment and any possible dangers  

2. Take note of the two nearest exits in any facility you visit  

3. If you are in an office, stay there and secure the door  

4. Attempt to take the active shooter down as a last resort ONLY 

5. If possible make an alert known on the radio or by phone 

a. State your name 
b. State your location 
c. Announce the need for assistance in event of a 

weapons sighting (not actively being used) 
d. Announce exactly what is happening in the event of an 

actual assault. 
 

1. Evacuate 
a. Have an escape route and plan in mind  

b. Leave your belongings behind  

c. If you are outside and can evacuate the grounds to find shelter or a hiding 

locations do so immediately. 

d. If evacuation from the premises is not possible do what you can to enter a 

building that can be locked from the inside. Buildings include the 

Harmony Chapel, Gym, Conference Center, Cedar Village, Olympic Inn 

and other cabins. Turn off lights, block windows with curtains, blinds, etc if 

possible, hide and remain silent. 

2. Hide Out 
a. Hide in an area out of the shooter’s view  

b. If you are a part of a large group, hide in different areas around the room 

if possible. Try not to all huddle in one location. 

c. Block entry to your hiding place and lock the doors  

d. Silence your cell phone  

3. Take Action 



 
a. As a last resort and only when your life is in imminent danger  

b. Attempt to incapacitate the shooter  

c. Act with physical aggression and throw items at the active shooter 

(chairs, staplers, books, whatever you can find to throw). 

d. Move from side to side. It is very difficult to shoot a moving target.  

4. Call 911 when it is safe to do so 


