2012 Cedarbrook Camp™ of Ohio Staff Policies 2012
CAMP OFFICE - The office is off-limits to campers at all times unless accompanied by a staff member. No camper is permitted to use any of the office equipment.

CELL PHONES – Cell phones must be stored in the area designated by the co-directors, used out of sight of campers, and not used after 10:30pm.

COED CAMP – Staff hired for coed week must arrive no later than 7 pm on the Saturday before coed camp begins. Staff meeting will begin at 7:30pm (no supper will be served). 

CONDUCT – Smoking, using drugs or alcohol, abuse of campers, or sexual immorality (lesbian/homosexual, adultery, fornication) are cause for immediate dismissal.

CURFEW – Staff curfew is 11:00 pm. All staff is to be in bed with lights out by this time. Cabin counselors must remain with their campers on Sunday, Tuesday (cookout night), and Friday nights. Other nights, they may be relieved as long as their campers are supervised.

DEPARTURE – Cabin counselors are free to leave after their last camper has checked out (Sat). Counselors check out with their DD; Special Team’s staff, Activity Specialists and Administrative staff with one of the co-directors. Staff returning for the next week must sign out in the office when they leave the site and when they return.

DOCTRINE – Bible teaching is kept within the bounds of our statement of faith. Doctrinal issues should not be discussed, i.e. mode of baptism, eternal security, charismatic gifts, etc. Our emphasis is on salvation and growing in our Christian faith. All counselors must use the materials provided for Bible Exploration and Morning Watch.
ELECTRONICS – CD/ MP3 players are permitted for playing soft Christian music or stories for campers during kick back time or at bedtime. Discretion should be used in the type of music played.

EVALUATION – The American Camping Association (ACA) requires an evaluation system. Counselors are evaluated by the DD, Special Teams staff by the Special Teams Coordinator, activity specialists, kitchen staff, and administrative staff  by the co-directors. The co-directors are evaluated by the camp administrator and the camp administrator is evaluated by the camp board.

FLAG CEREMONY – All staff (except cooks and nurse) are expected to attend flag raising and lowering.

GIRLS’ CAMP – Incoming weekly staff (weeks 2 and 3) are encouraged to arrive on Saturday evening so they can settle in. The new week of camp begins at 9:30am on Sunday with a church service for staff. Staff meeting begins immediately after our morning worship.
GRATUITIES – Monetary gifts given to individual staff members are not permitted. Suggest to the parents that the gift be given to the camper scholarship fund for campers needing financial assistance and refer them to the co-directors or business manager. Gifts of food may be graciously accepted and shared with others.

GROOMING – To be good Christian role-models please dress modestly. Female staff, please do not bring extremely short shorts, revealing bathing suits, or revealing tank tops (layered garments are fine). Male staff, set the example by wearing t-shirts in the dining hall. Bare feet are not permitted in our rustic setting.

GUM – Gum is not permitted for environmental, sanitary and safety reasons.

HARASSMENT – Harassment of any kind will not be tolerated (see 08-5b main staff manual).

HEALTH HISTORY – A completed health history form is required of all staff. Staff members needing medical treatment by a physician or at a medical facility while on staff must file with their insurance company as the first provider.
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INSTRUMENTS – Staff are encouraged to bring musical instruments. The camp is not responsible for loss or damage to musical instruments.
KITCHEN – Only administrative staff is permitted in the kitchen area. Use of the kitchen after hours must be cleared through your DD or the Special Teams coordinator who will make arrangements with the head cook. Coffee, tea and hot chocolate are on the counter before staff devos. Staff snacks are left on the counter during the day and after campers have gone to bed. All staff is limited to the staff snacks provided by the head cook.

LONG-TERM STAFF – Staff staying two or more weeks consecutively will be off from approximately 11:00 am Saturday to 9:00 am Sunday. The new week starts promptly at 9:30 am with Sunday worship. 

MAIL – Out-going mail is placed in mailbox posted on the outside wall of the rec hall across from the dining hall. Staff mail and camper mail may be picked up after lunch in the office. Please do not pick up mail before lunch.
MEALS – Staff are expected to be present for all meals.

PAGERS – pagers are prohibited.

PARKING – Staff must park in main parking lot or up the hill by Sam Grey. Do not park in the area marked “emergency vehicles only”. All cars must be parked facing the camp entrance except for those parked along the tree line. Those cars must back in against the trees.

PRE-CAMP – Pre-camp training is mandated by the ACA. Pre-camp training runs from Wednesday to Saturday of the week proceeding the first full week of camp. Staff unable to attend this training must be cleared by the co-directors. Those unable to attend must discuss options with co-directors for completing their training hours. This training is vital to developing staff unity, teaching skills, preparing us spiritually, and protecting us legally. 

KICK BACK TIME – All staff are to observe kick back time in their own cabin unless it is a staff member’s time off, there are co-counselors sharing responsibilities, or other arrangements have been made through their Division Director.

SHOPPING – The business manager goes to town M-W-F only. Program items must be ordered by the co-directors, divisional items by the Division Directors, and kitchen items by the head cook.

SKINNY DIPPING – Neither skinny dipping or bathing (soap/shampoo) in the lake are permitted.

SPORTS EQUIPMENT – Staff members may bring their own personal sports equipment to camp. All high risk equipment – archery (no compound bows) and .22 rifles must be stored under lock and key and may only be used during regularly scheduled classes or at a time that has been cleared by the co-directors. All other equipment is the personal responsibility of the staff member. The camp is not liable for loss or damage of personal items.
STAFF CARS – Keep your car locked at all times. Money not deposited in Tuck, medications not turned in to nurse (including aspirin type products and vitamins), and personal valuables must be stored and locked in your car. CCO is not responsible for loss of personal items. 
STAFF CHILDREN – Staff members serving as cabin counselors the same week their children are campers will not be placed in the same cabin or in the same division as their children.
STAFF CONDUCT – Rules for socialization with staff members of opposite sex: No two staff members (unless married) of the opposite sex may go off on trails together without a third staff member present.

1. No member of the opposite sex may go into the living areas of the other

2. Day – Socialize in visible common areas of camp: benches and picnic tables around dining hall, tuck shop, porches of Mildon, the infirmary, or the new staff cabin, the waterfront, horse corral and other free time activity areas that are in use.
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3. 
Evening – Socialize in visible common areas of camp: benches and picnic tables around dining hall and porches of Mildon and infirmary, and the new staff cabin. 
4. Anytime – Inside, members of the opposite sex may socialize in the dining hall, camp office, or other designated staff building. However, if two staff members of the opposite sex find themselves alone in any building, it is asked that one or both of them leave the building until a third staff member joins them.

STAFF DEVOTIONS- A special time of sharing and praying together as a unified body of believers. Please be on time. Let your DD know if you need help getting up. The day after cookout is sleep-in morning. No staff devotions.
STAFF FRIDGE – Any refrigerator designated as a ‘staff fridge’ can be used to store a limited amount of personal snack items. Have your food marked with your name and remember to remove all remaining food before you leave camp. 

STAFF HOUSING – Staff housing is off limits to campers at all times.

STAFF PARTY – Saturday evening is your time for some adult only “fun, food, and fellowship”. (no planned activities)

TELEPHONE – The office phone is primarily for camp business. Business calls take priority. Please ask people not to call unless it is an emergency. Use a calling card or personal cell phone for out-going calls. Use of the phone in the camp office for personal matters is limited to five minutes. Kitchen phone is off limits to all staff. (exception: admin. staff)
TIME-OFF – Each staff member is scheduled for a minimum of two free hours during the day. Use this time to rest, relax, join an activity, go to town or prepare activities or Bible Ex. Staff members staying more than one week: All staff should be finished with their duties by 11:00 am on Saturday. Staff leaving the site overnight must sign out in the camp office and record their destination and an emergency phone number (if possible). Returning staff should be in camp by 9:00 am Sunday morning. Church will begin promptly at 9:30 am.

TRIPS OFF SITE – If you go off-site during your free time, please sign out in the office. Don’t forget to sign back in when you return!

TUCK SHOP – Tuck accounts operate as debit accounts. Staff will deposit their money Sunday before camper registration begins. Any unspent amount will be returned Saturday morning. Credit accounts and loans have been eliminated. Only tuck staff is permitted inside the tuck shop.
VISITORS – Visitors distract staff members from their responsibilities Exceptions are to be cleared through the camp co-directors. Visitors must not interfere with a staff member’s responsibilities. Under no circumstances are male visitors to be in any of the living areas during girl’s camp or female visitors in living areas during co-ed camp. Camp is not able to offer overnight accommodations to visitors and there is a fee for meals in the dining hall.

I have read the staff policies and agree to follow them during my time as a Cedarbrook Camp™ of Ohio staff member.

_____________________________________




____________  



(signature)






       (date)
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