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Welcome to the Camping Ministries of the Church of God in Michigan!  You have been selected 
to serve in an area of ministry where you literally have the opportunity to help change the destiny of 
an individual’s life which will affect their eternity.  Camp if by far the greatest tool of evangelism that 
we have in the church world today.  Thousands upon thousands of youth and children alike who 
attend camp leave with an encounter with God.  It is our prayer that together we achieve this task. 
 
The purpose of this manual is to aid all staff personnel in preparation for a more pleasant, enjoyable 
and effective week of Michigan Camp.  We are striving to more fully define responsibilities and 
privileges for each position in camp work.  Please read the following pages carefully.  Acquaint 
yourself with our philosophy and objectives, policies and guidelines.   
 
It is the desire of the executive staff personnel that every staff member has a memorable and enjoyable 
week of camp.  Camp life is governed by the pages of this book.  The more you know the better off 
you will be and the greater experience you will have while at camp.  Enjoy your reading! 
 

 THE PHILOSOPHY OF CAMP 

 
In the Church of God thousands of young people attend camp each summer.  Scores of the 
missionaries and pastors have received their call to the ministry while attending camp.  There are at 
least five important purposes for this camp ministry. 
 

A.  Spiritual Maturity:  Youth have a tremendous part in the services at camp in singing, 
worshiping, and in the use of the gifts of the Spirit. They are suddenly projected into a 
place of leadership.  Their testimonies have new meaning; they carry a burden in 
prayer; and they witness to their unsaved and troubled fellow campers.   

 
B. Pentecostal Emphasis:  In a relaxed and unhurried atmosphere, young people can 

give themselves without distraction to seeking the fullness of the Holy Spirit. Many 
churches have enjoyed revival when their youth have returned from camp. 

 
C. Evangelism:  No other phase of youth work is as effective in evangelism in 

such a short time as the camp program.  The ministry of the Word of God 
presented on a youth level and the influence of Christian companions have 
been the means of reaching teens and children for Christ. 
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D. Social Development:  The thrill of meeting new kids and being accepted entirely on 
their own merits helps prepare youth to adjust to the new world of college, military 
life, or the job after high school.  Many make life-long Christian associates in this 
select company.  One father confided enthusiastically, "This camp has been worth all 
of the expense of its history, if for only what it has done for my son." 

 
E. Recreational Opportunity: The privilege of group games, team sports, swimming and 

other wholesome recreational and competitive activities in a Christian atmosphere 
makes the effort more than worthwhile.  The wonderful sound of healthy young 
Christians shouting and laughing is indicative of normal and wholesome development. 
Here is an opportunity for great fun and Christian fellowship in an atmosphere of 
spiritual health.   

 

OBJECTIVES FOR CAMP 

 

 
A. To give each camper an 
opportunity to make a personal 
commitment of their life to Jesus Christ. 
 
B. To give each camper a greater 
knowledge of God's Word and will. 
 
C. To deepen each camper's personal spiritual 
life and to appreciate the beauty and wonder of 
God's creation. 
 

D. To develop his own identity and sense of personal worth and responsibility as 
cooperative members of a group unit. 

 
E. To enjoy active participation in individual and team sports while developing the traits 

and attitudes of good sportsmanship. 
 

F. To develop and practice habits of good health, hygiene, safety and physical fitness.   
 

G. To enjoy being a young person among young people in a relaxed atmosphere with the 
guidance and companionship of capable, mature and dedicated leaders. 

 
H. To develop personal character and ideals consistent with the highest ideals of mature 

Christian manhood as evidenced in the life and teachings of Jesus Christ. 
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   GENERAL CAMP POLICIES  

& OPERATING PROCEDURES 
 
PRE-CAMP TRAINING POLICY GUIDELINES 

 

A. All workers are required by Michigan State Law to attend the Staff 
Orientation/Training session. Any exemptions must be approved by the State 
Director. 

 

B. The purpose of the training is two fold:  First to train workers in the area of their 
respective responsibilities and secondly to prepare workers spiritually to work with 
campers.  The training will include: 

 
  1. Basic camp policies as described in the Youth Camp Policy Manual. 

 
             2. Information included in the Licensing Rules For Children's & Adult Foster Care     

  Camps booklet that relate to children's camps. 
 

             3. Special training for each area of responsibility. 
 

C. No campers will be brought to the staff orientation/training session.  Exceptions  
must be approved by the State Director. 

 
D. Staff orientation/training session will be Sunday night of each camp at 7:00 PM and 

conclude on Monday at lunch time.  It is mandatory that you attend this staff 
orientation/training session.  Exemptions must be approved by the State Director.   
If a staff member is unable to attend the Sunday orientation and he/she is exempted 
from attending all personnel must be at camp no later than Monday at 9:00 a.m.  
There will be no exceptions to this rule. 

 
F. During Camp, each specialized area of staff personnel will meet on a daily basis for 

additional instruction and problem solving. 
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CAMP STAFF GUIDELINES 
 

A. Camp personnel must arrive at camp Sunday night (orientation 7:00 pm) unless an 
exemption is provided by the State Director.  All personnel must be at camp by 
Monday 9:00 a.m. without exception.  Lunch is provided. No children permitted.   

 
B. State law requires that all staff have a current tuberculin test within the past 36 

months prior to working camp.  Please turn in verification of your valid TB Test 

to the Camp Director upon your arrival at camp.  You may obtain a TB Test from 
your local county health department for little or no cost.  Inform them that you are a 
volunteer camp staff member.   

 
C. All staff members are expected to abide by the printed schedule of the camp.  Please 

help direct campers to their activities at the appropriate times.  With the exception of 
the night watchman, all staff are expected to be at breakfast.  All staff is expected to 
abide by the rules and guidelines of the camp. 

 
D. A mandatory daily staff meeting will be held during a designated hour.  Staff members 

are expected to get their campers to the designated area and then to proceed to the 
staff meeting. 

 
E. In the case of a storm or other emergency, please do not panic, but follow the 

directions outlined in this policy manual and follow the directions of the Camp 
Director. 

 
F. No staff member is to leave the grounds without permission at any time.  If an 

emergency arises, please see your head coordinators or camp coordinator.  If supplies 
are needed, please give payment to the business manager who will retrieve needed 
items for you. 

 
G. ALL camp staff members are needed to assist around the altars during the evening 

service.  Please wear appropriate dress to the evening services.  No grubbies or shorts 
allowed. 

 
H. Staff members are asked to disperse throughout the dining hall during the meal time 

for the purpose of supervision.  We also need staff members to sit among the campers 
during the evening service and to help maintain order among the campers. 

 
I. Modest dress is expected at all times.  The staff are expected to set the example 

of modesty.  Your dress should, at no time, be unedifying to our Lord and to the 

overall spiritual tone of our camp. 

 
J. All counselors are expected to see that their campers rooms are kept neat and clean.  

Other non-counseling staff rooms are also expected to be kept neat and clean.  
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Campers and staff rooms will be judged daily for the clean cabin/dorm award. 
 

K. All counselors should work toward developing a proper respect among their campers 
for the camp property.  Bunks are not to be written or carved on, and the mattresses 
are not to be cut or punctured. Deliberate abuse of camp property will result in the 
camper and/or campers sharing the cost of replacement.   

 
L. All counselors are expected to know the whereabouts of their campers at all times.  

Periodic counts should be taken to ensure that all campers are accounted for.   
 

M. Camp staff is to refrain from speaking negatively about the camp or camp 
management in the presence of the campers.  If a problem or concern exist, please 
discuss with the camp coordinator or camp director.   

 
N. Each staff member must realize that there is a chain of command and must work 

within that chain of command at all times.  If you are having difficulty with someone 
over you, please discuss with the camp coordinator or camp director. 

 
O. Each staff member is expected to do their assigned task without having to be 

reminded on a constant basis.   
 

P. Each staff worker is expected to remain at camp the last day until their area of 
responsibility passes inspection by the immediate supervisor and camp coordinator.   

Q. Keep in mind your first priority is your campers.  Everything is to benefit them.   
 

R. Only authorized personnel are permitted in the canteen, nurse's station, and cooking 
area of the cafeteria.  Please be cooperative and a good example for others to follow. 

 
S. Camp Visitors 

 
   1. Visitors are welcome to attend worship services in the evenings.  They must leave the 

grounds when the campers go to their cabins and dorms.   
 

   2. Guest and relatives are not to visit campers or workers during the day.  This interferes 
with camp and takes the attention of the workers away from their responsibilities. 

 
   3. All visitors, except those who come for the worship service, must register at the camp 

office before visiting the camp.  They will be informed of the camp rules and be 
expected to abide by them during their stay.  They are not allowed to interfere with 
normal camp operations.  Visitors are not allowed to spend the night.   
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   4. Visitors who are of camper ages cannot attend the camp as a visitor and participate in 
the camp activities.   

 
T. Telephone Calls / Cell Phone Policy 

 
   1. Since camp is only a few days, campers do not make or accept calls unless an 

emergency arises.  The camp telephone numbers are: State Office 810-629-0460, ext. 
20 or 12.  The Camp Office 810-750-0048. 

 
   2. Should it become necessary for a camper to call home, a counselor must be present.  

Permission to call must be secured from the camp director or coordinator.  Campers 
need close supervision because they sometimes exaggerate circumstances and camp 
treatment when they are homesick.  The counselor should talk with the parents 
personally giving assurance of our care for their child.   

 
3.        At no time will a camper be permitted to use a telephone without direct permission 
           of the Camp Director or Camp Coordinator.   We cannot  accept phone  calls for  

campers unless it is an emergency. 
 
4.   Staff members should obtain permission from the Camp Director, Camp            

Coordinator or Camp Secretary to use the telephone for personal use. 
 
5.        Cell Phones are off limits to all campers during camp. There is zero tolerance 
           of this policy. All cell phones brought to camp by campers will be confiscated and 
           returned at the end of camp. 
 
6.        Use of cell phones by staff is also discouraged during camp. The only exception to 
           this is during free time. These four days are dedicated to the kids. Unless it is an 
           emergency, or camp related please refrain! 

 
U. Parent/Child Relationship When Both Are At Camp 

 
   1. Should a parent and child be involved in the same camp we do not recommend that 

the parent serve as the child's counselor.  Some exceptions for younger children are 
allowable and must be approved by the State Director. 

 
   2. Workers are asked not to bring children with them to camp unless they are registered 

as campers.  Any exceptions must be approved by the State Director. 
 

V. Staff Meetings 
 

   1. A staff meeting will be held daily. 
 

   2. All staff members shall attend and be prompt.    
 

   3. Discussion in the staff meetings are considered confidential and should not be 
discussed with campers.   
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 HEALTH SERVICE POLICY & CHILD/ADULT PROTECTION LAWS  

 (R400.11115 & R400.11119) 

 

A. Definition From Michigan State Law 
 

"Child" means a person under 18 years of age.  "Child abuse" means harm or 
threatened harm to a child's welfare by a person responsible for the child's health or 
welfare which occurs through non-accidental physical or mental injury, sexual abuse 
or maltreatment.  "Child neglect" means harm to a child's health or welfare by a 
person responsible for the child's health or welfare which occurs through negligent 
treatment, including the failure to provide adequate food, clothing, shelter, or medical 
care.  "Department" means the State Department of Social Services. 

  

B. Procedure For Campers Health Screening & Child Abuse Reporting Requirements 
 

   1. Staff Procedures 
 

a. Upon arrival of campers the health officer shall screen all campers as to their 
physical condition.  (This is done during the first swim time) Note any bruises, 
cuts or markings on the campers's body.  If a camper has suspicious bruises 
seek information by following item  "B" below.   

 
b. The counselors shall watch for any signs of abuse or neglect 

 
c. If abuse is "suspected", report to camp director 

 
d. If camper confides in you of having been abused or neglected, only relate this 

information to those in authority.  Do NOT tell any camper or another staff 
member! 

 
e. Camper's records and applications shall be kept confidential.  No one shall 

have access to the camp and campers files except the Camp Director, 
Secretarial staff, Counselor's and health officer. 

 
   2. Reporting Procedures 

 
a. Camp staff are obligated by law to report any suspected cases of adult/child 

abuse, neglect, exploitation or endangerment.  Any suspicion should be 
reported immediately to the Camp Director.  He in turn will contact the 
Michigan Department of Social Services.  Any report will be kept confidential 
and discretely handled.  You are not to discuss this matter with fellow 
counselors. 

 
b. If camper seems to be injured as a result of this abuse, medical treatment will 

be given by the nearest hospital or doctor-on-call.  
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c. Within 8 hours of discovery of abuse the camp director shall call the 
authorities.  Within 72 hours a written report shall be made to the Department 
of Social Services.  The written report shall contain the name of the child and 
a description of the abuse or neglect.  If possible the report shall contain the 
name and address of the child's parents, guardian, or the person with whom 
the child resides, the child's age, and any other information which might 
establish the cause of the abuse or neglect and the manner in which it 
occurred.    

 
d. Reporting is handled through: 

 
  1). Local county Department of Social Services for situations which did not occur at 

camp. The office phone number is 517-548-0200. 
 

a. Camp Licensing Consultant for situation which occurred at camp. 
 

C. On-Call Health Care Consultant 
 

In consultation with Doctor on-call at the office located at St Joseph Mercy 

Woodland Health Center, 7575 Grand River Road, Brighton, Michigan, the 
following Health Service Policy will be observed: 

 
       1. The camp nurse will administer any and all medical treatment on the camp site.  This 

treatment will include the administering of medications and any other action needed to 
provide adequate health care for each camper and staff member. 

 
       2. If additional medical attention is needed beyond what the nurse is able to do or is   

capable of doing, the following action shall be taken. 
 

a. For minor injuries (small cuts, sprains, puncture wounds, simple fractures, 
etc.) and minor medical needs (nausea, ear infections from swimming, insect 
bites, unless the patient's medical records indicate immediate emergency 
treatment, etc.), the patient will be carried to the St. Joseph Mercy 

Woodland Health Center, which is ten miles from the camp.  Take US-23 
South to I-96 West, exit at #145 (Brighton / Grand River exit), turn right and 
the Urgent Care is approximately 1½ miles on the right.  This office is 
available to see patients from 9:00 a.m. until 4:45 p.m. (Phone: # 810-844-
7575). 

 
b. For the same health needs mentioned above that occur between 6:00 p.m. and 

10:00 p.m., the patient will be taken to the McPherson Hospital located in 
Howell, Michigan. (Phone: # 629-6230). 

 
c. For the same health needs mentioned above that occur between 10:00 p.m. 

and 9:00 a.m., the patient will be taken to the McPherson Hospital located 

on Byron Road in Howell, Michigan. Directions are on file in the camp 
office.  
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Telephone # - (517) 545-6100 (emergency #). 
D. Emergency Transportation 

 
   1. Emergency Health Care Procedures 

 
a. In the event that a need for Critical Emergency Health Care should arise the 

following procedure should be followed: 
 

1). Do not move the individual unless they are in a life threatening 
situation.   

 
2). Contact the Camp Director and Camp Nurse 

immediately. 
 

3). Emergency services are available by dialing 911.  The official camp 
address is 6317 Old U.S. 23, Fenton, Michigan.  The camp is located 
off U.S. 23 between mile markers 70 & 75. 

 
   2. Emergency Transportation 

 
a. Driver Qualification:   

 
The driver of the emergency transportation vehicle shall be an adult of at least 
21 years of age with a valid operator's license. 

 
b. Emergency Vehicle: 

 
The designated emergency vehicle shall be maintained (serviced and in good 
running order) for emergency transportation.  Seat belts shall be utilized in the 
emergency vehicle. 

 
c. Rider Supervision: 

 
The rider supervision is to be provided when the injury is serious and merits 
such supervision.  This person should be at least 18 years of age. Minor 
injuries, such as sprained ankle or wrist, would not require rider supervision. 

 
d. Loading and Unloading of Serious Injured Persons: 

 
The backboard will be used for placement of injured camper into the 
emergency vehicle.  Before loading injured camper, he/she shall be strapped 
and the head stabilized.  This procedure shall be supervised by the Camp 
Nurse. 

 
e. Seat belts shall be used in the emergency vehicle 
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E. List of First-Aid Supplies: 
 

First aid supplies shall be available to staff in all youth camps at the food service 
operations area, at the nurses station, and at the pool house.  The camp health officer 
shall maintain a adequate supply of the necessary first-aid supplies at all times.  A 
portable first-aid kit shall also be maintained.   

 
Supplies shall be arranged so that the desired item can be found quickly without 
unpacking the entire supply.   

 
Materials should be wrapped so that unused portions do not become contaminated 
through handling.   

 
The first aid kit shall include but not be limited to the following supplies. 

 
Triangular or roller bandages, sterile gauze squares, 
Tweezers, compresses, a sharp probe such as a sewing 
needle, adhesive tape bandages, bandage scissors, 
peroxide. 

 
F. Medication Storage and Administration 

 
Medication prescribed for campers or staff members shall be kept in the original 
containers bearing the pharmacy label which shows the prescription number, date 
filled, physician's name, directions for use and patient's name.  When no longer 
needed, medications shall be returned to parents, staff member or destroyed.   

 
All medication shall be kept in a locked and secured area.  The camp health officer 
shall be responsible for dispensing all medications.  All medications shall be kept in the 
nurse's station unless a medical condition warrants it's immediate access to the camper 
of staff member.   

 
G. Medical Procedures For Off-Site Trips 

 
In the event that an off-site trip is taken, not less than two adult staff members shall 
accompany the group and one of the staff members shall hold training and certification 
that is equivalent to the requirements set forth in the American national red cross 
manual.  Medical permission forms shall be taken if the trip is to be overnight.   

 
H. Observation Of Campers Physical State  

 
In addition to the health screening that the campers receive upon arrival at camp, the 
counselor shall be observant to any signs of physical abuse that campers may have 
been subjected to. 
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I. Notification Of Parent Or Guardian 
 

In the event that a camper is injured to the extent that medical treatment is necessary, 
the camp health officer shall notify the camp director who in turn will endeavor to 
contact the parents or guardian.   

 
J. Health Officer Staffing 

 
There shall be an adult with the youth camp at all times who is charged with the health 
supervision of the campers and staff.  We shall endeavor to secure a Registered Nurse 
or and Licensed Practical Nurse.  However, the minimum certification shall be that of 
an adult who has satisfactorily completed training and certification by the American 
Red Cross 

 
K. Procedures For Preventing Transmission Of Disease 

 
Bodily fluids known to carry blood borne pathogens from any person at camp, are to 
be treated as if they were infected with a blood borne pathogen. 

 
The health officer, aquatic supervisor, camp director and camp coordinator will be 
provided with a kit containing the following protective equipment:  one pair of single 
gloves, and eye protection device, a ventilation protective devise, a single use 
protective mask, and antiseptic towelettes.  

 
Universal precautions will be observed to prevent contact with blood of other 
potentially infectious materials. 

 
All staff will be cautioned in the procedures regarding the potential infection with 
blood borne pathogen. 

 
All campers will be instructed in the precautions necessary to prevent the spread of 
blood borne diseases.   

 
L. The camp shall annually have the "Standing Health Care Orders" reviewed by 

the camp's physician.  Said "orders" shall be on file in the camp director office. 
 
 

CARE OF PROPERTY POLICY 

 

A. Any type of pranks or "fun" activity that infringes on the rights of others, or 
that causes damage to camp property, will not be tolerated.  Potential 
dangerous activities include but are not limited to shaving cream, water 
balloons, etc. 
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B. Due to the efforts to continually upgrade and improve the camping facilities, it 
is imperative that all property and effects be treated with care.   

 
C. The camp bunks and mattresses must be respected.  Any person who writes, 

carves or defaces the bunks will be charged with their repair.  Care should be 
given not to cut or puncture the mattresses.  Deliberate destruction of theses 
items will result in the campers being charged with the item.  If a single 
individual cannot be identified the cost will be prorated to the entire cabin or 
dorm.   

 
D. In the event that property is deliberately damaged, the campers and parents of 

campers or staff will be held responsible for full retribution as determined by 
the state director. 

 
CAFETERIA, CONCESSIONS, NUTRITION & FOOD SERVICE POLICIES 

 

A. There is to be no running or rough-housing of any kind inside the cafeteria.  
Only kitchen staff members are allowed in behind the serving line and in the 
kitchen area.   

 
B. Breaking line will not be permitted.  Sometimes staff members are allowed to 

go to the head of the line because of responsibilities that need to be fulfilled. 
 

C. Food, dishes and utensils must not be taken from the cafeteria unless 
approved by the camp director and/or the camp cook. 

 
D. Meals will be such that meet the USDA requirement for participation in the 

Summer Food Program.  All individuals will be served a balanced nutritional 
meal. 

 
E. Meal service times will be as follows: 

 
Breakfast  8 a.m. - 9 a.m. 
Lunch  12 noon - 1 p.m. 
Dinner  5 p.m. - 6 p.m. 

 
Any exceptions must be approved by the camp director 

 
F. Meals will be served cafeteria style.  Each person must take the required components 

to meet the SFSP required meal pattern.  Milk will be served at each meal.  Anyone 
who desire not to have milk may place it unopened into the recycle milk bin at the end 
of the serving line. 
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G. Campers and Staff who because of medical reasons require a special diet will need to 
secure a doctor's order and submit such request in advance of the start of camp.  We 
will make reasonable effort to provide these special diets. 

 
H. Second portions of food shall be offered after first servings are completed for the 

entire camp population.   
 

I. Since extra meals are very limited, we cannot invite friends to eat in the cafeteria. 
 

J. The canteen will operate according to the schedule.  It will close one hour prior to 
meal service times and will remain closed for one hour following the meal service 
times. 

 
 
STAFF & CAMP SWIMMING POLICIES (R400.11135) 

 

A. STAFF REQUIREMENTS 
 

An aquatic supervisor and one (1) aquatic observer shall be on duty for 20 or fewer 
campers who are involved in an aquatic activity.  One additional aquatic observer shall 
be on duty for every additional 10 campers or fraction thereof.  When the number of 
campers who are engaged in an aquatic activity is more than 50, not less than 2 of the 
aquatic staff members shall be adults and, in addition to the aquatic supervisor, at least 
one (1) of the additional aquatic staff shall be an adult who has satisfactorily 
completed training and certification which is equivalent to the requirements for 
advanced lifesaving and C.P.R. 

 
B. CAMP SWIMMING  

 

   1. There shall be an aquatic supervisor on duty at each aquatic activity. The aquatic 
supervisor shall be responsible for the enforcement of safety rules and procedures 
governing the aquatic activity. 

 
   2. All campers and workers must be dressed when going to and from the pool. Wearing 

a towel is not sufficient.  This policy applies to all ages and at all times.  Shoes or 
sandals must be worn to protect feet from pieces of glass or other sharp objects. 

 
   3. The cabins/dorms assigned to pool time must stay in pool area for the duration of 

swim time (no leaving at anytime!). 
 

   4. Use of the pool is restricted to times when the lifeguard is present. Campers are never 
permitted to enter the pool area unless the lifeguard is present and in their proper 
positions. 

 
   5. Running and horseplay is not allowed on the pool apron. 
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    6. Swimmers are not to hang on the separation line or to the ladders. 
 

    7. There shall be no shoving, dunking or hazardous horseplay in or around, the 
swimming area. 

 
    8. Night swims are allowed only if the underwater pool lights are working properly. 

 
    9. Everyone MUST shower before entering the pool area.   

 
  10. When there are more than 50 campers in the pool, another adult lifeguard with a 

community C.P.R. certification must be present in addition to the assigned lifeguard 
and appropriate aquatic supervisors. 

 
  11. Any swimmer failing to obey the lifeguard's commands shall be immediately ejected 

from the pool.   
 
  12. All campers and staff shall be informed of water safety guidelines and policies at the 

campers/staff orientation and again at the beginning of the first swim session.   
 
  13. All campers and staff must be reminded of the serious nature of water activities and 

their potential dangers. 
 

  14. Boys are not allowed in the pool area during the girls swim time, nor are the girls 
allowed in the pool area during the boys swim time.   

 
  15. All extra swim times for both campers and staff will be decided upon by the Camp 

Director or one whom he may appoint. 
 

  16. The lifeguards are to be treated with respect by all staff as well as campers.  Workers 
must be safety conscious at all times.  Most accidents happen at the pool. 

 
C. AQUATIC EMERGENCY PLAN 

 

   1. The life guards shall be certified according to the American Red Cross standard and 
the head life guard shall put the life guards through an emergency rescue drill prior to 
the beginning of each camp week.   

 
   2. A "Clear the Pool" check shall be enacted every 10 minutes of swim time.  
  
   3. The head life guard shall have access to a vehicle for the purpose of transporting 

should an emergency warrant its use.   
 

   4. The pool area shall have an active working telephone so that help can be reached by  
dialing 911 in the event of an emergency.   
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BEHAVIOR MANAGEMENT POLICY (R400.11113) 

 

The need for Behavior Management is often the result of low expectations on the part of the 
counselor.  Set your expectations HIGH and you will be amazed at the results.  Do not, 
however, expect to be a miracle worker - you will have problems.  On the whole, Behavior 
Management is a matter of creative effort on the part of the counselor, for each camper and 
each new situation is unique.  We do, however, observe certain guidelines here at the camp. 

 
A. Guidelines 

 
   1. Avoid creating situations which cause temptation.  Examples of temptation creating 

situations would be letting the wrong behavior slip by as if unnoticed, ignoring rules 
yourself, leaving your campers unwatched, keeping your valuables in the open. 

 
   2. Effective discipline explains what the child has done wrong and offers alternative 

avenues of behavior. 
 

   3. NO child is to be punished physically in any way or isolated.  This includes washing 
out mouths or abusive speech or physical exercise.  If you feel like you are going to 
have to hit a child, it is time for you to talk to the Head Counselor. 

 
   4. NEVER deprive a child of food or sleep, or place alone without staff supervision, 

observation, or subject a child to ridicule, threat, corporal punishment, excessive 
physical exercise, or excessive restraint.   
(Excessive Restraint means restricting movement beyond that which is necessary to 
assist a camper to regain control or which is necessary to protect the camper from 
injuring himself/herself or others.  Restraint, when used, shall be the least amount of 
force necessary over the shortest period of time necessary.   

 
   5. DON'T yell at the campers, yet be firm with them.   

 
   6. Make sure that you make an honest effort to get to the bottom of an argument or 

fight.  Talk to both parties and let each one present his side.   
 

   7. Keep fighting campers away from each other, this allows the dispute to cool and die. 
 

   8. If a behavior problem is brought to the Camp Director, staff should be prepared to 
identify the problem behavior and also list the solutions that were tried to help resolve 
the problem. Discipline, to be effective, must be handled in a timely fashion, and the 
consequences must be relevant to the acted out behavior. 
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   9. At NO TIME shall a worker, in a desire to be friendly, touch a camper in an 
inappropriate manner.  Hugs and other such actions by a staff member of the opposite 
sex should be done so in a way that would not bring a reproach upon the camp 
ministry. It is not appropriate for a staff member to touch any camper in a manner that 
could be deemed sexual in nature.  This includes, but is not limited to, such things as 
excessive hand holding, touching of the leg or thigh and etc. 

 
CAMPER-STAFF RATIO POLICY STATEMENT (R400.11111) 

 

The following camper/staff ratio shall be maintained while the camp is in session.   
For campers below 13 years of age, during waking hours there shall be one (1) adult 
staff member for every ten (10) campers or fraction thereof beyond the first ten.  
During their sleeping hours there shall be one adult staff member for every 14 campers 
or fraction thereof beyond the first fourteen. 

 
For campers above 13 years of age, there shall be one adult staff member for every 
fourteen (14) campers.  

 
The minimum number of staff on duty and in camp shall be two (2) adult staff members.   

 

CAMPER RELEASE AND CHECK OUT POLICY (R400.11117) 
 

A. Final Check Out.  All youth camp staff shall stay on the grounds until they have 
turned in all required forms, (such as staff manual, spiritual results forms, and camper 
check out forms) and until their area of responsibility has been checked and cleared by 
the camp coordinator or camp director. 

 
B. Each counselor will be given a list of the campers in their group.  (The director, camp 

coordinator and camp office staff will also have a copy of each counselor's list of 
campers.)  That list will include information, if noted on the camper's registration 
form, as to who the camper is not to be released to, and/or who is permitted to visit 
or pick up the camper.  If someone other than the person who is listed as parent, 
guardian and church car pool or van driver tries to pick up a camper the camp office 
is to be notified prior to that camper leaving the grounds.   

 
C. When releasing a camper from camp, the counselor will require each person picking 

up a camper(s) to identify themselves (name, relationship, phone number and 
address).  Campers will be released only to authorized persons, car pool drivers, or 
church van/bus drivers.  The campers sign-out list must be turned into the camp office 
prior to the counselor's check out.   

 
D. If a camper is called for prior to the last day of camp, the counselor is to inform the 

Head Counselor and Head Counselor is to see that the person picking up the camper 
completes an "Early Release" form at the camp office prior to the camper being 
released.  Individuals who are not listed as authorized to pick up the camper must 
have written permission and this permission must be verified by telephone. 
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E. The following check out procedures must be followed for last day release: 

 
   1. After breakfast on Friday morning every camper will immediately pack all of his 

clothes, bed clothes, and personal belongings, and place them on his own bed. 
 

   2. After all campers have packed their belongings and the room has been cleaned, the 
counselor will call for the Head Counselor to come and check the room.   

 
   3. No camper is to leave the camp before checking out with the Counselor. 

 
   4. At check-out time, all counselors are to go to their rooms and remain there until all 

their campers have been checked out. 
 

   5. The counselor may not leave until all campers are checked out.  If the counselor needs 
to leave, the Head Counselor checks out the counselor, takes over the list, and 
assumes full responsibility for any remaining campers. 

 
   6. The Head Counselor keeps all lists that have been turned over to him until all campers 

are off campus.   
 
 
HIGH ADVENTURE ACTIVITIES POLICY (R400-11133) 

 

A. Air Rifle 
 

The person in charge of the air rifle elective shall be an adult who has had experience 
with fire arms and know the proper precautions and proper handing of these rifles. 

 
The camper staff ratio shall not be less than one staff member for every 15 campers.   
The air rifles shall be stowed in a secure locked location when they are not being used 
by the instructor.   

 
B. Aquatics 

 
Activity leader training & experience qualifications: 

 

Aquatic Supervisor: An aquatic supervisor shall be an adult, 18 years or older, who 
has satisfactorily completed training and certification which is equivalent to the 
requirements for advanced lifesaving and cardiopulmonary resuscitation as set forth 
by the American National Red Cross.  The aquatic supervisor must have a current 
certificate equivalent to the American Red Cross requirements for a Water Safety 
Instructor (WSI) or an Advanced Lifesaving and Water Safety certificate (ASL) and a 
current CPR card. 
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Aquatic Observer: An aquatic Observer shall be not less than 16 years of age and 
shall have satisfactorily completed training which is equivalent to the requirements of 
the basic water safety course as established by the American Red Cross. 

 
The aquatic observer shall be responsible for the enforcement of safety rules and 
procedures governing the pool swimming activity. 

 
C. Go-Carts: The go-cart activity leader and assistant/s shall be an adult that has experience  
     and qualifications in proper procedures for conducting activities on the go-cart track. The  
     assistant/s need to be at least 16 years old. 

 
     The staff-to-camper ratio shall be at least 1 - 15. One staff per 15 campers. This is in          
      addition to activity leader and at least one assistant. 

 
     The activity leader shall determine daily if the track is suitable for go-cart operations. The  
      track needs to be of a smooth surface for the safety of the participants and for the             
      maintaining of the go-carts. All boards need to be secured to the tire wall of the track. 

 
     No camper shall ride the go-carts 2 times until all campers have, in the particular time        
     frame, ridden once. 

 
     The activity leader reserves the right to remove a camper at any time if he feels the            
      camper’s behavior is unseemly. 

 
     All campers are to wear helmets, goggles, & fasten seat belts & harness straps. 

 
     No deliberate running the go-cars into the side rails. 

 
     No crashing go-carts into other go-carts. 

 
     All junior campers will be accompanied by an individual appointed by the activity leader. 

 
      SAFETY FIRST 

 
      All go-carts are to be stored in a designated area nightly when not in use. 

 

STAFF-TO-CAMPER RATIO FOR POOL AREA:  
 

When more than 50 campers are involved in the swimming activity, the aquatic observer must 
have the WSI rating mentioned above or there must be two aquatic supervisors with an ASL 
rating, also mentioned above. 

 
An aquatic supervisor and one (1) aquatic observer shall be on duty for 20 or fewer campers 
involved in the pool area.  One additional aquatic observer shall be on duty for every 
additional 10 campers or fraction thereof. 
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When the number of campers engaged in swimming is more than 50, not less than two (2) of 
the aquatic staff members shall be adults and, in addition to the aquatic supervisor, at least 
one (1) of the additional aquatic staff shall meet the requirements of an aquatic supervisor as 
mentioned in: (a.) above. 

 
   

Any aquatic activity such as swimming, canoeing, shall be supervised by an aquatic 
supervision and one aquatic observer if 20 or fewer campers are involved.  One additional 
aquatic observer shall be on hand for every additional 10 campers or fraction thereof.  If there 
are more than 50 campers involved in the activity, less that two of the aquatic staff members 
shall be adults and in addition to the aquatic supervisor, at least one of the additional aquatic 
staff shall have met the certification as outlines by the American Red Cross. 

 
The pool area shall be maintained as directed by the local and state administrating agencies. 

 
In the pool area, the required life-saving equipment shall be maintained and in good working 
order.   

 
 
EMERGENCY AND DISASTER PROCEDURES 

 

A. Fire 
 

   1. In the event of a fire the fire department can be reach by dialing 911.   
 

   2. A fire drill shall be conducted by setting off the fire detection equipment within 48 
hours of the arrival of the campers for the week. A record of the fire drill shall be 
maintained in the camp office for the season.  

    
   3. In the event of a fire, counselors are to safely and quickly move campers out of the 

building and at a safe distance away.  A count should be done by the counselor to 
ensure that all campers are accounted for.  Should a camper be unaccounted for, the 
head counselor should be notified immediately.   

 
B. Severe Weather 

 
   1. In the event of severe weather such as a tornado or severe lighting, the camp siren will 

be sounded in series of three (3) short bursts.  The campers should be gathered into 
the cafeteria building.  Once in the cafeteria, the counselor should take a count to 
ensure that all of their campers are present.  If a camper is missing, the head counselor 
should be notified immediately.  If time does not permit to gather into the cafeteria, 
the counselor should secure the safest place of shelter from the storm.  If in the cabins 
and dorms, they should keep the campers away from the windows and endeavor to 
remain calm and in control.   
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C. Lost Camper 
 

When a camper is reported missing, the following procedure should be followed: 
 

   1. All dorms, cabins and building should be searched by the camp staff to try to locate 
the camper. 

 
   2. After all buildings have been searched, the entire grounds will be searched including 

the water front and pool area. 
 

   3. If the lost camper is not found after a quick search of the grounds, an intense search 
of the grounds is to be initiated by using the camp staff to comb the entire grounds.   

   4. If after every effort has been exhausted and the camper is still missing, the Livingston 
County Sheriff shall be called.  The Livingston County Sheriff Department is located 
at 150 Highlander Way, Howell, Michigan and their telephone number is 517-546-
2440. 

 
PERSONAL CONDUCT, DRESS, AND HYGIENE POLICY 

 

A. All workers shall be an example in personal conduct and hygiene. 
 

B. Counselor's shall be responsible for campers conduct and hygiene 
 

C. The goal of our camp is to establish sound health habits, cleanliness, adequate 
rest, proper diet, wholesome exercise, and to develop good attitudes toward 
the body as being God's temple. 

 
D. Positively no use of alcohol, tobacco, and drug use.  Any such involvement is 

strictly against camp policy and could result in the camper being dismissed 
from camp. 

 
E. All campers and staff members must adhere to camp dress code.  This 

excludes such things as short shorts, tank tops, and halter tops.  Jams no 
shorter than 2 inches above the knee will be permitted.  Staff must set the 
example in their manner of dress.  Modesty is the key. 

 
F. Knives, weapons, or things deemed harmful will not be permitted.  They will 

be confiscated. 
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ATTENDANCE OF CLASSES AND WORSHIP SERVICE 

 

A. All campers and staff members shall attend worship services and remain until 
dismissed.  Only those who's job directly conflict with the schedule of worship will be 
excused.   

 
B. All campers and designated counselors shall attend their respective scheduled 

classes and activities. 
 

C. Any absence of campers or staff shall be cleared with their respective head 
counselors and the Head Counselor prior to the absence. 

 
DAILY SCHEDULE 
 

The camp schedule is set by the State Director and the State Youth Board.  It is important to 
follow the schedule as much as possible.  No significant changes are to made in the camp 
schedule with prior approval of the Camp Director. 

 
BOY-GIRL RELATIONSHIP POLICY 

 

A. The Church of God Youth Camp encourages a healthy relationship of 
friendliness and courteousness among all campers and staff. 

 
B. Christian-like conduct shall be expected from all camper and staff in their all 

relationships. 
 

C. All couples shall remain in lighted areas of activity. 
 

D. All campers and workers shall use designated walking paths. 
 

E. Boys are not allowed in the area of the girls cabins, nor or girls allow in the 
area of the boys dorm.   

 
F. Boys are not allowed in the pool area when the girls are in swimming nor are 

the girls allowed in the pool area when the boys are in swimming. 
 

G. At no time shall a boy-girl relationship hinder the participation in the camp 
activities and schedule.  Staff members are to use extreme caution in allowing 
any physical relationship to develop between them and a camper of the 
opposite sex.   

 
H. At no time should a worker let their friendliness with others become a 

hinderance to their fulfilling the responsibilities placed upon them.   
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LIGHTS OUT POLICY 
 

A. The "lights out" time for all camper shall be according to the schedule or no  
longer than one-hour after the dismissal of the campers to their cabins.   

 
B. "Lights out" means that every person should be in their room, in their bed, 

with limited noise and prepared to go to sleep.   
 

C. All workers shall abide by the regularly scheduled lights out time unless your 
job requires you to be up.  At no time shall auxiliary staff be up longer than 
one hour beyond the dismissal of the campers to their cabins.   

 
CLEAN-UP POLICY 

 
A. Each room is to be cleaned and left in order by the campers under the 

supervision of their respective counselors daily.  The floors are to be cleaned, 
beds made, clothes in order, and the room left in a neat appearance. 

 
B. A form will be given to each room detailing the expectation of the clean-up. 

 
C. The Head Counselors will check the rooms each morning immediately 

following breakfast. 
 

D. Clean room awards will be presented at the assembly. 
 

E. All campers and staff members are expected to cooperate in keeping their 
individual rooms neat and clean at all times, and to cooperate when asked to 
work in cleaning the rest rooms and general grounds area. 

 
F. Coordinators of specific areas of the camp will be responsible to see that their 

area of responsibility is kept clean daily and that it is clean and approved prior 
to their departure at the end of the camp week. 

 
PERSONAL BELONGING AND PERSONAL PROPERTY MANAGEMENT 

 

A. It is the responsibility of each individual to keep up with their personal 
belongings and property.  The camp will assume no liability for misplaced, lost 
or damaged personal property. 

 
B. Campers clothing and other belongings should be clearly marked so that they 

can be identified.  
 

C. A lost and found area will be established in the canteen.  If items are found 
they should be turned into the lost and found and can be claimed by 
identifying the article.   
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D. On the last day of camp every effort will be made to help campers identify 

their lost items.  Items cannot be mailed to campers and it is the responsibility 
of campers and/or parents to retrieve the articles.  Unclaimed articles will be 
kept for one week and will then be discarded.   

 
DISCIPLINE POLICY 

 

A. In the event of minor violations of camp rules, it is the responsibility of the 
counselor and Head Counselors to dispose of these violations with love and 
prayer.  Disciplinary action might include such methods as removal of 
privileges, minor work detail (See Behavioral Management Section), but in no 
case will the camper receive physical punishment, be deprived of food, sleep, 
or openly ridiculed. 

 
B. All major disciplinary actions must be approved by the Camp Director. 

 
C. In the event that a camper is to leave camp due to disciplinary action, he will 

only be permitted to leave with the pastor, parent or legal guardian, or 
someone specifically designated by the legal parent.  There shall be no refund 
of the camp fee should the camp be dismissed for disciplinary actions.   

 
D. Listed are some acceptable consequences of rule breaking and disciplinary 

action: 
 

   1. Quiet Time 
   2. Restriction From Activity 
   3. Clean Appropriate Designated Facility 
   4. Conference With Director 
   5. Conference With Parent/Guardian 

 
E. At no time is discipline to include depriving a camper of sleep or food, placing 

a camper alone without supervision, or subjecting a camper to ridicule, threat, 
corporal punishment, or excessive physical exercise. 

 
F. A periodic evaluation of the program/staff/camper groups will be conducted 

to insure that the camp environment is not contributing to behavior problems. 
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QUALIFICATIONS FOR YOUTH CAMP PERSONNEL 
 

1. Should be a member of the Church of God and should be at least eighteen (18) years of  
    age to serve in a leadership position or as a Dorm Leader. Personnel must be at least  
    sixteen (16) years of age to be considered for other areas of assistance or two years older than the  
    age group which you are working with. Any exceptions must be approved by the State Director.  
 
2. Shall complete an application form and have it signed by the pastor of their local church.  
    A pastoral endorsement must be on file for each camp worker. 
 
3. Should have attended one week of camp as a camper for appropriate age level.  
 
4. It is mandatory that workers complete at least one full pre-camp training session for their  
    specific camp. Any exceptions must be made by the State Youth Director.  
 
5. All Church of God Camp staff and Dorm Leaders are considered volunteers and should  
    carry their own hospitalization insurance.  
 
6. All camp personnel must meet screening requirements including but not limited to a  
    criminal background check; complete and pass the Staff Exam and are selected with the approval    
 of the State Youth and C.E. Board.  
 
7. By agreeing to serve in the Church of God Youth Camp, it is expected that all personnel  
    will conduct themselves in a manner that exemplifies Christian character and that all  
    youth camp guidelines will be obeyed. 
 
8. Be willing to adhere to all general guidelines, policies and procedures included in this manual. 
 
 
 
 

STATE YOUTH AND CE DIRECTOR / CAMP DIRECTOR 
 

Duties and Responsibilities  
 
1.  Shall coordinate and oversee the entire camp program with assistance of the YCE Board.  
 
2.  Shall oversee the training of all staff during the pre-camp Staff Orientation.  
 
3.  Shall define and keep the purpose and objectives of camp before all staff and campers.  
 
4.  Shall oversee and supervise all camp activities (with the assistance of the Camp  
     Coordinator, and Business Manager.)  
 
5.  Shall decide and grant permission for any person to leave the camp grounds.  
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6.   Shall coordinate major discipline problems that could result in camper or staff expulsion.  
 
7.   Shall oversee camp staff, ensuring that duties are fulfilled, with assistance of Camp Coordinator. 
       
8.   Shall see that the daily schedule is well known and properly followed.  
 
9.   Shall supervise all camp activities, seeing that the program functions efficiently and smoothly. 
       
10. Shall conduct daily / or nightly staff meetings.  
 
11. Shall resolve challenges with camp staff and shall inform and consult with the YCE Board  
      concerning problems of a major nature.  
 
12. Shall give oversight to Registrar and Head Counselors in the housing of all campers and staff.  
       
13. Shall give oversight to the work of the Camp Coordinator, Executive Staff / Personnel 
 
14. Shall moderate all camp assemblies or see that a qualified person is available for said  
      activity.  
 
15. Shall organize and moderate the worship services with the assistance of the Camp  
      Coordinator.  
 
16. Shall remain at camp on the closing day of camp until all the necessary items are done. 
 
 
 

YOUTH AND CE BOARD 
 

 
Duties & Responsibilities  
 
1. The YCE Board shall work directly under the State Director within the general policies.  
 
2. During camp, YCE Board members (present at camp) shall meet at the discretion of the  
    Director to discuss needs that may arise; and be present at all staff meetings.  
 
3. The YCE Board and the State YCE Director shall comprise the Youth Camp Discipline  
    Committee and shall hear and decide upon all major grievances of either campers or staff  
    members. The State Director will determine if a matter is serious enough to merit a  
    Discipline Committee meeting.  
 
4. The YCE Board and State Director shall make the final decisions for approvals for all  
    Camp Superlatives to insure that the selections are according to the guidelines of the  
    Camp Policies.  
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5. It is the duty of the Board to work with the State Director and the Camp Coordinator in  
    insuring that the Youth Camp runs smoothly in all its many facets. Obviously, each  
    member of the Board shall also duly fulfill responsibilities regarding their particular camp  
    assignment.  
 
6. All camp staff, including Director and Board members shall attend assemblies and worship              
 services unless an emergency or assignment makes it necessary to be elsewhere. 
 
 
 

CAMP COORDINATOR 
 
 
Duties and Responsibilities  
 
1.  Shall meet with the Camp Director prior to orientation to go over any last minute details.  
 
2.  Shall assume the responsibilities of the Camp Director in his absence.  
 
3.  Shall remain in communication with the caretaker regarding camp needs and emergencies.  
 
4.  Shall post schedules neatly in all key locations – cafeteria, tabernacle, canteen, pool area, dorm      
   areas, dorm areas, etc. before the opening of camp.  
 
5.  Shall organize workers to make registration and opening day a good first impression on campers   
    and parents. Directing traffic, greeting people, and giving instructions will be very important.          
  You  are the point Public Relations person.  
 
6. Shall meet with any camp staff who did not attend the pre-camp training session to go over the       
    camp policies, procedures, and schedules.  
 
7.  Shall attend / assist in all staff meetings, coordinating meeting at the request of Camp Director.  
 
8.  Make sure that all facilities are open and ready for activities throughout the day.  
 
9.  Ensure that appropriate keys are distributed to staff and returned to the Camp Director prior to     
     camp dismissal. An accountable distribution and return system must be utilized.  
 
10.Shall ensure that all facilities are cleaned periodically during camp and shall inspect the                   
  grounds and buildings on the last day of camp prior to staff members leaving the grounds.  
     Shall see that the grounds and buildings are cleaned and ready for the next camp.  Shall see that     
   all equipment is collected and turned in to the Camp Director.  
 
11. Shall be loyal to the Camp Director and work toward the success of the total camp program.        
      Shall feel liberty to discuss any area of conflict with the Director and to promote harmony            
      among the camp staff.  
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12.  Shall learn the quickest route to the clinic/hospital in case of an emergency and shall assign a       
     mature staff member (perhaps the business manager) to be ready when they must take a camper     
   to the emergency room. Make sure the necessary insurance papers and parental consent forms         
  are taken with the camper. (Never allow the camp to be without a qualified nurse, despite the           
 emergency.)  
 
13. See that the camp nurse and infirmary are properly equipped.  
 
14. Shall report any serious illness / serious infractions of rules to the Camp Director.  
 
16. Shall assist in resolving problems with camp staff and shall inform and consult with the Camp       
      Director concerning problems of a serious nature.  
 
17. Shall organize altar workers and assist the camp evangelist as needed  
 
18. Each activity is staffed and ready to start precisely according to the schedule.  
 
19. Visit each activity daily to encourage staff and let them know we are interested in their  
      contribution to the total camp ministry.  
 
20. Be sure all buildings are secure and lights are turned off each night.  
 
21.  Insist that all staff members stay in the dorms at "lights out". The Head Dorm Leader is  
       responsible for keeping them in. Our purpose for this measure is to give no reason for offense to  
      those who may be concerned about worker's conduct, and to protect our good reputation.  
 
22. Shall give oversight to the work of the (Super Dorm Coordinator,) Recreation Director,  
      Life Guards, Elective Leaders, Camp Pastor, and Custodial help.  
 
23. Shall remain at the camp site on the closing day of camp until all the necessary items are  
      done and until released by the State Youth and CE Director.  
 
24. Shall be responsible to the State Director and assume any other responsibilities assigned. 
 
 
 

BUSINESS MANAGER 
 
 
Duties and Responsibilities:  
 
1.  Shall see that the Kitchen Manager, Concession/Camp Store Manager, Recreation Director and     
     Camp Nurse adequately perform their duties.  
 
2.  Shall be responsible for the purchase of all camp supplies for adequate functioning of the               
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     recreation activities, special activities, medical supplies, cafeteria supplies, and concession              
  stand  supplies, and make sure that paid purchases remain within the established budget. Major         
purchases are to be approved by the State Director.  
 
3.   Shall have oversight of the concession stand, camp store, and cafeteria operation time.  
 
4.   Shall assist the Concession/Camp Store Manager in making sure that supplies are purchased and   
    that invoices and receipts are properly signed. Also see that canteen & camp store money are          
   properly counted and wrapped. Canteen and Camp Store money should be given to the State           
   Director daily. 
  
5.  Shall make sure that the camp nurse keeps a written log of all accidents, that all medication is        
   properly recorded and that all insurance forms are properly completed.  
 
6.  Shall know where the closest medical facility is and that some mature staff person in  
     addition to you is prepared to transport campers to receive medical attention if necessary.  
     (Work with the Camp Coordinator on this item.)  
 
7. Shall see that a proper inventory is completed for the cafeteria and the concession stand.  
 
8. Shall assist in the registration process, working with camp secretaries as a resource  
    person for questions about the registration process.  
 
9.  Shall submit a complete statement of petty cash disbursements.  
 
10.Shall serve as camp treasurer, keeping record of all receipts and disbursements. Shall  
     see to it that monies collected are thoroughly counted, documented, and balanced. Bring  
     these funds to the State Director promptly for deposit each night  
 
11. Shall follow procedures for "closing out" the camp store and concession stand each night.  
 
12. Prepare and submit to the State Director a complete financial statement at close of camp.  
 
13. Shall be directly responsible to the State Youth and CE Director and shall accept other  
      duties assigned by the Camp Director or Camp Coordinator. 
 
 

KITCHEN MANAGER 
 
Duties and Responsibilities:  
 
1.  Shall be accountable to the Business Manager and have the oversight of the cafeteria  
     and of the operation of the Summer Food Program. (if applicable)  
 
2.  Shall make sure that the beginning and ending inventory of the cafeteria supplies are  
     taken and turned into the camp office. All major purchases must be cleared with the  
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     Business Manager and the State Youth Director.  
 
3.  Shall be directly responsible to complete the required Summer Food Program forms                 
     (Production Records, Meal Counts, Inventories) and see that the food served meets the  
     requirements outlined in the Summer Food Service Program Nutritional Handbook. (if             
     applicable)  
 
4.  Shall clear any menu changes with the State Director.  
 
5.  An assistant manager may be provided (if necessary) to assist the cafeteria manager.  
 
6.  Be responsible for all food purchases, deliveries, and pickups which relate to the camp.  
 
7. Make sure all cafeteria staff follow proper health and safety standards and that the  
    kitchen and cafeteria be clean and safe.  
 
8. Compile itemized labor and food costs by the close of each camp with the assistance of  
    the Business Manager.  
 
 

CONCESSION STAND / CAMP STORE MANAGERS 
 
 
Duties and Responsibilities:  
 
1.  Shall, with the approval of the Camp Director, and assistance of the Business Manager,  
     purchase necessary supplies for the canteen/camp store. Shall keep an adequate  
     amount of supplies on hand throughout the week, except for the last week of camp. Shall  
     endeavor to purchase supplies that appeal to the age of the campers for said week.  
 
2.   Shall take a beginning and ending inventory of the concession and camp store supplies and turn    
    in  to camp office. Shall consult with the Business Manager in preparing a financial statement at      
 the  end of the week showing receipts and disbursements, and submit to State Director. Canteen        
Cards must also be submitted.  
 
3.  Shall consult with the Business Manager and the Camp Director as to the operating times for the   
     concession stand/camp store, and see that adequate staff arrives at least 15 minutes prior to the     
     opening time.  
                                                             
4.  Shall see that only those designated to assist are in the concession stand/camp store  
     area and shall not allow others to congregate in the concession stand serving area.  
 
5.  Shall be in charge of all monies that come into the concession stand/camp store and shall  
     count and turn in all monies to the Business Manager at the close of the camp day along  
     with a concession stand/camp store report form. Shall keep start up cash safely stored  
     each night.  
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6.  Shall keep the concession stand clean and shall abide by all state health department rules.  
 
7.  Shall supervise those who assist in the concession stand/camp store area. Shall have a meeting       
     prior to opening the concession stand/camp store and go over all rules with the workers.  
 
8.  Shall see that ALL PERSONS pay for any items that they take. Staff and Special Guests  
     will be given a canteen card to be used in the concession stand. (Canteen workers are  
     not exempt from this policy). Canteen cards may not be used in the camp store.  
     However, they may be exchanged for cash at the canteen and the cash can be used in  
     the store.  
 
9.  Shall check on the equipment and report any malfunctions to the Business Manager.  
 
10. Shall verify and sign for deliveries of concessions stand/camp store supplies. Twice a  
      week Concession Stand/Camp Store Manager should inventory the available stock of  
      camp souvenir items, candies, etc. 
 
 

RECREATION DIRECTOR  
 
 

Duties and Responsibilities:  
 
1. Shall be directly responsible to the Camp Director and Camp Coordinator.  
 
2. Shall meet with the Camp Director and Camp Coordinator, plan and implement the entire  
    recreation program for the week.  
 
3. Shall meet with recreational staff prior to the start of the camp and assign responsibilities,  
    ensuring that recreational staff follows all camp policies and procedures.  
 
4. Shall be responsible for the inventory, setup, and care of all the Athletic equipment. Shall  
    submit a request list to the camp Business Manager for any equipment needed. Shall  
    report the loss or breakage of any equipment to the Camp Coordinator.  
 
5. Shall see that all necessary equipment is properly set up each day and, if necessary,  
    collected each evening. See that all equipment is properly dismantled and stored at the  
    end of camp.  
 
6. Shall have oversight of all recreational events and see that award ribbons are given in  
    appropriate events.  
 
7. Shall plan recreational activities on opening day for those who complete registration early.  
 
8. Shall turn in the names of all Athletic winners and runners-up to the camp secretary so  
    that a typed list may be prepared.  
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9.   Shall be responsible to organize the signing up of campers for any special tournaments or  
      events.  
 
10. Shall be responsible for the maintenance of the grounds both daily and for the final checkup  
      on the last day of camp.  
 
11. Shall be responsible for the selection of Sportsmanship Superlatives and with the assistance     
   of the athletic staff shall organize and arrange for the play-offs of all recreational activities.         
(Including point totals for the awards program).  
 
12. Shall delegate to and work with the Assistant Recreation Director. Other recreation  
      assistants should be designated to supervise different athletic events and games.  
 
13. Shall always have special recreation activities ready in case of rainy days.  
 
14. Shall be responsible for any other duties assigned by the Camp Director.  

 
 

CAMP NURSE  
 

Duties and Responsibilities:  
 
1.  Shall check medical supplies and submit a list of needed supplies to the Business  
     Manager.  
 
2.  Shall be available at the nurse's station during the hours the camp is involved in athletic  
     activity. Be sure that the Camp Director, Camp Coordinator, and Head Dorm Leaders  
     know where you are at all times. Do not leave the campsite.  
 
3.  Shall learn the quickest route to the hospital in case of extreme emergency. However,  
     the camp nurse is not to accompany a camper to the hospital unless it is life-threatening.  
 
4.  Report any serious illness or injury to the Director and Camp Coordinator immediately.  
 
5.  Determine if an ambulance is needed for transportation of the injured. Remain with the  
     patient at all times until the ambulance transports the patient to the hospital.  
 
6.  In the event that a camper becomes seriously ill, or is involved in an accident—either  
     case resulting in the camper needing to be sent home, the camp nurse should notify the  
     Camp Coordinator who will consult with the Camp Directors. The Director, with the nurse,  
     will make the necessary call to the camper's home. A telephone log will be kept detailing  
     the conversation with the parents.  
 
7.  Shall collect and administer ALL medication brought to camp by campers on the first day.  
     Ensure all medication is returned to campers before they leave for home.  
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8.  Shall keep permanent records on the forms provided of all illnesses, visits to the doctor's  
     office and hospital visits during the camp. Further, it is advisable for the nurse to keep a  
     log of every one seen for any reason. Said log should contain the name of the person,  
     the time of the visit, the nature of the visit and the advice and treatment given. Apprise  
     Dorm Leaders of as to when to have particular campers at the nurse's station for  
     scheduled medication.  
 
9.  Shall report to the camp secretary information needed for insurance and health  
     department forms and take a copy of the forms, along with the copy of the application  
     giving permission for treatment, to the doctor and facility providing treatment.  
 
10. Shall remain on the campsite 24 hours daily and until all campers have departed from  
      camp.  
 
11. The nurse should never examine someone alone.  
 
12. Shall see that every child receives the "health screening" before admittance into camp. 

 
 
 

CONCESSION STAND/CAMP STORE STAFF 
 
 
Duties and Responsibilities:  
 
1. Shall be directly responsible to the Concession Stand/Camp Store Manager. The manager shall       
  assign a work schedule for the assistant workers.  
 
2. Shall acquaint themselves with the schedule and arrive at the concession stand or camp  
    store at least 15 minutes prior to the opening.  
 
3. Shall abide by all State Health Department rules regarding food handling. All canteen  
    workers should wash their hands prior to beginning service.  
 
4. Shall keep the concession stand clean by:  

a. Mopping and/or vaccuuming the floors at the end of each day.  
b. Keeping the floors  free of ice, and water and paper.  
c. Wipe down the counters and other equipment at the close of the concession stand  

                break.  
D . Empty all trash containers at the close of the concession stand break.  
e. If food is served that is not sealed, then the workers should use some type of  

               covering or binding on their hair.  
 
5. Workers are to remain in the concession stand/camp store area after closing until the  
    area has been completely cleaned and inspected by the concession stand/camp store  
      manager. No one is to leave without the approval of the manager.  
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6.   Shall help to restock supplies at the close of each period.  
 
7.   Shall maintain a courteous spirit toward the campers and staff at all times.  
 
8.   Shall not eat or drink while serving the campers.  
 
9.   In the event that the Manager is called away, workers are to check with the Business Manager to  
      see whom he/she may designate as temporary manager.  
 
10. All concession workers are expected to pay for their refreshments and store items. 
 
 
 
 

RECREATION STAFF 
 
 

Duties and Responsibilities:  
 
1. Assist the Recreation Director in whatever assignment you are given.  
 
2. Be enthusiastic. Help get the campers involved. Be conscientious in your record  
    keeping. Be a Christian example to fellow workers and campers in every situation.  
 
3. Recreation Staff will be assigned to oversee the equipment and various events each day.  
    For some events counselors will be enlisted to assist.  
 
4. Be adequately familiar with rules and procedures for games and events.  
  
5. Assist with other camp related duties as requested by the Recreation Director or Camp Director. 
 

 

NURSE'S AIDE 
 
 

1.  The nurse's aide shall become familiar with all of the duties and responsibilities of the nurse      
  in order to be of the greatest assistance possible.  The aide will be present at the nurse's              
  station when the nurse is required to be elsewhere. 
 
2.  The aide shall familiarize herself with the closest route to the clinic and hospital and be ready   
   at all times to be of assistance as needed. 
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LIFEGUARDS 
 

 

Duties and Responsibilities:  
 
1. Shall be responsible to the State Youth Director and Camp Coordinator.  
 
2. Shall meet with the campers to give instructions regarding the pool and swimming rules.  
    Conduct swim trials to determine non-swimmers.  
 
3. Shall keep the keys for the swimming pool during the entire week of camp.  
 
4. Shall be at the pool at least 20 minutes before the scheduled swim in order to unlock the  
    doors, check the safety equipment, and make sure the pool is suitable for swimming.  
 
5. Shall be on duty during the entire swim period, making sure that all safety rules are  
    properly observed, constantly observing the pool for any sign of trouble, and ensuring that  
    campers are out of the pool on time.  
 
6. Shall check the pool area after each swim period in order to make sure that no towels,  
    swimsuits, or clothes are left behind.  
 
7. Shall see that all non-swimmers remain in the pool area.  
 
8. Shall be authorized to remove anyone from the pool who violates safety rules.  
 
9. Shall conduct pool athletic competitions. Report winners to the Recreation Director.  
 
10.Shall not allow pushing. Absolutely NO rough-housing can be permitted!  
 
11.Shall be responsible for deciding on whether or not to swim during inclement weather.  
 
12. Shall conduct aquatic training to all staff personnel. 
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HEAD COUNSELORS  
MALE / FEMALE 

Duties and Responsibilities: 
 
1.   Shall ensure all dorm and cabin (ROOM) leaders fulfill their duties properly. 
 
2.   Shall be directly responsible to see that Room Leaders and campers follow the camp 
      schedule. 
 
3.   Shall assist the Registrar/Camp Secretary in placing the campers who are not preregistered. 
 
4.   Shall, with the help of the YCE Secretary, verify and obtain a perfected camper list the 
      first night of camp to be given to Director and key leaders. 
 
5 .   Make sure that each Room Leader has spiritual result forms for each camper and at the 
       end of the week collect these and compile statistics on the Spiritual Results Summary 
       Sheet and turn them into the Camp Director. (Consult with the Camp Secretary.) 
 
6.    See that each group properly cleans their room each day, check and grade them 
       for cleanliness and neatness. 
 
7.   Shall make periodic checks of rooms throughout the day, making sure that no one 
      is in them during classes or general sessions. Shall make an evening check to make 
      sure that everyone is in their room at bedtime and that the schedule is followed for lights 
      out and sleep. 
 
8.   Shall see that all staff and campers attend the worship services and that all remain until 
      they are properly dismissed.  At the time of the altar service, at least one of the Head 
      Counselors shall position themselves at an exit so that no person can leave the service             
     without proper permission. 
 
9.   Shall appoint groups to see that the restrooms and the general area of the rooms are kept 
      clean. These responsibilities should be spread out to involve all rooms through the 
      course of the camp. (Consult with the Camp Coordinator on this item.) 
 
10. Shall report all major violations of duties or policies of staff, room leaders or campers to 
      the Camp Director and/or State Director. 
 
11. Shall report all injuries or sickness to the Camp Nurse immediately. 
 
12. Shall make sure that all dorms respect the "lights out" policy. 
 
13. Shall inform the Camp Director of any need meriting a phone call to a camper's parents (by     
    the Director) in the event of illness, injury, homesickness, etc. 
 
14. Shall be present for the Pre-Camp Training Session. 
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15. Shall be responsible to see that the check-out procedures are properly followed. This 
      requires that the Head Counselors remain at camp until all of the campers are gone. 
 
16. Shall make sure that all campers remain in the designated areas of camp during special 
      activity times, concession stand time, worship services, etc. 
 
17. Since unity is one of the foremost requirements for spiritual blessings, the Head Counselors    
     shall especially strive to insure that there is a good understanding and working 
      relationship between Room Leaders, campers, and other workers in camp. 
 
18. Shall make a special effort to talk with each Room Leader individually each day of camp in 
      order to see if there are any challenges or needs that should be taken care of. 
 
19. Shall endeavor to learn the names of all Room Leaders by the end of the first day, and to 
      learn the names of as many of the campers as possible throughout the course of camp. 
 
20. Shall attend and assist in daily / nightly staff meetings. 
 
22. Shall be responsible to see that each room is cleaned prior to leaving the grounds at the 
      close of camp. The Camp Coordinator must approve the rooms. 
 
23. Shall be responsible for any other duties assigned by the Camp Director. 
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COUNSELOR 
 
A. PRINCIPAL FUNCTION: 
 

Responsible for the safety & welfare of all campers in his/her group throughout the entire 
camp. 

 
B. RELATIONSHIPS: 
 

Must be eighteen (18) years old.  A Room Assistant must be two (2) years older than the 
oldest camper under his/her supervision while working with an adult room leader. 

 
Must be directly responsible to the Head Counselor 

 
Indirectly responsible to the Camp Coordinator, Camp Director, and the Youth Camp Board 
of Directors. 

 
Must attend the Pre-Camp Workers' Seminar / Orientation prior to camp in which he/she 
serves.  

 
Must stay in the assigned room during registration in order to greet and welcome the campers 
as they arrive.  Must be familiar with all camp policies & procedures. 

 
C. DUTIES AND RESPONSIBILITIES: 
 

Shall reside in the dorm/cabin with his/her assigned group. 
 

Shall stay with the group when scheduled to be together, and shall know the whereabouts of 
all their campers at all times. 

 
Shall, when working in a dual role such as Counselor and Recreation, Lifeguard, Clubs, etc., 
see that the campers are under the care of another Counselor. This is extremely important! 

 
Shall see that the campers abide by the camp policies and schedules & that they follow good 
habits relating to eating, personal hygiene, dress, talk, behavior, etc. 

 
Shall check with the Head Counselor at supper the first night to compare & verify a perfected 
list of all campers in his/her group. The counselor's list MUST agree with the Head 
Counselor's perfected list. 

 
Shall become personally acquainted with every camper on his/her list. 

 
Shall see that the room is properly cleaned each day & encourage the campers to strive 
towards a positive camp spirit. Also, shall see that the group cooperates when assigned 
special grounds clean-up duties. 
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Shall be responsible for the discipline of his/her group at all times, and refrain from rough-
housing, pranks, group raids, etc.  Safety must be a priority! Any major discipline 
problems should be taken to the respective Head Counselor.  Shall be an altar worker 
during services. Campers should be informed that they are expected to remain in the 
service until dismissed in an orderly manner. If they should leave for any type of 
emergency,  they should see the Head Counselor. 

 
Shall be responsible for brief group devotions each morning and evening. At the appropriate 
time the Counselor should talk with each camper individually encouraging spiritual growth 
and go over the spiritual results form, filling it in as experiences occur. 
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PRACTICAL INSTRUCTIONS 
  
 LEADING YOUR GROUP 
 
Expect cooperation.  Campers are much more likely to respond if you expect them to! 
 
Give advance notice of each activity.  Try never to surprise your campers with a call for immediate action. 
 
Try to ask and not order, but give clear and direct instructions. 
 
 OFFSETTING NEGATIVE RESPONSE 
 
Some campers have a problem with cooperating and submitting to a counselor's authority.  Always remain 
calm and give a careful response.  When something is said that you do not know how to respond to, be 
honest and admit that you will not respond until later. 
 

CAMPER'S ATTITUDE COUNSELOR'S RESPONSE 
 "This is boring"          You'll enjoy it when you  get involved" 
             "I don't want to"  “Give it a try" 
             "This is dumb"  "That's what makes it fun" 
              "I hate camp"             "We'll make it fun, give it a 

chance" 
 
Do not allow 1 or 2 campers to destroy your entire group's camp spirit.  Ask for HELP! 
 
 USE REALITY DISCIPLINE 
 
If a camper is defying you or disturbing others, handle the situation immediately!  First, call the camper by 
name.  This helps him/her to understand that you are talking specifically to him/her, and not making a general 
announcement.  If he/she persists in unacceptable behavior--use reality discipline...also known as the "logical 
consequence." 
 

...If your campers are talking in church (move them) 

...If they broke into the lunch line (send them to the back) 

...If they come out to the pool improperly dressed (send them back to dress) 

...If they are rough-housing (separate and seat them) 

...If they cannot get along with others (isolate them) 
 
It is not an indication of weakness to ask your HEAD COUNSELOR for assistance! 
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 THINGS NEVER TO DO 
 

1. NEVER threaten a camper! 
2. NEVER manhandle or hurt a camper! (pull hair or jerk arms) 
3. NEVER publicly embarrass a camper! 
4. NEVER betray the camp guidelines to gain popularity with your group! 
5. NEVER play favorites or give special privileges! 
6. NEVER take the spotlight away from a camper! 

 
 AFTER SERVICE AT NIGHT 
 
Keep your eyes open during night time outdoor activities.  We will not allow campers to leave the immediate 
area for walks.  Some of your campers will try to sneak away.  This cannot be allowed to happen.  We must 
all work together and be alert! 
 
 DEVOTION TIME WITH YOUR GROUP 
 
In the morning, before coming to breakfast, always have a brief prayer with your group.  Quote together your 
scripture motto. 
 
At bedtime have devotions with your group.  This might include testimonies of spiritual experiences the 
campers received in the service.  You could ask questions about the message that was preached or something 
that was taught in the Bible class.  Make sure the campers are involved, and that you do not do all the talking 
or praying. 
 
 WHAT TO DO WHEN THE CAMPERS ARRIVE 
 
1.  Be waiting for them! 
2.  Have your name tag on! 
3.  Speak clearly and welcome them! 
4.  Learn their names as soon as possible! 
5.  Introduce them to other campers! 
6.  Help them unload and find their bunk! 
7.  Encourage them to look around! 
 
WHEN ALL HAVE ARRIVED...have a group huddle.  Ask them some questions to break the ice and relax 
them.  Have a group prayer. 
 
Bring them to the opening assembly together. 
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NIGHT WATCHMAN / SECURITY CHIEF 

 
Duties and Responsibilities: 
 
1. Shall be on duty following the evening service until morning—The first night of camp 
    through the last night of camp. 
 
2. Following the evening service, assist the Head Dorm Leaders and Dorm Leaders in 
    seeing that the campers are in their designated areas. 
 
3. Shall make regular patrols on grounds every 30 minutes. 
 
4. Report any disturbance to the Camp Coordinator. 
 
5. Following "lights out" shall patrol the grounds, make sure that no one enters the grounds, 
    and see that the campers remain in their dorms. 
 
4. Shall have the authority and responsibility to enforce all camp regulations. 
 
5. If campers are caught outside their dorm without authorization, the night watchman is to 
    take them directly to the appropriate Head Dorm Leaders. 
 
6. Shall make contact with the local authorities and let them know that camp will be 
    operating and ask for their occasional patrol by the grounds. 
 
7. In the event of serious trouble, shall know the number of the closest ambulance, fire 
    department, and law enforcement agencies. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 46 

ADMINISTRATOR 
 
 
Duties and Responsibilities:  
 
1.   Shall see that the Camp Secretary / Registrar, Camp Pastor, Audio Visual, Electives, Fun        
     Time Coordinator,  carry out their responsibilities and that they have everything they               
     need to complete their job at hand. 
 
2.  Shall be responsible for the purchase of all needed supplies for adequate functioning of the             
    their activities, be placed in the hands of the business manager, purchased and delivered.  All           
 purchases must be pre-approved by the State Director. 
 
3.   Shall have oversight of the registration, evening services and behind the scenes operations.  
 
4.   Shall assist the Camp Secretary  in making sure that supplies are purchased and that invoices   
    and receipts are properly signed. Also see that registration monies are properly counted and      
   wrapped.  
  
5.  Shall make sure that the camp Pastor keeps a written log of all experiences around the altar. 
 
6.  Shall know where the closest medical facility is and that some mature staff person in  
     addition to you is prepared to transport campers to receive medical attention if necessary.  
     (Work with the Camp Coordinator on this item.)  
 
7. Shall see that a proper inventory is completed for the sound and audio.  
 
8. Shall assist in the registration process, working with camp secretaries as a resource  
    person for questions about the registration process.  
 
9.  Shall submit a complete statement of petty cash disbursements. (Camp Secretary) 
 
10.Shall serve as camp treasurer, keeping record of all receipts and disbursements. Shall  
     see to it that monies collected are thoroughly counted, documented, and balanced. Bring  
     these funds to the State Director promptly for deposit each night  
 
11. Prepare and submit to the State Director a complete financial statement at close of camp.  
 
12. Shall be directly responsible to the State Youth and CE Director and shall accept other  
      duties assigned by the Camp Director or Camp Coordinator. 
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REGISTRATION 
 
   1. All campers should be pre-registered and assigned to rooms. Prior to each camp opening, the 

counselor will be given his/her room assignment and the list of campers already assigned to 
his room. 

 
   2. The Head Counselors and Camp Coordinator will be given a master list which contains all of 

the campers in that camp, along with the names of the counselors assigned to each individual 
room. 

 
   3. As long as there are sufficient beds, other campers will be accepted on the first day of camp 

even though they have not pre-registered. The registrar will collect their money and give them 
a written room assignment which they will take to the counselor, who will add that camper to 
his list. 

 
   4. On the first night of camp, the Head Counselor will go to each room at bedtime in order to 

perfect the master list of campers. The Head Counselor will give the list to the Camp 
Coordinator before going to bed. 

 
   5. The secretary will type the perfected list as soon as possible on Tuesday morning and make 

five extra copies. The original and one copy will be left in the office on the Camp Director's 
desk.  One copy is to be given to the Camp Coordinator, one to the Recreation Coordinator, 
one to the Business Manager, and one to the Head Counselor. 

 
   6. Throughout the camp the counselor will immediately inform the Head Counselor if there is 

any change in his list of campers for any reason.  The Head Counselor will inform the Camp 
Coordinator so that the master list can be perfected. 

 
   7. Any request for room changes should be greatly discouraged.  However, if a camper simply 

insists on being moved, all room changes will be made at the assembly. 
 

REGISTRATION OF CAMPERS WHO HAVE NOT PRE-REGISTERED 
 
   1. On the first day of camp, a registration booth will be set up in the back of the tabernacle. 
   2. Both Head Counselors should be in the dormitory areas. 
   3. The booth will also serve as an information booth in order to tell campers which room they 

are assigned to in case they forgot their assignments. 
   4. The youth camp registration notebook and file will be at the booth which lists all of the room 

assignments and the number of beds in each room. 
   5. The late camper should fill out a complete application & the entire registration fee including 

the late fee will be collected. Late campers will have to be placed according to bed 
availability. 

   6. Record of campers name & number according to the instruction & registration notebook and 
also record the name and number on the late registration form. 
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CAMP SECRETARY 
Duties and Responsibilities: 
 
1. Be at the campsite to assist in final preparation for registration. 
 
2. Assist in making last minute room assignments and preparing individual room lists for 
    each Room Leader. 
 
3. Help register campers not pre-registered and assist the Head Counselors with room 
    change requests. (honoring the "room change" policy.) 
 
4. Assist the Registrar / Administrator  Manager with collecting and verifying money received       
  with registration list. Make sure monies and sheets balance. 
 
5. Once all campers have arrived, prepare a list of campers for each Room Leader, Head 
    Counselors, Nurse, Camp Director, Business Manager and Camp Coordinator, Special 
    Activities Director, Cafeteria Manager, etc. 
 
6. Type notes to Room Leaders regarding special information (for example, health, etc.). 
 
7. At the close of camp, tally all the Spiritual Results forms and give to the Camp Director. 
 
8. Assist the Recreation Coordinator with the Camp Superlatives, ribbons, and a list of athletic     
   competition winners and runners-up. 
 
9.  Assist the State Director and Camp Coordinator with typing, filing, and other office needs. 
 
10. On the last day of camp, assist by collecting all forms, compiling information contained 
      within, and filing forms. 
 
11. Shall be responsible to see that the camp files are maintained in a proper and efficient 
      order. 
 
12. Shall assist the Cafeteria Manager and Camp Director in the record keeping of the 
      Summer Food Service Program (if applicable)and placing orders for food / deliveries for the   
     following week(s) of camp. 
 
13. Shall type a list of Camp Superlatives (including Super Dorm) and Sportsmanship 
      Superlatives for the awards ceremony and file for referral. 
 
14. Shall assist in the preparation of special lists, etc. for off-campus events, visitor sheets etc… 
 
15. Shall assume any other responsibility assigned by the State Director or Camp Coordinator. 
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CAMP PASTOR 

 
Duties and Responsibilities 
 

1. Directly responsible to the Administrator indirectly responsible to the Camp Coordinator 
Camp Director 
 

2. Shall be responsible for the spiritual life / well being of the campers while at camp.  Greet 
campers during registration and be present during orientation for proper introduction. 

 
3. Shall be responsible for the Altar workers, training the worker and spiritual results 

information that is received from altar experiences.  (See training information).  Assist 
camp evangelist by providing his needs to be met (i.e.: water, podium, prayer, etc…) 

 
4. Shall be responsible for the bible teaching or securing a Bible Teacher and ensuring that 

the Bible lesson is appropriate for the age level of campers while complimenting the theme 
of camp.  All curriculum and materials must be approved by the Director. 

 
5. Supply an outline for each service to include, music, worship, drama, videos and special 

guest speaker.  Should work in close association with the production crew to enlist cues, 
prompts etc… and make sure the service flows smoothly.  All applications should be 
approved by the Director. 

 
6. Secure ushers and receive the offering during each service.  Offering focus should be 

approved by the C.E Board in advance. 
 

7. Facilitate the service unless otherwise directed by the Director. 
 

8. Follow general guidelines and policies complete in this manual. 
 

9. Ensure the sound booth, altar area, sanctuary are all clean and ready for the next service. 
 

10. Be willing to do whatever is asked by the Director while being a part of the team. 
 

  
ALTAR SERVICE GUIDELINES 

 
 
1.  Statement Of Purpose: 
 

Our purpose in the altar is to assist the seeker to reach a honest and fulfilling relationship with the Lord. 
 

To receive help, strength & faith in a full measure. To leave the altar with the understanding that one can 
and will receive help for the problems and situations of their life.  To find strength both spiritually and 
physically in their soul, mind, and emotions. To find or reclaim the faith in God for their life. 

 
2.  Standard Of Action: 
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Always remember that the seeker must contact the Lord for themselves. We can help, but the action must 
be initiated by the seeker. 

 
We must refrain from directing the form of prayer or personal contact of the seeker, but rather assist by 
giving spiritual encouragement and not physical aid. Spiritual maturity takes the form of spiritual 
sensitivity in dealing with the seeker. 

 
3.  Source of Stability: 
 

During this time in the lives of young people, there are constant changes and many uncertainties. To help 
them we need to present the altar service and prayer as a source of stability. 

 
a.  Source of stability in a constantly changing society. 
b.  Source of stability at a time of physical changes. 
c.  Source of stability at a time of emotional changes. 

   d.  Source of stability at a time of reaching for acceptance by peers. 
 

 
 

 
 

 

MUSIC DIRECTOR 

 
1. Shall be directly responsible to the Administrator while working in close association with the 

Camp Pastor and production crew to ensure flow for evening service. 
 

2. Lead songs in evening service that are written for the age group involved. 
 

3. Match choice songs with the camp theme, and recommend theme song (if applicable) 
 

4. Provide appropriate altar music while campers are participating in and around the altar. 
 

5. Direct a music workshop / elective which teaches choruses, praise songs to be introduced in 
the evening services.  Electives could also include a mass youth choir rehearsal to premiere on 
the last night of camp services. 
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AUDIO VISUAL 

 
Duties and Responsibilities 
 

1. Shall be directly responsible to the Camp Administrator 
 

2. Shall adhere to all camp policies and guidelines while serving in this capacity.  Camp rules 
apply to all staff personnel. 

 
3. Shall be responsible to coordinate, manage and operate all audio / visual technologies to 

enhance the presentation of the gospel.  This should include but not be limited to: 
 

a. Lights / Fog machines 
b. Cameras 
c. Sound 
d. Video  
e. Media Shout 
f. Power point 
g. Overhead Projectors 
h. Special Effects 

 
4. Enlist campers to assist in operations of equipment (appropriate age groups) and create an 

elective to assist in training if applicable. 
 

5. Ensure set up, tear down and the safety of all equipment during camp.   
 

6. Any equipment that should be purchased or rented for the presentation should be 
previously approved by the Director.  No funds should be spent or reimbursed without the 
prior approval of the Director.  Expenses and receipts should be handled through the 
Administrator. 

 
 

ELECTIVES 
 

     SPECIAL ACTIVITIES COORDINATOR 

 
Duties and Responsibilities:  
 
1. Shall assist in supervising the social life of campers while being directly responsible to the               
 Administrator.  
 
2. Shall be in charge of the fun time activities, making sure that all games are done tastefully  
    and do not violate the Christ-like character that we should exhibit.  
 
3. Shall arrange for photographs in the following areas:  

A. Photos of Camp Superlatives for State Paper  
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B. Photos of Camp Speakers  
C. Photos of Altar Services  
D. Photos of Recreation Activities  
E. Photos of Staff  
F. Photos of Camp Life  

 
4. Shall direct the camper superlatives, votes and all elections.  (work in close association with the      
  camp secretary)  
 
5. Shall have at least one hour of fun time activities available in case they are needed  
    because of rain or some other unexpected development.  (Coordinate with Recreation Director) 
 
6. Shall assume any other duties as assigned by the Camp Director.  
 
7. Shall assist with any staff appreciation meals.  
 
8. Shall be responsible for organizing any off-campus events, such as transportation, etc.  
 
9. Shall assist with Camp Electives which include: Elective sign up; assisting with necessary  
    equipment and supplies; seeing that each elective instructor has a list of students, etc.  
    (Work with the Camp Secretary on this.) 
 

 

  


