CAMP NEJEDA HIRING PRACTICES

Camp Nejeda hires staff on a seasonal basis to operate the summer program.  The following practices have been adopted by Camp Nejeda as part of the hiring process:

REVIEW

Legal counsel will review Camp Nejeda’s hiring practices a minimum of every three years.  Changes will be made as advised.

RECRUITMENT

Camp Nejeda is an equal-opportunity employer.  It is the policy of Camp Nejeda to recruit qualified staff whose racial and ethnic diversity reflects that of the camper population served.   

SENIOR STAFF

The following positions are filled each summer to assist in running the camp program and supervising campers and staff:
· Program Director

· Waterfront Director

· Boys Unit Leader

· Girls Unit Leader

· Leaders-in-Training Director(s)
COUNSELING STAFF
Because we are a specialty camp, it is our policy to hire counselors who are eighteen (18) years of age or older.  Since our campers range in age from seven (7) to sixteen (16), this guarantees that counselors will be at least two years older than the campers they supervise.  It is the policy of Camp Nejeda to maintain a minimal ratio of 4-1 (campers to counselors) in each camper cabin.  It is also the policy of Camp Nejeda to always have a minimum of two staff members with every group of campers throughout the day.
JUNIOR COUNSELORS

A Junior Counselor level has been created as a transition from camper to counselor.  Information about the Junior Counselor Program follows:

· Junior Counselors must be seventeen (17) years of age.

· Junior Counselors will have all of the privileges of a full staff member.

· As minors, Junior Counselors must obtain written permission from parents to leave the grounds in anyone’s vehicle other than their own. 

KITCHEN STAFF

It is the responsibility of the Camp Director to hire, supervise and evaluate the following kitchen staff positions:

· Kitchen Manager

· Cooks

· Prep Cooks

· Dishwashers

SCREENING PROCESS

Every job category at camp will have an appropriate application and screening process.  The following practices apply to all jobs at camp unless otherwise noted:

· Every applicant will fill out a new application each year.

· Every applicant will provide the camp with at least three letters of reference.

· Every new applicant will agree to verification of previous employment and/or volunteer history. 

· Every applicant will provide the camp with a recent Health History form.

· Every applicant will have a medical evaluation performed by a physician before camp.

· Every applicant will provide copies of health and prescription cards. 

· Every new applicant will have a personal interview with the director or other person in charge of hiring.

· Every applicant will fill out and submit the proper tax forms before camp.

· Every applicant will submit to a criminal background check.
· Every applicant will sign a voluntary disclosure statement.

· Every applicant will agree to a criminal background check.

· Every applicant will agree to a check of the National Sex Offender registry.
· Every applicant will sign and agree to a “Healthy Living Contract.”

· Every applicant will sign an agreement specifying the length and terms of employment and the salary to be paid by Camp Nejeda.

· Applicants will receive the Camp Personnel Policies, a job description and a camp brochure prior to employment and will agree to the terms therein.

JOB DESCRIPTIONS AND CAMPER INFORMATION

Every applicant hired by Camp Nejeda will receive the following information prior to the opening of camp:

· The starting and ending dates of camp.

· A written job description that identifies the essential functions of the job.

· Information on the nature and diversity of the camp population.

· Information on the general characteristics of the camp and the programs offered.

· Camp Personnel Policies.

PRECAMP TRAINING

Camp Nejeda will provide a six-day Precamp Training Program for all staff members before the campers’ arrival.  The following applies to the Precamp Training Program:

· The six-day program will include at least 48 hours of instruction along with recreational activities.

· Staff arriving late for camp will meet with the Directors on an individual or group basis to make up sessions that were missed.  These sessions will be offered during the staff member’s free time within the first week of their arrival.

· The following topics will be covered during the Precamp Training Program:

1. Diabetes

2. Nutrition

3. General Camp Policies and Practices

4. Personnel Policies

5. Camp Goals and Objectives

6. Sexual Harassment Policies

7. Child Abuse (Recognizing, Preventing and Reporting)

8. The Camp Program

9. Special Events

10. Trips 

11. Basic First Aid and CPR Rectification

12. Emergency Procedures

13. Waterfront Orientation (Pool and Lake)

14. Fire Extinguisher Use

15. Safety and Operational Procedures

16. Job Functions, Expectations, Acceptable Job Performance and Evaluations

17. Staff Supervision, Supervisor Training, and Staff Observations

18. Camper Supervision and Staff Responsibilities

19. Counseling Tips

20. “On-duty” Schedule and Procedures for Nighttime. 

21. Time-off Schedule (A minimum of 2 hours per day and 24 hours per week.)
22. Appropriate Camper and Staff Behavior

23. Characteristics of Campers by Age Group

24. Needs and Rights of Campers

25. Camper and Staff Development

26. Camper/Staff Interactions

27. Training to accept, respect and be responsive to multi-cultural diversity.

28. Behavioral management and disciplinary techniques

29. Sensitive Issues

30. Opening and Closing Days

STAFF SUPERVISION AND EVALUATION

All staff are responsible for knowing the duties and responsibilities that are outlined in their job descriptions.  Each staff member has a supervisor(s) who will help to evaluate and review his or her performance.  The following practices are a part of the supervision and evaluation process at Camp Nejeda:

· Each staff member will review the camp Organizational Chart during Pre-camp Training.

· Each staff member will identify whom they are responsible to and whom they are responsible for as far as supervision and evaluation. 

· Evaluation forms and procedures will be determined and reviewed during Pre-camp Training.

· The review process will be an on-going process that will give each staff member an opportunity to develop during the summer.

· Staff observations will conducted periodically throughout the summer.  Feedback and suggestions for improvement will be provided to every staff member.

· Supervisors will receive training and guidelines to help them monitor the performance of the staff that they supervise and reinforce or correct behavior as appropriate.

INSERVICE TRAINING

During the summer, Camp Nejeda will provide on-going inservice training to staff members.  The purpose of this inservice training is to provide staff with continuing education and support.  Inservice training may include any of the following:

· Meeting with medical staff for diabetes education and protocol review
· Conferences with supervisors

· Lifeguard Training, CPR and Waterfront Module Courses

· Archery Instruction Course

· Low ropes Instructor Course

· Review of Disciplinary Techniques and Practices

· Discussions of campers

· Relaxation exercises and other group dynamics sessions 

YEAR-ROUND STAFF
Camp Nejeda employs several year-round staff, including an Executive Director, a Maintenance Director, a Development Director, and two office personnel.  The screening process and documentation required for these positions is the same as for the counseling staff. 
