SUMMER CAMP STAFF
*TRAINING*




Camp Preview 4

This Training Presentation Is designed to outline our
camp systems and to help Overtime Athletics

team members better understand the policies and
procedures that need to be followed in order to work
towards our common goal:

TO SERVE OUR CUSTOMERS



HEAD’S UP!

The objectives of SUMMER CAMP:

1. To insure the complete safety of children at all times

2. To offer an organized and balanced summer camp day that is filled
with fun and positive experiences

3. To help children grow in skill areas that are defined within the
context of the particular camp or activity

4. For staff to help create a supportive community that helps Overtime
Athletics achieve our goals




Camp Staff Role and
Expectations




*Members of our team will provide a positive
summer camp experience...Period.




Job Description

Camp Directors
Direct supervision of staff and campers
Camp Administrator

Create and execute weekly game plan -
Weekly Camp Agenda

Delegate to staff tasks for organizing
segments during the day

Ensuring a schedule that fulfills the
camp experience for participants

Providing customer service to parents
Managing Emergency Procedures

Camp Coaches
Supervision of campers at all times

Work with Camp Director and other
Coaches to execute Weekly Camp
Agenda

Create a positive camp experience

Execute the implementation of
ames/activities — including set up and
reakdown

Create one-on-one moments with camp
participants

Follow all OTA policies and procedures
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Employee Behavior
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CAMP-ER Binder

Camper Information : : m—

o This binder contains all health and oy
emergency information for every camper 4 W
In attendance for that weekly session Information

o At the front of the binder is a “First Page”
excel printout “quick reference” of all
camper emergency contact information

o Camp directors will be responsible for
collecting camper forms, and

e = - Emergency Contact Inf
alphabetizing this information and wardian 3 Lat[Guardian 1 Home|Guardian 1 Work{Guardian 1 Cel] Gu
L\ it the binder

703-203-6741 - marciebaet

3 703-801-6222 703-766-7071  |703-403-3628
3 703-801-6222 703-766-7071 | 703-801-6222 |Corderom@;

o They will also need to take note of those
campers with severe allergies, Epee-pens

O r Oth e r h e a I th ai I m e n tS - ampbell 703-340-8243 703-846-9817 571-330-3797 @
. 703-674-8777 _M




LOCK BOX




Attendance Sheet ¥4

o The weekend before camp begins each Camp | —_—
Director will be emailed an attendance sheet (Overtime . ;5.
for that weekly session = 'Cff Session 1

o The format for the attendance sheet should be
consistent for every session of camp

o The format should include a column on the
far right for signing in and a column on the
far left for signing out

o Towards the bottom there will be extra rows
for any additional registration and/or “walk
ups.”




Attendance Sheets




www.RedskinsKidsCamps.com
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The Camp
Desk

Operating with a clear “central command” for each
campsite is pivotal in providing a professional
appearance and a specific terminal for customers to
seek information and have questions addressed.
The set up and appearance should include:

v Table

v OTA Table Cloth
v’ Banners/Flyers

v Camp Notices

v’ Blank Camp Forms
v’ Highlight Board

v’ Attendance Sheet
v’ Creative Display
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Expectations R e




On Site Postings & Announcements

We are out We are out We are in
On the
Playground i On the Field

OTA OTA

We are at We are on a We are in

Nature Hike

OTA




Camp Forms
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MEDICATION ADMINISTRATION
AUTHORIZATION FORM
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RELEASE AND wa v,

ROE LIABILITY AND INDEMNITY

AGREEMENT
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“The Highlight Board”
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The Purpose of the Highlight Board is to
provide a preview of that days activities.

v It is to give parents a sense at dropoff
the types of things their children will be
doing during the day

v It is a catalyst for the parent to have = e Vi
something specific to ask their children | 0 Lunclttiime

about at pickup | L0 psramons 7 /G

TEAL THE BACO

v’ It demonstrates organization and a plan
for the days agenda

*NOTE: The Highlight Board shouldbe & wsmm
clearly displayed, written out nicely, and A §

some creativity and visual appeal included



Camp S




Attendance Teams/Groups

ATTENDANCE TEAMS







Moving the Group




Emergency Planning







Health Log
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Approaching







THE MONDAY MORNING o
CHECKLIST -

\ o

* Are... You... Ready? * Does camp look *“tight”?
v’ Rosters/Attendance Sheet  Organization of camp areas?
v Emergency Contact Top Sheet  QOrganization and storage of equipment?

v Extra Parent Forms (Blank) Organization of OTA Marketing Stuff?
v Payroll Log Organization of sign in and dismissal?

v Staff — Name Tags, Uniform Organization during special activities?

v’ Daily Agenda » (Drink Breaks, Lunch, Ice Skating, Swimming)

v Highlight Board Organization of who counselors are working with?
v Assigned “Greeter”

v’ Set Up — Walk Up/AM Stations Ready to Go

v Equipment, Gear, Supplies — Ready to Go
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Camp Gear and Camp-er Gear e

Camp Gear: Needs > Inventory >Assessment

« It is important to the success of each camp that
our team has the tools necessary to meet our
expectations and accomplish our goals

* Sports Equipment
« Admin Tools

» Activity Supplies
* Handouts

*NOTE: Camp Directors and Staff should review
their possessions daily and be looking ahead in
order to make requests with an adequate enough
time for it to be filled

<

Camper Gear: Organization >Access >Rules

« Upon arrival, campers should place backpacks and
other belongings in a designated spot

« An instructor should man this station and assist
with an orderly procedure

« Campers should not have free reign to go to their
belongings — toys, food, electronics should not be
retrieved by campers without permission from
camp staff

*NOTE: special activities that require retrieving
backpacks (like swimming) should be stored with the
same level of organization at the conclusion of the
activity as was the case during the morning at sign in
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Segment and Station Prep
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Walk Up Registration J
A

* Prices — weekly (and before/after care)
o Have hard copy of camp flier (refer to for prices)
o Be aware of weekly prices and specials
o Check with management about any payment plan questions

« On Site Registration and Collecting Payment

o Have hard copy of registration forms, heath forms, etc.

o Should a walk up registration take place, please collect payment
(cash or check) and put it in an individual envelope with the
following written on the envelope:

= Parent Name
= Camper Name
= Name/Location of Camp
= Camp Date
o Make sure all checks are made out to Overtime Athletics

» Charles Swita
Sene Field Heovse

walk vp C/20)17

 Store in camp lock box
* Notify management of checks or
money that has been collected






Announcements

_







Morning Walk Up Stations - Samples




Monday Morning Wal




Camp Handouts




Dismissal
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ROUNDUP



Daily and Weekly Agendas

It all starts with a plan. Camp Directors and Staff should meet the week before to
outline the strategy for each days agenda for the upcoming week. Daily morning
staff meetings should take place before campers arrive to decide whether or not any
adjustments need to be made to that days agenda. When creating agendas consider
the following:

1. “Flow” — what’s the mix between high intensity and low intensity activities?

2. “Set Up” — how will transitions take place and what is required in terms of
equipment, gear, and manpower to prepare for the next segment?

3. “Variety” — are daily agendas including a mix of old favorites and new ideas to
expose campers to fresh games and activities?

4. “Timing” — based on the set pieces of the schedule (water breaks, lunch, special
activities like swimming or ice skating), is the timing of each segment possible?

5. “Expertise” — does the skill set of the staff lend to executing the segments
planned for in the daily and weekly agenda?

®  GameTime: Low Intensity Activity

Popsicle Beak

Attendance / Announcements



Camp Segments

CHOICES
AND

VARIETY!

Team/Group — Daily
Team/Group — Weekly
Sport of the Day
Skill of the Day
Contests

Trivia

Arts and Crafts
STEM Projects
Game Show

Project Inc.

Think Tank

Center Stage

Big Events

Special Events
Closing Ceremony

-

Movie
Demonstration
Games

Lunch

Water Break
Popsicle
Tournament Time
Swimming

Ice Skating

Field Trip
Community Concept
Indoor / Outdoor
Pick’m

Theme

Station Rotation



NOTE: Training and Summer
Session Preparation should
include a healthy dose of
becoming familiar and prepared
to execute a variety of
segments for camp. A lack of
preparation, proper tools, and
supplies is a recipe for a poor
day/week of camp.
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Camp Special Act
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Effort and Energy

DO’s: The relationship between Adult

> Smile Instructors and Youth
> Be Silly Participants is similar to a

_ _ mirror. The energy Coaches give
» Be Supportive and Encouraging off is exactly the type of energy

> Work As A Team Campers reflect back. It’s
Important to understand that
» Create One on One Moments your effort and energy is the
> Give High Fives secret sauce for a recipe of
camp Ssuccess.

DONT’s:
Be On Your Phone
Be “Too Cool For School”

Be Competitive

Pick Favorites
Be Sarcastic
Tease Campers
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Camp Clean Up




OTA Reminders




OTA Reminders
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OTA Reminders
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Camp Reminder:




Camp Reminder:

Remember Our Mission!

TO GIVE H.I.G.H. F1.V.E.S.
Health
Involvement
Growth
Happiness
Fun
Instruction
Values
Enrichment
Safety




