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Virginia 4-H Standardized Code of Conduct

Standards of Behavior
Section I: INTRODUCTION

Dear Camp Staff Member:

Greetings from the Holiday Lake 4-H Educational Center and welcome to our camp staff team!  Whether you are a counselor in training, a teen counselor, adult volunteer, or summer staff member…you are an integral member of our staff team.  It is my pleasure to work with so many selfless people who give their time to help provide a safe and fun summer camp experience to so many youth from our region!  Junior 4-H Camp is a unique opportunity for many children to experience new activities, learn new skills, meet new friends, visit with old friends, and most of all have FUN in a safe, healthy environment… and the only way this is possible is because of you!

Did you know that through Virginia’s six 4-H Centers, the Virginia 4-H Camping program is one of the largest in the country?  Did you know the Holiday Lake 4-H Center has been serving youth since 1940?  Did you know this 4-H Center serves seventeen county & two city 4-H programs throughout central Virginia?  
Now you know!
Whether you are a veteran volunteer, summer staffer, or a first-timer, it’s imperative that you review this manual and familiarize yourself with its contents.  It is very important information that ALL camp staff members should be familiar with.  This manual contains many topics and sections that are designed to help you do your job while at camp and ultimately allow you to meet the requirements set forth by Virginia 4-H to work in your role at camp this summer.
As you prepare for your time at camp throughout the coming spring, I encourage you to reflect on why you want to be a 4-H Camp staff member and what benefits you can provide to the hundreds of children that will be under the supervision of our camp staff during their week of camp.  Finally, as you prepare for camp, please remember why you are ultimately here…for the kids.  If this is evident in everything we do throughout the summer, this year’s camp will prove to be the best week of many of our camper’s lives, ever!  

I would like to thank you for providing so many wonderful memories for our campers.  Our camp could not operate without you and we are thankful for your commitment.  I look forward to seeing you this summer.  As always, my door is open to discuss questions, concerns, or simply to talk while you’re at camp this year.  

[image: image5.wmf]Yours in Camping,

Nate Mahanes,  Program Director

A brief history of…

HOLIDAY LAKE 4-H CENTER HISTORY AND TRADITION

Holiday Lake 4-H Educational Center is located near Appomattox Courthouse in the midst of the 20,000 acre Appomattox/Buckingham State Forest.  Appomattox Courthouse Historical Park is 12 miles to the west.  Other nearby points of interest are: Buckingham Courthouse, the towns of Appomattox and Farmville, and Sailor's Creek Historical area.

The buildings on the property were constructed by the Works Project Administration during the 1930's to serve as a base camp for the workers building the dam and clearing the lake bed.  4-H camping began at Holiday Lake 4-H Center in 1940, when a group of agents from surrounding counties met to consider leasing the site from the Park Service. Later that year, a five year lease was signed on 19.8 acres of land.  Also included were 16 cabins and a dining hall.  Agents and volunteers worked to wire and improve the cabins prior to the first 4-H camp in the summer of 1941.

Through the years, the lease has been up graded to include 158 acres of property.  The latest lease, which was approved by the Virginia General Assembly in December 1980, will expire in December 2080.  Current building improvements include:


15 cabins, remodeled dining hall with conference room, three winterized lodges (64, 32, and 24 capacity), a small kitchen facility for groups of 20 or less, a covered amphitheater, Jr. Olympic pool, a covered pavilion, a basketball/tennis court, shooting education ranges, a barn for farm animals instruction, a low and high element rope course, a multi-purpose playing field, a campfire circle, and two bathhouses.

Historically, programs at Holiday Lake have centered around outdoor activities.  Campers have been divided up into small groups and a theme has been followed throughout the week. Arrays of themes are also used.  Classes have been planned to make maximized use of the resources available at the Center.

Youth from 17 counties and 2 cities in the central Virginia area use the Center. The various opportunities that are available at the 4-H Center include - Shooting Education, Natural Resource Education, and Outdoor Adventure programs, conferences, business groups, banquets, church retreats, and much more!  

Residential 4-H Camping

Residential camping provides opportunities not generally found at home for millions of youth each year in the United States and other countries of the world. The fond memories that the residential camping experience provides last a lifetime. For generations, this experience has been an annual summer highlight that features fun, recreation, educational programs and classes, meeting other youth, and all the other opportunities that create memories of a lifetime.

Residential camping has been used as a tool to teach educational concepts to youth for many generations. The first residential camp in the United States (with the exception of the Native Americans) began with the Round Hill School’s summer camp in Massachusetts in 1823.

The 4-H camping program began with a residential event in Randolph County, West Virginia in 1915. Education has always been an important facet of 4-H camps and during this experience at the first camp, Camp Good Luck; the youth were taught improved methods of growing corn and vegetables (the only way farmers agreed to allow their children to attend camp.) In fact, a hand-cranked movie projector was employed to show a film (silent) on a sheet hanging on a clothesline. The film featured practices on growing corn.

Since that first 4-H camp, all fifty states now conduct yearly 4-H residential camping programs. The live-away-from-home experiences and opportunities that a residential camp provides have impacted youth in learning responsibility, citizenship practices, appreciation of the great out-of-doors, and new skills in various subjects. Residential 
4-H camping continues to be an educational tool in reaching and teaching youth knowledge and skills.
Virginia Cooperative Extension

What is Virginia Cooperative Extension, and how does 4-H relate?

Virginia Cooperative Extension (VCE) is a result of cooperative efforts between local, state, and federal governments as well as local citizens to design, develop, and implement need-driven, research-based programs throughout Virginia.  VCE is directed by offices at Virginia Tech and Virginia State University.  4-H is one of four major program areas within VCE and focuses programming efforts on youth ages 5-18.    

The 4-H Mission: To develop youth and adults working with those youth to realize their full potential—becoming effective, contributing citizens through participation in research-based, informal, hands-on educational experiences.
The 4-H Philosophy: “Learn by Doing” (a.k.a. experiential learning) 

This means that Virginia 4-H provides youth with learning opportunities featuring active participation, requiring them to use their hands as well as their minds.  4-H Camp is an excellent example of the “learn by doing” philosophy.  By participating in camp activities (riflery, talent show, campfire, etc.), campers not only learn new skills in specific areas such as safe handling of a firearm, but they also learn social skills such as cooperation, communication, and more.
The 4-H Motto: “To Make the Best Better!” This means that we encourage youth to build new skills and talents through participation, practice, and learning.  In everything we do, we evaluate our successes (and our failures) to learn from the past and to continue to improve our services…thus we’re making the best better!
[image: image6.wmf]Virginia 4-H Center Service Areas

Virginia is fortunate to have six 4-H Centers across the state, each one serving a specific geographical region of the state.  The highlighted areas represent the service area for each 4-H Center.  Each 4-H Center is a private, non-profit 501(c) 3 organization, owned and operated by a Board of Directors.  
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Do You Know About the American Camp Association?

As a 4-H Camp staff member at the Holiday Lake 4-H Center, you should know about the American Camp Association (ACA).  ACA is the nation’s leading authority for developing camping program standards in all aspects of camp administration.  ACA visits camps across the country to determine whether or not they are following the industry-accepted standards, resulting in potential ACA Accreditation.  

The ACA-Accreditation Program
ACA accredits over 2,300 camps. ACA-accredited camps meet approximately 350 standards for health, safety, and program quality.  ACA Accreditation “visits” occur every three (3) years in order for camps to be re-accredited. During these visits, camps are evaluated in specific areas of program safety and administration, as well as various site and facility evaluations. In 1984 Holiday Lake 4-H Center became the first 4-H Center in Virginia to receive ACA accreditation. 
With continued commitment to safety and excellence on behalf of our paid and volunteer staff, we will always be a safe and accredited camp.  For more information on the American Camp Association, please speak with the Program Director or simply visit the ACA website at www.acacamps.org.

Goals of the Virginia 4-H Camping Program

1. To provide educational, recreational, and social experiences in outdoor living away from home.

2. To provide opportunities to meet, socially interact with, and learn to get along with other people by living and participating together.

3. To provide opportunities for youth to learn to take responsibility for their own decisions and actions.

4. To provide new experiences for youth by exploring new interests, or by exposing them to new approaches to old interests, such as nature, aquatics, music, and other life skills that cannot be provided as effectively outside of a camp setting.

5. To teach youth about citizenship, the importance of being a responsible citizen, and to provide opportunities to practice citizenship.

6. To provide opportunities for developing leadership skills.

7. To allow youth to discover special talents and to provide opportunities for developing these talents.

8. To provide the opportunity for youth to have fun and to learn to create positive, enjoyable experiences individually and with others.

9. To learn to meet individual and group responsibilities.

10. To enrich the on-going 4-H club program and to encourage long-term involvement in unit 4-H clubs.
Purpose of the Virginia 4-H Camping Program
In Virginia, 4-H camp is open to any boy or girl who meets the age guidelines. Youth do not have to be a 4-H member to attend 4-H camps; however, they should be provided the opportunity to join. All youth attending 4-H camp are eligible and should be encouraged to join 4-H.  Since 4-H camping is educationally focused, it is recognized as a delivery method for 4-H programming. Thus, youth who attend 4-H camp may sign up as 4-H members since they are receiving more than the minimum number of hours of educational instruction (six hours) during the camp.
It is strongly encouraged for agents and volunteers to utilize all camping events as a method by which to recruit and involve new youth, as well as those presently involved, into the 4-H program. All youth participating in camp should be given information concerning additional 4-H opportunities throughout the year in their unit, district, and state. 

Youth Development through 4-H Camping
Youth development is “a process which prepares young people to meet the challenges of adolescence and adulthood through a coordinated progressive series of activities and experiences which help them to become socially, morally, emotionally, physically, and cognitively competent (National Collaboration for Youth Members, 1998.)
Although it is impossible for 4-H camping to provide total youth development due to the short-term (i.e., one week or less) nature of the experience, 4-H camping provides many of the features of positive youth development.
When used in conjunction with other 4-H delivery modes and activities (e.g., 4-H school enrichment, 4-H after-school clubs, 4-H community clubs, and 4-H special events, etc.), 4-H camping can help to provide positive youth development throughout the year.

Section II: JOB REQUIREMENTS
Training Requirements

All camp staff, paid and volunteer, must be (at minimum) trained in the “core content” areas listed below prior to serving in a leadership role at camp.  It is recommended that short-term camp staff (i.e. teen counselors/adult leaders) participate in at least twenty-four (24) hours of pre-camp training while long-term camp staff (i.e. 4-H Center paid summer staff) participate in at least six (6) days of pre-camp training.
In addition, it is required that the Tool for Determining Readiness for Camp (TDRC) be incorporated into Virginia 4-H Camp staff training programs.  This may be done in a variety of ways; however, it is imperative that documentation exists that shows each paid/volunteer staff person’s competency related to camp has been evaluated/assessed and determined they are adequately prepared to serve in a leadership role in camp. 
Staff/Volunteer Checklist
This form is to be used by all camp staff to record necessary documentation required for their employment as camp staff.  This includes required documentation for the hiring and training processes.  This form must be kept on file with the Unit office with a copy submitted to the 4-H Center for volunteers; while only being required at the 4-H Center for paid 4-H Center summer staff.  The Staff/Volunteer Checklist can be obtained from your 4-H Agent, the 4-H Center, or from the Virginia 4-H Camping Handbook.
Roles, Position Descriptions, & Expectations
1. Definition of 4-H Camp “Volunteer Staff” and Explanation of 4-H Camp Role
a. The term “volunteer staff” refers to any non-paid individual who has direct responsibility or access to 4-H campers. Volunteers at 4-H camp are classified as counselors in training (CITs), teen counselors, or adult volunteers. These volunteers are recruited and trained at the unit level by the 4-H Extension agent (or other Extension faculty/staff responsible for 4-H camping).
b. Volunteers are critical in the provision of 4-H camp. Volunteers’ primary responsibility is supervising 4-H youth campers throughout the day and night. Some volunteers also teach classes, assist with afternoon and evening programs, and direct camp.
2. Definition of 4-H Center Summer Camp Staff and Explanation of 4-H Camp Role
a. Summer camp staff are paid seasonal employees of the 4-H Center. These staff members are typically ages 18 through 24 and are either in college or are college graduates. In some cases, 4-H summer camp staff are teachers or youth development professionals who are not employed during the summer and are available to work with 4-H camping.
b. Summer camp staff are hired, trained, and supervised at the 4-H Center by the 4-H Center Program Director.
c. Summer camp staff members are responsible for instructing classes, developing and implementing afternoon and evening programming, and for assisting with other areas of the 4-H Center’s operation as needed.

3. Each 4-H camp paid and volunteer staff member should be given a written position description prior to camp that identifies the essential functions of his/her role in camp. In addition, paid and volunteer staff should be given information on the general nature and diversity of the total camp population, the characteristics of the camp and camp programs, and how the paid and volunteer staff member’s position responsibilities fit into the overall 4-H camp program. Furthermore, all 4-H camp volunteer and paid staff members must review and sign their position descriptions prior to reporting to work.
4. Counselors-in-Training (CIT) 
a. Philosophy 
i. The philosophy of the CIT program is for youth to develop and improve their skills, as well as utilize their abilities, to work with others in a camp setting; to learn responsibility and the importance of following through on commitments and assignments; and to learn camp procedures and program skills.
ii. The CIT program is designed to teach potential new counselors how to work with younger children and to have them return as teen counselors in the coming years. CITs learn the purpose of 4-H camping and how it relates to the total overall 4-H program. 
iii. The CIT program provides opportunities for youth to grow and develop as well as learn leadership skills as they serve in the camping program. The goals of the CIT program include:
1. to develop and improve leadership skills,
2. to enhance self-confidence by utilizing new skills,
3. to learn how to make good decisions, 

4. to discover and explore positive capabilities and potential talent, 

5. to learn to work positively with younger children, peers, and adults,
6. to learn counseling techniques and how to be a friend to others,
7. to assist and lead under the guidance and direction of experienced counselors and staff,
8. to learn and understand camp objectives,
9. to become familiar with and enforce camp policies and procedures,
10. to learn to be a follower as well as a leader, and
11. to value and practice service learning.
b. Description 
i. Youth serving as 4-H camp Counselors-in-Training (CITs) are in a learning role under the supervision, guidance, direction, and/or leadership of an experienced camp counselor to become a future 4-H camp teen counselor. The emphasis is on “learning,” and these youth do not have sole supervision of younger campers at any time.
ii. Camp directors may choose to provide specific classes designed for CITs during the camping event which focus on leadership, camp counseling, working with younger children, communication, teambuilding, and/or similar topics. Additionally, specific job descriptions should be developed for CITs in the camp setting. (Curriculum for 4-H camp counselors-in-training is available. Contact the state 4-H office for more information.)
iii. Any youth selected by the unit Extension staff responsible for the participating campers may serve in the role as a Counselor-in-Training based upon recruitment/selection criteria. 
iv. Complete job description can be found at the end of this manual in the Appendix.

c. Minimum Requirements 
i. Recommended by agents, volunteers, camp staff, counselors, and/or peers in their respective communities;

ii. Be a positive role model and display maturity for the position (based on the judgment of the unit staff); 
iii. Be willing to serve as a CIT with the plan to return in the future as a   4-H Teen Counselor; and 
iv. Be trained prior to the camping experience in which he/she plans to serve. 
v. May not have sole supervision of campers at any time.

5. Teen Counselors 
a. Philosophy 
i. The Virginia 4-H program recognizes that teenagers have the greatest opportunity to influence younger children. Even more than adults, younger children look up to teens. In essence, younger children want to be teens more than they want to be adults. Thus, teen counselors have the greatest opportunity to make a lasting impression on campers. Campers are always watching teens. Teen counselors serve as heroes to younger children—someone they hope to emulate. Since teen counselors are closer in age to the campers, they are more in tune with the likes, dislikes, and concerns of the campers.
ii. In addition, 4-H camp counseling provides a tremendous opportunity for adolescent 4-Hers to develop leadership and life skills, and is another way that teens can continue to participate in 4-H. In a camping environment, which actually serves as a community, teen counselors often make a difference in the lives of younger campers with their energy, enthusiasm, skills, talents, and by being a friend.
iii. For these reasons, 4-H camp teen counselors are valued for the important contributions they can make to the 4-H camping program.
b. Description
i. Teen volunteers serving as 4-H camp teen counselors are non-salaried staff who have agreed to fill defined roles in the camp setting. 4-H camp teen counselors supervise children in the 4-H camp setting, serving in place of the parent and assuming responsibility for the well-being of the campers in their care. Their primary role is to appropriately supervise 4-H campers at all times.
ii. Teen counselors play a very important role in the camping event. Given this fact, a 4-H camp teen counselor must be a friend, guide, “parent,” teacher, and companion to those children under his/her supervision. Positive role modeling is a must for every 4-H camp teen counselor. All 4-H camp teen counselors serve under the supervision, guidance, direction, and/or leadership of the Extension staff (paid or volunteer) in charge of the 4-H camping event. All 4-H camp teen counselors are required to receive training prior to the camp session(s).
iii. Any youth selected by the Extension staff responsible for the participating campers may serve in the role as a teen counselor based upon recruitment/selection criteria.
iv. Complete job description can be found at the end of this manual in the Appendix.

c. Minimum Requirements

i. Be 14 years of age or older by January 1 of the current year (should be older based on experience and maturity; 14 years of age is the absolute minimum age).
ii. Be recommended by camp staff, counselors, and/or peers in his/her community.
iii. Be a positive role model and display maturity (based on the judgment of the unit staff.)
iv. Be trained prior to the camping experience in which he/she plans to serve. 
6. Adult Volunteers 
a. Philosophy

i. Adult volunteers are important in camp as they provide the necessary maturity and experiences of life that can guide young children in the 4-H camping community. Most importantly, adult volunteers are the “caring adults” that are necessary in order to provide positive youth development.
ii. Through active participation in 4-H camp activities, adult volunteers are role models for teen counselors. Adult volunteers assist the salaried Extension staff in supervising and guiding the 4-H teen camp counselors during the camp experience.
iii. While most 4-H camps depend on trained 4-H teen counselors as room supervisors, adult volunteers also help in this role. Adult volunteers often function as “lodge deans” or “cabin deans.” 
b. Description
i. Adult volunteers are non-salaried staff who have agreed to fill defined roles in planning, implementing, and/or evaluating the unit’s 4-H camping event(s), under the supervision, guidance, direction, and/or leadership of the Extension staff (paid or volunteer) in charge of the    4-H camping event. Adult 4-H Camp Volunteers enable more youth to be involved in 4-H camping. All adult 4-H Camp Volunteers are required to receive training prior to the camp session(s). 
ii. Any adult selected by the Extension staff responsible for the participating campers may serve in the role as an Adult 4-H Camp Volunteer Leader based upon recruitment/selection criteria.
iii. All adult volunteers are accountable to the Extension staff (salaried or volunteer) in charge of the 4-H camping event.
iv. Complete job description can be found at the end of this manual in the Appendix.

c. Minimum Requirements

i. Be at least 19 years of age or older by January 1 of the current year;
ii. Be a positive role model and display maturity (based on judgment of the unit staff); and, 
iii. Be trained prior to the camping experience in which he/she plans to serve.

7. Summer Staff

a. Philosophy

i. Paid summer staff positions are important in camp as they receive higher level training and they help keep the “inner-workings” of camp running smoothly.  

ii. Summer staff members work the same position for the duration of the summer, bringing continuity and higher level instruction to camp classes and activities.

b. Description

i. Summer staff members are paid employees of the 4-H Center for the duration of the summer, who have agreed to participate in approximately two (2) weeks of pre-camp training as well as ongoing training throughout the summer.

ii. Summer staff are recruited, screened, hired, training, evaluated, and supervised by the 4-H Center Program Director.

iii. Complete job description provided upon hiring.

c. Minimum Requirements

i. Be at least 18 years of age or older by the start of camp.

ii. Have prior related experience.

iii. Be a positive role model and display maturity (based on the judgment of 4-H Center Program Director).

iv. Participate in pre-camp training/assessment sessions (approx. 2 wks.)

v. Preference given to those applicants with at least one year out of high school.
Standards of Behavior
4-H campers are required to read, sign, and submit the Code of Conduct, a document which outlines expectations for behavior while at camp (or any other program/event for 4-H.)  Due to the nature of camp staff roles and expectations, camp staff members are required to read, sign, and submit the Standards of Behavior which outlines expectations for their behavior while in a leadership role at camp.  All camp staff should be familiar with the Code of Conduct and the Standards of Behavior form, both of which can be found in the Appendix of this manual.

Evaluation of Performance


All camp staff will be evaluated based on job performance for their time in a leadership role at 4-H Camp.  Unit level volunteers (CITs, teen counselors, and most adults) will be evaluated by the 4-H Agent or designee, typically following the camp week.  4-H Center summer staff will be evaluated by the 4-H Center Program Director (or designee) on at least two (2) occasions during the summer—mid-summer and end of summer evaluations.

Time off and leaving camp policies

In general, any time off requests from camp must be approved by the appropriate supervisor.  For Unit level volunteers (CITs, teen counselors, adult volunteers), the 4-H Agent must be consulted in advance (contact your 4-H Agent for specific requirements.)  For 4-H Center summer staff (or volunteers), the 4-H Center Program Director must be consulted in advance (at least 2 weeks.)  Camp staff should have no less than one (1) hour of time off daily, scheduled by the appropriate supervisor.  4-H Center summer staff members typically receive one evening off every other week, as well as most weekends.  
Any person leaving camp must have approval from their supervisor in advance and must sign out in the main office with the 4-H Agent and 4-H Center Program Director.

Section III: Camp Staff Toolkit
“Children Learn what they live”

If a child lives with criticism,


He learns to condemn.

If a child lives with hostility,
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He learns to fight.

If a child lives with fear,


He learns to be apprehensive.

If a child lives with pity,


He learns to feel sorry for himself.

If a child lives with jealousy,


He learns to feel guilty.
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If a child lives with encouragement,


He learns to be confident.

If a child lives with tolerance,


He learns to be appreciative.

If a child lives with acceptance,
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He learns to love.

If a child lives with approval,


He learns to like himself.

If a child lives with recognition,


He learns to have a goal.

If a child lives with fairness,


He learns what justice is.

If a child lives with honesty,


He learns what truth is.

If a child lives with security,


He learns to have faith in himself.

If a child lives with friendliness,


He learns that a world is a nice place in which to live.

Dorothy Knott
The Best Volunteer Camp Staff Will… 
1. Be the leaders in developing a wholesome camp spirit:

a. Be friendly to everyone.

b. Learn and use first names.

c. Set a good example.

d. Help the campers to feel at home.

e. Encourage campers to participate in all activities, to take care of equipment and 4-H property, etc.

f. Respect the camper's right to have ideas.

g. Bring out the hidden talents of campers.
h. Go over the camp schedule with campers as often as necessary.

i. Carry out instructions of camp director, camp staff, or group leaders.
j. Preside at meals:

i. Inform campers of procedures used in meal service and clearing of tables.

ii. Lead and direct table conversation.
iii. Ensure all campers eat appropriate servings (not too much OR too little)

iv. Ensure any child with Special Dietary Needs (lactose intolerant, diabetes, vegetarian) receives appropriate meals (see kitchen staff.)
k. Give special attention to:

i. No camper being left out.

ii. Encouraging good eating habits.

iii. Camper illnesses or injuries and always reporting them to a 4-H Center Staff Member or the Center’s Medical Staff Person.

iv. Getting campers to various locations on time.

v. Promoting safety at all times.

vi. Getting quiet after "lights out".

vii. Encouraging every camper to be considerate of his or her fellow campers as well as staff.

viii. Maintaining necessary discipline by helping campers understand the limits prescribed for group living situations.

2. Be thoughtful of the fact that all camp staff are role models for campers and should act accordingly at all times during camp. Remember that someone is always watching, so role modeling is imperative to ensure our campers have the best possible experience.

3. Help to evaluate camp on the basis of the camp objectives.  This can be done through:

a. End of camp surveys completed the last day of camp.
b. Post-Camp evaluation meetings with your 4-H Agent.
4. Be responsible to the Camp Director or the person he/she designates.

1st Day Room Orientation (Volunteer Staff)
1. Review everyone's name in the room.
2. Explain the fire evacuation plan posted in your room.

3. Go over basic rules of camp.

4. Stress importance of basic hygiene (At least 1 shower per day, brush teeth, change clothes, etc.)

5. Review schedule (especially for the first full day of camp.)
6. Make sure that each camper knows what group or pack they are in, what classes they are supposed to go to, and how to get to them. Stress the importance of attending all classes and activities.

7. Explain procedure if someone becomes ill, injured, or wets the bed.

8. Everyone is responsible for his or her own things:

a. Put money in the bank.

b. Clean up after yourself.

c. Make sure that you do not touch other people's property.

9. Identify key volunteer or paid staff that campers may go to with questions/concerns.

10. Answer any questions campers may have and be sure to give campers a chance to ask questions.

Tips for Successful Counseling

1. Make sure each camper feels welcome and a part of the group from the moment they arrive at camp—or earlier, at the County Camp check-in if applicable.  

2. Learn each camper’s name quickly.  Learn not only those in your room but the names of all campers in your pack, classes, etc.  That’s a lot of names (good luck!)
3. See that each camper in your group is clean and well groomed (some kids may need encouragement to practice good hygiene.)
4. Make sure that campers (as well as CITs and Teens) understand the 4-H Center’s dress code. If you notice inappropriate dress, ask the camper, CIT, or teen to change into something more appropriate.
5. Help each camper find something to excel in.  Every camper can do something well (get to know your campers so you can better understand and relate to them.)

6. Try to see things from the camper’s point of view.  Meet them on their level, but do not talk down to them.

7. Recognize a camper’s good ideas and behaviors.
8. Participate in all available program or camp meetings and give these meetings some thought ahead of time (take advantage of all opportunities to voice your ideas and opinions so we can have the best camp possible.)
9. Avoid the limelight and teen clusters (our first job is to promote the success and enjoyment of the campers.)  Remember…our campers should have the spotlight as much as possible.  Of course, they love to see teens and summer staff acting silly, too!
10. Promote safety at all times.  Be familiar with the policies and procedures outlined in training.
11. Follow the instructions of the Extension Agent serving as Camp Director and the 4-H Center Program Director.

12. Work as a loyal member of the camp staff, and be cooperative, respectful, and supportive of all staff decisions (as role models the campers will follow your lead.)  You may direct any concerns about the program or decisions made to your Extension Agent or the 4-H Center Program Director.
13. Build group spirit by saying, “let’s do” rather than “you do.”
14. Find new and creative ways to continuously show your pack’s spirit.  Timing is key, so be mindful of the appropriate time to show your spirit.
15. Bring with you: special talents, rainy day activities/ideas, musical instruments, story books, and other reference materials, costumes for skits, etc.

16. Your word is your honor—don’t make promises you cannot keep and if you say you will do something you should follow up on the action.  This will build a relationship of trust.
Daily Checklist for Teen Counselors

_____
Wake up early so you will be ready to help campers when they wake.

_____
Ensure every table has at least one teen counselor during meals.  Teens should not “cluster” during camp, including at meals.  This ensures that each table has access to the food they need because campers cannot handle hot food and also ensures order is maintained during the meal.  
_____
Work together (CITs, teens, adults, paid staff) in getting campers settled down at assemblies, meals, and camp programs/classes.
_____

Be ON TIME to all camp activities and events.

_____

Be involved with campers as a helper.

_____

Be a counselor, NOT a camper (help find solutions to problems.)
_____

Assist with classes, activities, events, and duties as assigned.

_____
Stay with assigned packs/groups AT ALL TIMES, except when you have APPROVED time off.

_____
Stay in your room with campers at night EXCEPT to take sick/injured child to the Medical Staff Person (ask another teen/adult to supervise your room when doing so.)

_____

Get to know campers to which you are assigned.

_____
Be a POSITIVE influence and role model to every camper AT ALL TIMES!
We Need Adult Leaders Who Will…

1. Be a leader in developing a wholesome camp atmosphere.

a. Be enthusiastically involved in the camp.

b. Get to know all campers as individuals and counsel with them.

c. Participate in all camp programs unless otherwise directed.

d. Encourage campers to participate in all activities, to take care of equipment, camp property, etc.

e. Encourage cooperation among cabin mates.

f. Encourage every camper to be considerate of his fellow campers and staff.

2. Be concerned for the health, safety, and well being of campers.

a. Checking on illnesses or injuries and always reporting them to a 4-H Center Staff Member or the Center’s Medical Staff Person.

b. Promote order and cleanliness in the cabin.

c. Maintain necessary discipline by helping campers understand the limits prescribed for group living situations.

d. Refer serious behavior problems to the camp director.

e. See that no one is left out; give special concern to the "shy" camper without labeling.

f. Watch for signs of homesickness and unhappiness, especially the first day and night.

g. Watch for fatigue in your campers and yourself.

h. Learn the art of leisure and relaxation.  The campers will catch the spirit.

i. Assist the Teen Counselors, support them, and help them to gain satisfaction in their roles as counselors.

j. Be responsible for campers in their lodges at night.

k. Be responsible for campers in respective assemblies, classes, and activities.

l. Assist agents and teens in getting campers settled down at assemblies and bedtime.

m. Help supervise group meetings, recreational times, etc.

n. Help determine winners of awards by observation/input.

o. Help make camp awards.

p. Take an active role in camp by helping with programs and classes.  (examples: help with the camp newspaper or help judge the talent show)

q. Conduct daily lodge and room inspections.

r. Help agents and program staff as needed.
s. Help to evaluate the camp and its effects on the individual camper.
Building Self-esteem at Camp
1. The basic human goal is to belong.  Find ways to make each camper feel part of the cabin, unit, or group.

2. Building skills builds self-esteem.  Focus on what the camper is learning to do.  Focus on improvement, not excellence.

3. People feel good about themselves when they contribute.  Emphasize ways for campers to contribute to each other and the camp.

4. Developing the courage to overcome fears builds confidence.  Help campers learn to take responsible risks.

5. Perseverance is a special form of courage that means sticking with a difficult or demanding task.  Encourage campers that, “It may be hard and it may take time, but stick with it and you’ll be fine.”

6. Making choices is a form of power.  Accepting consequences for one’s choices is responsibility.  Give campers choices and logically connected consequences.

7. Build on strengths.  Campers gain confidence when we focus on what they are doing right. Tell them often!  Encourage!

8. Show confidence in them. “You can do it!” would make a great camp motto.

9. Stimulate independence.  Help campers learn to do things for themselves.  It will help them to stand tall.

10. Show acceptance.  Let your campers know that win or lose, succeed or fail, in trouble or in limelight, they are worthwhile human beings and that you are glad to know them.

11. Show Respect.  People feel good about themselves when they are treated respectfully.  Avoid yelling, name calling, put downs, and other forms of disrespect.

12. Take care of yourself.  We encourage from overflow.  Use these tips to encourage yourself and fill your own self-esteem cup.

Copyright 1996 by Michael Popkin, Ph. D. Active Parenting Publishers, Inc.

810 Franklin Court, Marietta, GA 30067   1 800-825-0060

The Listening Line-Up:

A Truth about Listening:  Children learn best when they listen; they listen best when they feel heard.
1. Find a quiet place.  Take children aside in a tactful way.

2. Be interested.  Many listening problems vanish when we have an open and interested attitude.

3. Get rid of distractions (like noise or objects in your hand.) Distractions dilute our ability to be present.

4. Use body language.  Be alert, make eye contact, lean forward or put yourself on the same level physically with younger children.

5. Stop talking.  The more we talk, the less listening we do.

6. Listen to understand, not just for the sake of it.

7. Acknowledge how children feel: non-verbally with nods, smiles, etc.; or with simple statements (Examples: “You sound pretty angry, Sally.”, ”Tommy, you sound hurt that you were left out.”, ”What makes you so angry?”, “It sounds to me like you might be a little jealous.”)

8. Validate feelings.  Let youngsters know it’s not wrong, but even normal to feel that way. Validating feelings simply means that what we feel is okay.  What we do with feelings is another matter. (Examples: “You know, a lot of kids feel a little homesick at first.”, “I don’t blame you for feeling angry.”, and “I’d be hurt, too!  But now let’s see how to help you figure out what to do about it.”)

9. Ask.  Many children are not used to being listened to.  Reassure them of your interest. Invite them to share.  Be careful not to ask questions that are put downs or embarrassments. (Examples: “You look upset, Joey.  Can you tell me what happened?”, “You look like you think no one believes you.  Can I help?”)

10. Keep focused.  If children have trouble staying on track, help them out.  Say “Let’s go back to what you were saying before…” or “What you’re saying now isn’t what got you upset before.”

11. Invite reflection.  Children often have ideas about what might help them out.  Encourage them to give you their ideas. (Examples: “Do you have any ideas that might help?”, “What do you think we can do to figure this out together?”)

12. Share your own experiences, but keep it simple. (Example: “You know, I was homesick the first time I came to camp, too!”, “Something like this happened to me once.”

13. Give credit to children when they are able to share, trust, be honest, or be open.  They also need credit when they own their mistakes or their part of a problem. (Example: “I know this is hard, but you’re doing great.”, “It takes guts to be honest like you are.”, “I’m very impressed with how much you are able to trust me.”)

Remember: Most children want to be heard!  Guard against jumping to conclusions instead of listening.  Being critical or demoralizing usually shuts children down, not opens them up.

Copyright, 1992, by Bob Ditter, LCSW. All rights reserved.

Attention Deficit Hyperactivity Disorder

“An attention deficit disorder (ADD) person may be working on a project when something else distracts him, and he makes the snap decision to change priorities and jump into the new project—leaving behind the debris from the previous project.”  (“Attention Deficit Disorder: A Different Perception”, by: Thom Hartmann)  Now add a ton of additional energy and a child that is always frantically looking for ways to expel this urge to be moving and doing something, now you have an ADHD child.  

An ADHD child’s Bill of Rights:
“Help me to focus”


I need “hands on” and body movement.

“I need to know what comes next”

“Wait for me, I’m still thinking”


Please allow me to go at my own pace.  If I rush, I get confused and upset.

“I’m stuck, I can’t do it”


Please offer me options for problem solving.

“Is it right?  I need to know NOW!”


Please give me rich and immediate feedback on how I’m doing.

“I didn’t forget, I didn’t ‘hear’ it in the first place.”

Please give me directions one step at a time and ask me to say back what I think you said.

“I didn’t know I WASN’T in my seat!”


Please remind me to stop, think, and act.

“Am I almost done now?”


Please give me short work periods with short-term goals.

“What?”

Please don’t say, “I already told you that.”  Tell me again in different words.  Give me a signal.  Draw me a picture.

“I know it’s ALL wrong, isn’t it?”

Please give me praise for partial success.  Reward me for self-improvement; not just perfection.

“But why do I always get yelled at?”

Please catch me doing something right and praise me for my specific positive behavior (right at that time).  Remind me (and yourself) about my good points when I’m having a bad day.

The ADHD Bill of Rights offers some important points and suggestions for teens and adults working with any child, especially younger children who have a shorter attention span and require activities to utilize their boundless supply of energy.  

Some tips to keep in mind

· Remain Positive
· Give them something to do and before they get bored move them to something new.  If you don’t give them something to do, they will find something to do.
· Keep them involved with what the group is doing.  Give them a part in a skit at campfire or a special job they can do well.
· Set all children up for success.  Bring out their hidden talents.
Remember playtime.  Have fun with the kids and help them release that extra energy.

Handling Bullying at Camp

Bullying at camp is a real and unacceptable occurrence.  Bullying must be “squashed” immediately by caring and assertive camp staff.  Involve older teens, adults, summer staff, Extension Agents, and/or the 4-H Center Program Director when necessary; being sure to communicate with the 4-H Agent when bullying problems exist.
Facts About Bullying

· About one in seven school children is either a bully or a victim. That means in a group or pack of 40 campers, approximately 5-6 of the children in your care are likely to be a bully or victim!

· Bullying affects about 5 million elementary and junior high students in the United States.

· Ten to fifteen percent of all children report being bullied on a regular basis.

· Bullying is more than beating people up. There are three basic types of bullying: physical, verbal, and emotional. Most bullying is verbal.

· Most bullying happens where there is little or no supervision. Examples: in the bathroom, in rooms between classes or activities, when-or wherever teens or adults are not present. 

· Bullying hurts everyone. Victims feel sad, afraid, anxious, and bad about themselves. They may have social problems (a hard time making friends), emotional problems (low self-esteem, loneliness), and academic problems (their schoolwork suffers). Witnesses (people who see or hear others being bullied) may feel afraid and anxious. Bullies often get into serious trouble as adults; statistics show that one in four bullies will have a criminal record before the age of 30 and many have problems with relationships throughout their lives.

4-H CAMP IS A PLACE WHERE…

We don’t all have to be the same.

We don’t all have to think the same.

We don’t all have to act the same.

We don’t all have to talk the same.

We don’t all have to dress the same.

We don’t all have to believe the same things.

We have the right to be ourselves.

We like it that people are different.

We know that our differences make us interesting and UNIQUE.

We honor different ways of being, acting, and believing – even when we don’t agree with them.

We do our best to solve problems peacefully.

We speak up if we see others being treated unfairly.

We treat each other the way we’d like to be treated.

We treat each other with respect. 
From The Bully Free Classroom by Allan L. Beane, Ph.D., copyright © 1999. 
Free Spirit Publishing Inc., Minneapolis, MN; 800/735-7323 (www. Freespirit.com).
Typical Bullying Behaviors

· Act like they rule the world

· Act mean

· Act rude

· Attack people

· Boss people around

· Brag about being tough

· Break people’s things

· Carry weapons

· Cheat

· Damage people’s things

· Embarrass people

· Force people to hand over their money or possessions
· Frighten people

· Gossip

· Harass people

· Haze people

· Hit

· Humiliate people

· Hurt people’s feelings

· Ignore people

· Insult people

· Intimidate people

· Kick

· Laugh at people

· Make fun of people

· Make obscene gestures

· Make racist or sexist comments

· Make people feel helpless

· Make people feel inferior

· Make people feel invisible

· Leave people out

· Lie

· Make people do things they don’t want to do

· Make people feel uncomfortable

· Name-call

· Pick on or attack people because of their race, religion, gender, family background, culture, etc.

· Pick on or attack people because they’re different in some way

· Push

· Put people down

· Refuse to talk to people

· Reject people

· Say nasty things about people

Dealing with Homesickness:
The #1 Curable Disease at Camp

Every homesick child is an individual case and needs individualized attention, but all usually have a common cause.  Often these children are away from home for the first time.  You must treat these individuals but not the cause.  All children must find a way to be happy when separated from their parents.  You can treat homesickness by finding ways to make a child happy.  Try to interest the child in new thoughts to replace thoughts of his or her own misery.  All children have some special interest; find the interest and stress it, no matter how trivial it may be.  Give the child some responsibility in the area of his or her interest. The teens and adults should exhibit tenderness and show they care for the homesick child. This will help calm the child and make them feel more comfortable in their new environment.

Factors that may cause homesickness include:

1. Over attachment to parents

2. Lack of friends at camp

3. Lack of skills in camp activities

4. Timidity, fear of ridicule, the dark, or ‘rough’ cabin mates

5. Embarrassment over a personal problem (bed wetting)

Ways of treating homesickness:

1. Catch it early—be alert

2. Keep campers busy and involved

3. Find another youngster who could be a friend to the camper

4. Do not ridicule, shame, or belittle a homesick camper

5. Become a parent’s substitute

6. Find the camper’s interest and stress it

7. Don’t call attention to the problem—DO NOT TALK ABOUT HOME OR ALL OF THE THINGS THEY MISS

8. Sit down and talk about what’s happened and what’s going to happen at camp

9. Explain what to expect at camp

10. Give special responsibilities

11. Set goals with the camper and try to have them get through camp a little at a time

12. Listen well and have lots of love and understanding

Ready to Lose Your Cool? 
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you feel angry)
· TAKE A TIME OUT:

· COOL OFF

· “TAKE FIVE TO REVIVE”
· TALK ABOUT WHAT YOU ARE FEELING:

· TELL A COUNSELOR

· USE “I” STATEMENTS

· TELL A FRIEND WHAT YOU ARE FEELING

· (BUT NOT TO BAD MOUTH SOMEONE ELSE!)
· WRITE A NOTE:

· IN A JOURNAL

· TO A COUNSELOR

· TO A FRIEND

· TO THE PERSON WHO UPSET YOU
· GET SUPPORT FROM:

· A COUNSELOR

· A FRIEND

· A GROUP HEAD

Robert B. Bitter, LCSW

93 Union Street, Suite 307, Newton Centre, MA 02159-2241

Section IV: General Training Information
Sexual Harassment

The Virginia Tech and the 4-H Center expressly prohibit any form of unlawful employee harassment based on race, creed, color, religion, sex, age, national origin, political affiliation, veteran status, or disability.  Improper interference with the ability of the camp staff to perform their expected job duties will not tolerated.  The following is prohibited:

1. Unwelcome sexual advances, requests for sexual favors, and all other verbal or physical conduct of a sexual or otherwise offensive nature, especially where:
a. Submission to such conduct is made either explicitly or implicitly a term or condition of employment 

b. Submission to or rejection of such conduct is used as the basis for decisions affecting an individual’s employment; or
c. Such conduct has the purpose or effect of creating an intimidating, hostile, or offensive working environment.

2. Offensive comments, jokes, innuendos, and other sexually oriented statements.
Sexual harassment violates Virginia Tech and 4-H Center policy, in addition to state and federal laws, and will result in disciplinary action, potentially including termination of employment.

Camper Supervision
1. Supervision Ratios 
a. 4-H youth campers ages 9 through 13 must be supervised at all times by trained 4-H camp teen volunteers, adult volunteers, unit Extension  faculty/staff, and/or 4-H center faculty/staff in accordance with the appropriate supervision ratios below.
i. For campers ages 5 through 8, the staff/camper ratio must be 1:5 (or better).
ii. For campers ages 9 through 13, the staff/camper ratio must be 1:8 (or better).
iii. For campers ages 14 through 18, the staff/camper ratio must be 1:10 (or better).
b. Exceptions to these supervision ratios might occur. For example, during daytime group programs in which teen and adult volunteer staff are meeting or have “time off” in a specified location. In these situations, paid staff should supervise youth and a communication system should be implemented for contacting the volunteer staff in the event that additional supervision becomes necessary.
c. The appropriate supervision ratios have been identified for each 4-H camp class. In some cases, this number exceeds the requirements above.

d. User groups are advised in writing to follow these supervision ratios. 
2. Supervision Responsibilities of Volunteer and Paid Staff
a. Volunteer and paid staff members should be informed in writing of their supervisory responsibilities over youth campers. 
b. Teen counselors and adult volunteers are expected to supervise campers at all times (except during scheduled breaks). Counselors-in-training are not allowed to supervise youth without the presence of a trained teen counselor, adult volunteer, or unit Extension faculty/staff.
c. Teen counselors are required to provide direct nighttime supervision to campers (for whom they have supervision responsibilities), except when a sick or injured child has to be transported to the camp medical staff person. In those situations, a second teen counselor or adult leader is to be notified to insure proper supervision during this exception.
3. Situations in which Camper Supervision is Critical
a. During certain times of the day, accidents and incidents are more likely to occur. During these times, appropriate supervision of campers becomes even more critical. These times are:
i. Rest periods, 
ii. Time between classes, 
iii. Time between scheduled programs/events, 
iv. Immediately after lights-out, and
v. During nighttime hours.
b. All paid and volunteer staff who supervise youth during these times should be aware that these times are the most critical in terms of supervision.
4. Staff/Camper Interactions
a. Volunteer and paid staff should be trained to supervise campers in a way that is positive, caring, and respectful of campers as individuals. Because 4-H camp is designed for young campers, volunteer and paid staff should focus attention on campers’ needs and interests rather than their own needs or the needs of other volunteers and paid staff.
5. Lodge Check Policy
a. Each 4-H Center must develop a standardized policy and procedures for monitoring cabins/lodges and other facilities during daytime and nighttime hours. This policy and procedure must be outlined in the 4-H Center-specific appendix and communicated to Extension faculty, staff, and volunteers in the 4-H Center’s service area. 
i. This “Lodge Check” policy/procedure should ensure that all youth are accounted for, all youth are in the appropriate locations, and that all youth are supervised correctly at all times.
ii. For 4-H Centers that have not established this policy, the 4-H Center Director and Program Director must work cooperatively with agents in the 4-H Center’s service area to establish this “Cabin/Lodge Check” policy.
iii. For 4-H Centers that house youth in multi-room lodges, “lodge deans” are recommended. These volunteer or paid staff will be responsible for lodge supervision and will represent an extra level of supervision in addition to counselors-in-training, teen counselors, and adult leaders. (Note: “Above-Suspicion” needs to be addressed to ensure that Lodge Deans remain above-suspicion by avoiding a one-on-one situation while on duty.)
b. During 4-H camp, at least one adult responsible for each lodge must be at least 21 years old. Volunteers who do not meet this requirement, but who have documented training and experience, must be approved by the person responsible for the unit 4-H camp program (i.e., agent, program assistant, master 4-H volunteer, etc.). (Note: Qualified adult volunteers who are 19 years old and older can serve at 4-H camp. However, at least one adult responsible for each lodge or set of cabins must be at least 21 years old.)
Accountability & Chain of Command
Ultimately, all camp staff are accountable to the campers we serve and their families.  We have many systems of checks and balances in the Virginia 4-H camping program in the levels of staffing including CITs, teen counselors, adult volunteers, camp staff, Extension Agents and staff, as well as the 4-H Center Program Director and Executive Director.  It is imperative that all camp staff hold their co-workers accountable for the safety and well-being of everyone in camp.  

However, there is a specific chain of command that should be adhered to throughout the camping program.  Volunteers that are hired by the Unit office (i.e. CITs, teen counselors, most adult volunteers, etc.) are directly supervised by the Extension faculty/staff from that Unit office.  The 4-H Center Program Director is an indirect supervisor and may address concerns with volunteers when needed; however, all volunteers report directly to their Extension Agent or designee.  All staff hired and employed by the 4-H Center (paid summer staff, certain volunteers, etc.) are directly supervised by the 4-H Center Program Director and will report to that person or their designee.  Extension Agents are indirect supervisors of 4-H Center paid summer staff and may address concerns with them when needed.

Child Abuse and Neglect

The following are some of the key indicators that abuse or neglect may have occurred:

· PHYSICAL ABUSE – Questionable bruises, welts, burns, fractures, lacerations or abrasions.

· PHYSICAL NEGLECT – Begging or stealing food, extended stays away from home, fatigue or frequently tardy from school.

· SEXUAL ABUSE – Difficulty in walking; torn, stained or bloody clothing; bleeding or bruises in external genitalia, vaginal or anal area.

· EMOTIONAL ABUSE – Habit disorders, destructive behavior, sleep disorders, behavior extremes or self-destructiveness.

If you have suspicion (i.e. reason to suspect) that any child (must be under the age of 18) at camp has been abused or neglected, you have a legal responsibility to immediately report it to the Extension Agent from that child’s county or the 4-H Center Program Director.  An investigation will be conducted immediately and the proper authorities will be contacted if necessary.  Please remember this is very sensitive information, and as such, is to remain completely confidential between you and the Extension Agent from the child’s county or the Program Director. 
Developmental Characteristics of Camp-Age Youth

9-10 Years old
Age of equilibrium, of good adjustment, of comfortable functioning not only within the individual but also between the child and others; a lot of curiosity and energy.

11 Years old
Opposite of ten.  It is a time of breaking up, of discord and discomfort.  Gone is the compliance of the ten-year-old.  Eleven is a time of loosening up, of snapping old bonds, of trial and error as the young child tests the limits of what authority will and will not permit.

12 Years old
Somewhat smoother in relationships, more positive in mood, more enthusiastic about life, whereas eleven seemed to live with a perpetual chip on his/her shoulder.  Twelve can be remarkably tolerant, even when the adult errs or falls short of perfection.  And twelve shows an outgoing enthusiasm for new adventure.

13 Years old
Likely to be extremely withdrawn.  He/she spends much time alone, away from other people, but also appears to be painfully self-conscious, thoughtful, and moody.  Thirteen's unwillingness to cooperate expresses itself not so much in reacting against the adult, as at eleven, as in simply withdrawing from any and every unnecessary contact.

This is not meant to stereotype youth, instead, to remind staff of the need to treat each youth individually.  The young person brings to the summer program all their experiences from home (both good and bad).  We need to provide consistent messages about behavioral expectations!

Managing Youth Behavior at Camp
(Including limits of authority)

1. During opening activities (opening assembly, pack/lodge orientation, etc.), review the Virginia 4-H Standardized Code of Conduct and any other behavioral expectations related to 4-H camp. Repetition is important and will help children to remember your expectations.
2. Provide appropriate supervision at all times to reduce opportunities for misbehavior.
3. Develop a system for recognizing positive behavior. Provide reinforcement for positive behavior through praise, public recognition, prizes, etc. Involve volunteers and paid staff in this system so that everyone is recognizing positive behavior.
4. Be consistent with your behavioral expectations. Treat youth equally and in accordance with the Virginia 4-H Standardized Code of Conduct.
5. When youth misbehave, counsel them to provide the opportunity for youth to change their own behavior. Help youth to identify alternatives and to problem-solve.
6. IMPORTANT: Corporal punishment is never allowed in 4-H camp. In fact, you should never put your hands on a child in a behavior management situation except to keep the child from hurting himself/herself or others.
7. Although youth should be allowed to remain at 4-H camp whenever feasible in accordance with the Virginia 4-H Standardized Code of Conduct, in some situations it will be necessary to send youth home.
8. Document all youth emotional and behavioral incidents and any situation in which you had to take action due to misbehavior. Include the date, time, location of the incident, description of the incident, action taken, conversations with parents/guardians, and witnesses to the incident or your actions in response to the incident.

Procedures for Reviewing Code of Conduct Violations

There is the potential for various types of Code of Conduct violations, ranging in severity from minor violations to major violations.  All Code of Conduct violations are serious, in that they are counter-productive to a healthy, safe, and fun camp environment.  With this in mind, Code of Conduct violations will be dealt with in the following manor(s), based on consequences as outlined on the Virginia 4-H Standardized Code of Conduct form:

Type I Violations:
· Type I violations include fighting; use/possession of tobacco, alcohol, and/or drugs; vandalism and/or destruction of property; child abuse and/or harassment.

· Type I violations are dealt with as following:

· Step 1: Violations will be reviewed by Extension Agent serving as Camp Director and Program Director.

· Step 2: Program Director and Extension Agent(s) will determine appropriate action to be taken according to the Center Risk Management Policies and Procedures.  Type I violations will result in dismissal from 4-H Camp with possible legal prosecution.

Type II Violations:

· Type II violations include behaviors and other violations not covered by Type I violations.

· Type II violations are dealt with as following:

· Step 1: Violations will be reported to Extension Agent serving as Camp Director who will review the violation(s).  

· Step 2: Extension Agent serving as Camp Director will determine appropriate action to be taken, including counseling the individual regarding appropriate behavior at 4-H Camp.  A warning will be given to the individual and consequences explained.  

· Step 3: Repeated occurrences of (the same or multiple violations) Type II violation will result in dismissal from 4-H Camp.

Please note:  Dismissal from 4-H Camp due to violations of the Code of Conduct can affect a person’s ability to participate in future 4-H Center activities as well as County-based 4-H programs and clubs.  Depending on the severity of the violation, participation in future 4-H programs may be prohibited for one (1) year, possibly resulting in a permanent ban from 4-H programs and clubs.  

It is YOUR responsibility to stop Code of Conduct violations before they happen, with campers and teens and adults.  Proper orientation and supervision with campers is the best way to ensure violations do not occur, although that does not ensure total prevention.  Teen Counselors and Adult Leaders are part of our staff team, and the team must watch out for each other.  If you see another Teen Counselor, Adult Leader, or Center Staff member violating the Code of Conduct it is your responsibility to ensure the appropriate persons are notified.

Risk Management
“Risk management” is the term given to the process we use to identify, analyze, and manage risk during 4-H activities. The objective of risk management is to protect our human, financial, and physical resources and assets from loss or destruction.
Why Is Risk Management Important to 4-H Camping?
The health and safety of 4-H youth, volunteers, staff, and the public that we serve are critically important. Through cooperation with the Virginia Tech Office of Risk Management and the 4-H educational centers, the Virginia 4-H program works to provide a safe environment for 4-H youth, volunteers, and staff using a risk management process.
Who Is Responsible for Risk Management before, during, and after 4-H Camping Programs?
1. Risk management before, during, and after 4-H camping programs involves protecting 4-H youth, volunteers, and staff. Therefore, everyone in a 4-H camp planning and supervisory role (staff and volunteers) is responsible for risk management and maintaining a safe environment for youth who attend 4-H camp
2. Unit-based 4-H Camps
a. For unit-based 4-H camps, 4-H Extension agents (or other Extension staff responsible for the unit 4-H camping program) are responsible for following the risk-management policies and procedures provided in this handbook. 
b. b. The Virginia Tech Office of Risk Management can be consulted at (540) 231-7439.
3. 4-H Camps Conducted at 4-H Educational Centers
a. For 4-H camps conducted at 4-H educational centers, 4-H Extension agents and 4-H Center Directors and Program Directors should work cooperatively to establish risk-management policies and procedures for 4-H camp. 
b. Information about the nature and content of 4-H camp programs and activities should be shared prior to camp in order to allow risk-management decisions to be made.
c. Each 4-H center has guidelines for submitting specialized program and/or class description information. 
What is “In loco parentis”?
 The term “in loco parentis” (in loco puh-ren-tiss) means “in place of the parent.”  It is the legal principle that governs a person’s actions when he/she is in charge of the supervision of minors. The principle assumes that the person will act as any reasonably prudent parent would act in the same or similar circumstances (American Camp Association, 1998). 
You are in loco parentis during any day or resident 4-H camp when you have hired the volunteers or paid staff, trained and supervised the volunteers or paid staff, delivered the program, and directly supervised the campers (1998). 
What Is Liability? 
In planning a function, it is imperative to understand your responsibility as it relates to liability. The following information is provided for use in conjunction with your normal planning process. It is important to clearly know for whom you have duty of care and that you have a responsibility to perform as any other reasonably prudent person would be expected to perform in the same situation.
1. DEFINITIONS 
a. Prudent - judicious or wise.
b. Liability - synonymous with responsibility and involves the concept of penalty when a responsibility may not have been met.
c. Negligence - failure to do or not to do what a prudent person would have done in the same or similar situation. 
2. ELEMENTS 
3. In order to prove the negligence of another person, the following elements must be present in the situation:
i. Existence of a legal duty to protect the injured party from reasonable risks of harm that can be reasonably foreseen.
ii. A failure to perform that duty of care. Ignorance and inexperience is no excuse. Inability to perform will eventually lead to problems.
iii. An injury suffered by the claimant (person filing the claim). Injury may be physical, mental, or property.
iv. A reasonably close causal relationship between the breach of duty and the claimant's injury. 
4. Your planning, documentation, and training for the activities must reflect that you recognized those you have duty of care for, that you did what any normal, reasonably prudent person would have done to protect that duty, and that you recognized the possible resultant injuries and planned accordingly.
Above Suspicion Policy

Purpose:
The Above Suspicion Policy is designed to protect our salaried and volunteer staff by becoming proactive in establishing policies to prevent suspicion of child abuse and to reduce opportunities for abuse to occur.  Also known as avoiding one-on-one situations and the “Rule of 3’s”, the Above Suspicion Policy is designed to keep campers, volunteers, and paid staff safe from allegations and behaviors of abuse.  
Policy:

1. Volunteer and salaried staff, both teens and adults, should be screened prior to being selected to attend camp.  Screening may include personal interviews, police background checks, and/or letters of recommendation.

2. Prior to the beginning of each camping season, all 4-H Center personnel, 4-H agents, teen camping counselors, and adult volunteers shall be trained in and made aware of the potential liability risks.

3. To prevent possible one-on-one situations, the following combinations of staff should be adhered to by salaried, volunteer, and teen counselors during all camping programs, with at least one of the same sex as the youth.

1. two adults - salaried and/or volunteer

2. two teen counselors

3. one adult and one teen counselor

4. Room Checks:

1. Should be done in accordance with the above combinations.

2. Adults should preferably be of the same sex as the children being checked.

3. The procedure is to knock on the door and ask for the room counselors or campers.  Adults should not enter the room unless invited in by the counselor, making sure all campers are covered or decently dressed.

4. Adults must have reason for checking room (i.e. nighttime bed checks, clearing out lodges, room inspection, etc.) except in the case of safety or life-threatening situations.

5. Room Supervision: all camper rooms shall be supervised by either:

1. One teen counselor per room           

2. Two adults per room

6. Restroom Facilities:  

1. "Adult Use Only" signs will be provided in Svoboda and Flora for times of adult usage. Signs may also be provided in Skelton / Hancock Lodges.
Sensitive Issues

Today’s youth come into contact with a wide variety of serious issues in their everyday lives. Because camp is a “microcosm” of society, many of these issues may also arise in conversation during 4-H camp. Some conversations are inappropriate in a 4-H camp setting and should not be held.  Volunteers and paid staff are expected to be role models, friends, and leaders; and are not expected to be—nor should they take the role of—parents/guardians, psychologists, or psychiatrists. Volunteers and paid staff must be trained to recognize appropriate and inappropriate conversation and behavior and know how to respond.

When any volunteer or paid staff member encounters any of the following “socially-sensitive issues,” he/she should discourage the topic and if it continues bring it to the attention of the unit Extension faculty/staff (or other person serving as camp director) or the Program Director for appraisal and/or an appropriate means of handling the situation.
Potentially Sensitive Issues

· Tattoos

· Sexuality

· Cults

· Drugs
· Body Piercing
· Religion
· Ghost Stories
· Personal Lives of Staff
· Divorce
…and any other socially-sensitive issue that could create 
an uncomfortable and/or awkward situation.
Camp as an Inclusive Environment

How do we define “inclusive”?

· Accepting people despite their differences

· Respecting their differences

· Allowing everyone the same opportunities (regardless of backgrounds, abilities, and differences) and treating them equally

· Breaking down barriers (mental and physical) created by pre-conceived notions about differences

· Adapting activities so that people of all abilities have the opportunity to participate

· Ensuring everyone is included in all activities and that NO camper (CIT, Teen, Adult) is “left out”!
What things should camp staff keep in mind regarding inclusion?

· Kids come to camp to learn more about themselves, their peers, and to have FUN!

· Learning should be as a result of positive experiences while at camp

· EVERYONE deserves to be treated equally, at camp and everywhere else!

Section V: 4-H Center Policies & Procedures
General Policies & Procedures
1. Any person who is on Center grounds and who is not a member of the current week’s Camping Cluster (camper, teen counselor, adult leader, or Extension Agent) or a Center employee is considered a visitor.  Upon arrival to the Center, ALL visitors MUST immediately check-in at the office to sign-in and receive a Visitor’s Badge.  Visitors must return the Visitor’s Badge to the office and sign-out before leaving the Center.  Boyfriends and girlfriends are not allowed to visit campers, teens, or adults during 4-H Camp.  
2. A curfew or “Lights Out” will be enforced each night.  Curfew guidelines are as follows:

a. Teens & adults must account for all campers in their rooms each night.

b. Any 4-H’er (camper, teen, adult) not in their assigned area by designated curfew must be reported to the Extension Agent serving as Camp Director immediately (unless accounted for in medication room, etc.).  

c. Any 4-H’er (camper, teen, adult) that is repeatedly late for curfew OR is not located within a reasonable amount of time will be sent home immediately.

d. Any 4-H’er (camper, teen, adult) who is not located within a reasonable amount of time may be treated as a Missing Person (local authorities will be called for assistance, parents notified, etc.). 
3. The use or possession of tobacco products by campers and teens at 4-H Center events (4-H Camp, Teen Weekends, etc.) is strictly prohibited.  Any camper or teen that is in violation of this policy will be dealt with according to “Code of Conduct Violations” section of this manual.  Adults, Extension Agents, and Center staff who choose to smoke must do so in the designated smoking area (see Program Director for more information).  

4. There are NO co-educational lodges at the 4-H Center.  Boys and girls must stay in their own lodges and are not to enter lodges of the opposite sex.  This applies to ALL 4-H’ers (campers, teens, adults).  The ONLY exceptions to this rule are:

a. There are times when Adult Leaders, Extension Agents, and/or Center staff must enter the lodge of the opposite sex to deal with a situation (injury, disciplinary action, maintenance, etc.).  When this need arises, the Adult, Extension Agent, and/or Center staff must be accompanied by an adult from that lodge that is of the same sex as the campers in that lodge.

5. The possession and/or use of fireworks and firearms is strictly prohibited on the 4-H Center grounds.  The only exception to this is in conjunction with an organized Camp Class (riflery, etc.) being supervised by Center staff or Adult Leader, and approved by Program Director and Extension Agent serving as Camp Director.  Firearms must be safely locked up when not in use.     

6. All medications must be turned into the Camp Medical Staff during 4-H Camp.  These medications must be turned in to the Extension Agent in the home county before loading buses and leaving for 4-H Camp, at which point they will be turned over to the Camp Medical Staff upon arrival.  

7. Sick and/or injured campers should be taken to the Camp Medical Staff for appropriate treatment by a teen counselor and/or adult leader.  Of course teens and adults are aware of the importance of avoiding a one-on-one situation when doing so.  
8. 4-H Center phones are off-limits to all camp participants (campers, teens, adults) during 4-H Camp unless approved by Extension Agent serving as Camp Director or Program Director.  (Adults may use the pay-phone located at the office porch for general use and long distance phone call must be made by calling collect, using a credit card, or by using a calling card).
9. Socialization is an important part of 4-H Camp; however, teen counselors, adult leaders, and Center staff must do so appropriately.  Extensive socializing amongst teens, adults, and/or Center staff is prohibited and will be dealt with by the Extension Agent serving as Camp Director and/or the Program Director.  Inappropriate interactions (public display of affection-PDA, horseplay, massaging, etc.) are strictly prohibited and may result in immediate dismissal from 4-H Camp.

10. Pranks are prohibited during 4-H Camp.  Any violation of this policy may result in immediate dismissal from 4-H Camp.

11. Electronic devices are not allowed on 4-H Center property unless specifically approved by the Extension Agent and/or Program Director.  This includes walkman radios, mp3 players, walkie talkies, cell phones, video games, portable DVD players, and more.  This policy applies to ALL 4-H Camp participants (campers, teens, adults, and Center staff).

12. Swimming, wading, or jumping in the lake is strictly prohibited unless in conjunction with an approved camp program, class, or special event.

13. Other behaviors not listed here (and/or in the Code of Conduct) may also be considered inappropriate and unacceptable.  Such behaviors will be reviewed and dealt with by the Extension Agent and/or Program Director as necessary.
Health Care Policies & Procedures
1. Staff Roles in Health Care
a. Camp Medic 
i. The 4-H Center employs a full time Camp Medic to oversee health care for the camp community during the camping program.  The Camp Medic ensures the 4-H Center is adequately stocked with first aid supplies and medication, as well as, handling all emergency situations, most first aid needs, and medication administration for the camp community.  The Camp Medic will typically be a certified Emergency Medical Technician (EMT).
b. 4-H Center Summer Staff 
i. All 4-H Center summer staff are certified in first aid and CPR by a nationally recognized provider.
ii. Summer staff assist Camp Medics with emergency situations and handle minor first aid situations as needed.
iii. All Paid Summer staff are provided with stocked first aid kits at their respective instructional area.
c. CIT’s, Teen Counselors & Adult Volunteers
i. Unit-level volunteers are an essential part of camp health care in that they are our first line of defense against injury and illness of campers.  It is imperative that volunteers model safe and appropriate behavior, as well as, stop unsafe behaviors when they see them occurring.
ii. CIT’s, Teen Counselors, and Adult Volunteers are not required to be First Aid/CPR certified; however, some volunteers are certified at this level or sometimes a higher level (EMT, nurse, etc.).  In this case, it is imperative that volunteers understand their role in health care is to assist summer staff and/or Camp Medics.  This is simply to ensure health care is offered under the same expectations and according to the 4-H Center’s Medical Standing Orders, as approved by our consulting physician.
d. 4-H Center Director, Program Director, and the Extension Agent
i. The roles of these persons in camp is to ensure camp staff (including Camp Medic) are providing adequate and appropriate health care for the camp community.  If necessary, they may override a decision of a Camp Medic in the interest of safety.
2. Blood-borne Pathogens
a. An exposure is contact with any potentially infectious substance (such as blood or bodily fluids), through inhalation, needle sticks, contact with an open wound, non-intact skin, eyes or other mucus membrane. Please note that contact of blood or bodily fluids onto intact skin does not signify an exposure and should be disinfected as outlined below.  Any exposure must be communicated to Camp Medic(s) immediately.
b. Job classifications that hold a high occupational risk of exposure to blood or other potentially infectious materials include Camp Medics, lifeguards, housekeeping staff, buildings & grounds staff.
c. Cleaning and Disinfecting 
i. Cleaning and disinfecting will be conducted by Designated Center Personnel only unless otherwise determined by the Program Director and Camp Director.
ii. Latex gloves shall be worn during any process of cleaning or disinfecting. 
iii. Personnel shall not eat, drink, smoke, apply cosmetics or lip balm, or handle contact lenses during any process of cleaning or disinfecting. 
iv. For cleaning soiled areas, the fluids should be wiped up with the towel. The towel should be placed in the plastic bag. The containers of water and chlorine bleach should be mixed and this solution should be used to wipe down the soiled area. These towels should also be placed in the plastic bag along with the disposable latex gloves.
v. Personnel shall wash their hands and any other exposed skin as soon as possible after the removal of gloves. If personnel are away from a facility, these body areas shall be cleaned with a waterless, germicidal hand cleaner. As soon as feasible, whether at the station or medical facility, personnel shall wash these body areas with appropriate hand washing agents, followed by soap and water.
vi. If a small area of clothing becomes contaminated, spot cleaning of the garment is appropriate. The spot cleaning procedure is as follows:  Squirt pre-cleaner (such as Shout, Spray & Wash or Liquid Tide) onto the spot once or twice. Gently rub fabric together until light foam appears.  Rinse.
d. Personal Protection
i. The 4-H Center provides the following personal protection equipment in a kit located in each program area:  
1. Disposable towels 
2. Disposable latex gloves 
3. Waterless medicated hand cleaner (germicidal hand wash) 
4. Small equal size bottles of water and chlorine bleach 
5. Small Plastic Bag 
**If any part of a kit is used, the entire kit must be disposed of.
ii. The kit or kits needed and listed above are to be assembled by the Camp Medic.
iii. Disposable latex gloves shall be worn in all first aid situations.
iv. Personnel shall wash their hands and any other exposed skin as soon as possible after the removal of gloves. If personnel are away from a facility, these body areas shall be cleaned with a waterless, germicidal hand cleaner. As soon as feasible, whether at the station or medical facility, personnel shall wash these body areas with appropriate hand washing agents, followed by soap and water.  
v. Personnel shall wash as listed above, or flush eyes or other mucus membranes with water immediately or as soon as possible following contact of these body areas with blood or other potentially infectious materials.
3. Medication Collection & Administration
a. Policies
i. All medications must be turned into the Camp Medic(s) upon arrival to the 4-H Center. Some inhalers may be exempt to this policy, but must be approved by Camp Medic.
ii. All medication must be in the original container with the following information:
1. Directions for dispensing (found on the container and on the Medication Form) 
2. Labeled with name of person taking the medication (camper, teen, adult, etc.).
iii. Camp participants (campers, teens, adults) do not need to provide over the counter medications such as acetaminophen, ibuprofen, antihistamines, etc. The 4-H Center keeps a large inventory of over the counter medications for the camp community.
iv. All medications will be given in accordance with the directions noted on the Health History Report form, Medication Form, and the medication label. If these sets of directions do not match, the Camp Medic(s), Program Director, and Camp Director will investigate further to determine the appropriate course of action. In the disbursement of medications, it is prohibited for medications to be administered at levels and dosages not in accordance with doctor’s orders or container instructions found on over the counter medications. 
v. Any camp participant with a known severe allergy (food, insect stings, etc.) must provide an Epi-pen or similar treatment. This person and their allergy must be brought to the attention of the Camp Medic(s) upon arrival to the Center.
vi. The only person(s) allowed to dispense medications during camp is the Camp Medic(s). This applies to campers, CITs, teen counselors, adult volunteers, Extension Agents, and Center staff.
vii. The Camp Medic(s) will maintain a Medical Logbook for any treatment given or medication administered during the camp week. This will be kept on file indefinitely with the camp week’s files. 
viii. At the end of the camp week all remaining medications and empty medication containers will be returned to the appropriate Extension Agent or to the camp participant’s parent/guardian at check-out.
b. Medication Forms
i. A medication form must be completed, signed, and turned in to the Extension Agent before campers arrive at camp. Prior to camp, Extension Agents should review these forms with parents to ensure all information is complete and understood.
ii. Completed and signed medication forms must be turned into the Camp Medic(s), upon arrival, for all camp participants that will be taking medication during camp.
First Aid

In any situation your first priority is to your own safety.  If entering a scene places you in danger then DO NOT ENTER.  You will not be of any help if you get hurt.  It would also create another victim for rescuers.

Body Substance Isolation (BSI)

Also known as universal precautions, you should never allow foreign body mater or substances to come in contact with any part of your bare body surface.  (See Center’s policy on Blood borne Pathogens)  

Before working around or with a patient where exposure to bodily substances is possible you should always wear protective gear as outlined below.

· Medical Gloves: In all situations where exposure to bodily fluids from another person is highly possible.

· Face Mask: When trying to prevent infection by airborne contaminants.

· Eye Protection: When the risk of bodily substances being splattered into the face and eyes is present.

· CPR Mask with one way valve: When providing artificial respiration

· Gown: When the risk of bodily substances being splattered on clothing or other exposed body surfaces is present

As soon as possible after working around bodily substances you should wash hands with an antibacterial soap as well as any contaminated surfaces.

Treatment at the 4-H Center

1. All medical treatments shall be performed and documented by appropriate Center Staff such as the Medical Staff Person.  

2. All Center Program Staff Members shall carry at least certifications in Basic First Aid and Community CPR.  They are authorized to perform basic treatments within their scope of training.  Anything more significant shall be referred to the Medical Staff Person.
3. Center policy requires that the Medical Staff Persons be responsible for the supervision of all medical decisions and treatment.  This person(s) operates under the authorized procedures set forth the by the 4-H Center’s Consulting Physician, Dr. Stephen Lewis.
Bleeding

1. Evaluate scene safety.

2. Take appropriate BSI precautions.

3. If available apply sterile gauze or clean absorbent material (Example: cloth) to the wound to form a dressing. 

4. Apply firm direct pressure.

5. If the dressing becomes soaked with blood then apply additional dressings on top of existing dressings and reapply firm direct pressure.  Repeat as necessary or until bleeding stops.

6. Remember to follow emergency procedures for injured camper under the Emergency Operations section of this manual.
Burns

1. Remove source of burn!

2. All burns should be treated and evaluated by the Medical Staff Person(s).
Choking

In the event a person is choking, you will need to take quick and decisive action.  If available, call over a Center Staff Member or the Medical Staff Person.  If they are not readily available send a person to get the Medical Staff Person then initiate the following procedures.

1. If you suspect a person is choking first ask them if they are alright (“Are you ok?”).

2. If they are able to speak and can breath or are coughing encourage them to continue to cough until they dislodge the obstruction.

3. If in the event the person continues to choke OR becomes unconscious, ensure they are in a safe position (i.e. if unconscious gently lower them to the floor in a position so they are lying on their side) and certified Center Staff will assume care.

Insect Stings

Stinging insects include the honeybee, bumble bee, yellow jacket, hornet, wasp and fire ant.  For the severely allergic person, a single sting can be fatal within minutes.  

· If a person is stung while at camp move the person and anyone else in the area to a safe location away from the insects and send another counselor to get the Medical Staff Person.  If possible try to find out the type of insect that stung the person.
Ticks

Ticks are small, flat, mostly brown, eight-legged creatures (pictured to the right) that attach themselves to humans by burrowing into the skin.  They usually hang out in tall grass, in trees, and on the edge of the woods.  After you have been in any of these areas you should check yourself thoroughly for ticks.  The Deer tick poses a serious health threat to humans because they can carry and transmit Lyme’s Disease.  


Tick Tips

· Wear light colored clothing (makes ticks easier to see)

· Tuck pants into socks and wear long sleeve shirts

· Apply tick or insect repellent that contains no more than 30% DEET

· Walk in the center of mowed trails to avoid brushing against vegetation

If you find a tick on a person or yourself while it is still moving then quickly remove it and destroy it or return it back to the woods.  If a tick does become attached to a person see the Medical Staff Person for removal.
Poisonous Plants

Contact with these plants can cause itchy, red, and irritated rashes on the skin.  Both of these plants are present at the Center and should be avoided.  




Insect and Spider Identification

Wasp



Yellow Jacket



Bee


Brown Recluse Spider: Identified by a brown Violin shaped mark on the back of its abdomen.

Black Widow Spider: Identified by the red hourglass shape on the underside of its abdomen



Wood Tick: (description above)
Emergency Policies & Procedures

Every 4-H volunteer and staff member needs to know what procedures to follow when an emergency takes place.  These policies and procedures will be activated any time the health or wellbeing of a camp participant(s) or staff member(s) is threatened while at the 4-H Center.  

For all Emergency Operations

1. Stay Calm—do not panic!

2. Follow appropriate emergency procedures; await instructions from trained 4-H Center staff.

3. If blood or other bodily substances are present take Body Substance Isolation (BSI) precautions. (i.e. rubber gloves, CPR shield, etc.)

4. Appropriately trained 4-H Center staff such as the Medical Staff Person shall perform all medical treatments at the Center.

Injured Person(s)

1. Stay calm and keep the injured person(s) and any bystanders calm.  If possible, remove uninvolved bystanders from the scene.

2. Check to make sure the scene is safe before you approach the patient(s).

3. Quickly send another teen counselor or adult leader to get the Medical Staff Person or a staff member who can radio for the Medical Staff Person.  When getting help be careful not to cause further injuries to self or others.

4. DO NOT leave injured person(s) alone.  DO stay with the patient and comfort them.  If the injury is minor and the patient is able to walk without problem they may be moved to where they can meet the Medical Staff Person. Remember when taking a patient to see the Medical Staff Person to travel in groups of 3 to avoid one-on-one situations.

5. If you suspect any possible head, neck, or back injury DO NOT move the patient and encourage them to remain still.  The Medical Staff Person will assess the situation and direct the appropriate course of action.  

6. If injury is severe, see the first aid section of this section for appropriate level of treatment.

7. DO NOT make statements that could frighten or upset the patient.  (Example: “Boy that cut looks deep!”; “You’ll have to go to the hospital for that.”

8. DO NOT allow crowds to form around the patient, they will only further upset the patient.

9. DO NOT call 911 or the rescue squad.  The decision to call 911 will be made by the Medical Staff Person or Program Director.

10. DO NOT call the camper’s parents.  Parents will be called by the EMT, Extension Agent, or Program Director in the case of illness or injury. 

Sick or Ill Person(s)

1. Stay calm and keep the sick person(s) and any bystanders calm.

2. Quickly send another teen counselor or adult leader to get the Medical Staff Person or a staff member who can radio for the Medical Staff Person.  When getting help, be careful not to cause further injuries to self or others.

3. DO NOT make statements that could frighten or upset the patient.

4. DO NOT allow crowds to form around the patient, they will only further upset the patient.

5. If the patient is able to walk comfortably, they may be moved to meet the Medical Staff Person, if not then do not move the patient.  Remember when taking a patient to see the Medical Staff Person to travel in groups of 3 to avoid one-on-one situations.

6. The Medical Staff Person will provide appropriate care.

Medical Staff Person after Lights Out

1. The Medical Staff Person will be available at the Health Clinic after lights out.  If there is another sign on the door then follow the directions.  The Medical Staff Person is never too far away.

2. If transporting the patient to the Medical Staff Person they must be escorted in a group of 3 consisting of teen counselors or adults.  Additional campers should not be disturbed late at night.

3. If the patient is unable to come to the infirmary a group of 3 or at least 2 teens or adults should go to the infirmary to get the Medical Staff Person if possible.

4. Anytime counselors leave their lodge to see the Medical Staff Person, they must inform their lodge supervisor and arrange for another counselor to supervise their assigned room/cabin/lodge.
Biological Messes & Clean Up 
(This includes any bodily fluids such as blood, vomit, urine, etc.)

1. Attend to the patient until the Medical Staff Person assumes care.

2. DO NOT attempt to clean the scene yourself.

3. Discreetly (do not attract attention) isolate the scene from bystanders until appropriate staff arrives to properly clean the scene.
Medications

All prescription medications and any over the counter medications that are taken orally must be turned in to the Medical Staff Person at the beginning of camp.  This also includes any aerosol spray cans (Example: bug repellant).
1. Exception: Medications that are usually carried by the participant on a regular basis or with a doctor’s note (Example: asthma inhalers).  These must be reported and approved by the Medical Staff Person.

2. Exception: Special exception may be granted by the Medical Staff Person or Program Director based on circumstances.

Threats & Fighting

1. Threatening to inflict physical or other harm on another person will not be tolerated by the 4-H Center and may constitute grounds for immediate dismissal from camp.  Any incident of threatening harm on another person must be reported to the Extension Agent serving as Camp Director and the Program Director.  They will determine the appropriate course of action to be taken.

2. Physical conflict between camp participants will not be tolerated on the 4-H Center’s property and may constitute grounds for immediate dismissal from camp.  Any such incident shall be reported to the Extension Agent serving as Camp Director and the Program Director.  They will evaluate the situation and determine the appropriate course of action to be taken.  

3. Counselors, adult leaders and staff should attempt to break up the fight to prevent the participants from harming each other.  Only the bare minimum level of force should be used to separate the children while being aware of your own personal safety.
Weapons, Alcohol, Medications, & Drugs

1. Firearms, knifes, and any other weapons are prohibited on the property and may be grounds for immediate dismissal from camp.  Any of these items that are discovered must be reported to the Extension Agent serving as Camp Director and the Program Director immediately.  
a. If these items are needed for a camp program, activity or class, contact your Extension Agent or the 4-H Center Program Director for approval prior to camp.
2. Alcoholic substances and drugs (of a non-recognized medicinal value) are prohibited at camp and may constitute grounds for immediate dismissal from camp.  They must be reported to the Extension Agent serving as Camp Director or the Program Director immediately.

3. Prescription medications and “over the counter” medications in anyone’s possession must be reported to the Medical Staff Person unless an exception has been granted.

Storms, Thunder, & Lightening

· Thunder: When thunder has been identified by summer staff, the pool, and canoeing program areas must be informed immediately.  All aquatic participants will be removed from the water.  No one will be permitted to return to the water for 30 minutes from the time of the last audible thunder.  The Program Director or other authorized personnel will give this clearance.  

· Lightening: Since thunder is usually audible before lightening is visible, the aquatic program areas (Pool, Canoeing) should have already been informed, if not they shall be immediately.  All camp participants shall seek closest shelter in a building or covered location.  Listen for announcements by staff or the PA system.  

· Storms: During severe storms, all participants should seek the closest covered shelter.  If and when necessary, staff will direct participants to move to their respective cabins or the main dining hall.   DO NOT attempt to move from your sheltered location unless directed to do so by a staff member if thunder and lightening are present.  DO take an attendance of your group to ensure everyone is accounted for.  Any missing member of your group should be reported to the Program Director or staff member immediately. 
Inclement / Severe Weather Emergency Action Plan


In the event that it becomes necessary to relocate campers to shelter/secure locations due to the presence of or imminent approach of potentially dangerous or severe weather, the following policy will be implemented:

(It should be noted that campers should return to their cabins unless it is necessary to assemble them in a central location due to the imminent threat of severe weather)

Inclement Weather / Thunderstorm

i. All 4-H Center Staff, 4-H Agents, and Volunteer Leaders who conduct activities outside of the main camp area (i.e. 3-D Archery Range, Ropes Course, Shotgun Range, Skeet Fields) will carry a 2-way radio in order to maintain contact with the Camp Director, Program Director, and 4-H Center Administration.

ii. The 4-H Center and/or Camp Director will periodically check weather patterns on a daily basis by way of Internet. Additionally Holiday Lake 4-H Center will monitor weather patterns and advisories by way of NOAA Digital Weather/Hazard Alert Monitor and Radio.

iii. In the event that Campers need to be relocated to shelter due to mild or moderate inclement weather or thunderstorm, campers and volunteer leaders shall return to their cabins and await further instructions from the Camp Director and/or Program Director. 

(it is recommended that each camping unit place a volunteer with a radio in each of the farthest cabins i.e. #’s 9 and 15)

iv. Should it become necessary for a camper to use the bathroom during this time, one Volunteer Leader from that camper’s cabin (as there are two volunteer leaders per cabin) will request the assistance of a volunteer leader from the adjacent cabin and the two will accompany the camper to the bathroom. At no time should a cabin be left unattended and the Above Suspicion Policy of supervision should be strictly adhered to.

Severe Weather / Thunderstorm 

i. In the event that it becomes necessary to relocate campers to shelter or safe location due to the imminent approach of severe weather (such as severe thunderstorms, high winds, hurricane, tornado, etc ), campers and volunteer leaders shall assemble in the dining hall and seat themselves by cabins, bunkhouse, or lodge, and a “Roll Call” will be taken to assure that all camp participants are accounted for. Volunteer leaders will assist in keeping campers calm and quite, and will await further instruction from the Camp Director/Program Director.

ii. Should an imminent threat of sever weather (Tornado) arise, and it becomes necessary to seek secure shelter, campers will be relocated to underground / block walled facilities in the following order:

Lodging Area



Secure Shelter Area 

Capacity

Large Bunkhouse


Supply Room 


(64)






(door facing steps leading under dining hall)

Boy’s Bunkhouse


Laundry Room


(34)





(door to right of steps leading under dining hall)

Cabins 1-5



Large Bunkhouse Room C

(50)

Cabins 6-10



Bunkhouse Kitchen


(50)

Cabins 11-15



Large Bunkhouse Room D

(50)

Lake Lodge



Nearby Nature Center Office
(24)

Summer staff, teen, and adult leaders will keep campers calm and as occupied as possible. Once the center director, camp director, or program director has deemed it safe to emerge from these shelters, a safe location will be determined to account for all camp participants by cabin/lodge assignments. A team comprised of the center director, camp director, and program director will determine if camp will continue. If the decision to evacuate is made, the evacuation plan will be followed.

iii. Should a severe weather event occur during the night, campers and volunteer leaders will be notified to assemble in the dining hall (in order of lodging area) by means of the P.A. system, ringing the dinner bell located on the front steps of dining hall, and/or by direct notification.  

Fire Alarm or Building Fire

1. As soon as you have your campers assembled in your rooms discuss and review the building evacuation procedure.  Evacuation plans are posted on the wall in each room.
2. All buildings are equipped with smoke detection equipment, which is inspected per local protocols.

3. Shortly after everyone’s arrival at camp there will be a fire drill.  Use this time to guide campers in the appropriate evacuation procedures for your building and the meeting site outside for your building.  

4. If you see an actual fire in a building and the fire alarm has not yet sounded notify and adult volunteer or staff member immediately. Pull boxes to activate the general alarm are located in the main dining hall.  

5. If you hear the fire alarm, proceed with the emergency evacuation plan for your building and help campers out of the building.  

6. DO NOT attempt to use fire extinguishers to extinguish the fire.  Appropriate staff will make the attempt if possible.

7. Remember material possessions can be replaced, life cannot.  GET EVERYONE OUT!!!

8. As soon as possible the Program Director and Grounds Supervisor shall be informed of the situation.  They will make the determination to call 911 if necessary.  

9. DO NOT reenter the building until it has been cleared by the Grounds Supervisor or appropriate authorities.

Suspicious Person(s) or Intruder at Camp

1. All camp visitors are required to check-in with the Main Office or Program Director.  

2. If you notice a suspicious acting or unfamiliar person on the camp properties discreetly move campers away from the person(s).  Then inform the Main Office staff and Program Director.  They will then work to identify the person(s) and their business at camp.  

Stinging Insects

1. There are stinging insects located at the 4-H Center such as wasps, bees, hornets, and yellow jackets.  

2. In the event that you notice a hive or swarm of these insects, report the location and, if possible, the type of insect you saw to a staff member or the Program Director so appropriate measures can be taken by our maintenance staff.

Strange or Dangerous Animal

If you notice a strange or dangerous animal (Example: bear or copperhead snake) or one exhibiting strange behavior (Example: raccoon out during the daytime), move any children in the area away from the animal and inform the Program Director or the closest staff member.  Maintenance staff has the proper equipment to deal with or relocate the animal if necessary.  

Death of a camper of staff member

In the event of death from accident or natural causes, the following procedure will be used:
1. The Center Program Director, Medical Staff Person, Program Director, and Camp Director are to be informed.

2. The appropriate personnel will contact the appropriate authorities and emergency agencies.  

3. The Center Director or Program Director and the Extension Agent from the participant’s home county will call the parents or next of kin.

4. The appropriate Center personnel will attend to the necessary arrangements for any investigation and the family.

5. Information will be released to the media ONLY upon authority of the Center Director or Program Director following policy and procedure as set for the by the Virginia Tech Office of Risk Management and other appropriate regulating bodies.
Media

· Members of the media may be on the property to do stories about camp or the programs taking place.  As with any other visitor, they must check-in with the Main Office or Program Director, please direct them to the Main Office.

· Do not discuss any critical incident with members of the media.  The Center Director or Program Director must authorize the release of any critical information.  

Missing Person

1. Roll call of your campers should be taken on a regular basis (Each morning, during lineups before meals & programs, beginning of each class, and before lights out).

2. If a person from your group is missing during roll call their name shall be given to the Program Director, Center Director, and the Extension Agent from the missing person’s home county.  They will make a preliminary attempt to locate the person.

3. All groups shall account for all of their members to see if the person is in another group.

4. Counselors of the missing person should account for their members again to confirm a person is missing and the identity of the person.

5. If preliminary attempts are unsuccessful in locating the person the Center Staff Members will organize a search of the camp within 15 minutes of the initial report.

6. Counselors shall continue to monitor their groups incase the missing person returns to the group.

7. The Program Director and Center Director should be kept informed of the status of the roll calls.

· If the missing person is still unaccounted for after 45 minutes the Program Director or Center Director will call the Sheriff Office, State Police, and local authorities to arrange for a formal search of the Center property and surrounding areas.  

· If at any time the missing camper returns to the group the Program Director and Center Director shall be informed immediately.  

· Parents/guardian of missing camper will be notified at a time deemed appropriate by local authorities and Center Director

· Four-H programming will continue with all other campers

Lost Swimmer

If a person is discovered missing in the pool or from a lake front program area (Canoeing) everyone shall follow the directions given by the lifeguards or Center Staff Member(s).  

Loss of Utilities

The loss of electricity at the Center will:
a. Affect the cooking of food, which uses electricity.
b. Affect the heating of water in all buildings.

c. Severely affect the availability of drinking water since the pump uses electricity.  The overhead storage tanks hold 36,000 gallons of water.  

d. Prevent lighting of camp at night

In the event of a long term power outage at camp the Program Director and Extension Agent serving as Camp Director will contact Virginia Electric Cooperative for a report then evaluate the situation to determine if programs will be able to continue.  If programs will not be able to continue the Center Director and Program Director along with the Extension Agents will arrange for transportation home.

Emergency Relocation of Camp Population

Possible reasons for a Total Center Population Relocation

· Fire: Damage to buildings, brush or forest fire that threatens the camp site

· Loss of Water: Loss of safe drinking water

· Storm: Severe damage to buildings and/or electrical system

· Epidemic: Contagious or infectious disease(s) 

1. If emergency conditions exist, the Center Program Director and/or Center Manager will meet with the Extension Agent serving as camp Director to decide on the appropriate course of action based on the degree of the emergency.  They will notify all necessary Virginia Tech and 4-H personnel.

2. Once the decision to evacuate has been made, the Program Director or Center Manager will direct the evacuation procedures.  

3. The public address system and the Center Staff radio system will be used to coordinate efforts to gather all participants in a central location (i.e. Dining Hall or other specified meeting site) to receive necessary instructions.  

4. Once gathered teen counselors and adult leaders shall take roll call to accurately account for all of their campers.  The entire camp population shall be accounted for (if not the missing person procedures shall be implemented).  Once everyone is gathered instructions will be given.  

5. Buses will be brought down from the parking lot and loaded at the circle, if safe.  If not, campers will hike to the bus parking lot for loading.  Four-H Center Staff and adults will direct loading of buses and will assist the Camp Director with accounting for all campers

6. If buses are unavailable at camp, Appomattox County Schools will be contacted to provide buses for emergency evacuation, and the same loading procedure will be used upon arrival

7. Buses will carry campers to the Appomattox Recreation Building where plans for return to camp or transportation home will be made

Section VI: Camp Program Information
Camp Class Descriptions

Archery

· Utilizing the 4-H Center archery range and re-curve bows, campers will learn basic archery skills, such as bow safety, stance, arrow design, loading, and release.

· Camper will have multiple opportunities to shoot at stationary targets.

Canoeing

· Campers will learn about paddling and water safety, the parts of the canoe / paddle, canoe types, and paddling strokes.  
· Campers will practice paddling strokes and how to recover a capsized canoe (in shallow water).

Challenge Course (Low Ropes Course)

· Campers will learn to work together in small groups to overcome various types of initiatives and challenges, using teamwork, cooperation, communication, and problem solving.

Challenge Course (High Ropes/Climbing Tower)
· Using the 4-H Center’s High Ropes Course and/or 25’ outdoor climbing wall, campers will learn the basics of climbing safety, equipment, bouldering, climbing, and belaying.
· Campers will have the opportunity to complete the high ropes course or climb multiple climbing routes on the tower.
· The high course can not be used by anyone under 12 by the date of camp. There is a 12 person maximum. 
Long Pants Required for High Ropes
Outdoor Living Skills
· Campers will spend most of their time outdoors on the 4-H Center’s trails, forests, and open areas.

· Campers will learn the basics of outdoor adventures including hiking, backpacking, camping, orienteering, knot-tying, and campsite set-up and will (weather permitting) conduct an overnight camp-out at the 4-H Center’s “Wilderness Campsite”.
Performing Arts

· Campers will learn fundamentals of expressive arts, including drama, acting, and dance.  Campers will be encouraged to develop their own ways of expressing themselves through these arts.

· Campers will have the opportunity to perform during the 4-H Center talent show.

Riflery

· Utilizing the 4-H Center’s rifle range under strict supervision, campers will learn the importance of shooting safety.

· Campers will be introduced to .22 caliber rifles. 

· Camper will have multiple opportunities to shoot at stationary targets.

Swimming, Beginning

· Designed for campers who do not know how to swim.  
· Campers will learn how to become more comfortable with the water, including how to submerge their head, water safety, the basics of flotation, and simple strokes.  
· Games will be used to help campers get used to their new swimming skills. 
Swimming, Advanced 

· Designed for campers who feel comfortable in the water, can swim without guidance, and have already learned several stokes.
· Campers will learn more advanced swimming strokes and ways to propel themselves through the water.

Leather Craft 
· Participants will be introduced to the fun and exciting art of leather crafting. Each class participant will receive one craft project to work on in class, and additional craft kits will be available through the camp store.                                                                                      
Teen Life 

· This class designed especially for teens will be structured as a discussion group led by one of   the Camp Program Staff, and will focus on current events and topics such as “Life after high school”, “Peer relationships”, “Becoming a leader”, and other teen related issues.

Camp Safety and Operating Procedures

ARCHERY 

Location:  Archery Range 

Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1 per class 

Program Objectives 

1. For each camper to become more aware and appreciative of archery as a safe sport. 

2. To introduce campers to shooting sports through the use of archery equipment. 

3. For each camper to learn the safe use and handling of bows and arrows. Instruction will include proper stance, aiming, release and scoring. 

4. To teach campers shooting safety and basic marksmanship. 

5. To promote feelings of accomplishment and self-worth. 

6. To help youth develop responsibility, discipline, concentration and sportsmanship. 

Safety Procedures 

1. No one is to touch any equipment without the instructor present. 

2. All equipment must be stored properly and locked up immediately after use. 

3. All class activity must be supervised at all times. 

4. The class instructor will have a walkie-talkie and a first aid kit. The instructor will be certified in CPR and First Aid. 

CANOEING 

Location: Waterfront Building 

Maximum # of classes: 4 

Number of participants: 16 per class 

Number of teens/adults: 1 per class  

Program Objectives 

1. To teach campers about basic canoeing equipment, life jackets, and related safety methods. 

2. To provide hands-on experience in carrying and launching canoes, recovering from a capsize, managing weight distribution, basic paddling strokes and techniques for steering. 

3. To promote feelings of accomplishment and self-worth. 

4. To help youth develop leadership, responsibility, discipline, concentration and sportsmanship. 

Safety Procedures 

1. This class is designed for campers with advanced swimming ability. Only those who have demonstrated this ability will be allowed to participate. 

2. No equipment will be used without the instructor’s permission. The instructor must be present when canoe equipment is used. 

3. Canoe equipment should be locked up when not in use.  

4. The class instructor will have access to a walkie-talkie and a first aid kit. The instructor will be certified in CPR, First Aid, and Lifeguarding. (Instructors may have American Canoe Association flat water paddling instructor certification.) 

5. A responsible teen or adult leader in each class will be instructed where to get the walkie-talkie and first aid kit in case of an accident that causes the instructor to remain in the water.

CHALLENGE COURSE (Low Ropes)
Location: Challenge Course  

Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1 per class 

Program Objectives 

1. To promote feelings of self-confidence, accomplishment, responsibility, leadership and self-worth. 

2. To foster mutual support and teamwork within a group and the importance of each member’s contributions within that group. 

3. To develop and increase trust with every member of the group. 

4. To facilitate problem solving by individuals and by group. 

5. To increase awareness of nature and the great outdoors. 

6. To teach campers to work together through solving problems and overcoming obstacles through use of the low ropes course. 

Safety Procedures 

1. Safety will be practiced at all times while on the Challenge Course. 

2. Spotting will be utilized on all appropriate obstacles as instructed by Challenge Course Instructor. 

3. Challenge Course Instructor will use the modern facilitation methods and techniques to ensure proper safety.

4. If, at any point, the Challenge Course Instructor feels safety (physical OR emotional) has been compromised the class will be halted and processed immediately. 

5. The Challenge Course Instructor will conduct daily walk-through inspections of the Challenge Course as well as monthly structural inspections and document findings. 

6. The Challenge Course Instructor will inspect all class supplies and equipment daily. 

7. Low Ropes Course elements and equipment are to be used and/or handled only under the direct supervision of Challenge Course Instructor. 

8. The Challenge Course Instructor will conduct a thorough inventory of all equipment weekly. Faulty or dangerous equipment will be taken out of use immediately. 

9. Every effort will be made by the instructor to assure that equipment is maintained in usable condition throughout the season. 

10. The class instructor will have a walkie-talkie and a first aid kit. The instructor will be certified in CPR and First Aid. 

11. The Challenge Course Instructor will have previous experience with challenge courses, working with children, and will receive intensive training prior to employment. 

CHALLENGE COURSE (High Ropes / Climbing Tower)
Location: Climbing Tower 

Maximum # of classes: 2 

Number of participants: 12 per class 
Number of teens/adults: 2 per class 

Program Objectives 

1. To promote feelings of personal confidence, accomplishment, responsibility, leadership and self-worth. 

2. To promote physical fitness and well-being, while introducing a life-long hobby to campers. 

3. To facilitate problem solving. 

4. To increase camper knowledge of safety practices and equipment. 

5. To increase awareness of nature and the great outdoors. 

Safety Procedures 

1. Safety will be practiced at all times while on the Climbing Wall. 

2. All climbers will follow appropriate climbing “commands” prior to climbing. 

3. All climbers on the Tower will be tied into the climbing rope and be “on belay” while climbing, ensuring their safety in the event of a fall. 
4. All climbers on the High Ropes course will be attached the static belay system while traversing the course, ensuring their safety in the event of a fall. 
5. If, at any point, the Instructor feels safety (physical OR emotional) has been compromised the class will be halted and processed immediately. 

6. The Instructor will use the modern facilitation methods and techniques to ensure proper safety. 

7. The High Ropes Instructor will conduct daily basic inspections of the Climbing Tower as well as quarterly structural inspections and document findings. 

8. The Instructor will inspect all climbing equipment daily. 

9. The High Ropes course, Climbing Tower, and all equipment are to be used and/or handled only under the direct supervision of the Instructor. 

10. The Instructor will conduct a thorough inventory of all equipment. Faulty or dangerous equipment will be taken out of use and replaced immediately. 

11. Every effort will be made by the instructor to assure that equipment is maintained in usable condition throughout the season. 

12. The class instructor will have a walkie-talkie and a first aid kit. The instructor will be certified in CPR and First Aid. 

13. The  Instructor will have previous experience with climbing systems and programs, working with children, and will receive intensive training prior to employment. 

Leather Craft 

Location: Leather Craft Room
Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1

Program Objectives 

1. Learn the value of patience and teamwork as they have to work with others to share equipment and complete a project.  

2. Refine fine-motor skills by becoming more precise and neat in their stamping and painting abilities.  

3. Successfully complete 2 leather craft projects. 

4. Decorate simple and more advanced pieces of leather using stamps and paint.

5. Learn the value of creativity and teamwork through the completion of projects.

Safety Procedures 

1. No one is to touch any equipment without the Leather Craft Instructor being present. 

2. Campers will be instructed as to the safe an proper use of all tools and equipment.
3. The class instructor will have a walkie-talkie and a first aid kit. The instructor will be certified in CPR and First Aid. 
OUTDOOR LIVING SKILLS 

Location: Various locations throughout camp. 

Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1 per class 

Program Objectives 

1. To promote feelings of personal confidence, accomplishment, responsibility, leadership and self-worth. 

2. To facilitate teambuilding and problem solving in an outdoor environment. 

3. To facilitate an understanding of basic camping techniques and safety considerations. 

4. To facilitate an understanding of low impact and “Leave No Trace” principles. 

Safety Procedures 

1. Safety will be practiced at all times while youth participate in outdoor living activities. 

2.  All participants must wear shoes at all times, and will be taught about the adequate types of clothing and supplies that are needed. 

3. The class instructor will have a walkie-talkie and a first aid kit. The instructor will be certified in CPR and First Aid. 

4. The instructor will have previous training in OLS. 

5. The instructor prior to the start of each class must inspect all equipment. All equipment must be accounted for at the end of class. 

6. The overnight will begin after the Thursday late evening program. Only those campers in the OLS class and teen / adult volunteers who are approved by the Extension Agent serving as Camp Director will be allowed to attend the overnight camping experience. The list of overnight participants should be reviewed with the Program Director and Camp Director.
PERFORMING ARTS 

Location: Amphitheater  

Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1 per class 

Program Objectives 

1. For each camper to learn and demonstrate: 

a. Safety rules and proper use of performing arts props and equipment 

b. How to create, write, produce, and perform a performing arts production (i.e. play, skit, dance, etc.). 

c. To explore performing arts (singing, acting, dancing, and musical performance) 

2. For campers to become comfortable performing in front of an audience 

3. For campers to create and perform a class production for the Talent Show (if applicable). 

Safety Procedures 

4. No one is to touch any equipment without the Performing Arts Instructor being present. 

5. Spotting will be used when participants are being lifted into the air. 

6. No food or drink is allowed on the Stage. 

7. The class instructor will have a walkie-talkie and a first aid kit. The instructor will be certified in CPR and First Aid. 
RIFLERY 

Location: Rifle Range 

Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1 per class 

Program Objectives 

1. For each camper to become more aware and appreciative of shooting as a safe and educational activity.
2. To introduce campers to shooting education through the use of air rifles and/or .22 rifles. 

3. For each camper to learn the safe use and handling of firearms, including safe methods of loading, aiming and firing of at paper targets. 

4. To teach campers firearms safety and basic marksmanship. 

5. To promote feelings of accomplishment and self-worth. 

6. To help youth develop responsibility, discipline, concentration and sportsmanship. 

Safety Procedures 

1. No one is to touch any equipment without the instructor present. 

2. All rifles must be unloaded, cleaned if necessary and stored properly in a safe. All class equipment must be locked up immediately after use. 

3. All class activity must be supervised at all times. 

4. The class instructor will have a walkie-talkie and a first aid kit. The instructor will be certified in CPR and First Aid. 

SWIMMING—ADVANCED 

Location: Pool 

Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1
Program Objectives 

1. To help campers feel more confident and comfortable around water/pool. 

2. To teach proper water safety, including pool rules. 

3. Campers will learn fundamentals of breathing techniques, basic kicks and strokes and various types of floating techniques. 

4. Campers will learn advanced strokes and swimming techniques, distance (underwater) swimming, and basic techniques of water rescue. 

Safety Procedures 

1. Campers’ swimming ability will be evaluated during swim test which will help determine if they are in the correct swimming class. 

2. No one may enter the water without the instructor’s permission and supervision. 

3. Teen/adult leaders must take an active role in assisting with instruction and safety precautions. 

4. Instructor will be certified in life guarding, CPR and First Aid. Instructor will have a walkie-talkie and a first aid kit. A responsible teen or adult will be told where the walkie-talkie and first aid kit are in case of an emergency requiring instructor to remain in the pool. 

5. Pool equipment will be inspected daily for safety. 

6. Absolutely no running, roughhousing, “chicken” or other horseplay will be tolerated at the pool. No pushing or pulling people into the pool. No diving off the sides of the pool. 
SWIMMING—BEGINNING 

Location: Pool 

Maximum # of classes: 4 

Number of participants: 16 per class 
Number of teens/adults: 1
Program Objectives 

1. To help campers feel more confident and comfortable around water/pool. 

2. To teach proper water safety, including pool rules. 

3. Campers will learn fundamentals of breathing techniques, basic kicks and strokes and various types of floating techniques. 

Safety Procedures 

1. Campers’ swimming ability will be evaluated prior to beginning swimming or canoe classes. 

2. No one may enter the water without the instructor’s permission and supervision. 

3. Teen/adult leaders must take an active role in assisting with instruction and safety precautions. 

4. Instructor will be certified in life guarding, WSI, CPR and First Aid. Instructor will have a walkie-talkie and a first aid kit. A responsible teen or adult will be told where the walkie-talkie and first aid kit are in case of an emergency requiring instructor to remain in the pool. 

5. Pool equipment will be inspected daily for safety. 

6. Absolutely no running, roughhousing, “chicken” or other horseplay will be tolerated at the pool. No pushing or pulling people into the pool. No diving off the sides of the pool. 

Tips for Leading Programs and/or Teaching Classes

· Be prepared: Have all materials and supplies gathered, prepared, and ready at the beginning of each class period.
· Safety first: discuss class rules at the beginning of the first day of classes and review safety at the start of each following class.  Camp rules apply during classes with only appropriate exceptions (Example: running during sports class).  All appropriate safety precautions should be taken.
· Class should start on time and campers should not to be released from class early.  If class finishes early keep your campers entertained until the scheduled release time by playing games, singing songs, reviewing the lesson thus far, etc.
· Have more planned than you expect to fit in one class period in case the class finishes early.  It is much easier to cut extra activities than to come up with last minute ideas.  

· Take advantage of this training manual to gather ideas and understand how children learn best.

Meal Procedures

· The 4-H Center uses family style dining during all meals.  All campers will eat at the same time. All unheated food will be on the tables when the campers sit down.

· Counselors-in-training (CITs) are responsible for setting the tables for each meal.  They must arrive at the kitchen and prepared to set-up 15 minutes prior to each meal. CIT’s will place flatware, cups, utensils, and food bowls on each table while campers are outside. 
· Several summer staff members will be designated as “runners.”  They will coordinate and supervise CITs during the table set-up and will moderate between kitchen staff and the needs of the campers, teens, and adults. Only 4-H Center Staff is allowed in the kitchen area.  Staff runners will attend to the needs of teens, adults, and campers.  

· Campers will gather outside of the Dining Hall prior to each meal.  Campers will be released by groups to go into the dining hall and find a seat.  
· At least one (1) teen counselor  must be at each table to supervise and socialize with campers.  Teens are expected to spread themselves amongst campers, rather than sitting together and “clustering”.  This is very important!  Teens will be sent into the dining hall moments before the campers.

· As campers enter the dining hall, teens / adults at each table will signal the number of spaces that they have at their table. This signal will inform incoming campers where empty seats can be found.
· Once everyone has been seated the “Meal Captain” will ask for one teen counselor or adult leader from each table to go to the serving lines to pick up the hot food for their table.  Teens will then go back to their table and help campers distribute food appropriately.  Every camper should have “firsts” before any camper takes “seconds” at their table.
· To get “seconds”, one (1) person from the table will first check with surrounding tables for additional food.  If food is still needed, the teen/adult from that table will wait for the Meal Captain to call for “seconds”.  Once this has occurred, the teen/adult may go to the serving line to get additional food.  Seconds may not be available for all items.  Campers may be allowed to refill pitchers and get additional unheated food items.  Hot food can only be carried by Teen counselors and Adult Leaders.
· All campers and teens must stay inside of the Dining Hall until dismissed by staff.  Campers who have to leave the dining area (bathroom, visit Medical Staff Person, etc.) should be accompanied by a teen or adult volunteer. 

· Clean up will be conducted by table.  Each table is responsible for “bussing” their own dishes, cleaning under their chairs and tables, and wiping off their table.  Tables will be “bussed” using the system known as “consolidation” (see below for description).  The cleanest table may be dismissed first!
· Everyone should have 20 minutes of uninterrupted eating time.

Consolidation (meal clean up):

The system used for cleaning up after a meal is called consolidation.  This system allows for a more organized clean up process in the dining hall as well as in the kitchen area.  The system utilizes carts, plastic tubs, plastic bins, trashcans, and the dishwashing area.  The following instructions are explained (and reviewed) by the Meal Captain at the end of each meal:
1. Food scraps and table trash (napkins, condiment wrappers, etc.) should be scraped into a serving bowl or tray. Extra liquids (juice, milk, etc.) should be combined in the juice pitcher at each table.  During breakfast, milk and juice will be placed in designated plastic tubs.
2. Plates should then be stacked (free of food scraps).

3. Cups are then stacked (free of liquids).

4. Serving utensils, bowls, and trays should be stacked appropriately. 

5. One member from each table will be asked to take a group of items up as called.  Only one member from each table should be up during consolidation.  

6. Plates will be taken to the dishwashing area.

7. Silverware will be placed in one of the large tubs located on top of the utility carts located throughout the dining hall.  

8. Serving utensils will be placed in the other large tub located on top of the utility carts.

9. Cups will be placed in the other large bins located near the outside of the serving line.

10. Serving bowls and trays will be placed on the second shelf of utility carts.

11. Food scraps and trash will be placed in trashcans located next to utility carts.

12. Pitchers are to be taken up to the cart located near the first serving line.

13. Any food that has not been opened may be returned to the serving line.

14. Baskets containing condiment packets should be returned to the tables near the serving lines.

15. Once cleared, each table is responsible for cleaning up their table surface with a wash rag located in a bucket near the juice containers.  They should also clean up any spills or trash under or around their table.

16.  While waiting for the group to be dismissed everyone should remain at their table.



Camp Packing List
Things you should bring:

· Comfortable shirts (must be appropriate-no spaghetti straps or vulgar content)

· Comfortable shorts (must be appropriate length)

· Rain coat/pants/poncho

· Sweatshirt (for cool nights)

· Comfortable shoes (LOTS of walking—extra pair is acceptable)

· Sandals (walking to pool, use in canoe)

· Swim suit (must be appropriate-no string bikini’s, baggy shorts, etc.)

· Toothbrush

· Toothpaste

· Soap

· Shampoo

· Antiperspirant/deodorant (non-aerosol)
· Feminine Products (if applicable)

· Brush/comb

· Towel(s) (for showers AND for pool)

· Washcloth

· Sunscreen

· Insect repellant (non-aerosol)
· Costume/props (if applicable—for talent show, etc.)

· Water bottle

· Disposable camera (don’t bring nice cameras!)

· Flashlight

· Notebook/pen

· Envelopes, paper, and stamps (to write home)

Things you should NOT bring (they will be confiscated if found):

· Tobacco, alcohol, illegal drugs (“legal drugs” must be turned into Agent/Camp Medic)
· Food/snacks

· Pets

· Valuables

· Knives, firearms (including toy knives/guns)

· Cell phones

· Other electronics (laptops, cell phones, walkie talkies, digital cameras, CD players, DVD players, mp3 players, walkman radios, video games, etc.)

Section VII: Common 4-H Camp Situations
“A LETTER FROM CAMP”

Dear Mom and Dad,

Our Adult Leader told us all write to our parents in case you saw the flood on TV and worried.  We are OK.  Only 1 of our tents and 2 sleeping bags got washed away.  Luckily, none of us got drowned because we were all up on the mountain looking for Chad when it happened.  Oh yes, please call Chad's mother and tell her he is OK.  He can't write because of the cast.

I got to ride in one of the search and rescue jeeps.  It was neat.  We never would have found him in the dark if it hadn't been for the lightning.  Our leader Walt got mad at Chad for going on a hike alone without telling anyone.  Chad said he did tell him, but it was during the fire so he probably didn't hear him. Did you know that if you put gas on a fire, the gas can will blow up? The wet wood still didn't burn, but one of our tents did, and so did some of our clothes.  John is going to look weird until his hair grows back.

We will be home on Saturday if Mr. Walt gets the car fixed.  It wasn't his fault about the wreck.  The brakes worked OK when we left. Mr. Walt said that with a car that old you have to expect something to break down; that’s probably why he can't get insurance on it.  We think it's a neat car.  He doesn't care if we get it dirty, and if it's hot- sometimes he lets us ride on the tailgate.  It gets pretty hot with 10 people in a car.  He let us take turns riding in the trailer until the highway patrolman stopped and talked to us.  Mr. Walt is a neat guy.  Don't worry he is a good driver.  In fact, he is teaching Terry how to drive.  But he only lets him drive on the mountain roads where there isn't any traffic.  All we ever see up there are logging trucks.

This morning all of the guys were diving off the rocks and swimming out in the lake.  Mr. Walt wouldn't let me because I can't swim and Chad was afraid he would sink because of his cast, so he let us take the canoe across the lake.  It was great.  You can still see some of the trees under the water from the flood.  Mr. Walt isn't crabby like some adult leaders.  He didn't even get mad about the life jackets. He has to spend a lot of time working on the car so we are trying not to cause him any trouble.

Guess what? We have all passed our first aid merit badges.  When Dave dove in the lake and cut his arm, we got to see how a tourniquet works. Also Wade and I threw up, but Mr. Walt said it probably was just food poisoning from the leftover chicken, he said they got sick that way with the food they ate in prison.  I'm so glad he got out and became our adult leader.  He said he sure figured out how to get things done better while he was doing his time.

I have to go now.  We are going to town to mail our letters and buy bullets.  Don't worry about anything.  We are fine.

Love, Cole

P.S. How long has it been since I had a tetanus shot?

What Would You Do?
(“food for thought”…common camp scenarios)

You see two campers fighting on the recreation field.  What do you do?

You hear a rumor that a fellow camp staff member has alcohol or drugs with them at camp.  What do you do?

You are in the open-air pavilion working with afternoon recreation (about 150 kids), and a heavy thunderstorm suddenly appears and it starts to rain.  What would you do with the campers?  What are your main concerns?
A fellow camp staff member has been picking on you a lot lately.  In fact, some of the comments are sexual in nature and make you feel uncomfortable.  What do you do?

You overhear a teen counselor use inappropriate language (cursing) in front of campers.  What do you do?

You are walking to lunch from the climbing tower and come upon a camper with a sprained ankle along the trail.  The camper can’t walk, and you have no one to help you with the situation.  What are your main concerns?  What actions could have been taken to prevent this situation?  How do you handle it?
A camper comes to you in confidence telling you how upset they are about the continuous fighting between their parents at home.  How do you handle this?  What policy does this relate to?

A fellow camp staff member approaches you about sneaking out and pulling “the sickest prank ever” the last night of your camp week.  What do you do?  Why is this a problem and what are the long-term implications for the 4-H Center involving pranks?
The Program Director (or Extension Agent) has been hard on you all week but you’re not exactly sure why and feel like you’re being picked on.  What should you do?

You become very close with a camper during your week of camp.  On the last morning of camp, the camper comes to you crying because they don’t want to go home.  You try to console them, but they tell you about alleged abuse going on at home that they are trying to avoid.  What do you do?

You have a camper with special needs (i.e. autism, Down syndrome, mental retardation, etc.) in your lodge room.  Wednesday morning of camp this camper is upset because they can’t find their favorite socks and they refuse to leave the lodge room for flag raising.  How do you handle this?  
Section VIII: Appendix


4-H CAMP COUNSELOR-IN-TRAINING: JOB DESCRIPTION

Responsible to:

· The Extension Agent or other Extension faculty/staff in charge of the unit 4-H camping event, under the supervision, guidance, direction, and/or leadership of an experienced 4-H camp teen counselor or adult leader (as decided by the Extension staff in charge of the 4-H camping event/participating campers).

Responsible for:
· Assisting 4-H camp teen counselors with their responsibilities;

· Being able and willing to treat each camper, staff person, and peers with respect and dignity at all times;

· Attending and participating in classes and activities designed to provide 4-H camp counselor training;

· Learning the objectives of the 4-H camping program;

· Following he Virginia 4-H Standardized Code of Conduct at all times.

· Demonstrating familiarity with 4-H center rules and policies and being willing to accept responsibility for enforcing these rules and policies;

· Being able and willing to accept and perform leadership roles when needed, and to work as a member of the team when others are in the leadership position;

· Setting a positive role model (i.e. example) for boys and girls at all times during 4-H camp, as well as for the staff working with the 4-H camping event;

· Being present and on-time for all assigned activities, events, and duties;

· Providing for the safety and well-being of each camper at all times; and,

· Performing other duties as assigned by the Extension agent in charge of the 4-H camp.

Signed:







Date:




4-H CAMP TEEN COUNSELOR: JOB DESCRIPTION

Responsible to:

· The Extension Agent or other Extension faculty/staff in charge of the unit4-H camping event/ participating campers.

Responsible for:
· Supervising children during the entire 4-H camp session, providing for the safety and well-being of each camp participant at all times; 

· Assisting with 4-H camp classes, programs, and activities and being on-time and present for all assigned activities.

· Being able and willing to treat each camper, staff person, and peers with respect and dignity at all times;

· Showing a genuine concern for children by communicating, advising, assisting, and establishing a warm, friendly relationship with them;

· Demonstrating a willingness to work as a member of a team with other staff persons, teens and adults, summer camp staff, and under the supervision, guidance, direction, and leadership of the Extension staff in charge of the 4-H camping program;

· Being able and willing to accept and perform leadership roles (i.e. be a “leader”) as a 4-H camp teen counselor, and being able and willing work as a member of the team when others are in the leadership position (i.e. be a “follower”);

· Learning the objectives of the 4-H camping program;

· Following he Virginia 4-H Standardized Code of Conduct at all times.

· Being able and willing to (a) understand, accept, and live by certain “living standards” and a code of conduct that are necessary in a community made up primarily of young children, and (b) become familiar with the 4-H camp rules and policies and communicating and enforcing these rules and policies to others;

· Being familiar with the needs and interests of the specific camp age groups represented in the 4-H camp setting and work to assist young children in meeting these needs and interests;

· Being able and willing to associate with campers, realizing that the camp is designed for these camp participants; and, 

· Setting a positive role model (i.e. example) for boys and girls at all times during 4-H camp, as well as for the staff working with the 4-H camping event;

· Performing other duties as assigned by the Extension Agent in charge of the 4-H camp.
Signed:







Date:



4-H CAMP ADULT VOLUNTEER: JOB DESCRIPTION

Responsible to:

· The Extension Agent or other Extension faculty/staff in charge of the unit 4-H camping event/ participating campers.

Responsible for:

· Supervising children during the entire 4-H camp session, providing for the safety and well-being of each camp participant at all times; 

· Assisting with 4-H camp classes, programs, and activities and being on-time and present for all assigned activities.

· Being able and willing to treat each camper, staff person, and peers with respect and dignity at all times;

· Showing a genuine concern for children by communicating, advising, assisting, and establishing a warm, friendly relationship with them;

· Demonstrating a willingness to work as a member of a team with other staff persons, teens and adults, summer camp staff, and under the supervision, guidance, direction, and leadership of the Extension staff in charge of the 4-H camping program;

· Being able and willing to accept and perform leadership roles (i.e. be a “leader”) as a 4-H camp teen counselor, and being able and willing work as a member of the team when others are in the leadership position (i.e. be a “follower”);

· Learning the objectives of the 4-H camping program;

· Following he Virginia 4-H Standardized Code of Conduct at all times.

· Being able and willing to (a) understand, accept, and live by certain “living standards” and a code of conduct that are necessary in a community made up primarily of young children, and (b) become familiar with the 4-H camp rules and policies and communicating and enforcing these rules and policies to others;

· Being familiar with the needs and interests of the specific camp age groups represented in the 4-H camp setting and work to assist young children in meeting these needs and interests;

· Being able and willing to associate with campers for whom camp is designed; 

· Setting a positive role model (i.e. example) for boys and girls at all times during 4-H camp, as well as for the staff working with the 4-H camping event;

· Performing other duties as assigned by the Extension agent in charge of the 4-H camp.

Signed:







Date:
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Thank you for your hard work, dedication, and time. 

Your involvement at 4-H Camp will change children’s lives forever

Notes
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Jamestown 4-H Educational Center





Northern Virginia 4-H Educational Center





W. E. Skelton


4-H Educational Conference Center





Airfield 4-H Educational Center





Southwest Virginia 4-H Educational Center





Holiday Lake 4-H Educational Center
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Poison Ivy: “Leaves of 3—let it be.”  Stay on trails to avoid this plant found all around our property.





Poison Sumac: not as great of a threat at the in our area but is present and should be avoided.





The Deer tick (the smallest of the three ticks above) is only about the size of a pinhead. The other two are more common.
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