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INTERNAL REGULATION OF HOLIDAY CAMPS 

ASSOCIAÇÃO PARA A PROMOÇÃO CULTURAL DA CRIANÇA (APCC) 

 
FOREWORD 

The internal regulations of the APCC Holiday Camps define 
the rules to be observed by all activity participants, so that 
they are aware of how they may and should behave in the 
shared spaces and moments. 

 

PROTECTION OF CHILDREN AND MINORS 

The adults who perform the Holiday Camp Coordinator and 
Leader tasks are responsible for a number of duties, the most 
important of which is to assure the physical, psychological and 
affective integrity of the children and youths who spend their 
free time in our company. 

The APCC guarantees to parents, society and, above all, to 
the participants themselves that it will do everything to 
protect them at all costs from aggression during the period in 
which they are under the care of the pedagogical teams for 
each Holiday Camp. 

We are committed to the adoption of procedures that offer 
protection against misunderstandings or false accusations not 
only to participants, but also to Coordinators and Leaders. 

Therefore, those who are members of our Leaders teams are 
required to be particularly attentive to the signs indicating 
that someone may have been a victim of aggression. 

Our Coordinators and Leaders are required to be aware that 
the abuse of children and youths make take on a variety of 
forms, namely: 

 Physical - whenever physical force is used in aggression 
against a child or youth, with the exception of legitimate 
defence; 

 Sexual - whenever a child or youth is forced to take part 
in a sexual activity which is not understood or for which 
he/she is unable to give formal consent, to satisfy the sexual 
urge of others;  

 Emotional - when, for example, an adult frightens or 
threatens a child or youth or when the former behaves in a 
persistently indifferent manner. Such may also occur when 
adults act inconsistently the whole time, so that a child or 
youth is unable to know what kind of reaction to expect; 

 Negligence - when adults are unable to respond to the 
physical or emotional needs of a child or youth. All children 
and youths require sufficient food, comfort, clothing, medical 
care, affection and attention in order to fully develop and 
grow. 

The APCC Leaders are expected to be fully aware of the fact 
that they are personally responsible for the children and 
youths who participate in our Holiday Camps and that such 
responsibility may be ethical and/or legal (civil or penal). 

Ethical responsibility, without putting the rights of the 
participants or the legal duties of the Leaders at stake, rejects 
socially reprehensible attitudes and behaviour which 
disrespect the dignity of children and youths, or which 
transmit humiliation or contempt for their opinion and 
feelings. 

If the responsibility is legal, the damage produced may only 
have civil consequences, whereby the Leader, by rule, will be 
obliged to pay a monetary value in compensation for property 
or personal damage caused to the participant. 

In more serious cases, legal action may be taken against the 
Leader resulting from actions or omissions, in the case of the 
latter, a penalty will be applied. 

PREVENTIVE ATTITUDE CONCEPT  

 The Leader should be attentive to what the participants say 
or do through close monitoring, without being overbearing or 
oppressive, and should convey a sense of availability to help 
resolve any problem that might emerge;  

 Whenever possible, the Leader should avoid being alone with 
the participant. Should this prove to be difficult, another Leader 
or Coordinator should be informed; 

 The Leader should avoid taking a shower at the same time as 
the participants; 

 When confronted with a problem, an impulsive reaction is to 
be avoided since threatening to punish without actually doing so 
implies a lack of authority and potential problems for the entire 
pedagogical team; 

 An affectionate and sensitive approach is essential in a Leader 
who should also be particularly attentive to how and where 
he/she touches a child, as well as to the amount of time given to 
each participant. 

The APCC considers the accomplishment of a Strategy for Child 
and Youth Protection to require careful reflection and the 
involvement of all staff and child participants in the Holiday Camps. 

 

SPECIFIC AIMS OF THE HOLIDAY CAMPS 

 To guarantee the security of the group for the full duration of 
the Holiday Camps; 

 To create a good working environment and close ties among 
the pedagogical team; 

 To attain a good level of group satisfaction and involvement; 

 To stimulate and develop the skills of children and youths; 

 To apply the knowledge acquired by the children and youths 
to their surrounding environment (family, school, community); 

 To acquire more appropriate habits in terms of health, 
hygiene and diet; 

To actively and responsibly participate in the daily life of the 
Holiday Camp; 

 To become familiar with the surrounding natural, cultural, 
urban and social environment. 

 

DEFINITION OF TECHNICAL STAFF TASKS 

DIRECTOR OF THE HOLIDAY CENTRE  

The Director is the representative of the APCC Board and is, 
therefore, the highest authority in the Holiday Centre and 
Holiday Camps. He/She is responsible for ensuring compliance 
with the APCC Pedagogical Project and Holiday Camp Internal 
Rules and Regulations. 

During the Holiday Camp(s), the Director should be fully 
acquainted with the overall running of the Holiday Centre, 
establish permanent and direct contact with the Manager and 
Coordinators of the Holiday Centre and may change, replace or 
eliminate parts of or all methods and activity programmes, 
whenever deemed absolutely necessary, following prior discussion 
with the team and respective Coordinators. 

The Director should maintain a good relationship with the 
Manager, Coordinators, Animators and remaining staff at the 
service of the Holiday Centre and should intervene, whenever 
deemed necessary, in team and/or participant-related issues. 

The Director will indicate a replacement for his/her position in 
the case of absence, illness or any other momentary hindrance. 
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MANAGER OF THE HOLIDAY CAMP 

The main task of the Manager is to guarantee all the stocks and 
provisions of the Holiday Centre, and to assure permanent 
control of the stocks during the activities, thus, taking active 
participation in the preparation stage. 

The Manager is also responsible for drawing up the menu and lists 
of materials required (drawn up by the Leaders in charge of the 
workshops, by the Coordinators or by the Manager him/herself), 
which must be submitted to the APCC Board for approval. The 
Manager is also responsible for coordinating the work of the 
Cooks, remaining kitchen staff and auxiliary staff at the Holiday 
Centre. 

The Manager should establish a good relationship with the 
Coordinator and keep the APCC Board constantly updated on 
the running of the sector. 

 

COORDINATOR OF THE HOLIDAY CAMP 

The Coordinator is the representative of the APCC Board and, 
therefore, the Head of the Holiday Centre and Holiday Camp. 

The main task of the Coordinator is to manage a team of Leaders 
and to guarantee compliance with the programme and the 
established aims. It is the duty of the Coordinator to maintain 
permanent and direct contact with the Board of the APCC, and 
submit any decision or alteration which may exceed his/her 
functions to its approval and inform it of the running of the 
Holiday Camp. 

It is also the responsibility of the Coordinator to directly ensure 
compliance with all the security norms of the Holiday Camp. 

The Coordinator is required to have a good relationship with the 
Manager, the team of Leaders and the remaining staff of the 
Holiday Centre. He/she should also coordinate the meetings with 
the Leaders and guarantee sound resolution of any conflict that 
might arise between him/herself and the Leaders, or among them. 
The Coordinator may also intervene in participant-related issues 
whenever deemed necessary. 

 

LEADER OF THE HOLIDAY CAMP 

The main task of the Leader is to accompany and monitor a group 
of children or youths, ensuring the security of each, a sound 
accomplishment of the programmed activities and a good 
relationship with and among participants for the full duration of 
the Holiday Camp (from the moment the legal representative 
hands over the participant to the care of the APCC until the child 
or youth is returned). 

The Leader is expected to prepare his/her work at the Holiday 
Camp beforehand, in collaboration with the rest of the Leaders 
team, under the supervision  of the respective Coordinator and in 
accordance with the decisions/aims laid down by the APCC 
Board. 

The Leader is expected to follow the pedagogical aims laid down 
by the APCC Board, and ensure their inclusion in all the activities. 

The Leader should establish a good relationship with the other 
members of the Leaders team as well as with the Coordinator, 
Manager and remaining staff at the service of the Holiday Centre. 
The Leader will be in direct contact with the Coordinator, who is 
responsible for the team, and is expected to attend all meetings 
called by the latter and to report all the problems or doubts that 
may have emerged during his/her work. 

 

RIGHTS AND DUTIES 

RIGHTS OF PARTICIPANTS AND RESPECTIVE LEGAL 
REPRESENTATIVES 

 Participants are entitled to the rendering of services 
published by the APCC corresponding to the activity in which 
they are enrolled, namely: 

a) Bus and/or train journey between Lisbon and the selected 
APCC Holiday Centre; 

b) Full board accommodation (including 5 daily meals) in 
dormitories at the selected APCC Holiday Centre (a meal will 
not be provided on the outbound journey); 

c) Personal accident insurance covering risks of death 
(€40,000.00), permanent invalidity (€40,000.00), treatment 
expenses  (€5,000.00), replacement or repair expenses of existing 
prostheses or orthoses (€400.00), funeral expenses (€4,000.00), 
third party liability (€25,000.00); 

d) Activity programme and pedagogical accompaniment. 

 The contract may be terminated by the legal representatives 
of participants by means of a registered letter to the  APCC, 
under the following conditions: 

a) On receipt of dropout notification up to 20 days prior to 
departure a percentage of 20% will be deducted from the total 
participation rate; 

b) On receipt of dropout notification between 19 and 10 days 
prior to departure a percentage of 50% will be deducted from the 
total participation rate; 

c) On receipt of dropout notification between 9 and 5 days 
prior to departure a percentage of 80% will be deducted from the 
total participation rate; 

d) Receipt of dropout notification up to 4 days prior to the 
start of the programme or failure to turn up at the departure 
point will render the amount paid non-refundable. In the case of 
the latter, the legal representatives of the latter will be obliged to 
pay the participation rate in full. 

 

DUTIES OF PARTICIPANTS AND RESPECTIVE LEGAL 
REPRESENTATIVES 

 Upon enrolment at the Holiday Camp, the legal 
representatives of the participants are required to make the 
payment by cheque, money order or bank transfer to the 
Associação para a Promoção Cultural da Criança (APCC), of the 
amount corresponding to the cost of the activities in which they 
wish to enrol the minors. 

 The enrolment form should be duly filled in and signed 
(model provided by the APCC). By filling in the enrolment form 
and signing the general terms and conditions, the legal 
representatives of the participants unconditionally accept the 
programmes related to the chosen activities. 

 The legal representatives should inform the APCC of any 
conditions, namely specific food requirements or special health 
needs to be taken into consideration, upon enrolment. 

 The transport expenses to the departure points for the 
activities and from the arrival points to the home of each 
participant are the responsibility of the legal representatives, as 
are the trips or optional services. 

 During activities, participants are subject to the rules set 
down by the Director of the Holiday Centre, Activity 
Coordinators or Leaders and, in general, by APCC 
representatives. Participants should be well-behaved and avoid 
cause for complaint or reproach. 

 The legal representatives should provide the information 
requested of them regarding the activities in which they intend to 
enrol the participants. 

 The participants should respect the terms and regulations 
regarding the activities in which they are enrolled and are 
responsible for any damage caused to the organising entity or to 
third parties, for which the respective legal representatives are 
liable. 

 The legal representatives are obliged to submit all the 
requested complementary information before the deadlines 
established by the APCC. 
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 The legal representatives are obliged to submit all the 
required complementary information before the deadline 
established by the APCC. In the case of illness preventing 
continuation in activities or when participants express the 
desire to drop out of the programme, it is the responsibility 
of the legal representatives to pick up the child from the 
activity location. 

 

RIGHTS OF THE TECHNICAL STAFF 

Coordinators and Leaders: 

 All the technical staff at the service of the APCC are 
entitled to remuneration in accordance with the amount 
established per annum for each post. 

 They are entitled to a full refund of expenses related to 
preparation of APCC activities (e.g. transport, meals, 
acquisition of material for activities) provided they are fully 
justified and upon presentation of a receipt complying with 
the legal standards. 

 The technical staff are also entitled to: 

a) Bus and/or train journey between Lisbon and the 
selected APCC Holiday Centre; 

b) Full board accommodation (including 5 daily meals) in 
dormitories at the selected APCC Holiday Centre (a meal will 
not be provided on the outbound journey); 

c) Personal accident insurance covering risks of death 
(€40,000.00), permanent invalidity (€40,000.00), treatment 
expenses (€5,000.00), replacement or repair expenses of 
existing prostheses or orthoses (€400.00), funeral expenses 
(€4.000,00), third party liability (€25,000.00). 

 

DUTIES OF THE TECHNICAL STAFF 

Coordinators: 

 To draw up an activity plan and monitor its successful 
accomplishment, while also conducting a continuous and final 
assessment of the activity and the respective technical team. 

 To coordinate the action of the respective team of 
Leaders, conducting meetings at the command of the Director 
of the Holiday Centre and assuring sound resolution of any 
conflict that might emerge. 

 To guarantee that the Holiday Camp is run in strict 
accordance with the legal requirements, and with the Internal 
Regulations. 

 To ensure appropriate use of equipment and preservation 
of the facilities. 

 To keep all the legally required documentation updated 
and available and to guarantee its access upon request of the 
regulating entities of the Holiday Camps. 

 To assure compliance of the health, hygiene and security 
standards and respect for the individual rights and differences 
of all participants involved in the activity. 

 The Coordinator should also be in permanent and direct 
contact with the Director of the Holiday Centre and submit 
any decision or alteration which may exceed his/her functions 
to his/her approval and inform him/her of the running of the 
Holiday Camp. 

 

Leaders: 

 To assist the Coordinator in the organization of the 
Holiday Camp activities and to carry out instructions, while 
also collaborating in the continuous and final assessment of 
the activity. 

 To follow the pedagogical aims laid down by the APCC 
and the Director of the Holiday Centre, and ensure their 
inclusion throughout the activity. 

 To permanently accompany participants so as to 
guarantee their security in physical, emotional and moral 
terms, giving them all the support and help they may need. 

 To follow and secure the compliance of participants with 
the health, hygiene and security standards. 

 To check the suitability, conditions and security of the 
materials to be used by participants and to assure the upkeep 
of such conditions. To manage personal skills and energy so as 
not to compromise optimum performance of functions as a 
result of fatigue. 

 

RIGHTS AND DUTIES OF REMAINING STAFF 

All the  remaining employees (e.g. Holiday Camp Managers, 
Cooks, Cleaning Staff, Technicians hired for specific activities) 
are subject to the legal regulations pursuant to their specific 
area of activity in terms of rights and duties. 

 

APCC RIGHTS 

  The APCC reserves the right to accept enrolments in the 
Holiday Camps on the basis of availability for each of the pre-
selected activities. 

 Should any serious infringements be detected by the 
APCC which might compromise the continued stay of the 
participant in question at the Centre, the APCC reserves the 
right to terminate the contract and oblige the participant to 
return to the original departure point. All incurred expenses 
will be debited to the respective legal representative(s). 

 The APCC reserves the right to make changes to the 
dates of the programmed activities, whenever deemed 
necessary, making such information duly available and, 
whenever possible, provided in writing. 

 The APCC reserves the right to cancel activities at any 
moment, whereby the amount paid by the legal 
representatives of the participants will be refunded. 

 If an activity is cancelled for reasons beyond the 
responsibility of the APCC, such as reasons of force majeure 
(wars, epidemics, strikes, etc.), and/or due to hindrance by 
the police, emergencies and other causes of force majeure, 
20% of the participation rates will be withheld to  account for 
the preparation and organization of the programme. 

 The age categories anticipated for the Holiday Camp may 
be subdivided or concentrated into a single group, depending 
on the number of enrolments. The APCC claims no 
responsibility for loss, damage or theft of luggage or other 
possessions transported by the participants during the 
activities. 

 The APCC claims no responsibility for any irregularities, 
non-compliances or expenses caused by transport service 
delays or other causes of force majeure (i.e. war, quarantine, 
disease). 

 The APCC reserves the right to replace technical staff 
members involved in the activities, due to disease or any 
other motive which may justify such action. 

 

DUTIES OF THE APCC 

 On acceptance of enrolments in the Holiday Camp 
activities, the APCC will exclusively render the following 
services on the condition of payment: 

a) Coach and/or train journey between Lisbon and the 
selected APCC Holiday Centre; 

b) Full board accommodation in dormitories in the 
selected APCC Holiday Centre (meals during the outbound 
journey are not provided); 
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c) Personal accident insurance, covering permanent 
disability risks (40,000.00€), treatment expenses (5,000.00€), 
replacement and repair expenses of existing prostheses and 
orthoses (400.00€), funeral expenses (4,000.00€), third party 
liability (25,000.00€) and risk of death (40,000.00€); 

d) Programme of activities and pedagogical supervision. 

 The legal representatives of the participants enrolled in 
the Holiday Camp will be duly given all the information, 
including general information on the activity, the Internal 
Regulations for the Holiday Camp and the Pedagogical and 
Animation Project of the Holiday Camps. 

 The APCC undertakes to respect the legislation in force 
on the protection of personal data. 

 

COMPLAINTS BOOK 

The Holiday Centre has a Holiday Camp Complaints Book 
available to all upon request. 

 

SAFETY STANDARDS 

The number of participants should be controlled whenever 
deemed necessary (e.g. exiting the swimming pool or beach, 
entering transport, leaving the Holiday Centre). 

All Leaders should be familiar with their group, taking 
constant control of the number of participants in the group 
and their safety. 

While escorting participants, the Leaders at the Holiday 
Centre should: 

 Be constantly vigilant (without interfering with the 
individual freedom of participants or the group) so as to 
prevent accidents; 

 Be aware of any areas that may present danger to the 
participants and, whenever possible, endeavour to isolate 
them or to resolve the situation so as to minimise any risk; 

 Ensure participants are not in possession of medication 
and do not have easy access to the place where such 
medication is stored; 

 Know the strategic location points for extinguishers in the 
Holiday Centre (read directions for fire extinguisher use); 

 Know where the emergency exits are located; 

 Be familiar with the building map, on display in strategic 
points of the Holiday Centre, in which emergency exits and 
extinguisher positions are located; 

 Know where to find the First Aid Box of the Holiday 
Camp, which should accompany the group on all outings; 

 Not give non prescribed medication to participants; 

 Know there is a Telephone Directory next to the 
telephone in the respective Leader room; 

 Should be aware of the fact that there are support 
vehicles (one or two) at the Holiday Centre; 

 Prevent participants from leaving the Holiday Centre 
facilities without a Leader, except when being visited by their 
respective legal representatives or other duly authorised 
individuals. 

Escort of participants by Leaders on roads/during visits: 

 On roads/during visits, participants must be duly escorted 
by Leaders. 

 Whenever a street/road needs to be crossed, the 
pedestrian crossing should be used in compliance with the 
Highway Code; in the absence of a pedestrian crossing or 
lights, the Leaders should take the necessary precautions to 
ensure the safe crossing of the group. 

 The Leader should try to organise groups of small 

numbers for outings. 

 The Leader should ensure that on bicycle outings a 
protective helmet is always used, the Highway Code is 
respected and very busy roads are avoided.  Leaders should 
be positioned at the front and back of the group, so as to 
control speed and prevent fragmentation of the group. The 
route to be taken should be checked prior to the outing. 

 During coach trips, the Leaders should guarantee that all 
participants are seated. They should also ensure that 
participants do not bend out of windows or doors, whatever 
form of transport is being used. 

Monitoring of participants by Leaders in swimming 
pool/beach/camping activities: 

 Participants are only allowed to enter the water three 
hours after meals (valid for swimming pool, beach, shower, 
consumption of cold drinks and ice-creams). 

 At the swimming pool a security system should be 
created to ensure permanent control of the situation. 

 Shade should be provided whenever necessary. 

 The Leaders should monitor the use of sun screen by all 
members of the group; they should also avoid excessive 
exposure to the sun during the hottest parts of the day and 
guarantee the use of hats or caps by all group members. 

 The use of t-shirts is particularly recommended among 
the 6 to 12 year group. 

  Supervised areas (swimming pool and beach) should be 
used for bathing. 

  During outings or camping activities in wooded areas, fire 
prevention standards should be taken into consideration. 

 

TOBACCO AND ALCOHOL 

TECHNICAL TEAM 

 At the Holiday Centre members of the Technical Team 
are only allowed to smoke outside the building. 

 It is strictly prohibited to smoke in front of participants 
and during activities. 

 Consumption of alcoholic beverages is strictly prohibited 
in the Holiday Camp. 

 Drug consumption is strictly prohibited during the entire 
duration of the Holiday Camp. 

 The APCC reserves the right to proceed with disciplinary 
and legal charges, whenever necessary, against those who 
disrespect these rules. 

 

PARTICIPANTS 

 Smoking and the consumption of alcoholic beverages is 
strictly prohibited at the Holiday Camp. 

 The consumption of any drug is strictly prohibited. 

 

FACILITIES 

There are exclusive areas for each Holiday Camp 
(dormitories, Leader room, corridors, other). These areas 
may only be used by members of the Holiday Camp. 

The remaining areas are common to the Holiday Camp and 
other APCC activities, with agreed schedules so as to 
guarantee autonomy and rational usage of the space. 

All team members, as well as all group participants, should be 
familiar with the security procedures (consult security 
standards and building map). 
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RUNNING OF THE HOLIDAY CAMP 

HOLIDAY CAMP SCHEDULE 

The following schedule should be fixed in a clearly visible location: 

SCHEDULE EXAMPLE - HOLIDAY CAMP 
9.am - Get up - shower 

10.am - Breakfast 
 11.am - Activities 

1.pm - Lunch 
2.30.pm - Activities 

4.30.pm - Afternoon snack 
5.pm - Activities/Leisure 

7.pm - Shower 
8.pm - Dinner 

9.30.pm - Activities 
11.pm - Lights Out 

 

SCHEDULE FOR OPENING OF DORMITORIES 

The following schedule should be fixed in a clearly visible location: 

SCHEDULE EXAMPLE - OPENING OF DORMITORIES 
9.am - 11.am 

1.30.pm - 2.15.pm 
6.45.pm - 9.pm 

 

DAY OUT SCHEDULE 

The following schedule should be fixed in a clearly visible location: 

SCHEDULE EXAMPLE - DAY OUT 
7.30.am - Get up 

8.00.am- Breakfast 
8.30.am - Departure to activity site 

9.30.am - Morning activity 
1.pm - Lunch 

1.30.pm - Afternoon activity 
5.pm - Afternoon snack 

5.30.pm - Return to the Holiday Centre 
6.30.pm - Shower 
7.30.pm - Dinner 
9.pm - Activities 

11.pm - Lights Out 
 

DORMITORY CLEANING TASKS 

The participants and leaders are responsible for cleaning and 
tidying their respective dormitories. A rota will ensure equal 
distribution of the tasks. 

These tasks are not performed on the first day of the Holiday 
Camp due to the arrival time of the participants. 

The tasks are as follows: 

 To change the rubbish bag in the dormitory and deposit it 
in the bin; 

 To sweep the floor of the dormitory. 

All participants should also set out to keep their things tidy so 
as to ensure good organization of the dormitory space (for 
example, efforts should be made to avoid mixing up clothes or 
belongings). 

 

SHOWER SCHEDULE AT THE CAMP 

The shower schedule should be displayed in a clearly visible 
location and is shared by several dormitories. It is the 
responsibility of the leaders to ensure compliance with this 
schedule. 

 

MEALS 

5 meals will be provided during the course of the day: 
breakfast, lunch, afternoon snack, dinner and supper. 

The meals should be balanced, in accordance with current 

food recommendations, and prepared in compliance with the 
hygiene standards in force. 

 

REFECTORY REGIME 

The refectory should only be open at meal times. 

The cleaning team consists of 1 leader and 2 or 3 participants, 
working on a rota basis. The service rota should be fixed in a 
clearly visible location. 

The leaders should coordinate and collaborate in the 
following tasks: 

 Transport of food and other stocks required for the 
kitchen and refectory; 

 At the end of each meal, to carry the tray to the kitchen 
and separate the dishes for washing; 

 To clean the tables after each meal; 

 To change the rubbish back in the refectory and deposit it 
in the bin; 

 To tidy away all the cleaning material and keep it in good 
working condition; 

The team that will serve the meals to the participants is made 
up of leaders who should take into consideration the age of 
each participant and vary the quantity of food accordingly. 
They should also guarantee that all the components of the 
meal are duly distributed. 

One of the leaders from the team should be positioned at the 
entry to the refectory to ensure that an ordered queue is 
formed. 

The remaining Leaders should be distributed around the 
refectory tables to ensure that the participants are eating 
appropriately and are well-behaved at the table. 

 

KITCHEN REGIME 

Only the leaders and participants on duty are allowed access 
to the kitchen. Their presence should not interfere with the 
work of the Cooks. 

 

USE OF THE TELEPHONE 

Public telephones accepting cards or coins should be available 
at or in close proximity to the Holiday Centre for outgoing 
calls.  

The Holiday Centre telephones will receive incoming calls. A 
Leader will provide support in receiving calls each day.  

Schedule for receiving calls: 

7.30pm / 8.30pm 
 

HEALTH 

Medical supplies are kept in a specific place in the Leaders' 
room and should be kept clean and tidy. Regular control of 
medical supplies and first aid products is important and any 
shortage of stock should be reported to the Manager of the 
Holiday Camp by the Coordinator. 

The medication of the participants (duly labelled and handed 
to the Coordinator at the start of the Holiday Camp) should 
be kept in a specific place in the Leaders' room (whenever 
necessary in the fridge) and out of the reach of the other 
participants. 

A list should be on display in the same place with the name of 
the participants requiring medication, respective medicine, 
dosage, dormitories and names of the responsible Leaders. 

The Leaders of each dormitory should have a personal list of 
the participants who are on medication. 

Some medication needs to be available while participants are 
involved in outside activities (i.e. pumps for asthmatics, 
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antibiotics), requiring that special attention be given to factors 
such as the temperature at which such medication should be 
stored. 

The use of specific gloves is compulsory when handling 
wounds. Attentive reading of the documentation on 
contagious diseases such as Hepatitis B and AIDS is 
recommended. 

 

CLEANING OF FACILITIES 

The cleaning of common spaces (WC, stairs, corridors, social 
areas, polyvalent room, patio, cloister, outside area) is carried 
out by the cleaning staff. 

The pedagogical team should encourage the maintenance of 
clean conditions and, whenever necessary, clean such spaces 
while reprimanding the participants who have unduly littered 
the area. 

 

APCC SAFE REGIME 

Participants may opt to deposit the money they have brought 
to the Holiday Camp in the APCC safe. In such cases, the 
money should be handed to the Coordinator of the activity 
and the Leader of the respective dormitory will take charge of 
documenting each transaction. 

NOTE: participants are not obliged to deposit the money and 
reserve the right to keep it in their own possession, taking full 
responsibility for its safe-keeping and management. 

 

KEY REGIME 

There are two types of key safes: 

  Only the Director, Manager and Coordinators have 
access to the main key safe which holds a complete set of 
keys.  

  The key safe in each Leader room may be accessed by 
the respective team and holds a set of keys used for the daily 
functioning of the activity.  

NOTE: keys should never be carried in pockets and should be 
placed back in the respective safe immediately after use, since they 
are used by several team members. Keys should never be 
separated from the respective label or set. 

 

ACTIVITIES 

WORKSHOPS 

The workshop is an integrated activity in the Holiday Camp 
and conducted by one or more Leaders. It sets out to develop 
a project within the scope of a particular area and is run in 
accordance with a pre-defined schedule and space. Each 
participant will choose a workshop in which to participate 
during the Holiday Camp. 

Control and maintenance of the workshop materials and 
equipment is the full responsibility of the respective Leaders, 
under the supervision of the Coordinator. Whenever 
supplementary material is required, stock lists should be 
handed to the Coordinator in advance. 

 

LARGE-SCALE ACTIVITIES 

These activities involve the participation of the entire group 
of participants and the team of Leaders. They include indoor 
games, nocturnal clue games, other games, parties, shows, etc. 

 

LIBRARY/ RECREATION ROOM 

The request for books or game tables should be controlled by 
the Leader on duty and registered. Participants are given a 
time limit for holding a book and/or game (defined on the 

basis of demand) and may only request one book and/or game 
at any given time. 

All loaned books and games should be returned on the 
penultimate day of the Holiday Camp. 

 

POLYVALENT ROOM 

This area is supplied with audiovisual equipment. Access to 
this room is restricted to programmed activities. 

Members of the Leaders team are in charge of controlling the 
audiovisual equipment and should ensure its appropriate usage 
(including ensuring sound volume is not excessively high). 

 

OUTINGS 

Include going to the swimming pool, beach, camping and visits 
and involve the participation of the entire group of 
participants and the Leaders team. 

Whenever possible, the group should be divided on outings. 

 

SWIMMING POOL/BEACH 

The group has to stick together at both the swimming pool 
and beach. Bathing is only allowed after digestion (3 hours 
after meals). 

The Leaders are responsible for the safety of participants in 
the water at the beach. They should be located in a strategic 
position and define an imaginary line beyond which no 
participant may pass. Bathing is only allowed when the flag is 
green. 

The Leaders are also responsible for the safety of participants 
in the water of the swimming pool. They should be surveyed 
by Leaders outside the pool, thus, benefiting from a higher 
vantage point of observation. 

Showers are compulsory before entering the swimming pool. 
Particular attention should be paid to how the participants 
behave around the edge of the swimming pool, which is 
generally slippery and pointed, and to how they dive into the 
water. 

The Leaders should restrict access to the snack-bar area, 
ensuring that participants do not consume food or beverages 
outside the established periods. 

 

CAMP 

The camping area should be located within close proximity to the 
Holiday Centre, so that the group may reach it on foot or in one 
of the support vehicles. This site should have WC facilities. 

Making or lighting fires of any kind is strictly prohibited 
throughout the entire camping area. An extinguisher must be 
within reach at all times. 

The support vehicle will transport the tents and meals to the site.  

The tents must be brushed and cleaned before dismantling and all 
the material of each tent such be stowed in its respective bag. 

The site should be cleaned after the respective dismantling of 
tents. 

 

CLOSURE 

On the last day of the Holiday Camp, the space will be cleaned 
and tidied. All accounts (i.e. safe) and stock control will be closed. 

The group should leave the facilities with all luggages before the 
arrival of the following group, and meet at a point that does not 
hinder the entry of the new participants or the control and 
transport of the respective luggage and material. 


