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Dear Summer Staff and Event Directors,

Lake Lucerne and Pine Lake have a great history of serving the people of the Wisconsin Annual Conference for over 55 years.  This can only be accomplished by the grace of God and by the efforts of people like you.

We want to thank you for the commitment that you have made to change the lives of campers this summer.  Because of you, many lives will be touched.  In recent evaluations taken at Wisconsin UM Camps (some of your events) in one summer over 260 young people indicated that they felt a call to ministry as a result of their camp experience, and over 360 indicated that they had made or renewed commitments to Christ.  THAT IS EXCITING NEWS! Through the natural beauty of these places and your efforts, campers will grow in their faith, and we have the research to prove it.

This handbook continues to be a dynamic work in progress in an effort to make things more concise and understandable.  As we add new elements to our facilities, and as new challenges arise we must develop efficient ways to deal with these changes.  This handbook attempts to cover the most commonly asked questions, and provide information that you will need when working or volunteering at camp.  It is not all-inclusive.  If you have a question that is not addressed in this handbook, please contact us and we will work together to find the answer.  

You will notice there are some numbers in many of the headings (e.g. PA-16).  These numbers correspond to American Camp Association standards to which we strive to adhere.  These are simply reference numbers to aid in the process of our accreditation, and to help us insure we are operating within the most up to date standards and practices in the camping industry.

Please remember that our first concern is the safety of the young lives and families who we are entrusted with each week.  Policies and guidelines are followed and presented in a positive manner.  Your cooperation in helping us do that, will ensure the camping experience is a pleasure for all who are involved. 

Event Directors, the appendix contains forms you will need to fill out before you camping event.  You will find a schedule coordination form.  Please make all your program requests, in detail, on this forms so we can be as organized as possible for your group’s arrival.  Return this form, along with your schedule and cabin assignments two weeks prior to your event.  

Please share the information in this manual with your volunteers.  It will be helpful to them as well.  If you need more copies of this manual, please print and distribute them as you need.  We look forward to serving God together this summer at camp.

Grace and Peace,

Chip Hutler



Nick Coenen



Laura Hutler
Camps Administrator


Pine Lake Camp Manager 

Program Director
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Mission Statement

Mission: Provide outdoor settings for Christian education and faith formation in Christian community.
Purpose: Provide camps and retreat centers to enhance the mission of the Wisconsin Annual Conference.

Vision: Summer camps are a place for Christian education. Retreats are a place for formation as are meetings and trainings.

Marketing statement: Your open door to experience the wonder of God’s creation and love in exceptional settings.
Camp Information

Address

If you have people sending letters to camp, please have them addressed in the following fashion. By addressing mail and packages in this fashion, we can ensure a more accurate and efficient way of delivering mail to the appropriate area.  

Lake Lucerne Camper/Staff Name

Name of Camp (ex: Sr. High Alive)

Lake Lucerne Camp and Retreat Center

W6460 County Road YY

Neshkoro, WI  54960-8944

Pine Lake Camper/Staff Name

Name of Camp (ex: Survivor camp or Summer Staff)

Pine Lake Camp

W8301 County Road M

Westfield, WI  53964-8014
Phones at Camp
The phones outside of the office areas have a long distance block on them.  You can use these phones to make a emergency 911 call, call locally, call the camp cell phones, and call toll-free numbers.  Long distance calls can only be made by calling a toll-free number (i.e. 1-800-CALL ATT or 1-800-COLLECT) and using a calling card or credit card.  If you have a situation and need to make a long distance call, contact a year-round staff person.

Cell phone reception at camp can be unpredictable.  Please make sure you give people the camp number in case of emergency.
Lake Lucerne Camp Phone Contacts
Main Office number 
920-293-4488.  
Toll-free office number 
877- LUCERNE (582-3763)

This toll free number is to be used for camp related business only.  

Chip Hutler, Camps Administrator
x 224
Cell 
920-765-0183


Home
920-293-4500

Travis Talbott , Maintenance Manager
x 223
Charmian Vallaint, Office Manager
x 222
Deb Schulz, Food Services Manager
x 230
Health Coordinator - Summer only
x 227
Summer Program Coordinator Cell Phone
920-765-0765

Weekend Host 
920-765-0765

Laura Hutler Program Director
920-765-0304

Pine Lake Camp Phone Contacts
Main Office number 
608-296-2720 

Toll-free 
800-648-9630 

This toll free number is to be used for camp related business only.  
Nick Coenen, Camp Manager
x 1
Cell 920-765-0183

Home 608-296-2007

Laura Hutler, Program Director
x 2
Cell 920-765-0304

Chip Hutler, Camps Administrator
Cell 920-765-1130


Deb Schulz, Food Services Manager
x 3
Erin Krueger, Camps Assistant 
x 222
Health Coordinator - Summer only
x225

Fax
The Camps have the capability to send and receive faxes.  Incoming faxes for staff and volunteer staff are printed and distributed free of charge.  If you would like to send an outgoing fax, there will be a $1.00 per page charge for any Non-BCRM sponsored camps or guest groups.  

Fax number for Lake Lucerne is 920-293-4361. 
Fax number for Pine Lake is 608-296-4188.  
E-mail and Internet Usage

From June – August email for campers will ONLY be accepted through the email address designated for campers and NOT through our regular email accounts.  These email addresses are listed below. Any email received through our regular email accounts will be unanswered and undelivered.   Incoming camper emails from this camper address will be printed out and distributed in the same fashion as the regular mail.

LakeLucerneCamper@WisconsinUMC.org  

PineLakeCamper@WisconsinUMC.org
Wireless internet is available on a limited basis at camp.  If you need to use wireless to access email or the internet while you are at camp, please make arrangements with office staff.
We will take photographs of campers during BCRM sponsored events and put these on the websites.  

Photocopies
It is highly recommended that Event leaders do as much copying as possible prior to their arrival at Camp. A “reasonable” number of copies will be made at no charge for BCRM camps. Copies are available to Guest groups for $ .05 per copy.

Office Information
At Lake Lucerne the office (Sherman Administration Center) is located in the center of camp, and is the key information area for guest groups.  We will have an office manager in the office from 9 am to 1 pm Monday through Friday.  The Camps Administrator, if not in the office, can be reached on Channel 1 of the two-way radios and the Summer Program Coordinator on Channel 1. The Camps Administrator or designee will always be available by cell phone (920) 765-1130 or 765-0765.  

At Pine Lake the office is located in the first building you come to on entering camp, just past the parking lot. The office is the key information area for guests and groups.  The office is open from 9 am to 12 pm on Monday through Friday.  Most summer staff should have access to a radio.  The Camp Manager or designee will always be available by cell phone (920) 765-0183.    

Lost & Found
Inevitably there will be items that lose their owner.  We want you to be familiar with where these items will go during the week.  All items will be held for a period of 30 days past the end of camp, and then are donated to a local shelter. 

At Lake Lucerne 
Lost Beach items are left on the waterfront.  After each swim period, the lost & found items will be placed in a box and kept there for the week.  This is to accommodate those campers who wait until the next swim period to pick up their lost items.  On Friday, these items are taken to the main office “bagged and tagged” (put in a clear garbage bag and tagged with date and as much other info as possible) and placed in the lost & found area in the office supplies area.

The Lost & Found from other areas of camp will be kept in the dining hall (or Hillcrest dining unit 1).  If you find an item, please give it to your area Program Coordinator. Each Friday these items will be “bagged and tagged” as above.    
At Pine Lake 

Items that are found will be placed in Amphlett Hall by the fireplace for the remainder of the camp.  They will then be moved to the lost and found box in the main office.

If you find an item, please give it to the Summer Program Coordinator or take it to the office so we can make note of where and when it was found.  

Pets
Pets are allowed ONLY as part of a planned educational program (with prior arrangements being made with the Camps Administrator/Camp Manager or Program Director).  They are allowed only in designated areas and must be leashed/contained at all times. You are expected to clean up after your pet.  Service animals are allowed to assist those who need medical assistance.  There are no local kennels, so make arrangements for your pet before you leave home.

Group Consideration and Privacy at Camp
As we often have several camping and retreat programs occurring simultaneously, it is very important for campers to respect the privacy of the other campers and areas.  This is especially important during times when other camps may be having worship experiences.

Campers must be supervised at all times, including when they are in their cabins. There is a direct corollary between the amount of mischief campers get into and the amount of counselor supervision they have.  We need to be sure that counselors are within “ear-sight” of their campers at all times.  There is no such thing as “free time” at camp.  Offer “choice time” instead (campers choose from a number of “organized” activities or activity areas to hang out in while they are supervised by staff).
Each camp sets its own lights out policy.  However campers are not to be out of their cabin after 11:00 PM unless there is a specific program reason.  We ask that you adhere to an all-camp quiet time from 11:00 PM until 6:00 AM.  Staff need their rest and will also adhere to the quiet hours policy.  Thank you for your consideration.

In consideration of other groups, we ask that you respect their different camping areas.  

Mail Handling
Mail will be delivered and picked up on days that the US Post Office is in operation.  Outgoing mail can be placed in the following locations for delivery: Outgoing mail can be given to your Program Coordinator at meal times.  Incoming camper mail will be given to the Event Leader at meal times each day, or placed in an area agreed upon by the Event Director and the area Program Coordinator.  
Postage stamps, post cards, and other materials will be available at the Camp Store for purchasing.
How can we serve you?
Communication is a vital part of camp.  The camps will have over 2,000 campers and guests each summer, and that takes a lot of planning and communication.  By working together, we can ensure that all campers have a wonderful stay at camp.

Let us know your needs!

With this manual, you have received a schedule coordination form (located in the appendix). Please return this, along with a copy of your camp schedule ASAP but no later than two weeks prior to your arrival! This will help ensure that we are able to meet your needs during your event. 
Food Service

Times
Meal times are as follows:

Location

Breakfast
Lunch

Supper

Lake Lucerne - Giese Dining Hall

8:00 AM
12:00 Noon

5:30 PM

Lake Lucerne - Hillcrest

8:00 AM
12:00 Noon

5:30 PM

Pine Lake - Amphlett Hall

8:00 AM
12:00 Noon

5:30 PM

Pine Lake - Oakwood Center

8:00 AM
12:00 Noon

5:30 PM

Because we serve multiple groups of people at one time in different areas of camp these times are not flexible.  Please help us serve you better by being at your meals, ready to be served, on time. 

However, we can, on occasion make exceptions to these times for Sunday morning brunches.  If your group wishes to deviate from these times please ask when you send in your forms two weeks prior to your camp.  We will do our best to accommodate requests.  

Pre-meal activities
The meal times as posted above are when the meals are served.  To ensure that the meals are hot and fresh when you eat, please be ready at the above times.  If you have any pre-meal activities/announcements, please allow enough time so that they will be finished by the specified mealtime.  This will help us keep your meals hot (or cold as the case may be) and tasting fresh.

Meals are served Family Style
We serve most of the meals “family style”.  Occasionally there will be theme or other meals served Buffet style.  Salad bars are also buffet style.  Please have counselors keep an eye on campers coming and going from buffets and salad bars. 

Cold foods will be placed on the table by the kitchen staff and hoppers prior to the meal.  Hot foods will be served after grace when all the campers have arrived. All of the food for the meal will be served family style at your table; it then is served individually by passing it around the table.  Counselors should help to make sure that everyone gets a first helping with what is provided initially (especially on the main course). If more is needed after the bowl or plate has gone around then take your serving platter up to the counter and ask for more.  This will allow all the campers to get a helping without waiting for the hopper to go get more. 

To accommodate this service style, we ask for your cooperation in the following manner:

Hoppers

Hoppers are campers that will help setup and clear the tables for meals.  About 15 minutes prior to a meal, send the Hoppers to the dining area.  There they will receive instructions on setting the table and preparing for the meal.  During the meal, if a person empties a serving plate they should be the one to take it to get refills.  This is the only person that should go to the food counter during a meal.  This will ensure that there is less congestion in the dining area.  After the meal, each table hopper will help clear and clean the table, stack the chairs next to the table, and sweep the floor.

How many people can sit at a table?

There will be normally be 8 chairs set per table.  This is the maximum per table, and food will be served for tables of 8.

Kitchen Access
Only authorized staff members are allowed in the kitchen areas of camp.  If you have a need or concern, please see the one of the kitchen staff or the Food Services Manager.

Meal Host
The Summer Program Coordinator will be responsible for hosting your meal.  This person will provide instruction to the hoppers, and be the organizer of the meal. The Summer Program Coordinator will also be your contact person for any questions relating to food service during the meal.  Our goal is to provide the best meals and service possible.

Be sure to talk with this person if you have any concerns about the dining arrangements.  This will allow adjustments to be made, and will ensure that the remainder of your stay is comfortable.

Wednesday Picnic
At Lake Lucerne we have a cookout on Wednesday, and we will be serving this meal outside and picnic style at the main picnic shelter by the tennis courts at the regular 5:30 PM time. All groups from all camp areas will eat together for this meal regardless of your usual dining area. In the event of rain, the meal will be served in your usual dining area. 

At Pine Lake cookouts occur on Wednesday and most Saturdays, and we will be serving this meal outside at the beach picnic area at the regular 5:30 PM meal time.  All groups from all camp areas will eat together for this meal regardless of your usual dining area. In the event of rain, the meal will be served in Amphlett Hall.

Food Service Policies
There are a few items you need to be aware of in the Food Service Program.  

· Dietary concerns are growing among all ages of campers.  If you have a dietary concern we can provide you with a menu so you know where a camper may need to supplement meals.  Our summer menu is set in May and we have few options for changing menus once summer is started.  If you have menu concerns, you may contact our Food Service Manager at least 2 weeks ahead of your group’s arrival.  Vegans, Diabetics with major dietary restrictions, or others with major food allergies WILL NEED to bring and prepare their own supplements. 

· No food items (including soda) may be stored in the main kitchen refrigerators or freezers.  Refrigerators are available in easily accessible locations (Lake Lucerne - Dellwood, Ridgewood and the basement of Giese: Pine Lake – Oakwood, Rader and on the Amphlett porch) if special diets make it necessary to store food for campers.

· If there is a birthday in your group, please let us know.  We will have a special birthday treat available for the occasion if we have advance notice.

Food Quantity
We know that when campers get to camp they eat!  We don’t want anyone going hungry, seconds are available at all meals.  Because of health and safety guidelines anything that goes out to the table cannot be served again (outside of individually wrapped items).  If you do need seconds, please come to the window and let us know how much you need.  For example, if only three people want seconds, let us know so that we do not send out food that must then be thrown away.

Snacks
Snacks are available to BCRM sponsored events each evening during summer camp.  Extra charges apply to Non- BCRM groups requesting snacks.  Snacks will be set out for your group before 8:30pm.  After your snack, please return all extra food to its original location.  We would also ask that you clean up, disposing of garbage, wiping tables where necessary, and sweeping floors. Please return all kitchen items (such as serving utensils, containers etc.) to the area where your food was delivered.  If you have a special snack request we will be happy to accommodate you as possible. Please make this notation on the Schedule Coordination Form.

Where can you find snacks
The snacks will be in the following area:

At Lake Lucerne

Ridgewood – snacks will be on the counter of the Retreat Center.  Drinks will be in the cooler that is on the counter.  If Ice Cream is the snack, it will be in the freezer in the kitchen.

Dellwood - snacks will be on the counter of the Dellwood Lodge Dining Room.  Drinks will be in the cooler that is on the counter.  If Ice Cream is the snack, it will be in the freezer in the kitchen.

Hillcrest - snacks will be on the counter of Dining Unit 1.  Drinks will be in the cooler that is on the counter.  If Ice Cream is the snack, it will be delivered at your scheduled snack time.

At Pine Lake
Retreat Center – snacks will be on the counter of Oakwood.  Drinks will be in a cooler that is on the counter.  If Ice Cream is the snack it will be in the freezer in the kitchen.

Ash, Birch, Dogwood - snacks will be in the back hall of Amphlett.  Drinks will be in a cooler.  If Ice Cream is the snack it will be in the freezer, on the porch.
Dishwashing Procedure

SF-28

All dishes either need to be washed in the commercial dishwashing units (At  Lake Lucerne in the Ridgewood Retreat Center or Dellwood Lodge Kitchens. At Pine Lake in Oakwood) or hand washed using a three-step process.  The hand washing procedure must consist of:

1. Wash with soap and water (110o)

2. Rinse in clear water (110o)

3. Sanitize in a bleach water solution using provided test strips to determine the appropriate level of bleach (<110o)

4. All dishes and utensils must be Air Dried (no dish towels)

Transportation Policy

In order to ensure the safety of staff and campers the following policies and procedures are to be followed when transporting campers:

Our Camps do not provide transportation for campers except in the case of an emergency medical situation or an emergency evacuation for fire, severe weather, or natural disaster.  Arrangements can be made for transportation for off-site special events and will usually involve a licensed provider of bus transportation.  These arrangements will be made between the specific Event Director and the Program Director before the event at camp begins.
Designated Lake Lucerne Camp Vehicles

2000 Gray Chevy Pick-up 4X4

2006 Green Dodge Caravan

Golf Cart I – Gas cart
Golf Cart II – Electric cart
Massie Ferguson Tractor

Designated Pine Lake Camp Vehicles

2000 Tan Chevy Pick-up 4X4

1996 White Chevy Pick up

2002 White Dodge Caravan

Golf Cart 1 & 2 – 4 passengers

Golf Cart – 2 passenger – Maintenance staff only

Massie Ferguson Tractor

Designated vehicles may be driven off –site by trained staff members who are over 25 years of age, the health coordinator or, if under 25, by permission only.

Emergency Transportation from camp
TR-1

The following policies apply to BCRM events and Guest Groups using the Camp Health Coordinator for summer events. (NOTE: If your youth group is visiting camp outside the summer season, your youth group must be accompanied by a designated health person, certified in first aid and CPR, to administer medications and handle emergencies.)
There must be an emergency vehicle designated while campers are in camp.  At both sites the Dodge Caravans are designated as the emergency vehicle during the summer season.  Emergency use takes priority over all other use.  Fuel level must be maintained at ½ tank or more at all times. 

If it is necessary to transport a camper to the hospital, the following procedures will be followed:

The Health Coordinator will notify the Camps Administrator/Camp Manager/Program Director or designee.

The Health Coordinator will notify the parents or guardian that the camper is being transported. (Unless life-threatening situation, then attend to the camper and designate someone to contact , Camps Administrator/Camp Manager/Program Director who will then call the parents/guardian 

The Health Coordinator will notify the appropriate facility that a camper is being brought to the facility.

The Health Coordinator will have in his/her possession the camper’s health form and insurance information (copy of insurance card, front and back is best) as well as phone numbers where parents can be reached to stay in contact for the duration of the emergency.  This information will be transported with the camper.

Two staff members, or a staff member and a volunteer counselor, must accompany the camper to the hospital. 

The designated person transporting is responsible for communication to the camp and to the parents on the camper’s condition.

Visitor and Staff Parking
TR-2

Please help us control traffic by parking in the following areas:  Parking is not allowed in certain areas as dictated by safety and fire codes.

At Lake Lucerne

Ridgewood – Please park in the parking lot by the Ridgewood Retreat Center.  Parking is not allowed next to your building or behind the Ridgewood Retreat Center by the basketball hoop. 

All other parking will be to the West of the picnic shelter in the designated grass lot parking area.   Additional parking for summer staff is available in the parking area by the maintenance building.  All authorized vehicles of volunteers, staff, and visitors staying in camp must have a parking pass displayed on the front driver side dash (exception:  during camper drop off/pick up times).  

At Pine Lake

Please help us control traffic by parking in the main parking lot located in front of the office and nature center building or by the Rader Retreat Center if staying in that building.
Upon arriving, volunteers, staff, and visitors may park near the appropriate building for a short amount of time in order to facilitate unloading.  Vehicles should be moved to the parking lot as soon as possible.
Loading/Unloading Vehicles
TR-3

We would ask that you work with parents during registration in the safety of loading and unloading their camper’s items.  
At Lake Lucerne all registration and check out times will occur at the Picnic Shelter or Ridgewood Retreat Center.   Hillcrest leaders please make arrangements with the Summer Program Coordinator to have camper’s luggage collected and transported to Hillcrest. Parents may transport luggage to their camper’s cabins when prior arrangements have been made with the Summer Program Coordinator for Ridgewood and Dellwood camps.

At Pine Lake All registration and check out times will occur in front of the office.  Campers and their parents will complete the registration process together.  They will need to check in with both the event staff of their specific camp as well as the Pine Lake Health Officer.  Parents may transport luggage to their camper’s cabins 
At both sites during registration, a counselor- as they are available - should be stationed at each cabin.  After luggage has been dropped at the cabin, parents may say their “goodbyes” and leave campers with designated counselor in the registration area.  Counselors will organize ice breaker and “get to know you games”.
Use of Golf Carts
Golf carts are to be used only by the Health Coordinator, Camps Administrator/Camp Manager/Program Director or other trained personnel.  Golf carts are for staff use only. Staff must receive training in proper use of the vehicle. No campers are allowed on the golf cart with the exception of sick campers or those with a medical need riding with the Health Coordinator or designated staff. Staff use of golf carts for daily transportation is a privilege. Please be considerate of those who are walking.  Golf cart priority will be given to those staff transporting materials for programs.  Passenger number may not exceed the number of seats available on the cart (no riding in the back or triple in a 2 seat cart!).  Golf cart drivers must receive training prior to use.  ONLY trained staff will use golf carts and only the Camps Administrator/Camp Manager/Program Director or designee will train drivers.
Use of Tractor
TR-4

The tractor is to be used only by the Maintenance Manager, Maintenance Assistant, Camps Administrator, Camp Manager or designees.  Permission for other use must be granted by the Camps Administrator and  then only after the Maintenance Manager has properly trained the person in the operation of the vehicle.  Training will include instruction in the mechanical operation of the tractor as well as the safe operation of the vehicle.  ABSOLUTELY NO PASSENGERS ARE ALLOWED ON THE TRACTOR! 
Use of Dodge Caravan  

The vans are to be used in importance as follows:  emergency vehicle, kitchen staff for transportation of food, and purchasing food items in town.  Other arrangement for use of the van must be made through the Camps Administrator/Camp Manager, or Program Director.
Use of Camp Trucks
The trucks will be used for maintenance purposes only by the Maintenance Manager and/or the Maintenance Assistant.  Other arrangement for the use of the truck must be made through the Camps Administrator/ Camp Manager, or Maintenance Manager. 

Driving On site
TR-4, TR-9, TR-16, TR-17, TR 18 
Designated drivers must be 18 years of age, have a valid driver’s license for the type of vehicle they are driving and have a clean driving record as verified by the Wisconsin DMV annually for year round staff and seasonally within 4 months for summer staff.

All drivers must be trained and have had verification of driving skills checked by the Camps Administrator or designee.

SPEED LIMIT IS 10 MILES PER HOUR in camp
Vehicles are to carry only the number of passengers that are recommended by the manufacturer, and available seat belts.
Seat Belts are to be worn at all times
No passengers are allowed in the bed of a pick-up truck.

All supplies and building materials that are hauled in a truck are to be properly secured.  Vehicles are not to be overloaded.

Driving Off-Site
TR-9, TR-10, TR-11, TR-12, TR-17

Staff members who are over 25 years of age and the Health Coordinator may drive designated vehicles off-site; if less than 25 years of age, permission of the Camps Administrator or Camp Manager must be obtained.  All On – Site requirements above apply to driving camp vehicles off site or when transporting campers in personal or camp vehicles.  
If a personal vehicle is used for off-site transportation, the vehicle owner must sign the Permission to Use Personal Vehicle (TR-12) waiver found in the appendix of this manual.

Camp vehicles are to be used for camp business only.  

Prior to departure all campers must receive orientation to safety procedures for traveling, including the following information TR-9:

· Seat Belts must be worn at all times when the vehicle is moving

· Evacuation procedures TR 10 - In the event of an emergency (accident or breakdown) unless remaining in the vehicle will cause additional danger, all campers shall remain in their vehicle until suitable alternative transportation can be arranged
· Voices will remain at a reasonable level so that the driver is not distracted 
· All passengers must remain seated while vehicle is moving.
First- aid kit and emergency equipment must be in the vehicle at all times.

Emergency equipment in the vehicle shall include:

· Fire extinguisher

· Reflector unit

· 3 ring binder with emergency information

Drivers will follow all state of Wisconsin traffic laws when driving on or off site.

Arranging Transportation for Off-Site Activities
Designated camp emergency vehicles will not be used to transport campers for off-site activities while other campers remain in camp.  If a camp event wants to go to an off-site activity, arrangements for transportation must be made with the Program Director.  Camp currently will make arrangements to lease buses and drivers from Mascoutin Transportation in Berlin, WI and Lamers bus lines in Wisconsin Rapids. Transportation charges will be paid by the group reserving travel.
If private vehicles are used, Camp will need written permission from the owners of the vehicles for their use (see Permission to use personnel vehicle form in appendix).
Off-Site Travel with Campers
TR-5, TR-9

Ratios shall remain at 1:5, maximum, with the addition of a designated driver.  It is the responsibility of the trip supervisor to ensure that seat belts are on, emergency equipment is in the vehicle, copies of health forms (Original health forms will remain at camp in event of an emergency.)  and permission to treat forms are with the group, and campers receive a safety orientation prior to departing.  

When traveling with a convoy, the following procedures will ensure the group stays together and ensures safety.

· Travel with your headlights on

· Everyone must stay together; Drivers are responsible for the vehicle directly behind them.  If a driver loses sight of the vehicle behind them, they will pull to the side of the road until contact is made with the driver of that vehicle.

· Each vehicle must have a walkie-talkie or some form of communication

· Driving instructions to the destination should be in each vehicle with contact phone numbers when applicable

· A driver should never answer a cell phone or walkie-talkie while driving. 

Vehicle Accident Procedures
TR-7

In the event of an accident, the three ring binders located in camp vehicles or in rented vehicles, will have the following information and instruction.   It is important that all staff work together to accomplish the following tasks:

· Provide and /or secure care for the injured; evaluate the situation and provide care while maintaining their safety from traffic.  

· Supervise the uninjured: this includes maintaining their safety from potential hazards as well as keeping them busy.  See the 3 ring binder for ideas.

· Contact Police and other emergency personnel as needed

· Contact the Camps Administrator/Camp Manager ASAP. Speak only to the Camps Administrator/Camp Manager and authorities concerning the facts of the accident.

· Working with the authorities, collect information about the accident, any other drivers that may have been involved, and witnesses to the accident.  Document their driver’s license numbers, insurance information, date, time and place of the accident, and phone numbers.  Also get a copy of the police report mailed to camp if the authorities were involved.

· With any crisis situation, refer to the section about the Spokesperson.  Basically this calls for you to relay only the facts and not opinions to officials, and to not speak to any media source. Refer all media to the Camps Administrator or Camp Manager.
Emergency Vehicle Safety Checks:
TR-15A 

Each time a vehicle is used to transport campers the vehicle’s tires must be checked for proper inflation and wear. 

TR-15B
The following safety checks should be performed on the emergency vehicle on the 1st and 15th of each month by the Maintenance Manager.

· lights

· tires for proper inflation and wear

· windshield wipers and wiper conditions

· emergency flashers

· horn

· breaks

· mirrors

· fluid levels
Bus/Van Supervisor
TR-8
When a vehicle larger than 15 passengers is used for a trip out of camp, a camp staff person shall be designated as the Bus/Van Supervisor (“Bus Wrangler”).  This person will be trained in safety responsibilities and group management.
Health and First Aid Services

Health Coordinator and Health Center
HW-1 HW-3 HW-16 HW-18

Health Coordinator

Health and Safety are two important items of concern for us.  We have a Health Coordinator on staff each summer.  NOTE: If your youth group is visiting camp outside the summer season, your youth group must be accompanied by a designated health person, certified in first aid and CPR, to administer medications and handle emergencies.
The Health Coordinator will provide the following services
· Perform minor first aid as prescribed in the standing orders

· Standing orders are reviewed annually by a licensed physician

· Contact parents as needed to review a camper’s medical situation

· Maintain the Health Center and ensure it is stocked with the appropriate supplies

· Be in daily consultation with either a Licensed Physician or Registered Nurse

· Respond to medical emergencies, and call for local EMS as required

· Perform a basic health screening at registration which will include
 HW-8

· Review of health history

· Collection of medications

· Check for observable evidence of illness, injury or communicable disease

· Verify and update health history

· Provide parents with information on how they will be reached in the event of an emergency

· Collect and compile health forms not received in advance

· Provide specific information to counselors and kitchen staff regarding any special needs a camper may have

· Administer medications during the camper’s stay 

· Monitor the over-all sanitation of the camp

· Record all medical administration in the camper or staff Medical Log Books

· 2 years of health forms are kept in the office. Prior years’ forms are stored in a locked closet in Dellwood Lodge at Lake Lucerne and secured in the attic at Pine Lake.

The Health Coordinator will not perform any of the following functions:    
· Diagnose any illness not described in the standing orders.

· Prescribe or administer any medication, not authorized by the parent or guardian.

· Provide long term, residential care. 
Guest Groups - Outside the Summer Camping Season 
HW-23, HW-25 
If you visit us outside the summer camping season, you are required to provide a designated health coordinator for your youth group, who has been trained by a nationally recognized provider, in first aid and CPR, to administer medications and handle emergencies.  Any youth under the age of 18 with your group are required to have a “health form” for each person that includes their name and address, emergency contacts, known allergies, health conditions, restrictions or other accommodations as well as signed permission to treat, which will be held by your health coordinator.  A First Responder is on our site staff year-round.
Health Center
A” Health Center” is located on each site.  This area is designated for campers who need special medical attention, observation or temporary separation from other campers.   The Health Center is equipped with: running water, toilet facilities; refrigerator with locked medical storage, locked medical storage for non-refrigerated medicines; and beds in quiet, private quarters.  Whenever occupied, the Health Center is supervised by Health Coordinator or other staff member following the Health Coordinator’s directions.  

At Lake Lucerne the Health Center is located on the “Private Road” between the Sherman Administration Building and the Garage/Shop during the summer months.

At Pine Lake the Health Center is located in White Oak Cabin during summer months.

Health History
HW-2

A Health Form is required for all participants (including staff) in summer events sponsored by the Board of Camp & Retreat Ministries (BCRM).  This form must be completed and returned to the camp 2 weeks prior to your event.  The physician’s portion of the form must be reviewed and signed by a physician or nurse every 2 years.   The rest of the form must be completed by the parent each year.  These forms need to be sent to camp at least 2 weeks prior to the event.  This will help us significantly reduce the time spent in registration, as the Health Coordinator will have had the time to review the health forms.  
HW-25

Those guest youth groups visiting outside the summer season should complete health forms for all their campers and give them to the designated health coordinator you bring along on your visit.  If your event is not sponsored by the BCRM you may use our health form or one of your own, but it should have at least the following information on it:
· Name and address of participant

· Emergency contact names and numbers for each participant

· Known allergies or health conditions requiring treatment, restriction or other accommodations while on site

· For minors without a parent on site, signed permission to seek emergency treatment

Health Screening 

HW-8, HW-9, HW-10

Upon arrival at camp, all campers as well as camp staff, are subject to a health screening, as specified by written instructions of a licensed physician, and to be conducted either by the Health Coordinator or another designated adult.

This screening includes written documentation in the form of check marks verifying that information on the health form has been confirmed as correct, as well as notations regarding any changes.  Any significant findings during the screening process (such as observable evidence of illness, injury or communicable disease) are documented in more detail, signed and dated by screening personnel, and the attached to the health form.

This is followed by appropriate staff advisement of specific needs, allergies, dietary or activity restrictions.  In addition, parents and health professionals may be contacted for further information or support services, as needed.

Management of Medicines, Health Care Equipment and Supplies
HW-3A &B, HW-8, HW-10, HW-12, HW-19, HW-20, HW-24

First Aid Packs

The Health Coordinator can provide you and your staff with a number of first aid “fanny packs” with basic first aid supplies. Please be aware of the following:
If any of your staff choose to carry first aid kits - Any treatment, including Band-Aid’s, must be recorded on the notepaper, including camper’s name, date, location, what happened, what treatment was given, and who performed the treatment.  This information should then be passed on to the Health Coordinator so that a note can be made in the permanent health log.
Always use protective gloves when dealing with a situation in which you may come in contact with any potentially infectious body fluids.
Medications

All medications will be stored in a locked cabinet or refrigerator in the Health Center.  If adult staff, who are not in sleeping quarters with campers wish to keep their own medications (including those sold without a prescription) they MUST be stored in a locked box campers have no access to.  See Health Coordinator for locking storage box if needed.
Medications beyond basic supplies will not be included in first aid kits.  This is to ensure that campers do not take something they should not, and to allow the Health Coordinator to check the health form and look for allergic reactions.

The philosophy of our camp for the management of diabetes is:  We welcome campers and staff members with diabetes.  Individuals requiring insulin injection treatment for diabetes must be able to self-administer both glucose testing and daily injections. Special dietary supplements, outside the planned summer camp menu, may need to be provided by the camper.
First Aid Kits

Each “area” of camp will have a small first aid kit.  It will include:
· Gloves

· Band-Aids
· Alcohol pads

· A pen and notepaper

Please do not add any additional items to the first aid kits.  They are maintained in such a way as to not provide medications that might inadvertently cause harm to someone (i.e. allergic reactions to medications etc.)
Universal Precautions for Body Substance Isolation
As part of an overall exposure control plan, mandated by the OSHA Blood Borne Pathogens Standard, "universal precautions" are part of infection-control practices. They are specific guidelines which must be followed to provide every person protection from diseases which are carried in the blood. Since blood can carry all types of infectious diseases, even when a person does not look or feel ill, knowledge of universal precautions is essential for anyone who might come into contact with blood or other body fluids.

The following are guidelines, recommended by the Centers for Disease Control, to prevent cross- contamination from blood borne pathogens:

1. All health-care providers should use appropriate barrier precautions to prevent skin and mucous-membrane exposure when contact with blood or body fluid of any person is anticipated. Personal protective equipment such as latex or vinyl disposable gloves should be readily available in health-care, housekeeping and maintenance areas, in all first-aid kits, and in vehicles.

2. Any person giving first aid should always wear latex or vinyl disposable gloves if blood is visible on the skin, inside the mouth, or if there is an open cut on the victim. Gloves should be changed after contact with each person.

3. Gloves should always be worn when handling items or surfaces soiled with blood or bloody fluids. Such areas (floor, counter, etc.) should be flooded with bleach solution (1 part bleach to 10 parts water), alcohol, or a dry sanitary absorbent agent. However, routine cleaning practices are all that are needed if blood is not visible or likely to be present.  With regard to the requirement to wear gloves, these items should always be worn when cleaning up blood from a counter after a cut finger, but gloves do not usually need to be worn to handle urine-soaked bedding, unless blood is obvious.  Disposable towels and tissues or other contaminated materials should be disposed of in a Ziploc bag.  Biohazard bags (“red bags supplied by camp”) are to be used for dressings or other materials used to soak up blood or other infectious waste.

4. Remove gloves properly – pulling inside out.  Place gloves in bag with waste.  Hands and other skin surfaces should be washed with soap and water immediately and thoroughly if contaminated with blood or other body fluids.

5. Masks, protective eye wear, gowns or aprons should be worn during procedures that are likely to generate droplets or splashes of blood or other body fluids.

6. Needles should NOT be recapped, purposely bent or broken by hand, removed from disposable syringes, or otherwise manipulated by hand. After use, disposable syringes and needles, scalpel blades and other sharp items should be placed in puncture-resistant “sharps” containers for disposal.

7. Mouthpieces, resuscitation bags, or other ventilation devices should be available for use in areas in which the need for resuscitation is predictable.

8. Health-care workers who have draining lesions or weeping dermatitis should refrain from all direct care and from handling equipment until the condition resolves.

All procedures should be specific to the staff and clientele served. All persons who might come into contact with blood or other body fluids must be trained to follow appropriate procedures.
Staff Responsibilities for Camper Health Care

HW-13 & 24
· Staff shall assist the Health Coordinator as needed in medical and emergency situations (as lookouts for EMS, crowd control, support for campers, etc.). 

· Health Coordinator will train staff in avoiding and dealing with illness and injuries such as fatigue, dehydration, sunburn, homesickness, minor scrapes and bug bites

· Please call Health Coordinator when any injury occurs (even a tick bite or scrape involving blood)

· Heath Coordinator shall identify, during staff training, those medical situations that should be attended to only by certified health personnel

· If staff distribute band aids or ice packs this information must be noted in writing and a note given to the Health Coordinator for documentation in the permanent health log.

· In situation involving the possible presence of infectious waste, blood or other bodily fluids – gloves must be worn.  Only those trained in proper handling of infectious waste should assist the Health Coordinator in these situations.
Basic Site Operations

Visitors or Intruders?
OM-6

There may be times during your stay at camp that other people, who are not guests, trespass on or visit the grounds knowingly or unknowingly.  If you suspect someone is not a guest, take the following actions.

1. Always approach a person in a public place. Never approach a stranger alone.  Always take another person with you. If no one is available to go with you, contact the Camps Administrator/Camp Manager or designee.

2. Introduce yourself and your position.  Ask the person who they are and why they are there:

a. Are you with a group camping here or visiting a camper?

b. Are you from the area?

3. If it is a local person, explain that they must check into the office, have permission and obtain a visitor pass before using any of the grounds or equipment.  If there are campers in the area, escort intruder/visitor to the office immediately, or ask them to leave the grounds until a future time.

4. Permission for a visitor’s pass must be obtained, in their order of availability from Camps Administrator/Camps Manager, Program Director, Maintenance Manager(Lake Lucerne)/Camp Assistant(Pine Lake), Administrative Assistant(Lake Lucerne), Designated person “in charge” if these individuals are not on site.  

5. Always report contact with an intruder to the Camps Administrator/Camps Manager/Program Director IMMEDIATELY, regardless of outcome.

6. If the person(s) appear hostile, or become so after your questions, take all campers, leave the area and report the incident to the Camps Administrator/Camp Manager immediately.

7. The Camps Administrator/Camp Manager will evaluate whether the situation is approachable, or whether the situation warrants assistance from the police.
For your Safety at Camp
OM-8

General safety at Camp
· Walk unless running is part of an organized activity

· Closed-toe shoes are recommended, but not required in all areas of camp

· Closed-toe shoes are required for some activities such as Mountain Biking, Horses, Low Ropes, and Hiking
· Campers should remain with their counselors at all times (gotta keep the counselors safe!)

· When arriving at a location make sure all the campers (and the counselor) have arrived together and safely

· Cabins are private space.  Please respect that space by not entering another cabin 

· Offer random acts of kindness instead of pranks

· Scary and “Ghost” stories have NO place at camp!  Please refrain from telling scary stories that may add to the anxiety of some campers.  
· Water balloons, super soakers and other water toys are a great idea as part of an organized activity, and are only to be used in designated activity fields.  Remember… please help us protect the environment, wildlife, and other children by picking up ALL the broken water balloon pieces. 

· Water balloon launchers are not permitted (sorry ()

· The plant life at camp is beautiful and sometimes dangerous, be cautious of the berry bushes with thorns and remember… “Leaves of three, let it be”.  Please enjoy plants and flowers without picking them.

The Five No’s
OM-11

There are four items that are not acceptable anywhere on the grounds.  They are:

· Firearms

· Fireworks

· Alcohol

· Illegal drugs

· Smoking (allowed only in designated areas - see Camps Administrator/Camp Manager)

Emergency Procedures
OM-7

In the event of an emergency use the following policies as a guide to assist you in providing appropriate care for those who may need that attention.  If you have questions about any of these, please contact the Camps Administrator/Camp Manager.

Lake Lucerne Emergency phone numbers
The following is a list of Emergency Phone Numbers.  You will find this list by all of the phones in camp.

When reporting an emergency, be certain to give the exact location of Lake Lucerne.  “Go to County Road YY where it intersects with Hwy 73. Lake Lucerne is ½ mile east on County Road YY on the left.  Town of Marion, Fire# W6460”

For all Emergencies please dial 911

For Non-emergencies dial:

Fire Department
920-787-3321
Sheriff (Waushara County)
920-787-3321

Ambulance
920-787-3321

Aurora Health Care – Wautoma
920-787-0370

Berlin Hospital
920-361-1313

Poison Control Center
800-822-1222

Propane Gas Emergency (Ferrell gas)
920-295-3031

Towing & Emergency Vehicle Service

Don’s Auto Sales (AAA Approved)
902-787-4111

Dave’s Locksmith shop
920-293-4104

In the event of an emergency call the camp office 920-293-4488.

If there is no one available in the office call Chip Hutler, Camps Administrator, cell 920-765-1130 or home 920-293-4500.
Hospital Directions
Directions to the Berlin Memorial Hospital will be located on the back of the emergency phone numbers sheet, next to each of the phones, and listed below.  Youth Leaders Remember to let the Health Coordinator and Camps Administrator know before a camper is transported to the hospital (Parents or family groups please let us know at your convenience when you have transported anyone to the hospital). 

Following are the directions to Berlin Memorial Hospital, located about 20-25 minutes away in Berlin, WI.

Depart through Main Camp Entrance

Turn LEFT (East) onto County Road YY
0.9 miles

Turn Left (North) onto 22nd Ave
2.5 miles

Turn RIGHT (East) onto State Route 21
10.7 miles

Turn RIGHT (Southeast) onto State Route 49
3.5 miles

Turn LEFT (East) onto County Road X
0.5 miles

Turn RIGHT (South) onto County Road XX
1.0 miles

Road name changes to N Wisconsin St
0.4 miles

Turn LEFT (East) onto Memorial Dr
0.2 Miles

Pine Lake Emergency phone numbers
The following is a list of Emergency Phone Numbers.  You will find this list by all of the phones in camp.

When reporting an emergency, be certain to give the exact location of Pine Lake.  “Off County Road M.  Town of Springfield Fire# W8301 County Road M”

For all Emergencies please dial 911

For Non-emergencies dial:

Sheriff (Marquette County)
608-297-2115

Adams County Memorial Hospital
608-339-3331

Divine Savior Hospital – Portage
608-742-4131

Propane Gas Emergency (Kerschner’s)
800-729-2570 
After hours
715-228-2881

Electric Outage- Pioneer Power
608-296-2149

Poison Control Center
800-815-8855

DNR (Montello)
608-297-2226

Towing & Emergency Vehicle Service

Becker Auto Center 
608-296-2990

Advantage Lock & Key
608-742-7272

In the event of an emergency call the camp office 608-296-2720. If there is no one available in the office call Nick Coenen, Camp Manager, cell 920-765-0183 or home 608-296-2007.

Hospital Directions
Directions to local Hospitals are located on the back of the emergency phone numbers sheet, next to each of the phones, and listed below.  Youth Leaders Remember to let the Health Coordinator and Camp Manager know before a camper is transported to the hospital (Parents or family groups please let us know at your convenience when you have transported anyone to the hospital). 

Following are the directions to:

Portage Divine Savior Hospital, 128 Eastridge Rd, Portage about 25-30 minutes   608-742-4131
Depart through Main Camp Entrance
Turn RIGHT (east) onto County Road M
7 miles

Turn RIGHT (south) onto County Road CH
1 miles
Turn LEFT (east) onto Pioneer Parkway
0.7 miles

Turn LEFT (east) onto County Road E
0.1 miles

Turn RIGHT (south) onto I39 South to Portage
21.2 miles
Exit LEFT at #92 for US-51 (1st Portage Exit) onto New Pinery Rd
0.4 miles
Turn LEFT onto Eastridge Road into Hospital
371 feet
Adams County Moundview Memorial Hospital, 402 W Lake St, Friendship about XXX minutes 402 West Lake Street, Friendship 608-339-3331

Depart through Main Camp Entrance

Turn LEFT (west) onto County Road M
13 miles

Turn RIGHT (north) onto Hwy 13
2.5 miles

Turn LEFT (west) onto W Lake Street
1.5 miles

Turn RIGHT (north) into Hospital 
0.3 miles

Plan for In-Camp Emergencies

During the spring of each year, a letter is written to all township emergency personnel (fire, rescue, and police) informing them of continued camp activities for the year (Lake Lucerne - Waushara County, Marion Township. Pine Lake - Marquette County, Springfield Township).  They may also be invited to camp to tour the grounds and become familiar with all associated program areas and how to get to them.

In the event that an emergency at camp, the following procedures should be followed:

1. In cases of excessive blood, open broken bones, unconsciousness, head trauma, or drowning 911 should be called immediately.  Then Notify the Camps Administrator/Camp Manager and the Health Coordinator IMMEDIATELY and report the incident.  Give specific details. 

2. If not already present, the Health Coordinator will be dispatched to the location of the emergency to lend medical assistance.

3. The Camp Administrator/Camp Manager, or his designee, will gather all available staff members (those not necessary supervising the remaining campers) and assign them to strategic locations of the camp property to direct emergency personnel upon arrival.  They shall be stationed in the following locations until dismissed or relieved of their assignment.

Lake Lucerne and Pine Lake Main Camp:

-Main Camp entrance

-Main road by office 

-Various places along the path to the emergency

Pine Lake - Wildwood:

-Main Camp entrance

-The entrance to Wildwood
-Various places along the path to the emergency

4. Counselors responsible for supervising uninjured campers will remove campers from the scene to a designated area of camp (usually Chapel at Lake Lucerne or dining halls).

Once all emergency personnel have arrived on site, some staff should remain available to help in whatever capacity may be required.  Following the emergency, an accident report form must be completed and filed with the Camps Administrator/Camp Manager and staff debriefing will take place at the earliest convenient time designated by Camps Administrator/Camp Manager or Program Director.

Emergency Spokesperson
In the event that a situation occurs that attracts the media’s attention and reporters come to the camp, please follow these steps:

1. Gates will be closed (or drive blocked with a saw horse). Only emergency vehicles are allowed to pass and a staff person will be posted at each gate.

2. Do not give any information concerning the situation to anyone other than the Camps Administrator/Camp Manager.

3. All individuals inquiring about the situation will be directed to the local United Methodist Church where a prepared statement will be read by a camping representative at an appropriate time.

4. Cooperate with the Camps Administrator/Camp Manager and authorities if an investigation into the situation occurs.
Injuries and Accidents (non-vehicle)
In the event of an accident involving a camp vehicle refer to the transportation section.  For all accidents these procedures must be followed:

· Remain calm (pray).

· Assess if there are any injuries to campers.

· Assess if there is any on-going danger (i.e. traffic, unstable scene or structures, ).

· Secure the help of local EMS and police authorities to help stabilize the scene and document what has happened.

· Make sure that all uninjured campers remain together and do not stray from the scene.  If you are asked to move away from the scene, make sure to keep campers together at all times.

· At the earliest possible time, contact the Camps Administrator/Camp Manager.  Speak only to the Camps Administrator/Camp Manager concerning the facts of the accident.

· Working with the authorities, collect information about the accident, any other drivers that may have been involved, and witnesses to the accident.  Document their driver’s license numbers, insurance information, date, time and place of the accident, and phone numbers.  Also get a copy of the police report mailed to camp if the authorities were involved.

· With any crisis situation, refer to the section about the Spokesperson.  Basically this calls for you to relay only the facts and not opinions to officials, and to not speak to any media source but refer all media to the Camps Administrator/Camp Manager.

Severe Weather
In order to notify campers and staff of the threat of severe weather the following procedures are in place:

Weather radios at Lake Lucerne are located at the Sherman Administration Center, Health Center, Hillcrest Craft House, Milton Giese Dinning Hall and the Residence.  At Pine Lake the Camp Manager or designee will monitor weather as needed.  The camps have a two-way radio system, which will be used to notify staff of any impending threats.

Staff will be alerted to any thunderstorm or tornado watches/warnings and in turn will inform Event Directors and Counselors.

In the event of a severe thunderstorm or tornado warning, staff will notify event staff by two way radio and telephone that the warning is in effect and that everyone should be moved to shelter immediately. 
Lake Lucerne Shelter areas are:

· For Dellwood:  BASEMENT OF THE DELLWOOD LODGE

· For Soccer Field/Picnic Shelter area: WASHHOUSE BATHROOMS (near main office)

· For Hillcrest:  INSIDE THE SHOWER HOUSE AGAINST THE INSIDE WALL

· For Ridgewood:  BASEMENT FURNACE ROOM, HALLWAY AND RESTROOMS OF THE MILTON GIESE DINING HALL

· For Giese Dining Hall:  BASEMENT FURNACE ROOM, HALLWAY AND RESTROOMS OF THE MILTON GIESE DINING HALL

Pine Lake procedures:


· Nature Center:  BASEMENT OF NATURE CENTER

· Retreat Center: BASEMENT OF RETREAT CENTER

· Pine Center: BASEMENT OF PINE CENTER
· Amphlett Hall:  BASEMENT STORAGE AREA
· Cabin Areas:
· stay in cabins or move to Amphlett Hall if time
· move away from windows

· move into bathrooms or inner hallways of buildings

Staff will assist in any way to help move campers to their shelter area.  Do not move campers during heavy electrical storms or extreme winds.  Remain calm where you are, if it is unsafe to move campers.  Everyone is to remain in a shelter area until the Camps Administrator/Camp Manager or designee gives the all clear.

Fire
In the event of fire follow the RACE procedure:

· R – Rescue:  provide immediate aid for anyone who may be on fire by having them “stop, drop and roll” or covering with a rug or blanket.

· A - Alert:  Dial 911 to alert the fire department and notify the Camps Administrator/Camp Manager.

· C – Contain: If you are confident of your own safety- contain the fire by using an appropriate extinguisher or closing doors & windows to help contain the fire.

· E - Evacuate:  evacuate cabins or buildings through appropriate emergency exits.  Move campers to a safe location (at least one hundred yards from the fire) and account for all campers.  Wait for instructions from the fire department or the Camps Administrator/Camp Manager.  In the event of a forest fire, camp staff will help evacuate campers to a safe site using camp vehicles.

Lost Child

OM-14

In the event a Camper appears to be missing, the following procedures shall be followed. The following search plan shall be implemented immediately and continue for 15 minutes.  If the camper is not found in 15 minutes, Camps Administrator/Camp Manager will notify EMS while staff continues to carry out these actions. 

1. The counselor or staff member suspecting that a camper is missing should make a thorough, but quick check of the immediate area such as cabin, restroom, etc.  Ask bunkmates or small group members if they have seen the camper, if they know where they may have gone, and when the camper was last seen.  It is best NOT to panic and alarm other campers or guests.
2. Immediately contact your Event Director AND the Camps Administrator/Camp Manager.
3. Event Director or Camps Administrator/Camp Manager will have counselors find all members of their respective cabin groups and have them report to a designated area (front of office ) – Check to see if camper has turned up with these groups.
4. Camps Administrator/Camp Manager or designee will organize the available staff and volunteer staff to begin a search in this order.
a. Search in staff pairs or cabin groups. 

b. Make sure each group has a cell phone or two way radio.

c. All radios should be turned to channel 1 and kept on throughout the search .
d. Waterfront staff will go immediately to the swimming beach area and search that immediate area, including conducting a “lost swimmers” search.  At Lake Lucerne walk the beach trail to the beach.

e. Ask campers again if the missing individual said they were going to a specific place (i.e. the bathroom, cabin, store, office).
f. Determine where the camper was last seen and begin search there even if the area has received a “quick search” already.
g. Send groups to check restrooms, cabin, or other common areas where the camper may be located.
h. One staff member (usually maintenance), using the camp pickup truck, will drive the perimeter roads of camp.  Then drive the interior roads in camp including the rustic roads.  Repeat perimeter and in camp driving search at least twice.  Then report to the office for further instructions.

i. Searchers should report back to the office “command post” after their designated search.
5. If the child is not found within ½ hour the County Sheriff’s Department will be notified.

6. If the child is not found within same ½ hour from beginning search the Camps Administrator/Camp Manager will notify the parents of the child and explain what has happened and what is being done.

7. Following this call the Camps Administrator/Camp Manager will contact the “sister site” and inform them of the situation.  Further staff may be enlisted from this site to continue the search.

Cleaning of Grounds and Cabins
As visitors at camp, we need to be good stewards of what God has entrusted to our care.  This includes refraining from vandalizing the cabins and littering (including signing your name on bunk and rafter boards).  We would also ask your help in keeping camp clean by helping us with the following items.  The Camps Administrator/Camp Manager reserves the right to conduct inspections of the cabins throughout the week.  These inspections will be done in conjunction with the Event Director and Counselors.  At the beginning of your week you will be given a Cabin Check-in (see appendix) – please complete this form and return it at breakfast during your first day.

DAILY
· Sweep out your cabins, making sure to sweep under the beds as well.  Place all trash/sweepings in the garbage can.  Do not sweep the trash out the door.

· Sweep restroom and shower facilities after main shower times.  Remember, many times there are several groups on site at the same time so you are not the only ones using these facilities.

· Check areas around cabin for litter and dispose of or recycle as appropriate. 

· Please keep all food out of the cabins.  Food will only attract critters.

Check Out

· Remove all signs and decorations that you have put up.  Chances are that the next group will do the same, so help out and provide them with a clean slate.

· Put all the beds back the way that you found them when you arrived.

· Make sure to check in and under all the beds/mattresses, storage areas, and clotheslines for items that might be left.  This will help us with our Lost & Found pile.

· Finally, check the area around your cabin and all other areas that you used.  Check for litter, clothing, and personal items.  Make sure to put all of these items in their proper place.

· The Camps Administrator/Camp Manager or designee may conduct a final inspection of each cabin prior to check out.  

By having the campers help out with the care of camp, it will instill in them ownership and pride, and will ensure that we will be able to provide a clean environment for future users.

Release of Campers 
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1.
Campers are to be released only to their parents or an authorized person as listed on their health form.


2.
Authorized persons are to be directed to the Event Director, Hillcrest Program Coordinator, Health Coordinator or designee to sign their camper out at the time of pickup.


3.
If custodial parent requests that a camper not be signed out to a non-custodial parent, such a request must be in writing.


4.
When a last-minute change occurs in who will be picking up a camper, the new instructions are to be verified with the Event Director/Camps Administrator/Camp Manager, or Program Director.

5.
No camper may leave camp at any time without prior authorization from the custodial parent and the Event Director, Program Director, Camps Administrator/Camp Manager.
6.  At any time, if a camper leaves camp the Attendance Log for the camp week must be filled out and signed by the person picking up the camper.  This log sheet is then faxed to the office ASAP. Attendance log can be found in the appendix.
Keeping in touch with Campers

Due to the Child Internet Privacy Act, we may no longer publish camper name, address, phone number and e-mail addresses.  (Campers may choose to share this information with one another, but staff cannot supply this information.) Please take care in all you communications with campers in and out of camp.  Remember when you are not in camp there are fewer checks and balances and it can become difficult to keep the relationship on a professional (counselor/camper) level.  Do not put yourself in a “one on one” situation with a camper.
Remember your online presence (Facebook, twitter, etc.) is available to campers who see you as a role model.  Your personal online presence reflects on you and the Camp. Be aware of your actions via photos, posts, or comments and the image they role model to campers. Please be very careful in your communications with campers after camp.  We strongly encourage you to maintain your Christian role model in all communications with campers – this could mean not “friending” them on social networking sites.
Should you contact your campers or camp families by email, please remember to use blind carbon copy so that you do not publish e-mail addresses.
Staff Qualifications and Expectations
Qualifications for Summer Staff
· Have, or be willing to explore, a personal relationship with Jesus Christ.  Dedicated to Christian faith exploration and open to the expressions of faith given by others at camps. 

· Willing to model actions and lifestyle acceptable by the United Methodist Church in agreement with the doctrinal standards of The United Methodist Discipline. 

· At least 18 years of age.

· Flexible and able to adapt to a variety of situations that develop during camp.

· Submit an application and 3 references, complete the interview process and pass a criminal background check. 

Expectations for Summer Staff
· Will make camp a Christian faith nurturing experience for campers and other staff.
· Attend available training as provided by the BCRM.

· Participate in the summer camp program to include daily activity schedule, worship opportunities, recreational opportunities, nature programming, crafts, and curriculum.

· Come to camp physically and mentally prepared to fulfill you duties as assigned in your job description.
· Follow Board of Camp and Retreat Ministries procedures for reporting suspected camper abuse and/or neglect to Camps Administrator/Camp Manager.
· Demonstrate Christian love and concern for others.

· Demonstrate emotional maturity and responsible decision-making.

Personal Qualities Expected of Counselors 
· A counselor is expected to express trust and appreciation for God, for the ability and experience level of the camper, and for each of the other counselors on the staff. 

· A counselor is expected to be a responsible person willing to accept responsibility for leadership during camp.

· A counselor is expected to exemplify commitment to the task.  Camp is not a vacation.  Counselors should anticipate a rigorous schedule during each week of camp. 

· A counselor is expected to maintain a sense of love and concern for each camper and staff person.

· A counselor is expected to be with campers completely.  That is, each counselor is asked to give himself/herself wholeheartedly to the rigorous schedule and to be a participant in activities as assigned. 

· A counselor is expected to participate in staff leadership sessions as scheduled.

· A counselor is expected to be flexible and able to adapt to a variety of situations that develop during camp.  Some of these situations may change original plans and a counselor must be ready to adjust without tension or conflict.

· A counselor is expected to be a patient person.  There really is no place at camp for a quick tempered counselor.

· A counselor is expected to exemplify “presence” during camp.  Each counselor should be sensitive to the needs of the individual camper as well as to the needs of the entire camp.

· A counselor is expected to express any dissatisfaction, report any “problem”, or share concern for the betterment of the camp with your direct supervisor.  Their supervisor is the one who should consult with the Program Director or Camp Manager as needs arise. 

· A counselor, when becoming aware of any health problems on the part of a camper, will refer the camper to the on-site first aid person.  Safety should be stressed at all times.  

· Report suspected or observed abuse and neglect immediately.
· A counselor should be a team player and cooperate freely in all decisions outlined by Leadership staff. 

Qualifications for Volunteer Event Directors
· Personal relationship with Jesus Christ, dedicated to the Christian faith and open to the expressions of faith given by others at camps. 

· Active member of The United Methodist Church in agreement with the doctrinal standards of The United Methodist Discipline. 

· At least 21 years of age.

· Have adequate knowledge, training and/or certification/experience specific to the camp event or recruits assistant who has said expertise. 

· Flexible and able to adapt to a variety of situations that develop during camp.

· Pass a criminal background check. 

Expectations for a Volunteer Event Director
· Make camp event a Christian faith nurturing experience

· Attend available Event Directors’ training as provided by the BCRM.

· Site orientation program

· Curriculum training

· Recruit volunteer program staff (i.e. counselors, worship & music leaders, event expertise leaders, etc.)

· Develop the event/program to include daily schedule, worship opportunities, recreational opportunities, nature programming, crafts, and curriculum in conjunction with the specific site schedule.

· Conduct pre-camp orientation and training for volunteer counseling staff . 

· Follow Board of Camp and Retreat Ministries procedures for reporting suspected camper abuse and/or neglect to Camps Administrator/Camp Manager or Program Director. 

· Demonstrate Christian love and concern for others.

· Demonstrate emotional maturity and responsible decision-making.

· Demonstrate effective communication skills

· Provide leadership structure for Christian experiences in a natural setting. 
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Recruiting Volunteer Counseling Staff
Event Directors - It is important that you start recruiting your counseling and resource staff early.  In order for your camp to be a success, you will need to have a quality staff.  You are responsible for recruiting counselors for your event.  
How Many Counselors Do I Need?
You may begin to check with the Directors’ Report on the camping website in April.  The Directors’ Report will help you judge your counselor needs.  See staffing ratios in the following section under staff training.   In general you will need 1 staff of the appropriate gender for every 5 campers.  The Directors’ Report is available on our website at www.WIUMCamps.org  for those with Internet access.  The report is on the bottom of the home page and is password protected.  You should use eventdirector as the user name    and 750camps as the password.  You may save it on your computer for future use.  Otherwise, please   call Kimberly Rowe in the Camping Office to receive the report by alternate means, 608-837-3388 or     877-947-2267. 

Recruiting qualified volunteer staff and counselors is one of the most important things you will do. In order to follow best standard set out by ACA - All staff - volunteer and paid – must complete an application form.  You must also check references for each successful applicant.  You may use the application form on the camping website under the employment tab or use the simple volunteer counselor application/information form found in the Appendix of this manual.   
To assist you in screening new counselors, please have them complete an application or the volunteer counselor application/information form and return it to you.  Please screen all of your volunteers.  Be sure to obtain 3 references and check the references of each volunteer.  We ask you to go this extra step with your volunteer counselors in order to protect the health and safety of the children who will be entrusted to us. This is also a required standard for American Camps Association.  Following your approval, the counselors will register at the website below. 

Please keep track of your confirmed volunteers using the Counselor and Volunteer Summary available online on the bottom of the main camping webpage. Please submit this list by email to the Camping Office krowe@WisconsinUMC.org 2 months prior to your camp.  The Counselor and Volunteer Summary form is also in the Appendix if you prefer a “hard copy”.
All paid and volunteer staff must register using the ONLINE Volunteer/Staff Registration.  This is a registration site for all volunteers and staff assisting and working at camp.  Please direct your counselors to register at this site. IT IS IMPORTANT THAT ALL STAFF (including yourself) REGISTER BEFORE COMING TO CAMP so that background checks may be completed in a timely manner. Paper copies can be sent to those without web access.
Resource Staff and Additional Guests for Event Groups
Extra family members of volunteer staff must be approved by the Camping Office.  Each camp event is allowed to bring one additional program resource who will not count against staffing ratios.  This person could be a craft leader,  a Bible study leader, a song/campfire leader, or other appropriate program person.  This person could also be an assistant director who is being trained to take on leadership in a future year.  An additional program resource person may come to camp for each additional 20 campers above 20 campers.  Extra program people must be approved by the Camping Office.  In addition, each site will have program persons available to help with your camp. Please contact Program Director Laura Hutler (LHutler@wisconsinumc.org ) as to how to best utilize the talent available at camp.
Staff Age Requirements
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All staff must be 18 years of age to have exclusive responsibility for campers or to be hired on site for the summer.  Volunteers, who are under the age of 18, but at least16 years old, may be Jr. Counselors. They must meet the same training requirements as 18 year old staff.  In all circumstances there must be at least a 2 year age differential between the age of the junior counselor and the age of the campers.  The number of junior counselors may not exceed half of your counseling staff.
Personnel Policies for Seasonal Employees
Wisconsin Conference, United Methodist Camps

Your Relationship with The Wisconsin Conference of the United Methodist Church

We hope you will find the challenges and rewards you are seeking in your employment with the conference camp and retreat ministry.  We are enthusiastic about the future of Camps and Retreats.  You are employed under an employment agreement which specifies the terms and conditions of our employment relationship.

Equal Employment Opportunity

The Wisconsin Conference of The United Methodist Church grants equal employment opportunity to all qualified individuals without regard to race, color, sex, national origin, age, ancestry, disability, or citizenship.  Some positions require a detailed knowledge of The United Methodist Church, which is best demonstrated by being an active member of a United Methodist Church.  We provide equal employment opportunities in hiring, promotion, wages, benefits, and all other employment-related decisions.
Our Stand on Harassment

We are all responsible for creating an environment where we are treated with respect and dignity.  We each have to respect the rights of our co-workers.  Sometimes, behavior that seems acceptable to you may be offensive to others.  Any harassment of or by employees is not acceptable, especially if based on sex, race, or other categories specified in the Equal Employment Opportunity paragraph above.  Harassment includes but is not limited to:

1. Unsolicited remarks, gestures, or physical contact; display or circulation of written material or pictures negative or offensive to racial, ethnic, or religious groups;

2. Comments, jokes, posters, innuendoes, and other sexually oriented statements which are or may be offensive;

3. Unwelcome sexual advances, requests for sexual favors, and all other verbal or physical conduct, especially where submission to such conduct is made either explicitly or implicitly a term or condition of employment or the basis for employment-related decisions affecting the employee; or 

4. Conduct, which has the purpose or effect of unreasonably interfering with an employee’s work performance, or creating an intimidating, hostile, or offensive working environment.

If you ever feel that you have been the subject of sexual or other harassment, report the alleged conduct immediately to your supervisor, the Camps Administrator/Camp Manager, Program Director, or the Conference Camping and Retreat Ministries Coordinator.  A prompt investigation of your complaint will be made.  The Conference prohibits any form of retaliation against any employee for filing a complaint under this policy or for assisting in a complaint investigation.  Reports and investigations will be handled confidentially to the extent possible.  Any employee who violates the Conference’s harassment policy is subject to corrective action, which may include termination of employment.  Corrective action may also be taken against employees who make false or frivolous accusations.

Conditions of Employment

Summer employees are at-will employees, which mean either party may terminate the employment agreement at any time.  Signed agreements between the employee and the camp are not to be construed as a legal contract but rather as a basis for the employment relationship.  Two-week’s notice is requested for an employee leaving employment for personal reasons. 

All staff will be presented with a job description outlining the scope of the work and the specific duties required prior to employment.

Annual Staff Screening 
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All camp staff (paid, volunteer, and contracted) shall sign a voluntary disclosure statement and will be checked on the National Sex Offender Public Registry or for residents of states not participating in the National Sex Offender Database a check of sexual offender registry of any state in which the employee has resided.  
Remuneration

1. Salaries agreed upon in the employment agreement will be paid bi-weekly.

2. In addition to salary, staff will receive the following benefits:

a. Meals while on duty and when they are otherwise being served.

b. Room, if position requires living-in arrangement.

3. Employees are covered by Workers’ Compensation and Social Security.

4. An increase in salary may be made if employee assumes additional responsibilities (at which time a new employment agreement will be issued), and an increase in salary may be made for additional summers of service.

Time Off

Full time seasonal employees shall have an average of one 24-hour period off duty during each seven-day period for which they are employed.  Salaried seasonal employees shall also have an average of 2 hours per day at the discretion of the Program Director and/or the Camps Administrator/Camp Manager.

Emergency and Sick Leave

In case of death or illness in employee’s family, illness of the staff member, or urgent business, leave is granted in relation to the circumstance.  Leave with pay shall not exceed one day per week of the employment period. 

Health Examination

Employees shall furnish Employer with a completed health form (form to be furnished by employer).  

Hospitalization – Medical Care

United Methodist Camps is enrolled in the State Workers’ Compensation Insurance Program, which cares for expenses of employees due to injury if it is sustained when the employee is carrying out the responsibilities of employment.  All expenses because of sickness are the responsibility of the employee.

Social Security and Insurance

Employees are included in the Social Security program and deductions are made for the employee’s share.  Seasonal Employees are NOT covered by unemployment insurance.

Staff Use of Camp Equipment

The resources of the camp are available to the staff for use during time-off periods but only when staffs use of such resources (boats, handicraft materials, sports equipment, etc.) does not interfere with the camp program.

Personal Conduct

1. Each employee shall agree, while in the employ of United Methodist Camps, to adjust personal habits and actions to the customs, policies, and ideals of The United Methodist Church so that at ALL times both in and out of camp, he/she is a credit to the United Methodist Church and its standards of Christian conduct.  Employees are expected to conduct themselves in keeping with the objectives of the camp, with regard to the welfare of the campers and the respect of the community.  Employee conduct with regards to camp rules and guidelines will be held to the highest standards.
2. Remember your online presence (Facebook, twitter, etc.) is available to campers who see you as a role model.  Your personal online presence reflects on you and the Camp. Be Aware of your actions via photos, posts, or comments and the image they role model to campers. Please be very careful in your communications with campers after camp.  We strongly encourage you to maintain your Christian role model in all communications with campers – this could mean not “friending” them on social networking sites.
3. In light of Christian witness and responsibility for Christ’s call to be positive examples, all employees are expected to abstain from the use of tobacco, alcoholic beverages, and hallucinatory type drugs and shall not be under their influence while on duty and/or on the campsite.

4. Employees shall not engage in any sexual activity, or make sexual advances to any camper, volunteer, or staff member while on duty and/or on the camp property.

5. Dress code for camp is casual, but appropriately modest.  We expect our staff to look neat and professional at all times.  Modest bathing suits are necessary at camp.  Visible tattoos and piercings must be modest and are allowed at the Program Director’s discretion.

6. Employees may have visitors during their time off or day off.  The Camps Administrator/ Camp Manager, Program Director shall be notified when a guest is expected.  Overnight visitors cannot be under the age of 18 and overnight visits shall be cleared by the Camps Administrator/Camp Manager and Program Director.

7. Live-in employees are expected to be in their quarters at a reasonable hour so as to maintain a schedule of rest habits, which will ensure that the person remains in excellent physical condition.

8. Each employee will be expected to be familiar with and abide by the policies regarding use of all camp facilities.

Miscellaneous

1. When eating in the camp dining room, employees shall share in responsibilities for table service and table clearing.

2. During time off or days off employee shall notify Summer Program Coordinator if meals are to be eaten in the camp dining room. 

3. Long distance phone calls shall be made at the employee’s expense.

4. Employees shall furnish their own personal supplies such as linens and toilet articles.

5. Full time seasonal employees have access to camp washer and dryer.

6. United Methodist Camps are not responsible for personal equipment, including vehicles, or belongings that are lost, stolen or broken.  Equipment brought to camp is done so at the risk of the owner.  
7. Staff shall not have firearms on the property.

8. Camp staff members are employed to work primarily at one site throughout the summer; however, it is understood that they may be asked to work at other sites during a portion of the summer, depending on enrollment and scheduling.
9. Staff is permitted to have a vehicle at camp; however, the vehicle shall be driven and parked in designated areas, posted speed limits shall be observed, and in no cases shall a camper be transported in a staff vehicle that has not been approved for such use by the Camps Administrator/Camp Manager or Program Director.
10. Seasonal and part-time staff is not permitted to have pets living on camp property.

Working with Campers - Pre-Camp Training

What training do Staff and Volunteers need?
Please remember training is required by state code and ACA for all staff and volunteers.   One week of staff training is required for all staff living and working on site for the summer.  Event Directors please plan to provide a training experience for your counselors, before your camp begins.  For weeklong camps, arriving the night before camp begins gives you a chance to discuss schedules, adjust last minute activities and finalize details.  A longer time may be needed to get through all the materials needing to be covered from this manual as well as any spiritual and program development you wish to cover with them.  We want you and your counselors to be prepared to provide leadership and safety within your camp. Camp can provide access to online counselor training for your staff if you would like to use it. Event staff and volunteers are responsible to be familiar with and understand ALL guidelines, policies and emergency procedures outlined in this manual.  This manual is available online.  If you prefer you and your staff may participate in the weeklong summer staff training offered in early June each summer which covers this information and much more.

HR-11, HR-19

We all want to offer the best experience possible for the campers attending our events.  For an individual to be considered as a volunteer Youth Camp Event Director or Counselor in either an Event Director-led or Summer Staff-led youth camp, the Event Director or Counselor will be required to complete four training units yearly as outlined below, prior to the camping experience.  (Summer Counseling staff, hired on site, is already meeting this requirement with a minimum 1 week of pre-camp staff training.) The 4 workshop units for volunteers shall consist of 2 “required” units and 2 “elective” units.

Required workshop units:

· Counseling Techniques for all ages

· Safe Boundaries (reporting requirements, suspected abuse, neglect, physical and mental health of the camper)

Proposed elective workshop units can include:
· Praise & Worship

· Faith Sharing

· Creative Crafts
· Recreational Games
· Initiative & Team Games

· Low Ropes 
· First Aid/CPR
· Disciple Bible Study
· Nurturing nature ideas

· Canoeing and boating safety

· Archery

· Processing the Experience

To fulfill these requirements, these training opportunities will be provided on-site by Program Director: Please check with the Program Director if you are interested in arranging one of these for your staff 

A.   1-day workshops, at camp, offering 2 workshop units each time

B.   2-day overnight offering the 2 required units and additional elective units 

C.  Summer camp LIT program (completed during the same summer) may serve as 4 units for this training when the participant serves as an LIT during a regular week of camp


D.  Safe Boundaries training will be offered prior to each camp as needed.

The Program Director will also offer an on-line training program.

Electives may also be taken from other sources and course documentation provided to the Program Director on the Elective Documentation Form.  Event Directors will also provide the Training Checklist for their counselors to the Program Director.

Camper Supervision Ratios
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While campers are present, the ratio of counselors to campers of each gender shall be as follows:

Younger Elementary

1-5

Older Elementary

1-5

Junior High


1-5

High School


1-5 is recommended but no more than 1-8

Family



1 lead family and 1 counselor per 20 campers over 50 campers

Special Needs


1-3

There are no exceptions to this.  All high adventure activities (i.e. waterfront, horse, low-ropes, and archery) must have a minimum of two staff present regardless of the number of campers present. 
Co-ed Trip Camps for minors must have a counselor of each gender.

Supervision of Campers
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Counselors should always be with their campers. When campers are unsupervised the likelihood that trouble will find them dramatically increases. Use the “rule of Ear/sight” – meaning campers should always be within “normal conversational” hearing and sight distance of a staff person.  
In Loco Parentis
This is the legal term for the principle of being in the place of the parent.  It applies when an adult has supervisory responsibility for minors.  Legally, as a person with care, custody and control of children, the counselor or other caregiver at camp is seen as being “in the place of the parent”, In Loco Parentis.

So… when you are with your campers you are legally acting as their parent while they are here on the site.  One major difference is, however, that you will instantly have 6 or more children, all roughly the same age.  This presents a whole host of challenges, and just as siblings have both good and challenging relationships, so will your campers.  If, like any good parent, you need a break, take it.  Find someone to cover your campers and walk away.  It is better to walk away and cool off than to over-react to a challenging situation.  Many of the camp staff have two way radios, and will be able to assist you in either covering for you until another volunteer staff from your camp is found to cover, or until you are ready to come back.

Counselors must sleep in the cabins, choosing the bunk next to the door is a good idea - so that if a camper needs to use the restroom in the night you may be aware of their coming and going.  Remember NEVER put yourself in a one-on-one situation with a camper; so if a midnight bathroom run is necessary, wake another camper to go along.
Behavior Management
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A camp covenant is a great way to assist with behavior management for campers during the camp week.  When written at the beginning of the week it empowers the campers to “self-police”.  Writing camper covenants is covered in detail during our week of staff training and in the counselor manual.
Hints for Dealing with Challenging Campers
When dealing with camper problems, remember the following ideas...

· Always maintain a listening ear.

· Be attentive to the feelings of the camper.

· Correct an action, not the child.

· Give praise for positive actions.

· Keep your voice calm and pleasing to the ear.

· Identify your thoughts and feelings, and those of the camper. Keep thoughts and feelings separate.

· Use positive "I" statements.

· If the problem persists, seek advice or help.

· If discipline is necessary remember two things: 
(1) the camp policies regarding discipline and 
(2) I Corinthians 13, “Love is patient, love is kind … it bears all things, believes all things, hopes all things, endures all things.”

Discipline

Unacceptable or anti-social behavior

Occasionally a camp counselor asks, "What happens when a camper needs to be disciplined?" It would be wonderful to be able to honestly respond by saying that our campers are always so well behaved and our staff always so alert to every situation that discipline is never needed at one of our United Methodist Camps. In fact, that is often the case; however, there is an occasional situation in which the counselor feels that some form of discipline is required. IN ALL CASES, please confer with the Program Director prior to making any serious disciplinary decision.

It is hoped that you never have to face one of these situations; however, if you do, please be aware of the following guidelines which are the official policy of the of the Wisconsin UMC camps.

1. As counselor and responsible adult, you are to ensure that reasonable and developmentally appropriate camper guidance and management techniques are followed at all times.

2. If a form of discipline is determined to be the only alternative, the counselor shall confer with the Event Director or Program Director. Together they will ensure that any discipline shall be constructive, positive and educational in nature. 
Techniques may include: 
redirection 
separation from or avoiding problem situations

talking with the camper about the situation

praise for appropriate behavior. 

3. In no cases shall any form of corporal punishment be used. This includes spanking, hitting, shaking, pinching, calisthenics, etc. Neither shall any restraints be used to confine a camper, except in cases where a camper is in danger of inflicting physical harm to self or others (in which case approved method of physical restraint may be used).

4. It is inappropriate to separate a camper from the group by placement in a locked room, closet or other enclosed area. If separation is required, it shall be brief and appropriate for the behavior and the camper's age and the camper shall always be in the presence of a camp staff (remember – never one on one – always within eyesight of “public” view.

5. No camper shall be humiliated or subjected to harsh language (including yelling), threats, derogatory comments, put-downs or any other verbal abuse. Techniques of discipline shall be constructive and shall not humiliate, shame or frighten a camper.

6. It is inappropriate to impose discipline for failure to eat or sleep or for toileting accidents.

7. Discipline shall not include withholding food, rest or toilet use.

8. When talking to campers who are presenting behavioral problems to the staff and other campers, remind them that living at camp requires cooperation on the part of every person and that community living requires a set of living rules to which all persons must agree. Ask for their cooperation in making the community work.

9. If a camper persists in unacceptable behavior, pursue the following steps:

a. Advise the Event Director and Program Director of the problem, asking for guidance and direction.

b. Don't make any threats that you cannot or are not willing to carry through.

c. Enlist the help of the cabin group in dealing with the difficult camper, remembering to do it in such a way that it does not humiliate the camper. Remember the camper covenant they agreed to.

d. Don't lose your own "cool" by responding to childish behavior with your own version of childish behavior. 

e. The use of "I" statements are a good technique with which to deal with difficult situations (i.e. “I feel sad and very hurt when…”). If unfamiliar with the use of "I" statements, consult with your Event Director or Program Director.

f. Remember that our task is to love the camper, even if the camper is not exhibiting behavior that elicits love.

g. The Program Director may choose to phone the parent/guardian or the camper's pastor to discuss the situation.

10. No discipline shall be imposed which, in any way, may be construed to be abusive or neglectful of the camper. 

11. If behavior becomes completely disruptive the camper may need to go home, the following steps are suggested before a final decision is made:

a. The Program Director in cooperation with the Event Director shall direct the process, speaking with the camper’s parent/guardian and with the camper.  Explain that certain behavior is not acceptable at camp. At that point the offensive behavior MUST be clearly stated to the camper (and parent). The camper will be told that the continuation of such behavior will require that he/she return home prior to the end of the camp session. The camper will be asked if he/she is willing to live by camp rules (alter their behavior). If the answer is "No", arrangements will be made to have the child return home. If the camper answers "Yes", it will be explained that we will be happy to have them stay at camp; however, if the inappropriate behavior continues, it is the camper's way of saying, "I want to go home".

b. Staff should cooperate with the Program Director and Event Directors in giving direction/input to this process.

c. Help the other members of the cabin/group work through what is happening.  Remember never to let others verbally attack another camper for their behavior.  But it is acceptable and appropriate to talk about how the behavior makes individuals feel or how the behavior affects the cabin group (using “I” statements:  “I feel sad and very hurt when…”)

12. If a camper returns home early because of behavior problems, the Program Director in cooperation with the Event Director shall make this decision and phone the parent/guardian, explain the situation and make arrangements for the camper to be picked up. (Remember: in most cases, parents/guardians should have been contacted at least once before this point to get input)  It is also suggested that the camper's pastor be phoned so she/he is informed of the situation.

13. In the case of extremely serious behavior problems, the Program Director/Event Director may decide the camper needs to return home immediately.

14. In cases of serious behavior problems (hazing, physical contact, sexual misconduct), an incident report must be completed and a copy sent to the Sun Prairie Office.

Homesickness

The best way to deal with homesick campers is to keep them active and predict success.

Preventing Homesickness

1. As you talk to parents in the registration line, give suggestions about "what to say" and "what not to say" to campers when they say goodbye. 
2. Talking about home and family with your campers is ok. Find out favorite activities etc – it will help you later.

3. Keep campers busy and involved and their minds occupied and focused on camp.

4. Learn the names of individuals and call them by name. Make them feel "at home" at camp.

5. Any small problem (blister, stomachache) is often a clue to potential homesickness. Tend to it immediately. It may only take a touch, a smile, or a bandage, but show that you care.

6. Homesickness is often most apparent at bedtime & mealtimes. Plan bedtime routines carefully with devotions, stories, music etc. Stick to a routine and let campers know what it is.  Fill time with happy thoughts about camp and comforting ideas. Do not tell ghost or other scary stories that may frighten campers.

7. Sleep with “one ear open”. Assure campers that you are available to them. Be ready when someone wants to talk.

8. Monitor incoming mail. As campers read the letters from home, be sensitive to how they react.

9. When possible, monitor outgoing mail. When campers write letters or cards home, a counselor may ask if campers would like to share what they have written with the group.

Dealing with Homesickness

1. When confronted with a declared homesick camper, face it and accept it. Ask the camper to talk about it and what is being felt. Try to "buy time"... "It's late tonight, you can make it until tomorrow." Predict success and postpone decisions for short, manageable times (“we will go to the beach now and have fun boating – you love boating, then I will check back with you during supper time”). Following the “predicting success and checking in model” Campers usually “get with the program” by Tuesday afternoon in a week long camp.

2. “Tag team” with other counselors.  Don’t take on a homesick camper all on your own – they will drain you!  Trade “homesick camper time” between counselors so this camper feels like everyone cares about them.

3. When possible, talk with the camper privately (to protect his/her feelings and to keep other campers from creating an epidemic of “helpful” cabin mates).
4. The camper will ask to call home –Remember:  Campers “never” call home!  Your response to the camper should be that the Program Director may call home if they feel it is appropriate or just to let parents know they are being “missed”.

5. In some cases, another camper may be asked privately to be a special friend to a camper who may be showing signs of homesickness. 

6. In most groups, it may be appropriate to talk about homesickness as a part of the group's life together. Do this as a part of helping campers acknowledge and understand this is a normal feeling that comes with growing up and learning to be independent.  Let them know that even many college kids (STAFF) are Homesick when they first move away from home.

7. If the camper repeatedly asks to call home, talk to the Program Director. If, together, you decide that it is appropriate, follow this procedure:

a. The Program Director should call the parent first (without the child in the room) and tell them the situation. Then the Program Director talks with the camper and lets the child know that the parent believes this is a safe place and this is where the parent thinks the child should be right now. (Using this wording is very important!) Other important statements parents can relate to campers are “you are a strong person and you can do this”, “I know you can be successful in this”.
b. If it becomes necessary for a camper to talk directly with the parent – the Parents should be coached on how they can help. Have parents remind the child that they are safe at camp and that camp is the place that the parents want the camper to be for this week. 

c. Let the child talk to the parent only with the Event Director or Program Director in the room and as a last resort.
d. The Event Director or Program Director should talk to the parent again after the camper has finished, making decisions about what to do next. 

8. If the decision is made by the Event Director or Program Director to let a camper go home early because of homesickness, try to make it a positive experience for the camper. Talk about the good things/successes that have happened during the stay, congratulate her\him on accomplishments, extend an invitation to attend next year, let the group have a chance to affirm the camper, give the camper things by which to remember the camp and talk with parents about the child's experience.

Respect and Caring Behavior

Camp is a place where all campers should be affirmed and made to feel good about themselves. The entire atmosphere of a camp, set by the staff, should always model Christian caring attitudes toward self, others and the world. Such goals mean that certain standards prevail while at camp. 

Language: Church camp is not a place for language that belittles others or is offensive in any way. This includes...

· Profanity, off color stories or jokes

· Ethnic stories or slurs

· Sexist language (babe, hottie, hunk)
· Use of innuendos that are offensive

· Any words that make fun of other persons

· Ghost or other scary stories are NEVER to be told at camp!
Make it clear to campers through example that such language is out-of-place at camp.

Double Standards
Sometimes staff act as if camp policies apply ONLY to campers; thus, they don't have to abide by them. There is no quicker way to lose the trust and confidence of campers. For example, if campers are to wear shoes when outdoors, staff are also; if campers are not to have candy or pop, neither are staff; if campers are to be on their beds resting during rest hour, so are the staff.  Avoid the double standard.

Inclusiveness
Being inclusive begins as you start planning for campers. There are many ways that you demonstrate your desire to make your camp a microcosm of God's total created universe. What efforts are made to include campers from different backgrounds? What program features do you include (or exclude) that model a commitment to being inclusive? Don't forget persons with different abilities and disabilities. When at camp, make your language inclusive so that persons from various backgrounds are not offended and "turned off" by your insensitivity to them. 

Care of Camp Property
Please help to model good stewardship toward YOUR camp properties. Read the use policies for the site where your event will be held and make sure that you know them. Please do not permit campers to destroy, damage or deface camp property. In some cases when staff or campers have been guilty of such poor stewardship, they are expected to repair or pay for repairs.

BCRM Child Abuse and Neglect Policy Statement
I. Philosophy Statement

Primary for us is the gospel understanding that all persons are important because they are human beings created by God and loved through and by Jesus Christ.  We as adults have a special obligation to children to provide a nurturing, safe community.  This special relationship is grounded in Jesus’ teachings:  “If anyone should cause one of these little ones to lose his faith in me, it would be better for that person to have a large millstone tied around his neck, and be drowned in the deep sea.” (Mt 18:6)  Because of our faith perspective we find child abuse and neglect to be particularly abhorrent.  Therefore in our Wisconsin Conference Camping Programs, we will make every effort to prevent any kind of child abuse or neglect, and will report any suspected or identified mistreatment in children who come to us.  The Board of Camp and Retreat Ministries believes that every Christian adult has the responsibility to be watchful for and report child abuse in order that children are protected. 

II. Definitions

A. For our purposes, a situation may be categorized as an incident, an allegation, or a suspicion.  An incident is a situation that you witness.  An allegation is a situation that you are told about. A suspicion is a situation where your observance of the child leads you to suspect that a situation of child abuse exists.  Suspicion may arise from ether emotional behavior or physical evidence. 

B. Wisconsin State definitions.  48.981. Abused or Neglected Children:  Abuse means any of the following:

1)
Physical injury inflicted on a child by other than accidental means;

2)
Sexual intercourse, sexual contact, or sexual assault;

3)
Sexual exploitation of a child;

4)
Permitting, allowing or encouraging a child to engage in prostitution;

5)
Causing or allowing a child to view or listen to sexual activity;

6)
Exposure of genitals or pubic area to a child or causing a child to expose genitals or pubic area;

7)
Emotional damage for which the child’s parent, guardian, or legal custodian has neglected for reasons other than poverty to obtain the necessary treatments or to take steps to ameliorate the symptoms.

C. “Child” means any person less than 18 years of age.

D. “Emotional damage” means harm to a child’s psychological or intellectual functioning.  It shall be evidenced by one or more of the following characteristics exhibited to a severe degree:  anxiety; depression; withdrawal; outward aggressive behavior; or a substantial and observable change in behavior, emotional response or cognition that is not within the normal range for the child’s age and stage of development.

E. “Neglect” means failure, refusal or inability on the part of a caregiver, for reasons other than poverty, to provide necessary care, food, clothing, medical or dental care or shelter so as to seriously endanger the physical health of the child.

F. “Physical injury” includes but is not limited to lacerations, fractured bones, burns, internal injuries, severe or frequent bruising or great bodily harm as defined under s.939.22(14).

G. “Subject” means a person named in a report or record as either of the following:


1)
A child who is the victim or alleged victim of abuse or neglect or who is at substantial risk with abuse or neglect.


2)
A person who is suspected of abuse or neglect or who has been determined to have abused or neglected a child.

III. Procedures for Reporting Abuse and Neglect

All volunteers and paid staff in the Wisconsin Conference Camping Program are responsible for the understanding of child abuse and neglect issues, policies, and procedures. 

If there is an incident, an allegation, or if behavioral or physical observations create the suspicion of abuse or neglect, the volunteer or paid staff person who becomes aware of the situation will contact the Camps Administrator at Lake Lucerne Camp or the Camp Manager at Pine Lake Camp and report the situation immediately.  If the person listed above (or designee) is not available, the Conference Camping and Retreat Ministries Coordinator should be notified.  The Camps Administrator or Camp Manager (or the Conference Camping and Retreat Ministries Coordinator if others not available) will contact the appropriate authority to deal with the situation. 

The Wisconsin Conference Camping Program will not tolerate child abuse or neglect perpetrated by paid or volunteer camp staff.  Any situation involving child abuse or neglect within the camping program will be referred to the proper authorities. 

Nancy M. Deaner, Camping and Retreat Ministries Coordinator
608-837-3388 (office) 
608-772-1708 (cell)

Rev. Dan Dick, Director of Connectional Ministries


608-837-7328 (office) 
615-491-6319 (cell)
Pre-Camp Orientation

Pre-Camp Orientation is a time for all Event Directors and Volunteer Counselors to meet the staff, receive a brief orientation to the site and week, and ask any questions that you may have.  This does not replace the Volunteer Staff training that is required by BCRM Camping Committee to serve as a volunteer staff at a BCRM sponsored event.

Pre-Camp Orientation will be held on the day or your arrival at your camping area and at a pre-arranged time. The Program Director has the overall responsibility for the health and well-being of the campers.  You will be introduced you to the Leadership staff, and they will be sharing with you, Emergency Procedures, lines of communication, maintenance issues and last minute updates.

· Summer Program Coordinator – Will be responsible for coordinating your daily activities with the summer staff and with the other programs that are taking place during your time here.

· Waterfront Director – Has the responsibility for the safety of the waterfront.  This staff member will be sharing waterfront procedures, swim test procedures, and waterfront safety.

· Health Coordinator- Has the responsibility for the safety and operation of the medical needs of the guests.  This staff member will be sharing with you the procedure for collecting medications during registration, the procedure for the distribution of medications during the week, and what to do in case of a medical emergency.

· Administrative Assistant (Charmian Vaillant) – At Lake Lucerne, is responsible for all Lake Lucerne scheduling and confirming your date, billing and payment (if a non BCRM event). 

· Food Service Director for Lake Lucerne & Pine Lake Camps (Deb Schulz)– is responsible for making sure your dining experiences here are the best they can be.  If you have need in this area please do not hesitate to contact her.  

· Program Director (Laura Hutler) – Laura is available before your event as a resource person to help with ideas, resources and planning your program.  

· Maintenance Manager (Travis Talbott – Lake Lucerne, Fran Gallagher – Pine Lake) – is responsible for the maintenance of the buildings and the grounds at the camps.  

· Camps Administrator (Chip Hutler) – is responsible for the over-all management of the two sites and facilities, as well as camp administration. 

· Camp Manager (Nick Coenen)- lives on site at Pine Lake and is responsible for hospitality and booking your visit or event at Pine Lake.

· Camps Assistant (Erin Krueger) – lives on site at Pine Lake and will be assisting in making your stay the best possible experience.  She will help host weekends at both sites and is available to facilitate program s on the site she hosts for the weekend.

Forms 

Please make sure that you have the following completed forms with you when you come to Pre-Camp Orientation.  

· Counselor Inventory Form – a copy of this form should be sent to the Camping Office in Sun Prairie to perform a background check at least two weeks in advance of your camp.  You will be notified if there are any concerns with you counselors.  Please bring this form for any last minute counselor changes. 
· Volunteer Staff Elective Documentation Form
After registration of all your campers please turn in:

· Attendance Log Sheet – Please fill this form out accurately as we need this information in case of an emergency and to insure an accurate count of the number of campers and staff using the camps each summer.
· Lake Lucerne Volunteer Staff Parking Pass a colored parking pass will be distributed by Lake  Lucerne Staff  -  retain your part of the pass and display in the window of each vehicle parked at camp for the week

Work Opportunities

If your group has a desire, we may be able to offer an opportunity to perform a service project sometime during your stay.  We have a number of ongoing projects including the development of a cross-country ski, hiking, mountain bike and horse trail systems at the camps.  Having the campers assist in these projects would be an excellent way for them to feel ownership of for their camp.  Projects can be for as little as a few hours to a full day.  If you are interested contact the Camps Administrator/Camp Manager.

Policies for Work Projects at Camp:

1. The group must send sufficient adult leadership to maintain adequate supervision of the group and work projects.  

2. Camp will provide a Project Supervisor.

3. Minimum age required for operating any power equipment is 16.

4. Workers are covered by an accident insurance policy for the duration of their time at camp (as secondary coverage to personal insurance policies).

5. Worker groups are expected to abide by the general guidelines.

6. Tools and equipment should be put in their proper places at the end of each work time.  Please be sure to allow time for general clean up (washing brushes, replacing equipment) at the end of the work period.

7. Work projects will be established according to the abilities of the group participants.  Leaders are asked to assist with assigning projects that are consistent with the participant’s skill/abilities.
Program Areas

Waterfront

PA-1, PA-3, PA-5

Every group will have an orientation during their first time on the waterfront. Camp employs a Red Cross certified Waterfront Director and lifeguards for the summer.   In addition to lifeguards, lookouts will be used to help in the overall monitoring of the waterfront area.  Any adult who is at the waterfront during a swim time can be a lookout.  You do not need to be a swimmer to be a lookout.  During your first swim time the waterfront staff will cover the responsibilities of lookouts.  Following this orientation the lookouts will demonstrate the ability to perform elementary, non-swimming rescues. 

The lifeguards are responsible for your safety and well-being during your time at the waterfront.  Please respect them and the job that they perform.  This includes listening to their instruction and NOT carrying on conversations with them while they are on duty.  If you have concerns about the waterfront policy please discuss those with the Program Director.  Remember the lifeguards do not make policy; they are simply responsible for enforcing it.

Waterfront Ratios
PA-4

Ratios shall be maintained at 2:50.   There must be two lifeguards on duty at each swim time.  At Lake Lucerne when the floating toys are used, a minimum of three lifeguards must be on duty.  At times when boating is happening at the time of a swim, there must be, in addition to the lifeguards, an additional lifeguard or boating instructor in a boat, supervising the boating area. 
Features and Hazards of our Lakes
PA-6 B, 2, a

Our camps are blessed with natural spring fed lakes.  There is public access to the lakes, therefore don’t be surprised if you see others on the lake that you do not recognize.  The public however does not have permission to use any camp equipment located on the lake, including the boats, floating toys, piers or docks.  The public is required to stay outside of our posted swimming areas.  If you encounter someone trespassing on camp property around the lake please notify the Camps Administrator/Camp Manager or Program Director immediately so action may be taken.

Being a natural lake, it is important to swim within the designated swimming area.  This area is designated by a rope with buoys stretching around the perimeter of the swim area.  Unless it is part of an organized lake swim, under no circumstances are swimmers to be outside the roped area.

Waterfront Emergency Procedures

PA-6

The following emergency procedures are to be followed at all times in an effort to minimize the inherent risk involved with any waterfront activity.  These procedures will be reviewed during your camps waterfront orientation and any pre-camp briefing.
Waterfront Emergency Equipment
PA-6 B, 2, b, c, d, PA-7

The following emergency items will be located in the Boat House:

· Rescue Board

· Rescue Tube

· First Aid Kit

· Phone (for emergency use only)

· Posting of emergency contacts

Buddy System
PA-9

Our BCRM camps utilize the ‘Buddy System’ at the waterfront.  This means that everyone on the waterfront must have a buddy.  These swimmers will swim in the same area of the waterfront, and will be responsible for the safety of each other.  Approximately every 5 - 10 minutes there will be a buddy check to ensure that all waterfront users are safe.  As a way to keep track of the buddies the Buddy Board will be used in conjunction with the buddy system.  The following procedure shall be followed without exception during BCRM group swim times.

· A counselor shall be assigned to assist with implementing the buddy board system.

· Campers and counselors (everyone using the waterfront area) choose a buddy based on skill level and interest.  Remember… where your buddy goes, so do you!

· Buddies remove 1 tag each from the “Out” section of the Buddy Board and write their name on the tag.  This is your tag for the week… DON’T LOOSE IT.  

· The buddies then place their tag on the same hook corresponding to the area of the lake they will be using (i.e. swimming, boats)

· When the buddies change areas of the lake they MUST move their tags.  If they are on the beach they must indicate that by placing their tags in the “Beach” section.

· There should be no gaps in the rows of buddy tags on the board!

When a buddy check is initiated the lifeguards will check the buddy board to see how many sets of buddies they should have. If numbers do not match – they are allowed to recount one time at the lead lifeguard’s discretion.  If they do not have the correct number EVERYONE will be pulled from the lake and a lost swimmer search will commence. 
Lost Swimmer
If a camper appears to be missing during a buddy check, the following plan will be put into action.

· All participants in waterfront activities will be pulled from the lake and assembled on the beach.

· Each participant will pull his or her tag from the Buddy Board to determine who is missing.  

Meanwhile…

· At Lake Lucerne one lifeguard (or designee) will check the boathouse

· A Lifeguard will check with the Event Director or their designee to find out if the camper was sent somewhere else.  

· The rest of the waterfront staff (and additional staff guards without camper responsibilities) will commence searching the lake until the camper is found. 

· During a lost swimmer search each cabin counselor will account for their campers and remove campers from the beach to an area designated by the waterfront staff (usually over the “hill” at Lake Lucerne or to Amphlett Hall at Pine Lake).
· Keep entire group (all cabins) together in the designated area until dismissed by lead waterfront staff or director/manager or designee

· Available volunteers and staff will follow lost camper procedures as outlined previously
Additional Waterfront Guidelines
PA-10

We want to ensure a safe experience on the waterfront.  For that reason, we ask that you help us with the following items.

· Before your first swim, every camper and volunteer will have to take the swim test to verify his or her skills.  A person can opt not to take the swim test, and stay in the shallow swim area.  The swim test can be retaken throughout the week if desired and as guards are available.
· The swimmer shall be required to show swimming proficiency in the following manner:

· Near the end of the pier but facing the other pier in the swimming area, jump into the water feet first and swim to the other pier and back.  In order to qualify, the swimmer should not touch the bottom.

· A second lifeguard or helper should be stationed on the other pier.

· One guard (counselor) swims or walks with swimming campers

· Swimmers must use the front crawl or breast stroke while completing the test.

· An optional, additional, test may be performed by asking the camper to tread water in the deep area for one to two minutes.

· If a camper loses his/her swimming level bracelet, at the discretion of the lifeguard, the camper may be required to retake the test.

· If a camper passes the test, he/she may swim in the deep area within the ropes. They may also use the watercraft. If the camper does not pass, he/she must stay in the shallow area between the main piers and use the watercraft with someone who has passed the swim test.
· Please wear shoes while walking to the waterfront area.  There are many sticks, stones, and other debris that could cause injury to the feet if not covered.

· Storms are common in this area.  We have weather radios and check radar from the office and other areas of camp.  This enables us to keep track of storms.  We pass this information along to the waterfront staff.  Even if it does not look like there is a storm coming, the weather can change very quickly.  If there is an impending storm, please help the lifeguards get everyone off of the waterfront area and back to their cabin or other designated area.  If there is not enough time to get back to the cabin area take shelter in the boat house/changing areas at Lake Lucerne or Amphlett Hall at Pine Lake. At least 20 minutes must pass between thunder/lightening incidents before the all clear is given.
· Swimmer’s itch is something that can occur at any lake. (It is a parasite carried by ducks) To reduce the chances that you and the campers acquire this, make sure to towel off vigorously after swimming, especially around the feet and ankles and shower after swimming when possible.

Off-Site Aquatic Activity
PA-13, PA-30, PA-34A, PA-34B

If during an event, campers will be visiting an off-site location where aquatic activity will take place (i.e. a water park), the following guidelines shall be implemented.

· Transportation will follow the guidelines laid out in the transportation policies.

· Campers will remain with counselors at ALL TIMES and proper ratios must be maintained.

· Campers will be informed of all rules and boundaries specific to the location.

· The designated trip leader will make all judgments as to water conditions and weather.

· If a public facility, the presence of all applicable staff certifications (i.e. lifeguards/CPR, first aid) and safety equipment will be assessed prior to the event, in writing.
Waterfront Attire
Modest swimsuits for all participants are required at camp.  If there is a question as to the suitability of swim attire a person is wearing, the waterfront staff will contact the Program Director, Camps Administrator/Camp Manager.  The Program Director, Camps Administrator/Camp Manager will be in contact with the Event Director/group leader who will work together to address the situation.  

Swim Times
Swimming is a vital and important part of the summer camp experience.  In order to serve all our summer guests adequately all swim times will be arranged with the Summer Program Coordinator prior to your arrival to camp.  Please indicate your preferences on the schedule coordination form (in the Appendix).  Some swim times suggestions might include, early morning swims (Polar Bear), morning, early afternoon, or late afternoon. No swim or boating times are scheduled in the evenings or at night.  Water carnivals may be scheduled prior to dusk.
Special Swimming Activities
The following are some fun program options for your swimming times.  Please schedule these with the Summer Program Coordinator prior to your arrival at camp.

Polar Bear Swims

Polar Bear Swims are a special early morning swim that takes place between the hours after sunrise and before breakfast.  

Water Carnivals

Water Carnivals are a series of water games and events coordinated by the waterfront staff.  You may schedule a water carnival during one of your swim times, or add an evening time to accommodate a water carnival.

Swim the Lake

Lake swims are a time for campers and staff to swim the open water of the lake.  The Waterfront Director has the sole authority to determine if this is an appropriate activity for the participants that wish to participate.  One Boat manned by a Lifeguard for every two swimmers must be present.

Waterfront Floating Toys at Lake Lucerne
The floating toys can provide a great deal of enjoyment for our campers.  However there is some risk with this equipment and the following rules will be strictly enforced.

· All participants will wear a US Coast Guard approved PFD

· All participants must pass the swim test

· Horseplay: pushing, pulling, wrestling, kicking, hitting, will result in loss of water toy privilege. Flips or acrobatics are not permitted

· No more than 2 people on the slide portion of the toy at one time

· Under no circumstances shall swimming under the toys be permitted

· One person on ladder at a time

· Swim or jump where the lifeguards can see you
· No jumping over other people

· No jewelry or sharp objects
Staff and Volunteer Swim times 
PA-16

When no campers are present in camp, staff and volunteers may want to swim or boat on their “time off”.  A lifeguard or boating instructor must always be present during these activities.  A lifeguard must be on duty whenever someone is swimming.  If ALL staff are playing games in the shallow area, or on the beach and no one is beyond the shallow water rope marker, a guard may also be in the shallow water. 

At all other times, when any swimmer is beyond the shallow rope marker, a guard will be out of the water and stationed on the pier or floating dock.  A boating instructor must be present if using boats.  

Boat Usage
Boating times must be scheduled with the Summer Program Coordinator in advance, and coordinated with the Waterfront Director during the event. Use your Schedule coordination sheet to request these times. The Waterfront Director will arrange access to the boats, and ensure they are locked when the activity is complete.

PA-20

All boating activities for children and youth groups will be conducted and supervised by a certified lifeguard or boating instructor.  Boats must remain in the view of the lifeguard or boating instructor at all times. 

Boats may be used by a family group, adult or staff group when prior arrangements are made with the Summer Program Coordinator. For staff, adult groups and families where parent(s) are present and supervising their children’s use of boats, the following rules are mandatory.  

PA-22

The activity must have parents supervising their own children, and under no circumstances shall children or youth be allowed in a boat without the direct supervision of their parents.

When boating the following ALWAYS apply:

PA-22, PA-24

Everyone, regardless of age and experience, must wear and secure a Personal Floatation Device (PFD).  There are no exceptions.  Camp has Type 1 and Type 3 PFD’s on site.  These PFD’s are inspected by waterfront staff weekly to ensure they are in proper working order.  If you notice a PFD that is ripped or showing excessive wear please notify the Waterfront staff so that it may be replaced. 

You MUST indicate you are out in a boat by putting your buddy tag on the boating section of the Buddy Board.  Remove the tag from the buddy board when you return from boating!

PA-24, PA-33

During a boating time for campers, a counselor needs to ensure all boaters have a properly fitted PFD, and assist the boaters in and out of the boats.  Enter paddleboats from the dock area, but use the beach to enter and exit canoes, kayaks, and rowboats.  When a boat returns the counselor needs to properly secure (tie down or pull up on the beach) the boat until someone is ready to take the boat back out on the lake.  Each boater is responsible for returning his or her PFD to the boathouse and hanging it up on the rack provided.

At the end of the waterfront session or after you are finished using the boats, return them to the boat area.  At Lake Lucerne all boats will be locked between boating sessions. At Pine Lake boats are left available for families using the “family” cabins.
Watercraft Maintenance
PA-28

All boats and canoes will be inspected regularly for damage.  In the event that a boat is damaged to the point where it is unusable it will be removed from service immediately.  If, while using a boat you notice repairs that need to be made please notify the Waterfront staff so that the appropriate repairs can be made. Staff should file a maintenance request card in the office.
Canoe Trips
PT-2

A lifeguard must be present on any trip where campers will swim or boat off the camp site.  Staff will have a first aid kit, copy of camper health forms and emergency phone numbers.  If you choose to do a canoe trip while you are at camp please make arrangements with Mecan River Outfitters in Princeton or Rendezvous sports in Montello.  You must arrange your own transportation to the outfitters, which is located approximately 15 or 25 miles from the camp.  Transportation policy must be followed when transporting BCRM campers.

Boats Available
The following equipment is available on the Lake Lucerne waterfront:

· 2 Paddleboats

· 2 Funyaks

· 6 Canoes

· 5 Rowboats

· 2 Kayaks

· PFD’s, paddles, oars

The following equipment is available on the Pine Lake waterfront.

· 2 Paddleboats

· 6 Canoes

· 5 Rowboats

· 3 Sailboats
· PFD’s, paddles, oars

Recreation Equipment & Fields

Field Usage (kickball, soccer)
To best serve all the groups using the site, we need to schedule the use of recreational areas.  Please indicate those needs prior to your arrival on the Schedule Coordination Form.  Remember: Water balloon activities are often a favorite activity at camp.  All water balloon activities should take place in one designated area (check with Summer Program Coordinator for assigned area). Random water balloon activities in cabin areas are not allowed. ALL pieces of balloons must be picked up at the completion of the activity.  Water balloon launchers are NOT permitted as part of any activity at camp.

Available Equipment
Camp will provide basic sports and playground equipment.  In order to obtain this equipment please arrange with the Summer Program Coordinator to check out the equipment.  Please report any damaged equipment to the Summer Program Coordinator so that we may repair or replace it. If equipment is not returned or not found, your group will be charged for the cost of replacement.  If there are any extra needs, please let us know at least two weeks before your scheduled camp and we will do our best to accommodate you. There is a “ball bin” on the Amphlett porch at Pine Lake.  All sports equipment is stored in the Picnic Shelter at Lucerne.
Craft Supplies

Available craft supplies are listed below.  Please let us know what supplies you need and we will make them available in your program area. If you need something that is not on the list, just let us know so we may get the supplies you need. Event Directors: Remember to use the proper Event Director Expense form when purchasing supplies for your specific BCRM camp event needs.  The form is in the appendix of this manual.
The main craft supply areas at Lake Lucerne are:
· Ridgewood – the supplies are available on request

· Dellwood – the supplies will be in the craft area located in the basement of Dellwood Lodge

· Hillcrest – the supplies will be in the craft building

The main craft supply area at Pine Lake:

· Dogwood Craft shop
Standard Craft Supplies
The following is a listing of “standard craft supplies” which will be available at the camp sites:

· Scissors

· Twine

· Magnifying glasses

· Plaster of Paris and plaster molds

· Yarn

· Construction paper – multiple colors

· 8 1/2 x 11 white paper

· 8 1/2 x 11 colored paper – multiple colors

· 8 1/2 x 14 white paper
· Paint brushes

· Sandpaper
· Paint – multiple colors, tempera -water based

· Glue – Elmer’s or similar type

· Crayons

· Newsprint – end rolls

· Masking tape

· Transparent tape

· Magic markers

· Pencils

· Tag board

· Old magazines and catalogs for pictures

· String

· Assorted beads

Mountain Bikes
PD-4A

The mountain bike program is available at the Lake Lucerne Camp and Retreat Center is an exciting activity available to you and your campers.  In order to keep this as an option there are a number of guidelines that must be followed.  Bikes are checked for safety and repair weekly throughout the season.

Bike Check Out Procedure:
During summer camp, arrangements must be made on your Schedule Coordination form in order for the bikes to be available during the times you want them.
· A bike orientation will be required for everyone riding (Staff see orientation in Program Manual)
· Bike ride leader must be 18 or older and riders must remain with the adult at all times

· You must be 10 years old and 42” to ride bikes

· All bikes are to be checked in and out from the Cove

· At the checkout you will receive a helmet. Locks are available on request

· You are responsible for returning helmet (lock and key if issued to you) to the Cove as soon as you are finished with your ride. There is a $25 charge for a lost helmet, lost key or lock

· When returning your bike: lock it, with the front wheel facing the Dellwood block wall and check in with a staff member.

Bike Safety Policies:
PD-4A PD-5

· Helmets of the appropriate size MUST be worn at all times by all participants.
· Closed-toe shoes (tennis shoes, boots etc.) must be worn, no sandals or “flip flops”

· Bikes may only be used in camp, on the paved camp roads and designated ‘bike trails”. BIKES and HORSES don’t mix well.  Stay on prearranged trail while riding!

· While biking you must obey the 10 MPH Speed Limit on all camp roads and trails.
· Please obey all standard traffic safety guidelines including stopping at all stop signs and yielding when appropriate.
· Please help us to minimize the environmental impact on our property by staying on marked trails .
· While biking you must stay on camp property.  Under no circumstances should you travel on any public roads.
· If you stop and are leaving your bike unattended please place the lock on the bike to secure it.
Archery

Archery is a great activity as part of the camp experience.  It offers the opportunity for campers to learn a new skill, while developing the patience and discipline to “hit the mark”! Below are some basic guidelines to help you plan archery as part of your event.

· Archery has to be scheduled prior to your arrival.  We have National Archery Association Level I Instructors that will be operating the archery range.  

· A counselor must be present with your campers.  If this is a family group, the parents must accompany any children to the range.  Our instructors are in charge of operating a safe range and are not able to handle the campers outside of range usage.

· Because of the equipment available, archery shall be limited to campers 10 years old and older and there shall be no more than 8 campers on the range during a session.  During family camp event campers under 10 may participate as long as a parent or other supervising adult is present and participating.  

Low Ropes

PC-1

Low Ropes activity is a high energy, team-building exercise using a collection of games to foster that team building.  The “gold” in a low ropes experience are the precious “ah-ha” moments that come when the participants realize that in order to accomplish the task they MUST work together.  Low Ropes is NOT an obstacle course.  It is, however, a great way to build Christian Community!

The low ropes course is an activity area designed to promote and encourage community building for middle and high school age campers.  This experience can be a centerpiece for many summer camp events. In order to get the most out of a low ropes adventure, please schedule a minimum of 2 hours in one block.  Less than that does not provide adequate time to facilitate the safety aspects of the activities and more importantly time to process the experience with campers. A trained camp staff facilitator must lead your low ropes experience, so please indicate on your Schedule Coordination Form your desire to use the course so we can make the appropriate staffing arrangements.  No one is permitted on the course without proper supervision!  You must send a counselor with your group while they are on the course.  We require a minimum of 2 staff (one from the event group and on camp staff) with each group on the course at all times, regardless of the number of participants. 

Group size must be limited to 12 participants for this to be a meaningful experience for your campers

Our camps will periodically offer Low Ropes facilitator training during staff training in early June.  For Volunteer staff serving at a BCRM sponsored events there is no cost for this training.  If interested please contact camp.

This training is required to lead low ropes activities, and will include:

· Safety training on Low-Ropes, including spotting, group management, and equipment inspection

· Technical facilitation requirements for each of the elements included on the course

· Processing or Debriefing techniques to help facilitate growth within the group

Labyrinth 

A Labyrinth is an ancient tool of worship.  It is used as a way to center participants around the presence of God.  It is a wonderful way to introduce middle and high school age youth to meditation and personal worship.  This can be a meaningful experience for families with young school age children when adults participate with the children. We have several Labyrinth experiences written and would be glad to share those with you.  If you have a particular theme you would like to focus on while using the labyrinth, please contact the Program Director and we will work with you to design an experience that will work with your theme.

To schedule use of the Labyrinth please contact the Summer Program Coordinator.
Trails

The camps have numerous trails that weave around the grounds.  There are many opportunities for your group to experience the wonders of nature by hiking the grounds.  If you are interested in trails, please contact camp for a map of existing trails.

Campfires

Campfires are a memorable part of camp.  We have taken steps to ensure that your campfire site provides for a safe and fun campfire experience. Campfires are only allowed in designated fire pits. We need you to become part of the fire safety team when working with fires.  Most importantly, this means that when you are through with your campfire; put it out completely with water.  Smoldering fires are potential danger areas that can spread to neighboring debris and we could end up with a bigger fire than intended.  Please help us in preventing a fire disaster.

Campfire Locations, Firewood Availability, Water Availability
The campfire locations and information are listed below.  Each area will have fire buckets or pump to extinguish the fire.  Pumps should be refilled after every use for the next time when they are needed.

Campfire Location
Firewood Location
Water Area
Lake Lucerne

Ridgewood-between the roads
behind the fire circle area
Pump can by fire  - return to Retreat Center 
Dellwood-Chapel trail
behind the fire circle area
Pump can by fire  - return to DW basement outside

Hillcrest-behind cabins
behind the fire circle area
Pump can by fire  - fill from spigot by Dining Unit 1

Pine Lake

Picnic Point
near the fire ring
pump can by fire – return to Oakwood to refill

Vespers area near lake
side of fire ring
pump can by fire - return to Amphlett to refill

Matches, Paper, Firewood
If you need matches, they can be obtained at the office or from the Summer Program Coordinator.

Kindling is all around you at camp, and small piles of kindling should be near the campfire areas.
The Camp Stores
The camp store is where different camp memorabilia and souvenirs may be purchased. We stock a variety of items including camp shirts, hats, mugs, postcards, postage, cameras, novelty items, ice cream bars, beverages and snack items.

The camp store is open during Registration and Pick-up times, for campers and their parents to visit. The stores may be opened at other times by arrangement for your group’s shopping pleasure.  Please indicate your preferences on your Schedule Coordination form.  
Where is the Store Located?
At Lake Lucerne it is located in the lower level of the Dellwood Lodge on the north end of the lodge.

At Pine Lake the NEW location is in Amphlett Hall.
Payment Options
We accept cash and personal checks.  Check are to be made payable to the Camp.

Please note:  The store is run by trained Staff only.  All transactions must take place through the register, and “personal tabs” will not be allowed for staff or campers.

Lucerne Centennial Chapel

The Lucerne Centennial Chapel holds a special place in the long history of camp.  The sanctuary of the Chapel should be used for worship and praise.  Games and talent shows should be held on the stage end of the Chapel.   Chapel times will need to be coordinated, so please discuss this with the Summer Program Coordinator prior to your time at camp so all visitors can take advantage of this unique setting.

The doors that separate the chapel side from the game side are to be opened only by the Trained Staff or the Property Manager.

Sound Equipment

There is a small four channel sound system available in the chapel.  There are 2 microphones and an electric keyboard for your use.  Each camp also has a “portable” sound system for use on a “first come” basis.
Ping Pong Tables
Ping Pong tables will be found at Lake Lucerne in the basement of the Dellwood Lodge and at Pine Lake on the Porch of Amphlett Hall.   Balls can be purchased for $.25 each. 
Horseback Riding

Horseback riding is available at Lake Lucerne June – August and for a few weekends into the fall.  Horseback riding lessons and trail rides are conducted only by trained staff.  Specialized horse camping weeks are offered throughout the summer and receive first priority for availability of horses.  Campers entering 3rd grade – 12th grade may participate in horse camps.  Outside of horse camp, campers must be 11 years old to participate in an independent riding lesson or trail ride.  Ground lessons on grooming, ground handling skills, working through obstacle courses, pony rides and general care may be arranged for younger horse enthusiasts or family groups.   We can also plan a special weekend retreat with the horses to challenge and grow your group spiritually. If your group is interested in adding a horse lesson or trail ride to your schedule please contact the Program Director prior to your event to determine availability of the horses during your stay at camp.  
Wilderness Trips Program

Wilderness trip and travel programs are a fantastic small group community building experience.  Amazing spiritual encounters take place in these extremely rustic settings.  These are physically demanding trips, usually involving packing canoes and backpacks through rough terrain.  But the spiritual rewards are well worth the effort!  Boundary waters wilderness trip program is limited to 9 participants because of the Boundary waters permit system. This number includes all trained leadership staff provided by camp.  Staff trained in wilderness first aid and lifeguarding will participate in any remote experience, away from camp, which will involve water travel, swimming or aquatic activities.  Let us help you build a wilderness trip program that will encourage your group to soar.
Appendix
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Lake Lucerne Parking Pass

Dates at Camp 







Camp Event 








Please cut off this top section and leave this Parking Pass on the Driver side dashboard where it is clearly visible to Lake Lucerne Camp and Retreat Center Staff.  
~Thank you for your visit to Lake Lucerne ~

- - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - 

The following section is to be filled out and given to the Director at the time of your orientation (volunteer staff), or during staff training (for summer site staff).  This will be kept in the office, to help us track vehicles and persons on the camp property.

Name 










Make and Model of Vehicle 






License Plate # 








Dates at Camp 








Camp Event  







Schedule Coordination Form

Wisconsin UM Camps
Please return this form to Program Director at least 2 weeks before your event. 
Please send a camp schedule for your camp with this form. 

CAMP NAME: 





DATES OF CAMP:  




DIRECTOR (s): 






PHONE #:




ADDRESS:







Email:





BUILDINGS NEEDED:  











STAFF ARRIVAL DATE:


TIME:


# OF STAFF: 





CAMPERS ARRIVING: 



TIME LEAVING: 






SWIM TIME:
Morning 


Afternoon 


Evening 




	Activity
	Yes
	No
	Time
	Day

	Water Carnival
	
	
	
	

	Lake Swim
	
	
	
	

	Polar Bear Swims
	
	
	
	

	Boating (other than regular swim time)
	
	
	
	

	Crafts
	
	
	
	

	Low Ropes
	
	
	
	

	Nature Program (Pine Lake only)
	
	
	
	

	Labyrinth
	
	
	
	

	Mountain Bikes(max 12 people – Lucerne Only)
	
	
	
	

	Archery 
	
	
	
	

	Camp Store
	
	
	
	

	Pine Lake Ice cream Social
	
	
	
	

	Horseback Riding (Lucerne only)
	
	
	
	


Special dietary needs (Requests are honored as we can substitute from our scheduled summer menu.  
Those coming to camp with special diets may need to bring supplementary food items):
 
______________________________________________________





Equipment Needs: 

______________________________________________________


Other Needs: 













[image: image3.jpg]




Attendance Log Sheet
Wisconsin UM Camps
_______________________________

___________________________________

Site 






Camp Number & Name

These campers did not come to camp:

Name

These campers were not registered but came or visited camp:

Date
Name



Address



Meals

Paid
These campers left camp early:

Date
Name



Reason




Signature of Parent

If the above signature is a non-custodial parent, please attach permission slip from parent for pick-up.
PLEASE RETURN TO SITE OFFICE AT THE END OF CAMP!

Summer Program Coordinator - please fax to the Camping Office at 608-837-8547.
Camps Volunteer Counselor Elective Documentation Form

Wisconsin UM Camps

Please document the courses, workshops, or trainings you wish to use as you elective trainings for the 20___ summer session.  Remember you must have 2.  You may use a variety of events as your electives.  They may include:  First Aid/CPR, Lifeguard, Disciple/Alpha Bible Study (or other extensive study of this type), any workshop or seminar that can be related to camp in some way.

Name: 















Address: 














City: 






 State: 
 Zip: 







Phone: 





 Email: 







Camp Event Name: 













Course, Workshop, or Training Completed: 










Brief Description: 













Date Completed: 






Course, Workshop, or Training Completed: 










Brief Description: 













Date Completed: 






Camps Volunteer Counselor Training Checklist

Wisconsin UM Camps
Event Directors:  Please use this form to make sure all of your staff has completed the necessary training.  Thank you for your help in ensuring that we provide our counselors with all the tools they need to give campers a wonderful camping experience.

	Volunteer’s Name
	Safe Camp Boundaries
	Counseling Techniques
	Elective 1
	Elective 2

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Photo/Video Release Form
Wisconsin UM Camps

Group Name ___________________

I give permission for photos/videos taken of me or my family at camp to be used for future 
Wisconsin United Methodist Camp promotions.








__________________________________________



Signature

---------------------------------------------------------------------------------------------------------------------

I give permission for photos/videos taken of me or my family at camp to be used for future 

Wisconsin United Methodist Camp promotions.








__________________________________________



Signature

---------------------------------------------------------------------------------------------------------------------

I give permission for photos/videos taken of me or my family at camp to be used for future 

Wisconsin United Methodist Camp promotions.


__________________________________________



Signature

---------------------------------------------------------------------------------------------------------------------

I give permission for photos/videos taken of me or my family at camp to be used for future 

Wisconsin United Methodist Camp promotions.








__________________________________________



Signature

---------------------------------------------------------------------------------------------------------------------

I give permission for photos/videos taken of me or my family at camp to be used for future 

Wisconsin United Methodist Camp promotions.








__________________________________________



Signature

---------------------------------------------------------------------------------------------------------------------

I give permission for photos/videos taken of me or my family at camp to be used for future 

Wisconsin United Methodist Camp promotions.








__________________________________________



Signature

---------------------------------------------------------------------------------------------------------------------

I give permission for photos/videos taken of me or my family at camp to be used for future 

Wisconsin United Methodist Camp promotions.








__________________________________________



Signature

---------------------------------------------------------------------------------------------------------------------

Cabin Check-In

Wisconsin UM Camps
CABIN: 



 COUNSELOR: 




Date


Items to check:

( Yes
( No

Waste paper basket in cabin?

( Yes
( No

Dust pan and broom in cabin? (if one is missing please circle)

( Yes  
( No
Windows/shutters working? 


If not, describe problem:  








( Yes  
( No
Doors in working order?


If not, describe problem: 








( Yes  
( No
Electrical outlets working?


If not, describe problem: 








( Yes  
( No
Screens in windows and doors?

If not, describe problem:  








( Yes  
( No

Do you have enough beds/mattresses?

If not, how many additional beds do you need?  




( Yes  
( No

Graffiti on walls/ceiling?

If so, briefly describe:  








( 
Other items that are missing or in need of repair, or other maintenance 
requests you may have? 








































Signed: 













(Counselor in charge of cabin)

Please give this form to your Event Director by your first breakfast at camp so that we may do all we can to provide excellent space for your event.
Cabin Assignments Form

Wisconsin UM Camps
Name of Event: 




Date:

 




Event Director: 




Cabin Name:

	Counselor
	

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	


 Cabin Name:

	Counselor
	

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	



Cabin Name:

	Counselor
	

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	


Cabin Name:

	Counselor
	

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	7
	

	8
	

	9
	

	10
	

	11
	


Cabin Name:

	Location
	Other Camp Leaders, Speakers, or Staff

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Permission to Use Personal Vehicle
Wisconsin UM Camps
TR-12

I hereby grant permission to (name of camp) ____________________________ to use my vehicle for the purpose of transporting campers for this designated period of time_________________________.  I hereby testify that the vehicle is in good working order, with no safety concerns.

I have received and understand the camp’s transportation policies and agree to follow them.  I also agree to hold the Wisconsin UMC Camping Ministry harmless for any damages to my vehicle during this activity.

Signed:  





  Date: 





Permission to Use Personal Vehicle
Wisconsin UM Camps
TR-12

I hereby grant permission to (name of camp) ____________________________ to use my vehicle for the purpose of transporting campers for this designated period of time_________________________.  I hereby testify that the vehicle is in good working order, with no safety concerns.

I have received and understand the camp’s transportation policies and agree to follow them.  I also agree to hold the Wisconsin UMC Camping Ministry harmless for any damages to my vehicle during this activity.

Signed:  





  Date: 





Permission to Use Personal Vehicle
Wisconsin UM Camps
TR-12

I hereby grant permission to (name of camp) ____________________________ to use my vehicle for the purpose of transporting campers for this designated period of time_________________________.  I hereby testify that the vehicle is in good working order, with no safety concerns.

I have received and understand the camp’s transportation policies and agree to follow them.  I also agree to hold the Wisconsin UMC Camping Ministry harmless for any damages to my vehicle during this activity.

Signed:  





  Date: 





Event Director Expense Guidelines
As an Event Director, you will be reimbursed for telephone calls, mailings, and program materials related to your camp program.  In order to be reimbursed, you must have itemized figures and receipts for the expenses.  As you prepare for your camp, please observe the following maximum allowable expenses: 

You may expect $10 per camper for weeklong camps and $5 per camper for weekend camps.  By prior arrangements only, some camps have charged a higher fee to provide more expense money. 

If you need to spend beyond these limits, please make arrangements with Nancy Deaner.  Without advanced approval, you will be asked to absorb additional program expenses.  

Craft Supply Expenses for Camp

As Event Director, you are responsible for determining your craft program and how extensive those crafts will be.  A list of standard craft supplies available at camp is found in the Program Area section under Crafts.   If you wish to have items available for crafts at your camp that are not on the list, please contact Camping And Retreat Ministries Coordinator who can authorize you to purchase the special items and have you reimbursed for the purchase price.  Items obtained for crafts do not count against the available program funds IF their purchase is pre-approved by the Camping and Retreat Ministries Coordinator. 

Guidelines for the use of Director’s Expenses:

For:

· Phone calls – recruitment and administration of camp

· Postage expenses incurred for the camp.

· Supplemental craft materials purchased after May 1.  Purchase only materials not stocked at camp. 

· Photographic processing is allowed in consultation with the Program Director.
· Miscellaneous curriculum expenses; the primary curriculum piece is purchased by the Conference Camping Office and will be supplied to you at no cost upon request. 

· Miscellaneous office supplies.

Not For:

· Travel for volunteers or special visitors at your camp.

· Purchases from the camp store.

· Major craft projects of considerable expenses without prior approval.

· Craft books, nature books, and materials.

· Pulpit supply for pastors’ churches.

Event Director Expenses
Wisconsin UM Camps
BCRM Event Directors, will be reimbursed for program expenses in the area of telephone calls, mailings, and program materials related to your camp as listed on the previous page.  In order to be reimbursed, you must have itemized figures and receipts for the expenses including an itemized listing of phone calls.  Without such documentation, the Conference Finance Office will not issue a check. 

Submit all Expenses by September 15!

Event Director’s Name ________________________________________
Camp # _________

Address____________________________________________________________________

City________________________________________
State_________
Zip _______

Maximum Allowable Expenses $_________
(see guidelines on page 61)
Phone calls


$__________

Postage


$__________

Copy machine/duplicating
$__________

Office supplies

$__________

Other expenses

$__________



Total

$__________

+++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Send this form to:

Camping Office

P.O. Box 620

Sun Prairie, WI  53590

Volunteer Counselor Application/Information

Wisconsin Conference Camps
	Personal
	First Name:
	Middle:
	Last:

	
	Street Address:

	
	City:
	State:
	Zip:

	
	Home Phone:
	Work Phone:
	Cell phone:

	Camping Info
	Event Director:
	Camp Dates:

	
	Occupation:
	Years at Camp:

	
	I enjoy working with: (list age groups or types of camps):

	Employment

History
	Current Employer:

	
	Address:

	
	Phone Number:
	Reference Contact:

	
	Previous Employer:

	
	Address:

	
	Phone Number:
	Reference Contact:

	Education
	High School (name and location):

	
	College(s) (name and location):

	Have you ever been convicted of child abuse or a crime involving actual or attempted sexual molestation of a minor?

Yes      No              If so, please explain: 

	Reference Authorization and Release:

I voluntarily and knowingly authorize any former employer, person, firm, corporation, school or government agency, its officers, employees (including my supervisors) and agents (“herein referred to as my “former employers or schools”) to release any and all information concerning my former employment or education to the Wisconsin Annual Conference, United Methodist Camping Office or its agents.  I understand that such information may include, but is not necessarily limited to performance evaluations and reports, job descriptions, disciplinary reports, letters of reprimand, opinions regarding my qualifications and character, educational and criminal background, and public record information regarding my suitability for employment.

I voluntarily and knowingly fully release and discharge, absolve, indemnify and hold harmless my former employers or schools and the Wisconsin Annual Conference from any and all claims, liability, demands, causes of action, damages, or costs arising from or incident to the seeking, disclosure, or release of information, except for the knowing and willful disclosure of false information regarding my employment, qualifications, or character.  

Signature ___________________________________________
Date _________________________________




Weekly Self-Evaluation for staff
Wisconsin UM Camps
Complete after each week of camp

1 = very low

5 = very high

1  2  3  4  5
Did I give my best to my campers?

1  2  3  4  5
Did I give each camper adequate time?

1  2  3  4  5
Did I stay “ Present and engaged with” my campers at all times?
1  2  3  4  5
Did I pray for every camper every day?

1  2  3  4  5
Was I NOT bossy with my campers?

1  2  3  4  5
Were my cabin devotions  camper-centered and without preaching?

1  2  3  4  5
Did I maintain my own time with the Lord?

1  2  3  4  5
Did I maintain a consistent Christian testimony by living the fruits of the Spirit? (Galatians 5)

1  2  3  4  5
Did I get along well with the other staff?

1  2  3  4  5
Did I fully support the Leadership staff and director?

1  2  3  4  5
Did I meet needs that were NOT my direct responsibilities?

1  2  3  4  5
Was I positive and encouraging?

1  2  3  4  5
Did I do something to improve my skills as a counselor/staff member?

1  2  3  4  5
Have I added each camper to my prayer list?

1  2  3  4  5
Did I complete evaluations, forms, and reports?

1  2  3  4  5
Did I leave my cabin or living area clean?

1  2  3  4  5
Did I handle discipline/behavior challenges appropriately?

Counselor and Volunteer Summary Form
Wisconsin UM Camps
Event Director:





Camp Name:






Please list the names and address of your camp counselors and any volunteers who will be assisting you at camp on the form below.  This information will be used to process registrations and provide a mailing address for those without web access.

Background checks serve extremely important functions.  Not only do they assist the church in complying with legal obligations, but more importantly, they assist in ensuring the safety of all the persons, especially children, involved.

Return this form to the Camping Office at least 2 months prior to camp.  You may find an excel file of the form near the bottom of the Camping website home page (www.WIUMCamps.org) that can be emailed to Camping@WisconsinUMC.org.   

	Name 
	Address
	City
	State
	Zip 
	Email Address

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Pine Lake Camp


W8301 County Road M


Westfield, WI 54982


(608)296-2720


Fax 608-296-4188


LHutler@WisconsinUMC.org





Lake Lucerne Camp & Retreat Center


W6460 County Road YY


Neshkoro, WI 54960


(920)293-4488


Fax 1-920-293-4361


LHutler@wisconsinUMC.org
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